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Introduction

Three Rules of this Seminar

1. There Are No Dumb Questions. Please ask questions if you need further explanation. We
welcome your questions and will do our best to provide accurate and meaningful
answers.

2. Obtain the Information for Which You Came. If you have a specific interest in a topic,
please let us know. If your topic is not part of the course materials, we will do our best to
accommodate your request. Your instructor is anxious to meet your needs.

3. Share and Share-Alike. Your instructor is here to share relevant information about the
course. We hope that you will be willing to do the same. If you have helpful tips or
experiences, please share them with the other participants and us.

Course Development

The shareholders, associates, and staff of K2 Enterprises and K2E Canada Inc. developed this
course and the related course materials. We aim to deliver high-quality educational practices
that help you use and understand the tools and concepts discussed in this session more
effectively.

We designed our course presentation style for busy professionals. Through numerous short case
studies and feature reviews, we deliver concise, easy-to-understand, easy-to-absorb information.

To maximize your time and the value of attending this course, we have carefully filtered out trivial
and obscure features. Our goal is not to cover every keystroke and menu option, but to provide
a fast-paced course that focuses on state-of-the-art information technology and how it can
benefit you and your staff.

About K2 Enterprises

For over three decades, our team members have delivered more than 45,000 technology-focused
seminars, webinars, and conferences worldwide. To stay on top of technology, our team
members read numerous technology trade magazines, attend conferences, and speak with
technology companies each year to stay current with the latest information for our courses. Also,
we experience everything we teach and recommend to our audiences. Because our shareholders
and associates are based in different states and provinces, using technology efficiently and
appropriately is essential to our business’s success and survival.
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Our Mission Statement

K2 aims to develop and deliver the highest-quality technology seminars and conferences for
business professionals. We work cooperatively with professional organizations such as state CPA
societies, associations of Chartered Professional Accountants, and technology vendors. We make
every effort to maintain high integrity, family values, and friendship among all involved.

Our Instructional Team

For a complete listing of instructors and bios, please visit:

K2 Enterprises K2E Canada Inc.
Instructors - K2 Enterprises Instructors - K2E Canada Inc

The K2 Seminar Curriculum

Full-day Seminars
e K2’s Advanced Excel
e K2’s Business Intelligence, Featuring Microsoft’s Power Bl Tools
e K2’s Case Studies In Fraud And Technology Controls
e K2’s Excel Best Practices
e K2’s Excel Essentials For Staff Accountants
e K2’s Excel PivotTables For Accountants
e K2’'s Excel Tips, Tricks, And Techniques For Accountants
e K2’s Next Generation Excel Reporting
e K2’s QuickBooks For Accountants
e K2’s Small Business Internal Controls, Security, And Fraud Prevention And Detection
e K2’s Technology For CPAs — Don’t Get Left Behind
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Half-day Seminars

e K2’s Artificial Intelligence For Accounting And Financial Professionals

e K2's Best Word, Outlook, And PowerPoint Features

e K2's Better Productivity Through Artificial Intelligence and Automation Tools
e K2’s Case Studies In Fraud And Technology Controls

e K2’s Data Analytics For Accountants And Auditors

e K2’s Ethics And Technology

e K2’s Excel Charting And Visualizations

e K2’s Implementing Internal Controls In QuickBooks Online Environments

e K2’s Improving Productivity With Microsoft 365Cloud Applications And Services
e K2’s Mastering Advanced Excel Functions

e K2’s Microsoft Teams

e K2’s Securing Your Data: Practical Tools For Protecting Information

e K2’s Technology Update

e K2's Top PDF Features You Should Know

Besides the seminars listed above, K2 also produces numerous one and two-day technology
conferences annually. You can find a complete listing of our course offerings, including dates,
locations, and course descriptions, on our website at:

K2 Enterprises K2E Canada Inc.
Technology Conference - K2 Enterprises Technology Conference - K2E Canada Inc.

[m] 3% =]
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On-Site Training

Working cooperatively with state CPA organizations and associations of Chartered Professional
Accountants, we are pleased to offer all our seminars and conference sessions as on-site training
opportunities. On-site training provides companies of all sizes with numerous advantages,
including the following.

e Customization. K2 can customize the content of all on-site training events to meet your
organization’s specific needs. For example, we can combine selected parts of existing
courses into a focused learning experience to meet your team’s needs. Likewise, we can
develop custom content from the ground up and deliver it to your team members,
ensuring we meet your training objectives.

e Cost savings. For organizations of all sizes, on-site training can provide significant cost
savings compared to public training venues. In addition to potentially reduced registration
fees, these cost savings materialize in the form of reduced travel costs and reducing the
amount of time team members spend away from the office.

e Convenience. Because you select your on-site training event’s date, time, and location,
on-site training is more convenient for you and your team than traditional training
options. Many organizations schedule on-site training with staff meetings, retreats, and
customer/client events to leverage the value of all participants’ time.

Customization, cost savings, and convenience are the three C’s of “training to go.” For more
information on how you and your organization can experience these benefits or schedule an on-
site training event, please visit:

K2 Enterprises K2E Canada Inc.
On-site Training - K2 Enterprises Seminars - K2E Canada Inc
caroline@k2e.com caroline@k?2e.ca
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Web-Based Training

K2 offers web-based CPE and CPD to accounting and business professionals throughout the
United States and Canada. K2’'s award-winning instructors deliver two-, four-, and eight-hour
webinars on numerous technology-focused topics.

Additionally, K2 provides on-demand training. On-demand courses offer you the advantage of
receiving top-quality training at a time and location that fits your busy schedule. You can start
a class today and complete it in the future. For more information, please visit:

For more information on either platform, please visit:

K2 Enterprises K2E Canada Inc.
Webinars - K2 Enterprises Webinars - K2E Canada Inc

-l - »
E.E! m]ii
%

AL
Erar

K2 Internet Sites

K2 maintains multiple websites containing information and links relevant to CPAs and other
business professionals as a service to the profession. Further, the content of these sites can
enrich your experience during and after our seminars. In addition, our pages contain links to some
of the top accounting and content management software solutions and even to a few sites that
are just fun places to visit. If you have any comments or questions regarding our web pages,
please email webmaster@k2e.com.

K2 has two primary websites. You can view information regarding CPE and CPD opportunities,
access a library of technology tips and articles, and link to K2-related websites.

www.k2e.com www.k2e.ca
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www.cpafirmtech.com

CPA Firm Technology contains technology-related
information explicitly targeted at public accounting
firms. We include product reviews, hardware and
operating system discussions, affinity programs for
CPA firms, and Cloud computing resources.

www.accountingsoftwareworld.com

Accounting Software World provides information
related to accounting and financial management
solutions. Here, you can find software and service
reviews, product comparisons, white papers, and
other material of interest to those seeking
information about accounting software and service
solutions.

www.totallypaperless.com

For information about document management and
paperless processes, please visit Totally Paperless. In
addition, you will find reviews on hardware and
software used by all types of businesses in document
imaging and management processes.
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Introducing QuickBooks Online

QuickBooks Online (QBO) debuted in 2000 and has grown to include approximately 7,000,000
subscribers. Early on, many professional accountants rejected the Cloud-based subscription
service. However, continual improvements, coupled with a growing appetite for Cloud-based
tools, have helped fuel the growth of Intuit’s market-leading service. We have designed this
course to help accounting, bookkeeping, and other business professionals use and support QBO
more efficiently and effectively.

Learning Objectives
Upon completing this chapter, you should be able to:

e |dentify critical characteristics associated with Cloud Computing;

e Differentiate between various QBO subscription offerings;

e List examples of companies that should consider using QBO and examples of companies
that may consider avoiding it;

e Name viable alternatives to QBO; and

e Cite examples of functionality provided by third-party solutions.

Defining Cloud Computing

To fully understand QBO, its relevance in the market, and how to take full advantage of the
ecosystem, one must first understand the concept of Cloud Computing. Let us begin by defining
the phrase Cloud Computing.

Indeed, the term has different meanings across people and organizations, and there is no single,
one-size-fits-all definition of cloud computing. For example, the National Institute of Standards
and Technology (NIST) defined cloud computing as follows.

Cloud computing is a model for enabling convenient, on-demand network access to a
shared pool of configurable computing resources (e.g., networks, servers, storage,
applications, and services) that can be readily provisioned and released with minimal
management effort or service provider interaction.

HP defined cloud computing as follows.

Computing in “the cloud” may refer to a company's network, but it typically refers to the
Internet and the use of Web browser-based or rich client applications. In these
applications, the software comes from the Web Servers, and the data may also be saved
on the servers.
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Gartner’s definition of cloud computing follows.

A style of computing where scalable and elastic IT-enabled capabilities are delivered as a
service to customers using Internet technologies.

Penn State University takes a more personal view of cloud computing as

The use of Web services such as Flickr, Google Docs, and Jing (a video screen capture
service) to perform functions traditionally performed with software installed on an
individual computer.

And, Microsoft defined cloud computing as:

Refers to a variety of services available over the Internet that deliver computing
functionality on the service provider's infrastructure. Its environment (infrastructure) may
actually be hosted on either a grid or utility computing environment, but that doesn't
matter to a service user. The data in the cloud is often an important part of the services.

As the five definitions above clearly prove, the term “cloud computing” is not universal, and,
depending upon your vantage point, your definition of cloud computing may differ from that of
a co-worker. Accordingly, we will not attempt to create a “forced” definition of cloud computing
for this course. Instead, we will describe cloud computing based on several critical characteristics
found commonly in many definitions of cloud computing that appear elsewhere.

Key Characteristics of Cloud Computing

1. Cloud computing environments possess several common characteristics. Among these
are the following four.

2. Cloud computing is typically delivered over the Internet but can also transmit data over
local networks; more specifically, “cloud” is simply a euphemism for “remote.”

3. Users generally access Cloud computing services through a Web browser, but that is not
a strict requirement, particularly considering the abundance of apps currently used on all
devices.

4. Cloud computing services are scalable, both upward and downward. This trait means you
can add users quickly and, if the workforce shrinks, remove them promptly.

5. Organizations typically host Cloud-based applications on a remote server, and data likely
resides there as well; however, in some cases — often for privacy and security issues —
data remains internal to the organization.

While these characteristics are not absolute, and other, less common characteristics might
appear from time to time, the four factors cited above generally describe most cloud-based

Copyright © 2026. Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.

Page 2



environments. As such, we will rely on these characteristics to explain cloud computing
throughout this course.

A Brief History of Cloud Computing

Many professionals believe that cloud computing is a relatively new phenomenon, originating
over the past decade. However, the notion of cloud computing dates back to the 1960s. John
McCarthy proposed the concept in a 1961 speech at a celebration honoring the centennial of the
Massachusetts Institute of Technology (MIT). During that speech, McCarthy opined,
“Computation may someday be organized as a public utility.”

Later, in 1966, Douglas Parkhill published The Challenge of the Computer Utility. In that book,
Parkhill described many of the characteristics of the modern-day cloud model. Included in those
characteristics was the notion that companies deliver computing capacity over a public utility (we
now know that as the Internet) and that computing should be elastic (see the discussion on
scalability above).

Cloud computing remained largely a theory until the late 1990s, when Salesforce.com introduced
applications delivered over the web. Today, Salesforce.com is one of the world's leading
Customer Relationship Management (CRM) applications. Further, Salesforce’s Force.com
platform is now one of the leading development platforms for application developers worldwide.
Using Force.com, developers can build multi-tenant applications that Salesforce hosts.

Also, in the late 1990s and carrying over to the early part of the next decade, companies such as
NetLedger (now NetSuite), Intuit, and Peachtree (now Sage 50cloud) began offering web-based
accounting software tools, some of which were developed specifically for deploying through the
Cloud, and some of which are hosted versions of traditional, desktop-based applications. Further,
as high-speed Internet connections became widely available, many individuals and organizations
began exploring tools to access their computers from remote locations; early players in this
market included PCAnywhere and Citrix. Since then, many similar providers have appeared,
including LogMeln.com and GoToMyPC.com.

Amazon was one of the first large organizations to make a heavy investment in cloud computing.
Amazon’s Amazon Web Services (AWS) is a Web-Based infrastructure platform that allows
organizations to “rent” services as needed. Through this platform, companies can access
Amazon’s e-commerce services, serve video, music, and other bandwidth-hungry services to
customers, and provide computing capabilities to remote workers.

Microsoft is another large organization that has made a significant push to the cloud. Through
the Microsoft Azure platform, the company offers a range of Internet services that you can
consume over the Web or through on-premises environments. Components of the Azure
platform include:

e The ability to build, host, and manage applications;
e A content delivery network;
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e Storage capabilities in the Cloud;

e Networking functionality to connect on-premises and cloud applications; and

e A marketplace for accessing building block components, data sets, training, and
applications.

Further, technology giants such as Google and Microsoft have helped usher in an era of Cloud
Computing with offerings such as Google Workspace and Microsoft 365. These tools allow
subscribers to access their applications and data from virtually any device with an internet
connection.

On the accounting front, many service providers have entered the cloud. In addition to QBO,
other market participants include Xero, BQE, Wave, Sage, and Acumatica. These companies are
making their mark on cloud computing by offering accounting platforms for small and mid-sized
businesses. Niche players such as Kashoo, FreshBooks, Bill, and Hubdoc are also making their
presence felt. Likewise, companies such as Microsoft, SAP, Oracle, Infor, Epicor, and Acumatica
provide cloud options for more traditional accounting functions required by mid-size and larger
businesses. Moreover, virtually all conventional desktop accounting solutions are now accessible
through hosted environments. And, of course, accounting firms have cloud-based options from
most major vendors, including Thomson Reuters, Wolters Kluwer, AccountantsWorld, and Intuit,
for cloud-based tax preparation, client accounting, and other tools.

From relatively humble beginnings, cloud computing has grown in recent years to touch virtually
every aspect of our computing experience. Applications, data, desktops, servers, infrastructures,
and development platforms are now available from multiple providers in the Cloud. Most expect
explosive growth to continue as individuals and organizations seek to reduce costs, gain
flexibility, and increase the application and data delivery options.

Why The Cloud Matters With QuickBooks Online

Cloud Computing is critically important when considering QBO and other Cloud-based accounting
solutions. First, as a Cloud-based platform, QBO does not require a Local Area Network (LAN) to
facilitate a multi-user environment. Instead, an Internet connection (wired or wireless) enables
multi-user access without the added cost and complexity of a LAN.

A second benefit of QBO is the lack of maintenance required by the service. Because of QBO’s
Cloud-based nature, Intuit streams updates — such as new features, payroll tax changes, and bug
fixes — directly to each subscriber. Thus, team members need not worry about whether they
have the latest version of their accounting platform. Further, the need to create periodic backups
of the accounting data disappears; instead, Intuit stores company data backups as part of each
user’s subscription.

A third benefit of QBO’s Cloud-based heritage is built-in support for Work-From-Anywhere (WFA)
environments. Indeed, WFA’s presence grew exponentially during the Pandemic and has
remained a popular concept since. Again, QBO's Cloud-based nature allows workers to use the
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service anywhere they have a reasonably fast Internet connection and an appropriate device,
such as a desktop, laptop, tablet, or smartphone.

In addition to the benefits mentioned above, scalability is another advantage of QuickBooks
Online. Simply put, QBO’s five subscription options discussed below can meet the needs of many
small and growing businesses. For example, a startup business might use QBO’s Simple Start
offering early on and then progress to QuickBooks Online Essentials and QuickBooks Online Plus.
Further, as the company continues to grow, it could transition to QuickBooks Online Advanced,
and each transition would require only an upgrade to the subscription. In other words, no messy,
expensive, and time-consuming data conversions would be necessary. This attribute is one that
decision-makers should not overlook for companies that foresee significant growth.

Another critical advantage afforded to QBO resulting from its Cloud-based heritage is security
and privacy. Specifically, QBO provides high data security and privacy through two primary
means: 1) Encryption and 2) Multi-Factor Authentication. QuickBooks Online uses advanced
encryption standards to secure user data in transit and at rest. Additionally, QuickBooks Online
enforces MFA, making it highly unlikely that unauthorized users can access the system. Of course,
“perfect” security and privacy are not guaranteed. However, a robust encryption algorithm and
MFA make it highly unlikely that unauthorized users can access QBO data.

Given what you’ve learned about QuickBooks Online, what are its most
significant positive attributes?

Differentiating Between QuickBooks Online Subscription Offerings

One commonly cited issue with QBO is that it offers only some of the functionality a subscribing
company needs. Although this may be true in some cases, this issue arises in many situations
because decision-makers failed to perform appropriate due diligence when selecting their QBO
subscription.

Pricing For US Customers
Presently, Intuit offers five subscription options for its online platform:

Solopreneur
Simple Start
Essentials
Plus
Advanced

mnhwhge

QuickBooks Solopreneur

Each of these options targets a different customer base and, as a result, provides a different
feature set. Specifically, the target audience for QuickBooks Solopreneur includes self-employed
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individuals and freelancers who need a simple, inexpensive tool to manage their finances and
track their income and expenses. This subscription plan provides basic features, including
tracking income and expenses, maximizing tax deductions, invoicing customers, accepting
customer payments, and tracking sales and sales tax. QuickBooks Solopreneur targets individuals
just starting their business and seeking a simple, affordable solution to manage their finances.

Notably, the solution does not support inventory tracking or accounts payable processing.
Further, it lacks robust reporting capabilities. Further, Solopreneur supports only one named
user, which is unsuitable for small businesses where multiple users might need to access the
application. Yet, its price point of $20! per month makes Solopreneur an attractive option for
sole proprietors with relatively simple accounting and bookkeeping requirements.

QuickBooks Online Simple Start

QuickBooks Online Simple Start is the next subscription plan in QuickBooks Online, designed for
small businesses that need more features and flexibility than the Solopreneur plan. With Simple
Start, you can track income and expenses, invoice and accept payments, run basic reports, track
sales and sales tax, and capture and organize receipts. Additionally, Simple Start allows you to
track miles.

However, Simple Start has a few notable limitations, including the lack of billable hours tracking,
budgeting, class tracking, and project profitability tracking. Additionally, Simple Start supports
only a single named user. If you need a more robust feature set, consider upgrading to a more
advanced subscription plan, such as Essentials, Plus, or Advanced. These plans offer more
advanced features and reporting capabilities to help you manage your business more effectively
and efficiently. Note that Simple Start only provides access for one user, and the list price is $38
per month.

QuickBooks Online Essentials

QuickBooks Online Essentials offers a more robust feature set than QuickBooks Online Simple
Start, including support for up to three named users on the subscription. Additionally, Essentials
adds the features listed below, making it an ideal solution for many small businesses seeking an
accounting solution that goes “beyond the basics.”

¢ Invoicing: You can set invoices to bill on a recurring schedule.

e Bill Management: Track bill status, record payments, and create recurring payments®.
You can also pay multiple vendors and bills simultaneously.

! All pricing mentioned in this material was current as of March 3, 2026. Prices and feature sets are, of course, subject to
change, so please confirm these with Intuit before making a purchasing decision.
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Detailed Reports: Check business health with detailed profit and loss, sales by customer,
and more.

Time Tracking: Track hours worked. You can enter hours yourself or give employees
access.

Expense Tracking: Automatically sort transactions from connected accounts into tax
categories for easy organization.

Receipt Management: Snap photos of receipts with your smartphone, and QuickBooks
will match them to expenses.

Tax Deductions: Automatically sort business expenses into the correct tax categories to
keep more of what you earn at tax time.

Invoice Payments: With a button to pay instantly online, customers can pay invoices
quickly and safely.

Mileage Tracking: Your smartphone’s GPS can track your miles driven, making it easy to
organize business trips.

Estimates: Create custom and professional estimates that build confidence and convert
them to invoices.

Sales and Sales Tax Tracking: Accept credit cards and payments anywhere, and
QuickBooks will automatically calculate sales tax for you.

1099 Contractors Management: Stay compliant on all your 1099s, and at tax time,
prepare and file 1099s right from QuickBooks.

Multi-Currency: Handle transactions in multiple currencies.

User Access: Simple Start supports up to three users and provides for different user
profiles and access capabilities for up to three users.

The monthly subscription fee for QuickBooks Online Essentials is $75.

QuickBooks Online Plus

Small businesses requiring more features and functionality than QuickBooks Online Essentials
should consider QuickBooks Online Plus. For a monthly subscription fee of $115, Plus adds more
user capacity (up to 5 users), inventory tracking, job costing options, and enhanced reporting.
Further, Online Plus supports multiple currencies and multiple sales channels.
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QuickBooks Online Advanced

QuickBooks Online Advanced is the most robust of the five QuickBooks Online options. In
addition to all the features listed with other subscription plans, QuickBooks Online Advanced
provides the following features:

e Access for up to twenty-five users,

e Customizable workflows,

e Fixed Asset tracking and depreciation calculations, and
e Advanced Reporting options.

Online Advanced supports up to 25 users and costs $275 per month.

The table below summarizes the features and tools available in each subscription plan and the
associated prices. Again, pricing and features are subject to change without notice, so please
verify both before making any purchasing decisions.

Attribute Solopreneur Sls:::le Essentials Plus Advanced
Monthly Pricing $20 S35 S65 $99 $235
Users Included 1 1 3 5 25

Provides
Double-entry X v Vv Vv v

Accounting

Send invoices V4 v v Vv v
Connect Bank

Accounts 4 v v v v

Manage

Expenses 4 v v v v
Create & Send

Estimates 4 v v v v
Track Mileage V4 v v v v
Print Balance X J J J J

Sheets
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Simple

Attribute Solopreneur Start Essentials Plus Advanced
Print Checks X V4 v v Vv
Manage Bills X X </ / v

Maker

Contractor X X v Vv v

Payments
Track Time &

Add to Invoices X X v v v
Track Inventory
& Cost of
Goods Sold X X X v v
(COGS)
Track Activity

by Project,

Class & X X X v v
Location

Advanced

Reporting X X X X v
Fixed Asset
Accounting X X X X v

Dedicated

Customer

Service X X X X v
Representative

When To Use Each Version Of QuickBooks Online

QuickBooks Online Solopreneur is a good fit for a startup or small company with simple “cash-in,
cash-out” recordkeeping needs. The tool is limited to a single named user, does not track
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accounts payable, and does not provide a payroll option. However, for a sole proprietor whose
biggest tracking needs center around invoicing customers, collecting payments, and tracking
expenses, Solopreneur can be a good, cost-effective option.

QuickBooks Online Simple Start is a logical choice for small businesses with accounting and
reporting needs that are slightly more advanced than Solopreneur can handle. In addition to the
features available in Solopreneur, Simple Start adds check printing and the ability to create
balance sheets. However, remember that Simple Start allows for only a single user.

QuickBooks Online Essentials offers routine accounting and reporting features for up to three
users. It also enables these users to receive customer electronic payments and manage accounts
payable bills.

QuickBooks Online Plus extends the user count to five. It also facilitates inventory tracking and
job costing and provides robust reporting features.

QuickBooks Online Advanced (QBOA) is the most advanced of the five QuickBooks Online
subscription options. QBOA extends the number of users to twenty-five, with more customizable
user rights than other subscriptions. Advanced enables automated workflows and enhanced
capabilities not found in other QBO offerings.

Best-Fit Characteristics For Companies Considering QuickBooks Online

Now that we understand the different versions of QuickBooks Online, let us consider “best-fit”
scenarios for companies considering QBO. One example of a potential QBO company is a startup
founded by an entrepreneur with little accounting background. In this case, QBO Solopreneur or
Simple Start could be a sound option for the entrepreneur. Because both subscriptions offer
straightforward features and functions, they represent solutions that those without accounting
backgrounds or formal accounting training can easily understand.

Another type of company that might find QBO to work well is one where the owners generate
much of the revenue and are often away from the office. In this case, they can access the
company’s QBO data using their smartphone or other device. Upon doing so, they could issue
invoices, pay bills, and even run payroll using the QBO app on their device. For instance, someone
in a contracting business — such as a homebuilder — might find QBO Plus and Advanced the right
solution for their organization. Additionally, service-oriented businesses, such as real estate
agents, agencies, and similar organizations, would likely find QBO a good solution for managing
their finances. Other examples of companies that are often ideal candidates for QBO include the
following.

e Professional services firms such as accountants, architects, attorneys, and engineers

e Other service firms such as home repair, landscaping, fitness training, personal grooming,
pest control, and personal services

e Sales-oriented organizations that do not stock inventory, such as factory representatives
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e Industries with relatively simple inventory tracking needs, such as small
wholesale/distribution organizations

More broadly, companies that are ideal candidates for QBO tend to possess one or more of the
following characteristics.

e Companies with mobile workforces

e Companies with decentralized workforces

e Companies without on-site information technology expertise

e Companies that understand the relative strengths and weaknesses of SaaS

e Companies that do not want to make significant expenditures for software

e Companies with consistent and reliable high-speed internet connectivity

e Companies that do not wish to waste time with backups and program updates

e Companies that do not need more than five users accessing the accounting
application/service

e Companies that do not have “deep” job costing needs

e Companies that do not have extensive form customization requirements

e Companies that do not need integration with QuickBooks Point of Sale

e Companies that want to facilitate easy access to data by an external accountant

e Companies that want to take advantage of automatic nightly downloads of banking
information

e Companies that want to integrate their accounting application/service with a growing
ecosystem of mobile apps.

Viable Alternatives To QuickBooks Online

Given the number of small businesses, the small-business market is highly competitive on feature
sets and pricing. Although Intuit holds the largest share of this space, many competitors exist and
seek to displace QBO from its market-leading position. The following is a list of some viable
alternatives to QBO.

1. QuickBooks Desktop

Although it might seem strange to mention QuickBooks Desktop (QBD) as a viable option
for QBO, at least for the short term, QBD is a valid option. Like QBO, QBD offers multiple
versions, each designed to meet the needs of specific user groups. Further, many, if not
most, potential QBO users have some background knowledge of QBD and might seek to
leverage that knowledge. However, Intuit’s decision to no longer sell QBD subscriptions
to new users after July 31, 2024, means that prospective QBD users may have difficulty
obtaining appropriate licenses.

2. Zoho Books
One of the best potential competitors to QBO is Zoho Books. You can subscribe to Books
in at least three different ways. First, you can subscribe only to Books; if you choose this
option, you will have access to the core accounting functionality available in the service.
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If you choose this option, you can access “core” accounting functionality, like what is
otherwise available in QBO Essentials. Second, you can subscribe to Books as part of Zoho
Finance Plus. This option couples Books with other Zoho services, including Invoice,
Inventory, Billing, Expense, and Checkout — all of which integrate with Books to provide a
robust, full-featured accounting platform. Finally, you can subscribe to Zoho One and
access over 60 services, including those mentioned previously, as well as others such as
CRM, email, word processing, and spreadsheets. This option would provide the most
features and capabilities in the Zoho ecosystem.

3. Xero
Xero is a popular Cloud-based accounting platform for small- to medium-sized businesses.
It is well-known for its user-friendly interface and is popular among those seeking a Cloud-
based solution. The Xero platform provides robust accounting features and integration
with numerous third-party applications, and its feature set closely resembles QuickBooks
Online.

4. Wave
Wave is a popular cloud-based solution for capital-constrained startups because it is free.
The platform provides a competent set of functionalities and is easy to use, requiring little
training.

5. FreshBooks
Another alternative to QBO is FreshBooks. FreshBooks has developed a strong reputation
for invoicing capabilities, time tracking, and billing for reimbursable time.

Examples Of QuickBooks Functionality Provided By Third-Party Solutions

One potential advantage of QBO is the depth of applications available in the QuickBooks App
Store at https://quickbooks.intuit.com/app/apps/home/. You can subscribe to various “bolt-on”
apps extending QBO's functionality here. Presently, over 750 apps are available to integrate with
QBO. For example, if you use QBO and want to enhance QBQO’s inventory capabilities, you could
choose from over one hundred fifteen inventory-focused apps available in the app store, some
of which appear in Figure 1. Finding and using the “right” app can mean the difference between
using the broader application and migrating to a new accounting platform. Accordingly, the depth
of the apps in the QuickBooks App Store is an advantage you should not overlook.

Copyright © 2026. Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.

Page 12


https://quickbooks.intuit.com/app/apps/home/

@ nTur
quickbooks

Apps
COLLECTIONS v
CATEGORIES ~
Get customers ~
Get paid ~
Get capital ~
Manage workforce ~
Access advice v
Be compliant & organized ~
Manage business ~
Manage sales ~

Customer order management
eCommerce management

® |nventory management
Purchase order management
Sales

Shipping

Manage data ~

INDUSTRIES v

Deals

Inventory management

0
Ly

W

Synchronize QuickBooks Online with inventory management apps.

@ View FAQs to learn more

W

Webgility: Real-time accounting
automation that connects stor...

Synz Amazan, Shopify, sBay, Exay, Walmart,

=nd more to QuickBooks Online

e i oy (834

=

MyWorks Sync for
WooCommerce & Shopify

Avtomatic RealTime Syne for

WooCommerce and QuickBooks Online -_..

e i oy (224

wotona

Katana Cloud Inventory
Management Platform

Unlack resl-time inventory insights and

eliminate stockouta

e dede oy (130

®

Connex

Save your scommarce business 1000+

hours every yesr

e drdr oy (136

S0OS Inventory

Inventary, order managament, and

manufacturing for QuickBacks Online.

o oy (542

A
BigCommerce Connector by
Intuit

Autamatically syns aCommearce sales

ik (1355

Sync With Etsy

Automatically import transections from your

Etay Shop ints QuickBocks Online

LA & &*8*

Y

Order Time Inventory

Clawd Inventory Contral: Straamlining

Wholeszale, BZE, Rentals & Manufacturing

o e (50

Signin 3 (

Try QuickBooks for free

()

L4

Taxomate for Amazon, eBay,
Shopify, Walmart, Etsy
Amazon, eBay, Shopify, Walmart, Essy

Integration for QuickBooks Online
b8 8 & & grib

anagen
business

Amazon Business Purchases
Ezsil;
Business

L8 & & a%

y track purchezes from Amazan

o

Precoro

Esay or tand spend 2

for SMEa!
i de e (73

HandlFax

HandiFox Online

Receive. Count. Ship. Sell. HandiFox Online

can do =ll these functions!

Yoo dr e (45

Figure 1 - Examples Of Inventory-Related Apps In The QuickBooks App Store

Is the availability of apps to solve specific accounting and management
issues a critical consideration in your decision to use a particular accounting

platform? Why or why not?
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Getting Started With QuickBooks Online

As with virtually all accounting software and services, correctly establishing and configuring your
QuickBooks Online instance is a prerequisite to efficiently, effectively, and securely using the tool.
This chapter explores best practices for getting started with QuickBooks Online.

Learning Objectives
Upon completing this chapter, you should be able to:

e List critical steps necessary to create your instance of QBO;

e Cite the processes required to manage users in QBO;

e |dentify essential settings you need to establish and manage in QBO; and

e List the procedures for inviting an external accountant into your QBO subscription.

Establishing Your QuickBooks Online Subscription

Once you select the appropriate QuickBooks Online subscription, the process for getting up and
running is like that of most other small business accounting applications and services. In sum, the
onboarding process consists of the following.

e Signing up for a QBO subscription,

e Adding named users to the subscription,

e Entering or importing “master file” information, such as the chart of accounts, customer
names and addresses, and vendor names and addresses,

e Activating appropriate internal controls,

e Customizing reports, and

e Recording opening balances.

While most of the tasks outlined above are relatively straightforward — and resemble the
processes required to set up a QBD company — a brief discussion of signing up for a QBO
subscription might help some.

Setting Up QuickBooks Online For A New Company

Once you select the appropriate QuickBooks Online subscription, the process for getting up and
running is like that of most other small business accounting applications and services. In sum, the
onboarding process consists of the following.
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e Signing up for a QBO subscription,

e Adding named users to the subscription,

e Entering or importing “master file” information, such as the chart of accounts, customer
names and addresses, and vendor names and addresses,

e Activating appropriate internal controls,

e Customizing reports, and

e Recording opening balances.

While most of the tasks outlined above are relatively straightforward — and resemble the
processes required to set up a QBD company — a brief discussion of signing up for a QBO
subscription might help some.

In Chapter One, we differentiated between the five QBO subscription options:

e Solopreneur,
e Simple Start,
e Essentials,

e Plus, and

e Advanced.

Of course, when starting with QBO, you must choose which subscription options you want to
utilize. This decision is critical because selecting an option that isn't ideal for your specific needs
may mean you don’t have access to the features you need, or you might end up paying for
features you don’t use. Thus, we strongly encourage you to carefully consider your subscription
options.

Note that you can change your subscription. To do so, click the gear icon near the upper right
corner of your QBO window, followed by Subscriptions and billing to open the window pictured
in Figure 2.
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Figure 2 - Changing QuickBooks Online Subscriptions
In the above window, you can upgrade or downgrade your subscription to meet evolving needs.
QBO Subscriptions — Two of the “Fine Points”

Companies choosing to subscribe to QBO can do so independently of their accountant. However,
if their accountant has signed up for ProAdvisor Preferred Pricing — note that this is different from
QuickBooks ProAdvisor — they can offer the client a discount of up to 30% on the subscription
price. The discounted pricing remains in effect for the duration of the client’s subscription if Intuit
bills the accounting firm for the client’s subscription. The firm can then bill the client, with or
without markup. On the other hand, if Intuit bills the client directly, the discount lasts for 12
months.

Additionally, Intuit offers a revenue-share program in which the accountant receives a
percentage of the fees billed to clients for QuickBooks Online subscriptions. There is no limit to
the number of clients an accountant can serve through this program. Furthermore, accountants
participating in this program incur no costs. To take advantage of these pricing options, the
accountant in public practice must sign up for Intuit’s QuickBooks Online Accountant program.?
Additionally, to learn more about the discounted pricing, visit
https://quickbooks.intuit.com/accountants/products-solutions/pricing-promotions/papp/.

2 https://quickbooks.intuit.com/accountants/products-solutions/accounting/online/
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Figure 3 - Discounted QBO Pricing When Subscribing Through QuickBooks Online Accountant

One common dissatisfaction with QBO is that companies with multiple entities need a separate
QBO subscription for each entity. This practice contrasts with QBD, which allows companies to
use a single license to maintain accounting records for an unlimited number of entities. Intuit
offers a multi-company discount to make QBO more price-competitive in cases such as these.
More specifically, companies can obtain one QuickBooks Online Plus subscription at the
ProAdvisor discounted price shown above and add up to 10 additional companies for $20 per
subscription per month. However, this offer is limited to a two-year term.

Converting QuickBooks Desktop To QuickBooks Online

If you currently use QuickBooks Desktop, you can convert your data from that application to your
QBO subscription. The first step for existing QuickBooks Desktop users seeking to convert to QBO
is obtaining a QBO subscription. Follow the detailed steps below to migrate your data from
Desktop to QBO.

First, you should verify that you are running a supported version of Desktop. Assuming you are,
you should verify that your system meets the minimum requirements to run QBO. According to
Intuit, the following are the system requirements for running QBO.

e Minimum operating systems and internet speeds:
o Windows PC: Windows 10, Intel Core i3 or comparable processor with at least 2
GB RAM
o Mac: OS X El Capitan, 10.11 or newer
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o Internet connection with a minimum speed of 1.5Mbps

e Recommended specifications:
o Windows PC: Windows 10 or newer, Intel Core i5 or comparable processor with
at least 4 GB RAM. Also, Adobe Reader 11.0 or newer to print forms.
o Mac: OS X “Big Sur” 11.1 or newer
o Converting Data From Other Applications To QuickBooks Online
o Internet connection with a minimum speed of 3 Mbps

e Supported browsers:
o Google Chrome: Version 78 or newer
o Motzilla Firefox: Version 76 or newer. To preview and print forms on Mac OS, you'll
also need the Firefox PDF plugin
o Microsoft Edge: Version 75 or newer
o Safari: Version 12 or newer

e Mobile browsers:
o iPhone and iPad
o Android smartphones and tablets
= Nougat 7.1.1 or newer
= Chrome browser
o Microsoft Surface
= Microsoft Edge

It is important to note that QBO may work with other devices and browsers, but Inuit will not
support those configurations.

Assuming your system configuration meets the abovementioned requirements, you are ready to
proceed with the conversion. To do so, click Company, Export Your Company Files To
QuickBooks Online from within QuickBooks Desktop, as shown in Figure 4. Upon doing so, QBO
presents a screen similar to that in Figure 5. Note in that screenshot the options to Get Started
and See your data in a 30-day free trial. You should choose the Get Started option if you have
already established your QBO subscription. Select the free trial option if you have not yet
established your subscription.
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Figure 4 - Choosing To Export Company Data From QBD To QBO
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ab Export to QuickBooks Online x

Get your data into QuickBooks Online Search your question

See how everything looks with your own information. All your info stays in Q
QuickBooks Desktop so if you need to go back to it, you can.

FAQ

o Read step-by-step guides
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QuickBooks Desktop?
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QuickBooks Desktop?
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QuickBooks Desktop version?

L How does free trial work?

See your data in a 30-day free trial
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Easily copy your business include the latest security Qur experts are ready to
data to QuickBooks Online capabilities answer your questions so Get ?xpert help
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running. ’ online
.
B

Contact us

Figure 5 - Converting QBD Data To QBO Data

Next, the conversion utility lets you convert all your existing data or limit it to lists and balances
only. Of course, the principal difference between these two options is that converting all your
data to QBO will convert all transactions and list data. On the other hand, choosing to convert
only lists and balances does not convert all existing transactions. In this example, we will convert
all company data. To do so, click Continue, as shown in Figure 6.
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=
Get expert help
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’ online
-

Figure 6 - Copying All Data To QBO From A Pre-Existing QBD Company

If you were tracking inventory in QBD, QuickBooks asks whether you want to convert your
inventory using FIFO costing.

Next, QBO prompts you to log in to the QBO account you want to use or to create a new one. If
you establish a new account, QBO will ask for your email address, the password you want to use,
and your company name. Clicking the Upload button launches the conversion process.
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Figure 7 - Converting QuickBooks Desktop Data To QBO

Depending on the volume of data you are converting, your computer’s speed, and your internet
connection, the conversion process could take a few minutes to a few hours. Most users will likely
experience conversion times of less than twenty minutes.

Once the conversion is complete, you will receive an email indicating that your data is ready. At
that point, log in to your QBO account to access the data. Upon doing so, you will notice a window
similar to that pictured in Figure 8. In that window, you will notice that the “before” and “after”
numbers for Net Income and Total Assets, Liabilities, and Equity agree, indicating a successful
conversion. Of course, if there are any discrepancies, you should resolve them before continuing.
To investigate any conversion discrepancies, click the Full migration details link pictured near the
top of Figure 8. That action will download an Excel file containing details regarding the
conversion. You can comb through these details to find data that did not import or did not import
correctly.
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Figure 9 - Troubleshooting Conversion Issues In QBO
Creating A New QuickBooks Online Company From Scratch

In addition to converting QBD data into your QBO subscription, you can create your QBO
company from “scratch.” This routine is appropriate when a company is in start-up mode and,
thus, has not used any accounting software previously. Another use case for creating a QBO
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company from scratch involves situations when a company has been using another accounting
platform other than QBD, and no direct conversion utility exists to migrate to QBO.

To create a new QBO company from scratch, follow the workflow outlined below.

e Establish a QuickBooks Online subscription
e Activate and manage QBO’s settings
e Enter/import the following list information
o Chart of accounts
o Customers
o Vendors
o Employees
e Add trial balance information
e Customize financial and operational reports

Activating and Managing Settings in QuickBooks Online

In QuickBooks Online, Settings is the equivalent of the Preferences found in QuickBooks Desktop.
Despite a few cosmetic differences, most experienced QuickBooks Desktop users will quickly
recognize the similarities between setting QBO settings and QBD preferences.

To access QBO’s Settings, click the gear icon in the window’s upper right corner and choose
Company Settings. QBO will present the Account and Settings window focused on the Company
group of settings. This window provides access to general information fields, such as company
name and address, contact information, and tax identification number. On the left side of this
window, as shown in Figure 10, three additional tabs — Sales, Expenses, and Advanced — provide
access to settings related to each function.

Account and Settings ® X

r ny na
Company name

W
w
0

Company name Craig's Design and Landscaping Services

EIN/SSN

Company type
— Tax form Not sure/Other/None

ndustry

Figure 10 - Company Settings in QuickBooks Online
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Included in the Sales group of settings are items such as:

e Customizing the way customer-facing forms, such as invoices, appear,
e Whether the company tracks inventory (QBO Plus only), and
e Options for email messages sent from QBO to customers.

As shown in Figure 11, the Expenses group of settings in QBO contains a few more internal
control-focused items than those found in the Sales group. For instance, the Expenses group
includes options for tracking expenses and items by customer, making them billable to
customers, and determining whether the company uses purchase orders.

Account and Settings ® X

Bills and expenses Show Items table on expense and purchase forms On

On

Makes expenses and items billable On
Xpenses - .
Default bill payment terms
Advanced
Purchase orders Use purchase orders On
Messages Default email message sent with purchase orders

Figure 11 - Expenses Group of Settings in QuickBooks Online

From an internal control perspective, the Advanced group of settings in QBO is the most critical.
As shown in Figure 13, you will find options relating to such items as those listed below.

e Accounting method

e Whether the books are closed through a specific date

e Class and location tracking

e Automatically applying credits to bill payments

e Automatically invoicing unbilled activity

e Tracking revenues and costs by projects

e Multiple currencies

e Automatic sign-out after a specified amount of time lapses

While there is no direct one-for-one correlation between internal control-related preferences on
the Desktop and Online platforms, both platforms address the most critical internal control
items.
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Figure 12 - Advanced Settings in QuickBooks Online
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Account and Settings
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Figure 13 - Advanced Settings in QuickBooks Online
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Of course, one potential advantage of QBO is the ability to invite an external accountant to work
with your data. If a business uses a traditional desktop-based product such as QuickBooks
Desktop, some challenges arise when transferring desktop-based data to the external
accountant. Fortunately, you can handle this process in QBO with ease.




To invite an external accountant into your QBO instance, click My accountant on the left side of
the QBO window, as pictured in Figure 14.

Buy now and save 50% | Subscribe now

qb Ic:{.r.‘éi:books =+  Convarsion Company a Contact experts =] (@ Help

+ New
Iransactions

Advanced accounting ﬁ
Sales

Expenses

Customers & leads

Reports

Payroll

Projects

Financial plenning

N~

Workflow sutomation
Taxes An accountant can be your best business partner
My accountant Maks it easy to work tagether. Invite yours to your Quickbooks.

Live Experts =

I { Invite I

Lending & banking

Gz Your sccountant and members of their firm will have admin
access to your company data

Apps

More (0)
No accountant? No worries.

83 Menu settings

Figure 14 - Inviting An External Accountant Into Your QBO Instance

Once your accountant accepts your invitation, they will have administrative access to your data.
This access level allows them to make necessary adjustments and corrections to the books.
Moreover, because the accountant accesses and adjusts the data online, there is no need to
manually re-enter the adjustments and corrections in the client’s books.

Closing Accounting Periods in QuickBooks Online

Like the Desktop editions of QuickBooks, QuickBooks Online also provides options to establish a
Closing Date. You can create a Closing Date and a Closing Date Password in the Advanced section
of Account and Settings, as shown in Figure 8.
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o
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~— Allow changes after viewing a waming
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Company type Tax form Mot sure/Other/Mone

-

»

Figure 15 - Establishing a Closing Date and a Closing Date Password in QuickBooks Online

Enabling this option in QuickBooks Online has the same effect as enabling it in the desktop
product — it provides a preventive internal control mechanism over changes to account balances
in prior periods.

Likewise, once you establish a Closing Date, you can use the Exceptions to Closing Date report
to identify any transactions that violate the current Closing Date. Figure 9 provides an example
of that report. The information it contains is similar to that found in the Desktop’s counterpart,
although the report presents it differently.

qb Accountant = Sample Company ~ g Accountant Tools 8 My Experts @ Help O\ Q D {§} e

Bill ID: 145

¥ Jan 25, 8:53 am Eastern Standard Time: Added by Craig Carlson

Dashboard
Banki .
anking Nar Books by Bessi
Expenses I
Due Dat /09/2021
Sales
Projects MATCH OPEN
NO. CUSTOMER PRODUCT/SERVICE DESCRIPTION aTy RATE BILLABLE CLR STATUS ACCOUNT AMOUNT BALANCE
Payroll
Accounts
No 75.00 75.00
Paysble (A/P)
Time > .
Legsl &
Reports fess
, Mo Pro e’.\cﬁe\ 75
Fees:Account
Taxes ng

Mileage

Figure 16 — Exceptions to Closing Date Report in QuickBooks Online
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Voiding Checks in Prior Periods with QuickBooks Online

QuickBooks Online does not offer an automated procedure for voiding checks in prior periods.
Instead, you can use the following sequence to accomplish this task.

1. Open or edit the transaction that you need to void.

2. Inthe lower-left corner of the window, select Transaction Journal in the Related Activities

and Information section and print the report.

Go to the Banking tab and click Journal Entry.

Input the date you wish to show the transaction as reversed.

5. Use the printed Transaction Journal report to enter the journal entry to reverse the
original transaction’s debit and credit.

6. Click Save to reverse the original transaction without removing it from your records.

7. Clear the original and reversing entries through the account register. Once you complete
these steps, the check and the journal entries cancel each other.

b w

Memorizing Transactions in QuickBooks Online

QuickBooks Online also supports memorized transactions; however, they are called Recurring
Transactions. For example, to mark an invoice as recurring, click the Make Recurring button near
the bottom of a transaction window to open the Recurring Invoice dialog box shown in Figure
29. In this dialog, set the frequency and interval for recording this transaction in the future.

£ Invoice Blatsacur G @ Hep X

Recurring Invoice
Tomplata nama Trpe

Custer

#  PRODUCT/SERVICE DESCRIPTION arr RATE AMOUNT TAX

Add lines Clear all Bnes Add subtotal Subtotal $300.00

Figure 17 - Creating a Recurring Transaction in QuickBooks Online
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Setting Up and Utilizing Bank Feeds

The Bank Feed feature allows organizations to connect their QuickBooks Desktop or QuickBooks
Online instance to an online bank account. This connection can facilitate a less painful
reconciliation process and reduce data entry. Additionally, it allows entities to access online
banking tools directly from QuickBooks, such as bill pay and fund transfers. To set up Bank Feeds,
select Banking, Bank Feeds, Set Up Bank Feed for an Account to display the Bank Feed Setup
dialog box. Next, choose the organization’s banking institution and click Next to open the second
screen of the setup routine shown in Figure 30. It requires the user to enter a valid online User
ID and password for the bank account and click Connect. Once you establish the connection,
return to the Banking menu, choose Bank Feeds, and select Bank Feeds Center to display the
Bank Feeds Center window shown in Figure 31.

QuickBooks displays the associated General Ledger balance and the balance currently carried by
the financial institution. While they seldom match due to reconciling and in-transit items, it is still
helpful information. In addition, the bank feed also makes any messages or alerts currently
associated with the online bank account available through the Bank Feed Center.

This connectivity reduces the number of manual connections to an organization’s online banking
portal. It can also reduce data entry, for example, when an entity receives payment of an invoice
via electronic funds transfer. The automated feed replaces the need to record the receipt in
QuickBooks manually.

Bank Feed Setup

Step 2: Connect BB&T Banking and Bill 9 -
Payment to QuickBooks oo e

hitp:fiwnvee bbt.com

1-585-228-6654
BB&T User ID For your account

Use your BBAT Banking and Bill
Payment user ID and password to
sign in here. Click here to activate

Samplelfccount2

BB&T Password  For your account

|sesssasss

How does QuickBooks protect my financial information? Back

Figure 18 - Bank Feed Setup Dialog Box
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$163,560.60

Bank Feeds

Account Information

BB&T Banking and Bill Payment
ACCOUNT ENDING IN *+1123

There are no transactions to review.
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[E Messages Received (0)
B Alerts (0)

Manage your account
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In QuickBooks

ENDING BALANCE Cash - Chacking

$163,560.60
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Download Transactions

Send items to your bank

Messages (0 of 0)

Get more from your bank. Activate bill pay services with EB&T Banking and

Bill Payment. Bank fees may apply.

Send Items

Create New  ~

Activate

The Bank Feeds Center also allows you to access some or all of the various banking entities’ online
banking tools. For example, the Create New drop-down list, displayed in Figure 32, allows users
to create online checks, use online bill pay, effect fund transfers, and more. Organizations must
have activated the tools they wish to use with their bank. If a feature is not activated, many banks
allow users to initiate it from within QuickBooks by selecting the Activate button near the bottom

Figure 19 - Bank Feeds Center Window

of the Bank Feeds Center window.
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Some financial institutions may charge monthly or transaction-based

@ fees for some or all of the online banking tools they offer. Therefore, be
aware that your bank may charge for these services if you activate one
of the available online services.

The Transaction List button becomes available once you download transactions from the bank
by clicking the Download Transactions button. Clicking on this control opens the Transaction List
window shown in Figure 33. From this window, you can press the Select drop-down control in
the Action column and map the transaction to the appropriate existing transaction in
QuickBooks. The Bank Feeds utility attempts to match bank transactions with those in the
accounting system. These auto-matched entries must be approved before they flow to the
QuickBooks data file.

& Finish Later B3 Rules

7 Transactions ... - quiekaoors INYO..

Checking E

Tell QuickBooks how to handle these bank transactions

smarus Al ~| tves Altypes|~  rrom [11/5/2003 | To [11/30/2099 | [ Show BankMemo
O
O Rev CHK  11/13/2003 ATM Withdrawal ATM Withdrawal 200.00
O Rev CHK 1113/2003 239 129775
O Rev CHK 1114/2003 242 3,200.00 |Select -
O Rev CHK  11/14/2003 243 850.00

, . Quick Add

] Rev DEP 11/15/2003 Deposit Deposit Add More Details
[l Rev CHK 11/30/2003 Bank Severvice Cha. 9.00 Select Bills to Mark as Paid
I Auto PMT 117512003 Funds Transfer Teschner, Anton:Sun Ro 11000 - Accounts Receiy Match to Existing Transaction

Ignere

Batch Actions =

Figure 21 - Banks Feeds Transaction List

Recognize that QuickBooks Desktop offers three modes of bank feeds: Classic, Express, and
Advanced. You can switch between these modes by accessing the Company Preferences section
of Checking Preferences. If you use Classic Mode, QuickBooks uses the account register to add
or match transactions. Express Mode uses the Transactions List window to add or match
Transactions, and QuickBooks automatically creates renaming rules. Finally, the Advanced Mode
uses the Transactions List window to add or match transactions; in this mode, you can update
transactions quickly and create rules to recognize and match future transactions.

If you use QuickBooks Online, the bank feed process is similar to QuickBooks Desktop’s bank feed
process. You can connect multiple bank accounts — including services like PayPal — to your
QuickBooks Online instance and automatically have transactions flow into the accounting
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platform. Once in QuickBooks Online, you can match them to existing transactions or enter them
as new transactions. You can also create rules to automate posting transactions to specific
general ledger accounts. Whether you use QuickBooks Desktop or QuickBooks Online, activating
bank feed is one of the best ways to improve efficiency in your accounting functions.

Viewing a Transaction Journal Report in QuickBooks Online

In QuickBooks Online, you can view a Journal report to see the underlying debits and credits for
transactions. The Journal report will show all transactions for the specified period. As shown in
Figure 36, the Journal report in QuickBooks Online is substantially the same as in the desktop
application.

ab Accountant = SampleCompany v [ AccountantTools B Myeperts @ Help  Q Qa N @& e

Journal Report
€ Back to report list
Dashboard Reportperiod (" Customize

All Detes -

Banking

Expenses
Sales

Projects

Craig's Design and Landscaping Services
Payroll

Journal

Time All Dates

Reports DATE TRANSACTION TYPE NUM NAME MEMO/DESCRIFTION ~ ACCOUNT DEBIT CREDIT

Taxes 01/05/2021 Credit Card Expense Hicks Hardware Mestercard $42.40

Job Expenses:Job Materisls:Dec... $42.40

Mileage $42.40 $42.40
Accounting

TOTAL 542.40 $42.40 -

My Accountant

2021 02:30 PM GMT-05:00

Live Bookkeeping

Figure 22 - Transaction Journal Report in QuickBooks Online

What are the potential benefits of implementing bank feeds in QuickBooks
and QuickBooks Online? Conversely, what might be some drawbacks of
utilizing this feature?
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Managing Customers, Sales, And
Accounts Receivable

Once you establish your subscription and create your QBO instance, one of the most significant
issues you will face is ensuring that you bill correctly for all products and services you sell and
collect your accounts receivable on time. Failing to do so could lead to disastrous cash flow
results. This chapter will teach you how to manage customers, sales, and accounts receivable,
including collecting and remitting sales taxes to the appropriate authorities.

Learning Objectives
Upon completing this chapter, you should be able to:

e List necessary tasks to complete to configure customers, sales, and accounts receivable;

e Identify the workflows to issue invoices to customers and to receive payments;

e Specify examples of necessary steps to configure, bill, collect, and remit sales taxes;

e Cite procedures essential to handle recurring transactions and to process credit memos
to customers; and

e Create various reports related to customers, sales, and accounts receivable.

Creating, Editing, And Managing Customers

One of the first tasks you face when addressing the revenue cycle in QBO is establishing customer
and client records. Most users can complete this task, at least at a fundamental level. To create
a customer, click Sales in the left pane, followed by Customers, and then click New Customer
near the window’s upper right corner. This action will open the Customer data entry window
pictured in Figure 23.

Upon accessing this window, you will notice that it contains five sections;

1. Name and contact

2. Addresses

3. Notes and attachments
4. Payments

5.

Additional info

Click the icons near the upper right corner of the pane to collapse the entire pane or selected
sections.
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Figure 23 - Customer Data Entry Window In QuickBooks Online
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You should enter fundamental customer information, such as name, address, phone number,
and email address, in the Customer pane. Notably, the only required field for data entry is the
Customer Display Name field. However, there are some fields that you should consider
populating. For example, the Notes and attachments section of the pane allows you to record
notes about a customer or client that are visible to all other users with access to customer
information. Among other options, you can use this field to record customers' personal
information, including any preferences. In that same section, you will notice an Attachments
section. You could use this section to, for example, store PDF copies of contracts or agreements
you have with customers.

You may also want to pay attention to the Payments section of the Customer pane. In this
section, you can store information such as a customer’s primary payment method, terms, and
credit limit. Additionally, you may want to review the options in the Additional Info section,
especially if your company is responsible for billing and collecting sales taxes. If sales taxes are a
company obligation, you will record customers’ tax statuses in this pane.

You can also initiate creating new customers or clients by clicking New in the
upper-left corner of the QBO window, then clicking Add Customer. You can
use this technique to add other types of “master file” data and most
transaction types.

Importing Customer Data Into QuickBooks Online

Existing companies transitioning to QuickBooks Online can import customer information directly
into their QuickBooks Online instance. First, you must prepare your data in a format that QBO
can import. This procedure entails exporting your data from your existing application and
arranging it in a spreadsheet with the following columns.

e Customer Name

e Company Name

e Customer Type

e Email Address

e Phone Number

e Mobile Phone Number
e Fax Number

o Website

e Street Address
e (City

e State

e Zip Code

e Country

e Opening Balance
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e Date
e Resale Number

Next, click the dropdown arrow next to New Customer, followed by Import customers. Then
choose the file containing the data you want to import and click Next. Map the fields for each
column in your spreadsheet to their corresponding fields in QBO, then click Next. At this juncture,
QBO presents a grid like that shown in Figure 24. Assuming your data appears satisfactory, click
Import in the lower-right corner of the window. You can make manual edits in the grid if only a
few corrections are necessary. On the other hand, if you need to make many edits or corrections,
it may be wise to exit the process without importing, then return to the spreadsheet to make
them there.

Import customers @ Help X *

Figure 24 - Previewing Imported Customer Data In QuickBooks Online

Establishing Items To Sell, Including Inventory Items

In addition to setting up customers/clients in QBO, you also need to establish the items and
services you sell to them. To initiate this process, click Sales in the left pane, followed by Products
and Services. These actions will open the Products and Services windows pictured in Figure 25.
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wnrurr - B N — N
@ quickbooks St SempleCompany ¥ [5) AccountantTools (e menssist ) § WMyowpets @0 () Help

# Q0N @ 0O

Sales
Overview  Allssles  Invoices  Estimates  Cusiomers  Products & sarvices
I af
Products and Services Mere v | “
€Al Lists S
@ LOW STOCK j GUT OF STOCK
[ mame « sKku vee SALES DESCRIPTION SALES PRIGE cOST | TAXABLE QTYONHAND  REORDERPOINT AcTion
Desig
O Design Service Custom Design 75 Edit +
Fountsi
O Concrate senvice Concrate for fount. [ v Edit ~
More (0} 0 Pump Pas17 nventory Fountain Pump i o 2 cait -
O Rock Fountain Risa88 nventory Rock Fountain 278 25w 2 Edit -
O Lighting Service Garden Lighting 0 v Edit +

Figure 25 - Adding Products and Services

Next, click New near the upper right corner to open the Product/Service Information pane in
Figure 26. You can add Inventory, Non-inventory, Service, or Bundled items. QBO defines those
item types as follows:

¢ Inventory — Products you buy or sell and that you track quantities of

e Non-inventory — Products you purchase or sell but don’t need to (or can’t) track
quantities

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

e Bundle — A collection of products or services that you sell together, for example, a gift
basket of fruit, cheese, and wine
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Product/Service information X

Inventory

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

Mon-inventory
Products you buy and/or sell but don't need to (or can’t) track:

quantities of, for example, nutz and bohs uzed in an installation.

Service

Services that you provide to customers, for example, landscaping or

tax preparation services.

Bundle
A collection of products and/or zervices that you zell together, for

example, a gift basket of fruit, cheeae, and wine.

Q00O

Figure 26 - Choosing What Type Of Item To Add
The information you need to enter for each of the four item types varies by item type.
Adding Inventory Items

As shown in Figure 27, adding an inventory item in QBO requires more information than adding
other items. Notably, the quantity on hand and the reorder points are important pieces of
information given an inventory item's nature. Additionally, default pricing information, taxability,
income, expense, and inventory accounts are also necessary fields to include with inventory
items.
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Product/Service information X

@ Inventory

MName=®

Sprinkler Headd

SKU
S5847-36

Landacaping Sprinklers -

k2
1]

Quantity on hand
Adjust: Cuantity | Starting value

Reorder point
What's the reorder point?

Quantity on PO 0

Imrantory asgat account

Irventory Aszst -

Dascription

Sprinkler Heads

Sales price/rate Income account

2 Sales of Product Income -

Sales tax ()

Taxabls - standard rate Edit eales tax

vie il apply =ales tax Dazed on location on Y-

Purchasing information

Sprinkler Hezdz

Cost Expanse account

073 Cost of Goods Sold -

Preferred Vendor

Select a preferred *.-end| w |

Figure 27 - Adding An Inventory Item In QuickBooks Online
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Adding Non-Inventory Items

As shown in Figure 28, non-inventory items do not require quite as much information as
inventory items. Specifically, because a company does not stock these items, there is no need to
maintain on-hand quantity or reorder point data. Otherwise, the data requirements for these
items are similar to those for inventory items.

Product/Service information

't%' Mon-inventory Changstype

Mame*

Overzize zprinkler heads

LandzcapingSprinklers -

Description
1 zell thiz product/zervice to my customers.

Sales price/rats Income account

25 Landscaping Services:lob Materialz: -

Sales tax &

Thiz item might have spedial tax considerstione. Select Edit sales tax to view our
recommandation and we'll maks sure it's taxed corractly.

Taxable - standard rate Edit sales tax

Purchasing information
| purchaze thiz product/zervice from a vendor.

Overzize zprinkler heads

Coat Expense account

| 18.00 | Purchases -

Preferrad Vendor

‘z::::n ‘v‘

Figure 28 - Adding A Non-inventory Item To QBO
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Adding Service Items

Service items are relatively simple to maintain compared to inventory and non-inventory items,
as shown in Figure 29. Because they involve services, tracking on-hand quantities or reordering
points is unnecessary. Note that you can use these items for purchases or sales.

Product/Service information

@ Service Change type

MName=®

Gardening

SKU

Description
| zell this product/service to my customers.

Weekly Gardening Service

Sales prica/rate Income accoumnt

o Landzcaping Services -

Sales tax ()

Taxabls - standard rate

Edit sales tax

Purchasing information

I:I | purchaze thiz product/service from a vendor.

Figure 29 - Adding And Maintaining Service Items In QBO
Adding Bundle Items

Bundled items allow you to group multiple items to simplify transactions. For example, you could
create a bundled item to group Tree and Shrub Trimming, Pest Control Services, and Weekly
Gardening Service into one named Premier Weekly Package, as shown in Figure 30. Once you
create a bundled item, you can use it like any other item.
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Product/Service information X

@ Bundle

Name*

Premier Weekly Package

SKU

|

Description

Weekly Tree and Shrub Trimming, Pest Control Services, and Weekly Gardening
Service

Products/services included in the bundle

Display bundle components when printing or sending transactions
PRODUCT/SERVICE aty

Past Control

Past Control Services

Gardening
Weekly Gardening Service 1

Et

Trimming
Tree and Shrub Trimming 1 E

+ Add lines

Figure 30 - A Bundled Item In QuickBooks Online

Importing Items Into QuickBooks Online

Just as you can import customers into QBO, you can also import items. To do so, create a
spreadsheet with the following columns:

e Product/service name
e Sales Description
e SKU
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e Type

e Sales Price/Rate

e Taxable

e |ncome Account

e Purchase Description
e Purchase Cost

e Expense Account

e Quantity On Hand

e Reorder Point

e Inventory Asset Account
e Quantity as-of Date

Then, populate the sheet with the data you wish to import. Next, click the drop-down arrow next
to New on the Product & services sheet and choose Import. QBO will present a grid allowing you
to preview your data. Assuming your data appears satisfactory, click Import in the lower-right
corner of the window. You can make manual edits in the grid if a few corrections are necessary.
On the other hand, if you need to make numerous edits or corrections, it may be wise to exit the
process without importing and return to the spreadsheet to make your corrections there.

Configuring Sales Taxes In QuickBooks Online

If your business is subject to sales taxes, you can configure QuickBooks Online to assist you in
billing and reporting sales taxes to the appropriate tax authorities. To begin this process, click
Taxes on the left menu, followed by Sales Tax. Then click Sales Tax Settings. Next, click Add
Agency and enter the requisite information, as shown in Figure 31.
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Add agency X
Agency
Georgia -
Filing frequency
Monthly ~

Start of tax period
January

Start date
04/01/2024

Reporting method

Cash A4

Figure 31 - Adding A Sales Tax Agency

Next, click Add Rate and add the necessary information for a given sales tax component, as
shown in Figure 32.

=

Add a custom sales tax rate X

@ Single

() Combined

Name

‘ Cherokee Count Georgia SPLOST |

Agency

‘ Georgia Depeartment of Revenue | v |

Rats

1 %

Figure 32 - Adding A Sales Tax Rate For A Given Sales Tax Component
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Finally, choose to create a custom sales tax rate by combining multiple sales tax components into
a combined sales tax rate.

Add a custom sales tax rate X
( ) Single
(@ Combined Show example
Cobb County Georgia Sales TAx
Rate 1 [ Remove
Nickname
L;J
Georgia State Sales Tax ‘ b |
Rate
%
Rate 2 1] Remove
Nickname
LEJ
Cobb County SPLOST ‘ = |
Rate
%
Rate 2 [ Remove
Nickname
LEJ
Cobb County Locel Option ‘ = |
Rata
%
+ Add another rate
Custom rate total 6%
=

Figure 33 - Creating A Custom Sales Tax Rate In QuickBooks Online

Of course, you can add as many sales tax agencies, custom rates, and custom groups as necessary
to ensure you bill and collect taxes correctly. Further, whenever it is time to prepare your sales
tax returns and pay your sales taxes, you can run a Sales Tax Liability report to show you how
much tax is due by jurisdiction, as shown in Figure 34.
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Craig's Design and Landscaping Services

Sales Tax Liability Report

January - Agril, 2024

TAX NAME GROSE TOTAL NON-TAXAELE TAXAELE AMOUNT TAX AMOUNT

42200 2

2994

[=a=
-

R

3

]

]

Tuczon City 422.00 22.00 B44
Total for Arizona Departmant of Revenus S§38.40
~ California Department of Tax and Fee Administration

C 3, 106.73 120.00 498673 308904
Total for California Department of Tax and Fee Administration 53938.94

Figure 34 - Sales Tax Liability Report From QBO

Creating Estimates, Invoices, And Related Transactions

You can create sales-related transactions with customers, items, and sales taxes in place. Among
the transaction types you can create in QBO (depending on your subscription) are the following:

e Estimates

e Sales Receipts

e Invoices

e Credit Memos

e Refund Receipts
e Delayed Charges
e Delayed Credits

o Time Activities

e Payments

You can also create Payment Links to allow customers to issue electronic payments to you, and
you can import invoices generated from other applications. Most users will have little difficulty
creating estimates, invoices, and related transactions because recording these transactions
differs little from equivalent processes in QuickBooks Desktop and other small-business-oriented
applications and services.

Estimates

QBO offers a feature for businesses that must create estimates and provide them to customers
before work starts. To generate an estimate, click Estimate from any of several “launch” points
in QBO. Enter the necessary details, such as the customer’s name and the products and services
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included in the quote. Upon completing the data entry, your estimate should resemble that
pictured in Figure 35.

-~ . n
(> Estimate O Update loyout @ $53 (D) Help X
Customar Email Ce/Ber =) ARl
Bill's Windsurf Shop v || Sur@Intitcom T $ 1 65.00
Fending = [] send later
Billing address Estimate date Expirstion date
Bill Lucchini 051072024
Bill's Windsurf Shop
12 Ocean Dr.
Half Moon Bey, CA 94213
Toge @ Manege tags
# PRODUCT/SERVICE DESCRIPTION aTy RATE AMOUNT = TAX
1 ' Design:Design Custom Design 2 73 150.00
2 Design:Fountsins:Pump Fountsin Pump 1 15 15.00 v
3 Design-lighting Garden Lighting 1 0 0.00 v
4
Add lines ‘ | Clear all lines ‘ | Add subtotal Subtotal $165.00
Message displayed on estimate Taxable subtotal $15.00
Need help with sales tax? Learn more
v 0.00
Discount parcent ¥ $0.00
Megzage displayed on statement Total $165.00
Estimate Total $165.00 v

Cancel Clear Printor Preview | Make recurring | Customize Errmerd gl

Figure 35 - Sample Estimate Created In QBO

Of course, you can deliver the estimate and other sales-related documents to customers using
several options, including clicking Save and send to send the document via QBO’s integrated
email service.

Later, once your customer accepts the estimate and authorizes your company to proceed, you
can click Create Invoice near the top of the window to convert the estimate into an invoice. You
can also choose the Copy to purchase order option using the same approach. In both cases, you
can edit the converted documents before sending them to your supplier(s) and customer.
Additionally, you can change the estimate's status from Pending to Accepted, Closed, or Rejected
by clicking immediately below the customer name.

Sales Receipts and Invoices

Creating a Sales Receipt and an Invoice are virtually identical processes, with one exception:
when generating a Sales Receipt, you receive payment simultaneously, whereas when generating
an Invoice, you receive payment later. In either case, begin by selecting the customer and
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choosing the transaction type you need to record. In this example, we will select Sales Receipt.
As shown in Figure 36, the customer satisfied the transactional amount by paying the vendor

with check number 275, so no additional amount is due.

4D sales Receipt

This customer is not tax exempt |_J Send later

Billing Address Sales Receipt Date

Amy Lauterbach ag | 051072024 B ‘

Amy's Bird Sanctuary '

4581 Finch St.

Bayshore, CA 94326 v
Tags @

Startyyping to add a tag

Payment method Reference no. Deposit To

Manags tags

Check | RED | | Undepasited Funds

Accept payments in QuickBooks

# PRODUCT/SERVICE DESCRIFTION

[+] 1 Design:Fountains:Rock Rock Fountain
2
[ Addlines || Clesralliines |
Message displayed on sales receipt

Thank you for your business and have a great

day!

Meszage dizplayed on smizmem

Cancel Clear

Print or Preview

Mske recurring

ary

Customize

C

() Feedback

shipping From

123 Sierra Way San Pablo,

@ O X

A

RATE AMOUNT  TAX
275 $275.00 )
) o
Subtotal $275.00
| Discount Percent v H 0.00 ‘ $0.00
Taxable subtotal $275.00
| Californie (8%) | hd ‘ ‘ §22.00 |
Need help with sales tax? Learn more
Total $275.00
Sava

Figure 36 - Creating A Sales Receipt in QuickBooks Online

Save and close |v

v

|

On the other hand, suppose the customer did not pay at the point of sale. Instead, the customer
plans to pay later. In this case, we can issue an invoice instead. That document might resemble

the one pictured in Figure 37.
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C?.-' Invoice £ Update layout 0D %Takeatour {é} @ Help x

Customer (2) Customer email (7) Ce/Ber g BALANCE DUE

Amy's Bird Sanctuary v Birds@Intuit.com T $ 2 7 5 00
.

|:‘ Send later @

Billing address

Amy Lauterbach
Amy's Bird Sanctuary
4581 Finch St.
Bayshore, CA 94326

Torms (%) Invoice date Due date &
Net 30 - 05/10/2024 06/09/2024
Creste recurring invoice
Tags @ Manage tags
# PRODUCT/SERVICE @ DESCRIPTION aTty RATE AMOUNT TAX 4
1 Design:Fountains:Rock Fountain Rock Fountain 1 275 275.00 v
2
| Addlines | | Clearalllines | | Addsubtotal v
4 [ 4
Massage on invoice Subtotal $275.00 —

Cancel Print or Preview Make recurring Customize Saveandsend v

Figure 37 - Creating An Invoice In QuickBooks Online
Recording Customer Payments

Of course, in the aforementioned situation, you must receive and post the payment as soon as
the customer sendsit. To do so, recall the invoice and click Receive Payment, as outlined in Figure
38. Then, QBO will prompt you for the relevant details, such as the date and amount. Of course,
if your customer pays in installments, you can receive multiple payments against a single invoice.
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~
f%..' Invoice #1038 £ Update layout [IED % Take a tour {‘C\:J} @ Help x
<
BALANCE DUE
Customer @ Customer email @ Ce/Ber =
Amy's Bird Sanctuary A" Birds@Intuit.com T \ $ 2 7 5 . 00
|| Sendlater (@ ——
|—‘ ST | Receive payment )
Billing address
Amy Lauterbach
Amy's Bird Sanctuary
4581 Finch St.
Bayshore, CA 94326 %
Terms @ Invoice date Due date
Met 30 - 05/10/2024 06/09/2024
Creete recurri ng invelice
Tags @ Manage tags
# PRODUCT/SERVICE 'C’; DESCRIPTION QaTy RATE AMOUNT TAX a
1  Design:Fountains:Rock Fountain Rock Fountain 1 275 275.00 v ﬁ
2 ]
| Add lines ‘ | Clear all linas | | Add subtotal | v
4 » v

Figure 38 - Receiving Payments For An Invoice

Issuing Credit Memos

Occasionally, it may be necessary to issue a Credit Memo to clear a balance in Accounts
Receivable, no matter the cause. Select the customer or client name in these situations and then
choose Credit Memo. Upon doing so, QBO presents a form like that in Figure 39.

Copyright © 2026. Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.

Page 54



4D Credit Memo @ Fesdback 83 (D) X

Customer Emai cak»@ AMOUNTTO CREDIT &
‘ Amy's Bird Sanctuary ‘ v ‘ ‘ Birds@Intuit.com $27500
This customer is not tax exempt \:\ Send later
Billing Address Credit Memo Date Shipping From
Amy Lauterbach O ‘ 05/10/2024 B8 | 123 Sierra Way San Pab
Amy's Bird Sanctuary e
4581 Finch St. s
Bayshore, CA 94326 v
Tags @ Manage tags
Start typing to add a tag
# PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT ~ TAX
© | DesignFountains:R v HRock Fountain ‘ ‘ 1 ‘ ‘ 275 | | $275.00 ‘ o
2 0O o

| Addlines || Clearalllines |

Subtotal $275.00 v
Cancel Clear Print or Preview Make recurring Save and send ‘ v

L i

Figure 39 - Generating A Credit Memo
QBO will attempt to apply the credit memo automatically to an open invoice.

Refund Receipts

Like credit memos, refunds are sometimes necessary. In that case, you must create a refund
receipt for the customer. To generate the document, open the Refund Receipt template and
enter the relevant details, including the refund amount and the check number. Then save the
form and optionally print a copy to provide to the customer along with the reimbursement.

Delayed Charges and Delayed Credits

In QBO, a Delayed Charge is a transaction type that lets you record transactions you will credit to
a customer or client at a later date. You can collect numerous delayed credits and apply them
simultaneously if you like. For instance, Figure 40 shows an invoice about to be issued. It also
shows a delayed credit for $175. If the user creating the invoice clicks Add on the credit tile, the
credit will reduce the invoice balance to $365.
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(% Invoice O Updatelayout (B B> Tekeatour 83 (D) Help X

CofBer BALANCE DUE :
=] > Addio Invoice
2 Y $540.00
. Filter by
All types -
Terms Dus dat Alldates v
Net30 - 06/09/2024
Crem
Add all

Tags D Manage tsgs

Billable time

Aprit 500
N $375.00
# PRODUCT/SERVICE () DESCRIPTION arr RATE AMOUNT  TAX Custom Design
Add Open
1 Design:Founteins:Concrete Concrete for fountain installation 1 500 50000 v

2
Credit #1
Addlines | [ Clearalllines | [ Addsubtotal Subtotal $500.00 May 10

-$175.00

Massage on invoica Custom Design

Thank you for your business and have a great dey! Discount parcant ¥ 50.00 Concrete for fountai
taxable subtotal 35UU-UU More
Need help with sales tax? Learn more
Add Open
California - 8% 40.00
Massage on statemant Total $540.00
Balance due $540.00

Cancel Clear PrintorPreview | Make recurring | Customize

Figure 40 - Selecting A Delayed Credit To Apply Against A New Invoice

Delayed Charges

As you might expect, Delayed Charges are similar to Delayed Credits except that they are used to
accumulate transactions you will bill later.

Time Activity

To the extent you record time activities in QBO, you can subsequently bill them to your customers
or clients. For example, consider the timesheet entry pictured in Figure 41.

Copyright © 2026. Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.

Page 56



Date

Name

Customer

Service

Cancel

[+] Bitlable (/hr)

& Time Activity

05/10/2024
Emily Platt v
Amy's Bird Sanctuary -

Design:Fountains:Concrete

80.00

|:| Taxable

|7| Enter Start and End Times
Time | 2:45

Concrete finishing for fountsin installstion I

- Description

Summary 2 hours 45 minutes at $80.00 per hour = $220.00

Save

Figure 41 - Sample Time Sheet Entry

B @ wap X

Saveandnew v

With that timesheet entry in place, an owner or manager could easily bill the customer for the
time accumulated on the project, as shown in Figure 42.

=

InTuIT
G guickbooks

BOOKMARKS V2
Bank transactions

MENU

Dashboards

Transactions

Sales

Reports
Payroll

T

83 Menu settings
L

=«  Sample Company v
Sales
All sales

Overview

{ Customers

A\ Unexpected error
occurred

Retry

Invoices

5 Accountant Tools

() 510724 Peymen:

Creeted by QB Online o link
creditsto charges

Amy's Bird Sanctuary 50.00 @ Closed

8 Myopes @ @QHp 3 Q O & @
Estimates Customers Products & services
N Edit | v
a
Type Status Date
|A\Hransacmn5 v ‘ ‘ All v ‘ ‘AH W | View Recurring Templates
(& Feedback I
| paTE v TYPE NO, MEMO. AMOUNT STATUS ACTION % /
(] 5/10/24 Time Cherge Amy's Bird Sanctuary ﬁ:{"ﬁ‘l’:l‘;:”‘s*“"g for fountein $220.00 Open Edit | Convert*
\:\ 5/10/24 Credit 1 Amy's Bird Sanctuary -$175.00 Open Edit | Crea

Figure 42 - Billing A Timesheet Entry

Revenue And Receivables Reporting Options

Moving away from transaction entry, you will notice that QBO offers a variety of reports to help
you assess revenues billed, collected, and still owed. For example, using QBO Plus, you can access
the revenues and receivables reports listed in Table 1 below.
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Revenue Focused Reports Receivables Focused Reports

Sales By Customer Type Detail Accounts Receivable Aging Summary

Estimates & Progress Invoicing Summary By Accounts Receivable Aging Detail
Customer

Customer Contact List Collections Report

Income by Customer Summary Customer Balance Summary
Sales By Customer Summary Customer Balance Detail

Sales By Customer Detail Invoice List

Deposit Detail Invoices And Received Payments
Estimates By Customer Open Invoices

Inventory Valuation Detail Statement List

Inventory Valuation Summary Terms List

Product/Service List Unbilled Charges

Sales By Product/Service Summary Unbilled Time

Sales By Product/Service Detail

Payment Method List

Physical Inventory Worksheet

Time Activities By Customer Detail

Transaction List By Customer

Transaction List By Tag Group

Table 1 — Summary Of Revenue And Receivables-Related Reports In QBO Plus

Are there any critical revenue and receivables-related features you might
need that are unavailable in QBO? If so, how might you resolve their
absence?
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Managing Vendors, Expenses, And Chapter
Accounts Payable 4

Like QBQO's customer, sales, and receivables features, the service offers tools to help small
businesses manage vendors, expenses, and accounts payable. Further, these features operate
similarly to those of other small-business accounting solutions, including QuickBooks Desktop. In
this chapter, you will learn how to use QBO’s feature set to assist with processing and reporting
accounts payable.

Learning Objectives
Upon completing this chapter, you should be able to:

e List necessary tasks to complete to configure vendors, expenses, and accounts payable;

e |dentify the workflows to initiate purchase orders, record bills and expenses, and make
payments;

e Name essential steps necessary to generate Forms 1099;

e Cite necessary procedures for handling recurring expenditures; and

e Create various reports related to vendors, expenses, and accounts payable.

Creating, Editing, And Managing Vendors

Of course, you create vendors before creating purchase orders, writing checks, or engaging in
other expense cycle transactions. The process for creating vendors in QBO — detailed below —
resembles that for creating vendors in QuickBooks Desktop and other small business-focused
applications and services.

Adding Vendors

To add a vendor to QBO, click Add vendor to open the Vendor data entry window shown in
Figure 43. Immediately, you will recognize that this window closely resembles the customer data
entry window pictured in Figure 23. Like the Customer data entry window, the Vendor data entry
window contains five sections:

Name and contact
Address

Notes and attachments
Bank payment info
Additional info

ik wnN e
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Vendor 4
BRERRE"

Company name El\a"erdO'c:'splz-:-ﬁame* &=

| B ¥

A Enter a name

El Name and contact @

Tile First name Middle name Last name Suffix
N | | | | | |
Email Phone number

| | | |
Mobile number Fax

| | | |
Other Webszite

Mame to print on checks

© Address hd
@ Motes and attachments hd
3 Bank payment info

@ Additional info hd

Privacy

v

=n

Figure 43 - QBO's Window For Adding And Editing Vendor Information
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As discussed in the previous chapter, you should enter the necessary vendor master file
information into each section. For example, enter fundamental data such as a vendor’s name and
contact information in the Name and contact section. Similarly, enter the relevant data, such as
street address, city, state, and zip code, in the Address section.

The Notes and attachments section can be a great place to store PDFs and similar documents
related to a vendor. For example, you may consider storing W-9 forms, contract copies, and other
documents here.

If you plan to issue payments electronically to vendors, you must store the required fields in the
Bank payment info section. The required information includes the vendor’s bank account and
routing numbers.

Finally, the Additional info section pictured prompts for additional information, including the
following items:

e The vendor’s tax identification number or Social Security Number

e Whether to track payments to vendors for purposes of issuing Forms 1099

e Expense rates, such as a vendor’s hourly billing rate

e Default payment terms for a vendor, such as “Net 30”

e Avendor’s account number

e The default general ledger account to use when recording a transaction

e The opening balance for a vendor and the “as of” date for that balance (only used when
setting up QBO initially)

If you are involved in setting up QBO for your company or a client, avoid the
temptation to enter only minimum information about vendors under the
premise that you (or someone else) will add the remainder of the data later.
Adding all the data when initially setting up QBO is typically far more
efficient.
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Privacy

Figure 44 - Additional Information Section Of QBO’s Vendor Data Entry Window

Importing Vendor Information Into QuickBooks Online

As with other forms of master file information, you can import vendor information into QBO, too.
Not surprisingly, the process for importing this type of information mirrors the import processes
discussed elsewhere in this text.
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First, arrange your existing data into the following columns in an Excel spreadsheet to import

vendor information.

e Name

e Company
e Email

e Phone

e Mobile

e Fax

e Website
e Street

e (City

e State

e Zip

e Country
e Opening Balance
e Date

e TaxID

Next, click Import vendors, as shown in Figure 45.

r T

inTuIT =, . art:
ab =< Ssmple Compsny v | CalCPA Dropbox B My experts
quickbooks https://urwnw dropbox.com/request/2PtqC 2qCAvcrQG03CmEd

Expenses

Expenses  Bils  Vendors  Contractors  Mileage

Vendors

$125
1 PURCHASE ORDER

D VENDOR a / COMPANY 1099 TRACKING FHONE EMAIL

[] Bob's Burger Joint

O, (650)555-7745 Books@lIntuit.com
O - g £50)555-8812

O 0)555-1616

il

# a0 & 0

'OPEN BALANCE ACTION
$0.00 Craate bill ~
$0.00 Craate bill ~

s241.23 Schedule payments v
$0.00 Craate bill ~

£000 Crazabill v

Figure 45 - Importing Vendors Into QuickBooks Online

After choosing to import vendors, select the file containing the vendor information and click
Next, as shown in Figure 46. QBO then presents the data you will import in a preview pane, where
you can make any necessary corrections. Assuming none are required, click Next, then Import to

complete the data import process.
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Import vendors @ Help X *

UPLOAD

First time importing vendors?

* All your vendor informaticn must be in one file
* The top row of your file must contain a header title for each column of information

« Vendor Name is the only required field

Select a CSV or Excel file to upload Select Google Sheet

QuickBooks_Online_Vendor_Sample_Fils.xls X Browse Connect

Download a sample fils & Praview a sample

Figure 46 - Importing An Excel File Containing Vendor Information Into QBO

Of course, no matter the method you choose to add vendors — manual data entry or import —
you can edit fundamental vendor information anytime. For example, if a vendor changes
location, you can return to the address section of the data entry window and make any necessary
adjustments.

Initiating And Managing Purchase Orders In QuickBooks Online

Although not required by QBO, purchase orders can help you maintain internal control over items
and services purchased, the vendors you use, and the amounts you pay for products and services.
However, before you can use purchase orders, you must have a QBO subscription that supports
them and enable this option. We discussed both topics previously in this text.

Assuming the two prerequisites above are in place, click New Purchase Order to initiate a new
purchase order, an example of which Figure 47 displays.

Among other items, the purchase order includes vendor information, terms, the product(s)
ordered, pricing information, delivery address, and shipping instructions. It also allows one to
enter a message to the vendor and memo text. Further, you can attach a document, such as a
PDF, to the purchase order to provide more clarity.
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AMOUNT

s $80.00

Mailing sddrezz shipta Purchaze Order date

Teg= (1) Mansge taga

» Category details

¥ Item details
#  PRODUCT/SERVICE DESCRIPTION arr RATE AMOUNT CUSTOMER

Design:Fountains:Pump Fountzin Pump

Addlines | | Cloeralllines Total $80.00

Your mezzage to vandar

() Astachments

Figure 47 - Sample Purchase Order In QBO

In addition to the details mentioned above, you can expand the Category details section of the
form to specify which account to debit for the expenditure when you do not use items on the
purchase order.

Once you enter the transaction’s data, you can choose from several options to save your work.

1. Near the lower right corner of the window, you can click Save. This option would be
helpful if you have not completed all the data entry but want to save your work, perhaps
while you shift to another task.

2. Also, the Save and close button is near the window's lower right corner. This option would
be helpful if you have completed your data entry, want to save it, and desire to close the
purchase order window.

3. Additionally, you can click the arrow in the Save and close button to choose a Save and
new option or a Save and send option. The Save and new option saves the existing
transaction and opens a new purchase order entry window. On the other hand, the Save
and send option saves the transaction and prepares it for emailing to the named vendor.
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Figure 48 illustrates the dialog that appears immediately before sending the purchase order via
email.

Send email

Materials@intuit.com

Subject
Purchase Crder from Craig's Design and Landscaping Services
Bdy
Dear Julie Nrten,
Plesse find our purchase order st

Thankyeu.

Figure 48 - Using The Save And Send Option For A Purchase Order

Receiving Goods Associated With A Purchase Order

Receiving goods in QuickBooks Online after issuing a purchase order (PO) involves several
detailed steps to ensure that the inventory and financial records update accurately. First, you
should open the relevant purchase order in QBO. Next, you should verify that the items you
received are what you ordered and in good condition. If those conditions do not exist, you should
contact the merchant to resolve any issues. On the other hand, if you want to record the received
goods against the purchase order, click Expenses and then choose the vendor to whom you
issued the purchase order. Next, select the purchase order you used to order the goods and
choose the Copy to bill option, as shown in Figure 49.
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Figure 49 - Copying Purchase Order Data To A Bill

QBO then displays the window shown in Figure 50. You can change the quantity of goods received
here if necessary. QBO will automatically close the purchase order if the quantity received

matches the quantity ordered.

¢ Bill

1 finksd Purchass Ordar
Vendar

Norton Lumber and Builging a:{ v

Mailing addrezs Tarms il date Dus date ill no.
Julie Norton a2 05/11/2028 05/11/2028
Nortan Lumier and Building
Mat
528 Country Road
field, CA 04303 A
[E—

v Category details

B @ Help X

>

BALANCE DUE

$80.00

Canesl Clear Make recurring

#  carecoay oE AMOUNT BiLLABLE TAX  cUSTOMER
If necessary, change the N
quantity received here. o
o
[ Addlines | [ Cloaralllines
v ltem details
# PRODUCT/SERVICE DESCRIPTION arny RATE AMOUNT BILLABLE TAX CUSTOMER
o 1 | Design:Foumminz:Fump v | |Fountzin Pump 8 Ijl 8000 O O v @ i
2 m
] »
[ Addlines | [ Cloaralllines Total $80.00

Save

Sava and schedule payment

Figure 50 - Receiving Goods Against A Purchase Order
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On the other hand, if you need to close the purchase order manually — perhaps because the
vendor has notified you they will be unable to supply all the items ordered — you can do so

manually. Specifically, return to the purchase order and toggle its status to Closed, as shown
below in Figure 51.

(% Purchase Order #1005 8 @ree X

Al
=) AMOUN

$80.00

1 finkad Bill

Copy to Bill

Shipping addresz Ship via

Craig's Design and Landscaping
s

Meansge tags

» Category details

¥ Item details

# PRODUCT/SERVICE DESCRIPTION arr RATE AMOUNT | CUSTOMER RECEIVED ~CLOSED

Design:Fountains:Pump Fountsin Pum e 3 10 50.00

| addlines | [ Cleeralllines | Total $80.00

Your message to vendar

Figure 51 - Closing A Purchase Order Manually In QBO
Recording And Paying Accounts Payable Bills

Of course, many accounts payable transactions will not involve purchase orders. Instead, the
organization will receive a bill from a vendor and should pay it according to the terms previously
agreed, such as “Due on Receipt,” “2/10, Net 30,” “Net 15,” or “Net 30.” In these cases, recording
the accounts payable transaction and initiating the related payment are relatively
straightforward tasks, as detailed below.

Manually Recording An Accounts Payable Bill

Suppose a company running QBO receives a bill from its insurance company for $1,215 covering
six months of property and casualty insurance. Typically, businesses do not use purchase orders
for such transactions, so no such document exists. Instead, the bill often arrives in the mail. When
it does, someone must enter the bill’s details in QBO, as shown in Figure 51.
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BALANCE DUE
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Meme

Save Save and schedule payment  +

Figure 52 - Recording An Accounts Payable Bill In QBO

In a simple case like this, settling the debt is all that remains. However, other circumstances may
alter the transaction’s flow, such as when the company bills the expenditure to a third party.

Processing Billable Expenses

If a company incurs an expense that is to be reimbursed by another party, you can mark the
expense as “billable” in QBO. To do so, check the “Billable” box when recording the accounts
payable transaction and indicate the customer who will reimburse the expenditure, as shown in
Figure 53. Upon doing so, the transaction will be “tagged” to that customer, and you can easily
add it to a bill you send. Figure 54 displays how to add the billable expense with a simple mouse
click.
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Figure 53 - Marking An Accounts Payable Transaction As Billable
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Figure 54 - Adding A Reimbursable Expense To An Invoice
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Uploading Bills Electronically

You can choose to upload bills electronically rather than manually enter them. Potential
advantages of this method include improved accuracy and reduced time spent on mundane
clerical tasks.

To upload a bill electronically, follow these steps.

1. Save the bill on your computer.
2. Navigate to Bills and click Add bill near the upper right corner of the screen, followed by
Upload from computer, as shown in Figure 55.

@

@b quickbooks =.  Sample Company Bwepes @ @rb 32 Q A @ @
N
= Expenses
BOOKMARKS
Expenses Bills Vendors Contractors Mileage
Bank transactions -
A
Bills (@ Give feedback Pay bills Addbill v
Upload from computer
For ’e‘@“ [o] Unpaid Paid Show Bill Pay payments » Create bill
Create recurring bill
< Batch actions )( Filter ) -
ors & leads D BILL source (D VENDOR BILLNO BILL DATE CATEGORY DUE DATE EILLAMOUNT | ACTION
. .
No bills to review
Time When you have bills ready to review, you'll
Budgets find them here. To upload a bill or create a
- new one, go to Add Bill.
1 Menu eertinge o

Figure 55 - Uploading A Bill To QuickBooks Online

3. Next, drag and drop the bill into the window pictured in Figure 56.

Copyright © 2026. Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.

Page 71



Upload a bill from your computer
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Upload from this device

Browse and select documents ta uplosd

Figure 56 — Location For Uploading A Bill To QuickBooks Online

Once you upload the bill, QBO processes it and allows you to verify the transaction.
Specifically, click Review in the window pictured in Figure 57.

=

ab -‘I}"U‘IléL'IbOCIkS =. Sample Company B Myexpers @ (DHelp ' Q L = @

+ MNew

Expenses &

Expenses Bills Vendors Contractors Mileage

Bills (% Give foadback Pay bills Addbill v
For review (D Unpaid Paid Show Bill Pay payments »  How to manage bills »
Sa
( Batch actions )( Filter ) 2
Expanses
D BILL SOURCE O VENDOR BILL NO BILL DATE CATEGORY DUE DATE BILL AMOUNT ACTION
ABC
O & File uplozd Accounting 4851 02/15/2025  Actounting 03/15/2025  $2,210.00 Review v

And Tax
Services

Figure 57 - Queue For Bills To Review

Upon doing so, QBO presents the window pictured in Figure 58. Here, you can review and
edit the bill imported by QBO. Upon clicking Save and close, QBO saves the transaction
as if you entered it manually.
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Figure 58 — Reviewing, Editing, And Approving Details From An Uploaded Bill

Authorizing Payments And Paying The Bills

Of course, all valid debts require payment, and QBO provides multiple options for paying vendors,
ranging from simple, manual processes to electronic bill payments.

Paying Bills Manually By Writing Checks

In some situations, paying a bill manually by writing a check might be the appropriate transaction.
To effect this form of payment, first complete the manual check. Next, open the bill you will pay
with the check you created and click Mark as Paid, as shown in Figure 59.
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Figure 59 - Marking A Bill As Paid

Next, in the resulting Bill Payment window, add the relevant details of the payment, as shown in
Figure 60.
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| Clear Payment |
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Figure 60 - Adding Bill Payment Details

Finally, click Save and close to complete the process.

Paying Bills With A Credit Or Debit Card

If you choose to pay a bill via a credit or debit card, the process is similar to that described above.
Begin by selecting the bill to pay and clicking Mark as paid, as described previously. Then, like
paying with a check, enter the relevant payment details, including the credit or debit card used
to pay the bill, as shown in Figure 61. Click Save and close to record the payment.
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Figure 61 - Paying A Bill With A Credit Or Debit Card

Printing Checks Through QuickBooks Online

Another way to pay bills is to use QBO to generate and print checks that you will distribute to
creditors. Because of its “batch” process, this method works well when you need to pay
numerous bills.

To begin, click Pay Bills and, as shown in Figure 62, select the bills you wish to pay from the list
of unpaid bills.
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Figure 62 - Selecting Multiple Bills To Pay Via Printed Checks In QBO

Before QBO prints the checks, it displays a “preview” window showing all the checks to print.
Figure 63 presents a sample of this report.
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[ an v |
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Cancel Print setup Order chacks Preview and print

Figure 63 - Check Preview Report Generated By QBO
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Assuming you want to generate the checks, click Preview and print near the window's lower right
corner. At that point, QBO previews the checks to print, as shown in Figure 64.

Print preview

To print, select the Print button, or right-click the
PDF and select Print

05/17/2024

PGAE 8644

Eighty-six and 44/100°
4 Main St
Palo Alto, CA 84303

00649587213

05/17/2024 PGBE
Date Type Reference Original Amount  Balance Due Payment
03/07/2024  Bill BE.44 86.44 86.44

Check Amaunt 86.44

i

Figure 64 - Previewing Checks To Be Printed By QBO

Finally, to generate the checks, click Print near the lower right corner of Figure 64. To complete
the process, confirm that QBO printed all the checks correctly or, if not, indicate which checks
require reprinting. At the end of this process, QBO marks all the bills paid via printed checks as
“paid,” and they no longer appear in Accounts Payable.

Initiating Electronic Bill Payments

The last option for paying bills — one that has grown exponentially in popularity — is to initiate
electronic payments in QBO. Formerly provisioned through a third-party add-in by Melio, Intuit
brought this process fully “in-house” in May 2024 through the QuickBooks Bill Pay service. With
QuickBooks Bill Pay, you can pay your vendors electronically, manage 1099s, and assign custom
roles and permissions to team members.3

3 QuickBooks Bill Pay features depend upon your choice of subscription. For more details, including up-to-date pricing
information, please visit https:/quickbooks.intuit.com/bill-pay/.

Copyright © 2026. Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.

Page 78


https://quickbooks.intuit.com/bill-pay/

Comparing QuickBooks Bill Pay Subscriptions

If you choose to use QuickBooks Bill Pay, the first decision point is which subscription to use.
Currently, Intuit offers three subscription options, and the following table summarizes the
features and pricing for each.

Premium

ACH Payments 5 free transactions 40 free transactions Unlimited
per month per month transactions

Additional Users The number of users available with QuickBooks Bill Pay aligns with
Included the number of licensed users you have in QuickBooks Online.
Aut ted Bill

! °rT‘a ed ol Yes Yes Yes
Creation
Auto-Ma.tch Yes Yes Yes
Transactions
Unlimited 1099 Filing Yes Yes
Roles And

.. Yes

Permissions
Bill Approval
Workflows ves
Pricing Free $15 per month S90 per month

Table 2 — Summary Of QuickBooks Bill Pay Subscription Offerings

Companies that use QuickBooks Bill Pay will benefit from the ease and speed of paying vendor
bills. Instead of the time-consuming, tedious tasks associated with generating manual payments,
Bill Pay automation provides substantial time savings.

According to Intuit, to pay a bill using Bill Pay, follow these steps:

Sign in to QBO.

Select Expenses, then Bills.

Create a new bill or select an existing bill.

Select Schedule Payment or Save and Schedule Payment. Note that if you create a new
bill, you can schedule it by clicking Save and Schedule Payment.

Schedule directly from Expenses, Vendors, or Bills for an unpaid bill.

6. Select the bank account you want to use as your funding source. The total amount of
the bill appears by default, but you can select Edit to schedule a partial payment.

PwnNE
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7. In the Payment account in QuickBooks dropdown, select the corresponding account
from your QuickBooks chart of accounts to sync your payment information. You can also
create a new account in QuickBooks to track your bill payment information.

8. Click Next.

9. Select your payee's payment method and fill in any needed info:

o If your vendor is a payable network vendor, then you don’t need to type your
vendor’s payment info. Instead, you'll see a preview of the payee’s auto-
populated contact details to review and pay with an ACH transfer.

10. Select the Withdrawal date you want the funds to come out of your bank account. You
can select up to 90 days in advance.

11. Click Next.

12. Review the payment details. If everything looks good, click Schedule payment. If you
need to fix anything, select Back. If you decide not to schedule this payment,
click Cancel.

Figure 65 illustrates the process of initiating an online bill payment in QBO.

G
ab ;‘J:;:bmks =+ Sample Company 8 Myexperts 0 @ Help # Q L & @
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[] oazizoze sl saymenichec o o sl ViewlEdit +
[] oamerzoze & PGEE il Elecric - s114.09 Visw/Edit v
e - ent
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[] ozmerzo2¢e e PGEE

$36.48

Figure 65 - Scheduling A Payment For A Bill In QBO

That’s it! The steps outlined above allow you to pay your vendors quickly, accurately, and
securely. Further, you won’t have to worry about whether your vendors receive their payments,
nor will you incur postage costs for mailing checks to vendors. Additionally, this unified solution
will significantly streamline the process for generating 1099s.
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Limitations Associated With Bill Pay

Despite the advantages outlined above, QuickBooks Bill Pay has some limitations, as detailed
below.

1. QuickBooks Bill Pay currently supports US payments in US dollars only.

2. Bill payment amounts cannot exceed $450,000.

3. To support payments, you must configure roles and permissions in QuickBooks Online
Advanced or Bill Pay Elite.

4. Only administrators can subscribe to and manage QuickBooks Bill Payment subscriptions.

Expenses And Vendors Focused Reports Payables Focused Reports

Check Detail Accounts Payable Aging Summary
1099 Transaction Detail Accounts Payable Aging Detail
Open Purchase Order Bills And Applied Payments

Open Purchase Order Detail Bill Payment List

Open Purchase Order Detail 1099 Contractor Balance Detail
Transaction List By Vendor 1099 Contractor Balance Summary
Purchases By Vendor Detail Unpaid Bills

Vendor Contact List Vendor Balance Summary
Expenses By Vendor Summary Vendor Balance Detail

Are there any critical revenue and receivables-related features you might
need that are unavailable in QBO? If so, how might you resolve their
absence?
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Payroll Processing In QuickBooks Online

In addition to using QuickBooks Online to manage traditional accounting and reporting functions,
many small businesses will benefit from payroll processing through the QBO platform. In this
chapter, you will learn how to use QBO to process payroll and the options available.

Learning Objectives
Upon completing this chapter, you should be able to:

e List the steps necessary to set up payroll in QBO;

e Add employee information to a QBO payroll subscription;

e |dentify the steps needed to pay team members and process payroll taxes; and
e Create payroll-related reports used to manage the business more effectively.

Establishing A QuickBooks Online Payroll Subscription

The first step toward processing payroll in QBO is recognizing that QBO offers integration options
for various Intuit payroll subscriptions. The cost of these subscriptions is in addition to the QBO
subscription.

Presently, Intuit offers three levels of payroll subscriptions, each designed to meet the varying
needs of businesses of different types and sizes. Following is a summary of the features and costs
associated with these subscriptions.

Payroll Core

The Payroll Core subscription is the least expensive option for processing payroll in QuickBooks
Online and provides fundamental payroll processing features. At a monthly cost of $45 plus $6
per employee, it is the least expensive of QBO’s payroll processing options.

Included in Payroll Core are the following services:

e Payroll Core provides full-service payroll, including automatically calculating, filing, and
paying payroll taxes;

e Payroll Core supports automated payroll for salaried team members;

e Payroll Core provides next-day direct deposit of team member compensation; and

Copyright © 2026. Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.

Page 83



e Payroll Core offers support for an unlimited number of Forms 1099-MISC and 1099-NEC,
including electronic filing.

Payroll Premium

As its name implies, Payroll Premium offers more advantages and utilities than Payroll Core. Of
course, these additional features drive a higher monthly subscription fee of $80 plus $8 per
employee. In addition to the features provided in a Payroll Core subscription, subscribers receive
24/7 expanded support, expert review of their payroll setup, and time-tracking, submission, and
approval from any location, including GPS tracking if desired.

Payroll Elite

Subscribers to Payroll Elite experience all the benefits of the other two payroll options, plus tax
penalty protection and access to a personal HR advisor who can advise on HR issues and
customized handbooks and policies.

Note that all three plans — Core, Premium, and Elite — include access to the following features:

e Employee portals,
e Optional health benefits for your team,
e 401(k) plans, and
e Workers’ compensation administration.

Additionally, subscribers to Premium and Elite also have access to an HR support center to assist
with topics such as customized job descriptions and best practices on job descriptions, hiring
practices, and similar matters.

Establishing And Editing Team Member Information

Of course, you must establish all the information necessary to run payroll before you can process
payroll. To do so, click Payroll from the left menu and choose Add or Edit payroll information.
Doing so opens a data entry window similar to that pictured in Figure 66. As needed, you can edit
this data to meet company and employee needs.
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Adding Time Information To Payroll Records

Figure 66 - Adding and Editing Payroll Data In QuickBooks Online

For hourly team members, QBO provides a time sheet where team members can enter the time
worked during a pay period. Figure 67 provides an example of the weekly time sheet. Notice that
the timesheet includes an option to track time at the Customer or Job level, if necessary or

desired. Additionally, single-entry time sheets are also available.
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Figure 67 - Example Of QBO's Weekly Time Sheet

Running Payroll

Regardless of whether you have salaried or hourly team members, or both, you will need to pay
them. The easiest way to do this, where practical, is to use QBO’s Auto Payroll feature. With this
feature enabled, you can designate payroll for specific team members to run on a defined
schedule without any end-user intervention. With this feature enabled, payroll runs on schedule
without requiring manual effort. Further, payroll tax payments and filings are automated,
minimizing the time necessary to manage payroll.
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Figure 68 - Summary Of QBO's Auto Payroll

Of course, QBO’s payroll subscriptions also allow you to run payroll on-demand if necessary or
desirable.

Payroll Tax Filings

Recalling the previous discussion on QBO payroll subscriptions, all subscription offerings provide
full-service payroll, including automatic tax filings and payments. Thus, no manual effort is
required throughout the year to ensure all taxes are reported and paid on time.

You can view and download PDF copies of tax forms at any time. To do so, click Taxes, followed
by Payroll tax, to access the window pictured in Figure 69.
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Figure 69 - Viewing And Downloading Completed Payroll Tax Returns

QuickBooks Online Payroll Reports

QBO provides a variety of employee and payroll reports that should be more than sufficient for
most small and growing businesses.

Employee And Payroll Focused Reports

Recent/Edited Time Activities Payroll Summary

Time Activities by Employee Detail Vacation And Sick Leave
Employee Contact List Retirement Plans

Paycheck History State Mandated Retirement Plans
Contractor Payments Payroll Tax Liability

Payroll Deductions/Contributions Payroll Tax Payments
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Payroll Summary By Employee Total Payroll Cost

Employee Directory Total Pay

Employee Details Payroll Tax And Wage Summary
Multiple Worksites Worker’s Compensation

Payroll Details Recent/Edited Time Activities
Payroll Item List Time Activities By Employee Detail

Which payroll-related features are you most likely to use in QBO? Which will
likely not benefit you?
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Financial And Operational Reporting In Chapter
QuickBooks Online 6

Presently, over seven million businesses use QuickBooks Online (QBO). However, these
businesses often struggle to get the reports they need. In some cases, they are limited because
of their chosen subscription. In others, necessary reports are available, yet users do not know
how to access them.

In this chapter, you will learn how to create and customize your reports in QBO. You will learn
about Standard, Custom, and Management reports. You will also learn about the new
Spreadsheet Sync tool that allows you to create customized reports, including multi-company
reports in Excel.

Learning Objectives
Upon completing this chapter, you should be able to:

e Differentiate between report types in QBO;

e List the steps necessary to create custom reports;

e |dentify how Management Reports differ from traditional reports; and
e Specify how to use the new Spreadsheet Sync feature in QBO.

QuickBooks Online Reporting Fundamentals

The first major QBO reporting issue to address is that the reports available to you vary based on
your QBO subscription. For example, QuickBooks Online Simple Start subscribers will have a
substantially smaller set of available reports than QuickBooks Online Essentials users. Similarly,
those using QuickBooks Online Essentials will have fewer reporting options than those using
QuickBooks Online Plus. Finally, QuickBooks Online Plus users will have fewer reporting options
than QuickBooks Online Advanced users. Figure 70 depicts the QuickBooks Online reporting
hierarchy.

To illustrate, consider the following reporting differences that exist across the subscriptions:

e Simple Start contains a limited number of reports. Although it includes profit and loss
statements and a balance sheet, it offers relatively few operational reports, such as a
detailed accounts receivable report or any form of accounts payable report. However,
these limitations may not be problematic for Simple Start users, as they tend to operate
small businesses with simple accounting and reporting needs.
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Essentials provides a widely expanded set of reports compared to Simple Start. Additional
report types in Essentials include an expanded set of operational reports and a relatively
robust set of accounts payable reports. The reporting options in Essentials begin to
address the needs of slightly larger businesses than those that might opt for Simple Start.
For example, Essentials provides accounts payable aging reports to help manage vendor
bills.

QuickBooks Online Plus extends QBO’s reporting options by incorporating numerous
employee-related reports, 1099-oriented reports, and additional job/project-related
reports.

QuickBooks Online Advanced provides the most robust reports available with any QBO
subscription. The reporting lineup in Advanced includes tools such as Management
Reports and Spreadsheet Sync, two compelling options for enhanced financial and
operational reporting. Other reporting options available in Advanced include inventory
valuation reports, open purchase order reports, comparative balance sheets, and profit
and loss statements.

QuickBooks Online
Advanced

QuickBooks Online Plus

QuickBooks Online
Essentials

QuickBooks Online Simple
Start

Figure 70 - QuickBooks Online Reporting Hierarchy

Intuit thoroughly compares the reporting options available in Plus, Online, and Simple Start at
https://k2e.fyi/gbo-reports.

Customizing QuickBooks Online Reports

As indicated above, QBO provides a full complement of pre-built reports to meet most
businesses' needs. However, the number of pre-built reports in QBO varies by subscription.
Regardless of your QBO subscription, you can access all reports from the Reports tab. On the
Reports tab, you will notice that QBO categorizes the available reports to you in several sections,
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including Favorites, Business overview, Who owes you, Sales and customers, What you owe,
Expenses and vendors, Sales tax, Employees, For my accountant, and Payroll.

You can easily add any report to your Favorites section by clicking the “star” icon next to a report.
Adding a report to the Favorites section allows quick and easy recall of that report, including any
customizations you might have made and saved with it.

When working in QBO, you can access customization options to ensure your reports meet your
needs. Once you customize a report, you can memorize it and save it in QBO. Of course, the
advantage of saving a Custom Report is that you can quickly recall it — complete with your
customizations — whenever needed.

To customize a report in QBO, begin by selecting the report; in this example, we will customize
an income statement. After choosing the base report, add any customizations you may desire.
Unfortunately, some users perceive the list of available customizations to be limited. This
perception arises because of the presentation of the initial report. Specifically, notice how the
report, presented near the top of Figure 71, does not initially show all available customization
options. However, by scrolling the “elevator” upward, several customization options appear,
including those listed below.

e Report period

e Display columns by

e Accounting method

e Compare another period

e Show non-zero or active only
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Further, clicking the Customize button near the top of the window opens an even more

Sprinklers and Drip Systems

TotAL
Design income 2,250.00
Discounts given 89.50

~ Landscaping Services 877.50
~ Job Materials

Fountains and Garden Lighting 1,501.50

Plants and Soil 222072

30.00

Figure 71 - Accessing All Customization Options In A QBO Report

exhaustive listing of customization options, shown in Figure 72.
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Figure 72 - More Customization Options In QuickBooks Online

Note that the customization options available for a given report vary by report type. For example,
fewer customization options will be available in a Vendor Contact List report than in a Profit and
Loss Report. Nonetheless, the customization options available on most reports more than satisfy
the needs of most users.

The number of customizations you can make to a report is extensive, providing the flexibility you
need to create reports that meet your needs. However, the option to add customizations is not
immediately visible to users. You can click the Customize button to access a “deeper” level of
customization options than those visible directly on the report. Moreover, upon adding your
customizations, you can save the report with the customizations embedded so you can recall it
quickly later. When you create a custom report and choose to save it, you will notice a Share with
option in the Save customization dialog box. Selecting All in this field makes the report available
to others on your team.
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Figure 73 - Sharing A Customized QBO Report With Other Team Members
Miscellaneous QuickBooks Online Reporting Techniques

You can use other QBO reporting features besides the “traditional” customization options
outlined above. Knowing and using these miscellaneous techniques can save significant time on
certain tasks.

Emailing Reports From Within QBO

For instance, suppose you need to email a specific report to someone, whether they work in your
organization or are external. In that case, click the email icon highlighted in Figure 74.

apse Sorv Add notes Edrttles @:- E‘" ‘{"91}

O Craig's Design and Landscaping Services ¢

Profit and Loes
January 1 - March 14, 2024

TOTAL

= income

Design income 2,250.00

Figure 74 - Emailing A Report From QBO

Upon clicking the icon, QBO will present a window asking if you want to print, email, or save the
report as a PDF. If you choose the email option, QBO will prompt you for email addresses, subject
lines, and the text of your transmittal message, as shown in Figure 75. Of course, the advantage
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of this feature is that it streamlines what could otherwise be a cumbersome process: generating
a PDF copy of the report and emailing it to others.

Email Report

To
CC

Subject

Your Profit and Loss Report

Body
Hello
Attached iz the Profit and Losz repert for Craig's Design and Landzcaping Services.

Regards

Craig Carlzan
Report

Profit and Lozs Report pdf

(" concel ) [ sond
I\\ Cancel jl

Figure 75 - Emailing A Report From Within QBO

Further, if you click the print icon in the upper-right corner of the window, you will experience a
streamlined process for printing the report. If you click the Export option, you can quickly export
the report to an Excel or PDF document.

Viewing Multiple Reports Simultaneously In QuickBooks Online

For many users, QBO presents a frustrating challenge when attempting to display multiple
reports simultaneously. For example, an accountant might need to view both a balance sheet
and a profit and loss statement simultaneously. However, because QBO is browser-based, there
is no built-in option to open multiple windows simultaneously, each containing a different report.

Using a bit of imagination, you can solve this problem quickly. To do so, open one of the reports
you want to see. Next, copy the URL for that report. Then open a new browser tab and paste the
URL into it. Finally, re-size the windows to meet your needs. Voila, you now have multiple reports
displayed simultaneously in QBO. Understand that QBO imposes no limitation on how many
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browser windows you may have open simultaneously, and each window can contain a different
report or data screen. From a practical perspective, you can use this technique to open multiple
“windows” simultaneously, each with varying content. Moreover, you can even bookmark
browser windows with pre-filled URLs to access data even more quickly.

— o X
oo 3 - O
> [ Otherfavorites

@b # Q O @ @

a A v alm;

B2 Release notes for C.

8 Wepets @ @ Hep  H

Craig's Design and Landscaping Services Craig's Design and Landscaping Services

Balance Shaat Profitand Loss

£aof May 18,2028 January 1-May 18,2024

473647

037

Figure 76 - Multiple Reports From The Same QBO Company Open Simultaneously In
Two Brower Windows

Management Reports in QuickBooks Online

One of the most overlooked reporting features in QBO is Management Reports. With
Management Reports, you can create presentation-quality financial statements and other
operational reports that you can tailor to meet your specific reporting needs. For example, you
can customize Management Reports to include cover pages, tables of contents, and management
discussion and analysis. Moreover, with Management Reports, you can create a “report book” to
generate the entire complement of reports with a single mouse click. Additionally, you can email
these reports directly from within QBO, saving additional time.

Perhaps the best way to create a Management Report is to copy and edit an existing one. To do
so, click Management Reports in the Report Center. Then click Copy from the drop-down menu
in the Action column, as shown in Figure 77.
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Figure 77 - Creating a Customized Management Report

Next, select the report created in the previous step and click Edit from the Action column’s drop-
down list. You can add or change items within the report to meet your needs.

To understand the process more clearly, let’s delve into the various components of a QBO
Management Report. Specifically, Management Reports can contain one or more of the following
items.

Cover Page — Generally, you would create a cover page to provide an aesthetically pleasing
“front-end” to your Management Report. Figure 78 shows cover pages can contain titles,
subtitles, the period ending date, the date prepared, the report’s author, and a disclaimer. You
would also use cover pages to apply an overall theme to your Management Report. If desired,
you can even include a logo on the cover page.
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Figure 78 - Components Of A Management Report Cover Page

The second component of a Management Report is a table of contents. You can modify the table
of contents title, but QuickBooks Online generates the table automatically from the contents of
the subsequent pages.

Preliminary pages are the third component of a Management Report. Often, this page includes
introductory comments from a senior executive that foreshadow the numerical data presented
in the form of financial statements and charts on subsequent pages. Preliminary pages are
optional.

Reports and charts follow preliminary pages. Generally, this segment of a Management Report
contains financial statements and other reports generated by QBO. For example, in this section,
you might include a Balance Sheet, an Income Statement, an Accounts Receivable Aging Report,
and an Accounts Payable Aging Report. Further, you can control the appearance of the data in
this section, as shown in Figure 79.
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Figure 79 - Controlling The Content Of A QuickBooks Online Profit And Loss Statement In A
Management Report

Lastly, you can include notes in your Management Report. These end notes consist of free-form
text, as shown in Figure 80.
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Figure 80 - Adding End Notes To A QuickBooks Online Management Report

Finally, when it is time to share the customized Management Report with others, you can do so
from the Action column by choosing the Send option to email it, or by exporting it to a PDF or
DOCX file and sharing it another way.

Another valuable aspect of the Management Reports feature is the ability to add virtually any
QuickBooks Online Report to a Management Report. For instance, suppose you wanted to
include QBO’s Income by Customer Summary Report in a Management Report. To do so, locate
the report you wish to add and click the ellipses next to the report. Then, click the Add to
Management reports option, as shown in Figure 81.
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Figure 81 - Adding A QBO Report To A Management Report

Finally, choose whether to add the selected report to a new Management Report or an existing
one. Figure 82 illustrates that process.

Add to management reports

Select an option to add Income by Customer Summary

() Create a new managementreport (@ Add to an existing management report

Select a management report

Company Overview-1 w I

~ Company Overview-1

Company Overview ]

Sales Performance

Expenses Performance

Figure 82 — Designating The Destination Management Report For Adding A QBO Report
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In sum, Management Reports provide QBO subscribers an excellent option for creating
presentation-quality financial statements and reports that draw their financial data directly from
QBO. This tool can save countless hours when preparing financial statements and other reports
destined for distribution inside and outside the organization.

QuickBooks Online Spreadsheet Sync Feature

QuickBooks Online Spreadsheet Sync is a powerful tool available exclusively for QuickBooks
Online Advanced users. It seamlessly integrates your Excel spreadsheets with your QuickBooks
data, allowing you to leverage the strengths of both platforms for more efficient accounting and
deeper business insights.

Key Spreadsheet Sync Features
Key features associated with Spreadsheet Sync include the following.

e Two-way Data Flow: Spreadsheet Sync facilitates linking data directly from your
QuickBooks Online company file into Excel spreadsheets. This feature eliminates the need
for manual data entry, reducing errors and saving time. You can then edit the data within
Excel, such as modifying invoices or adding product descriptions, and push the changes
back to QBO.

e Customizable Reporting: With your QuickBooks data readily available in Excel, you can
create custom reports and pivot tables tailored to your needs. As a result, users can
analyze trends, identify areas for improvement, and gain a more comprehensive
understanding of the company’s financial position.

e Batch Updates: Spreadsheet Sync allows for efficient batch editing of transactions.
Imagine needing to apply a standard discount to a group of invoices. Spreadsheet Sync
lets you select multiple invoices, apply the discount in Excel, and send the updated
information back to QuickBooks in one go.

e Data Integrity: Since changes made in QuickBooks sync back to Excel, Spreadsheet Sync
ensures consistency and reduces the risk of discrepancies between your accounting
software and spreadsheets.

The following potential benefits await QBO users who take advantage of Spreadsheet Sync.

e Increased Efficiency: Automating data transfer between QuickBooks and Excel eliminates
tedious manual data entry, saving you valuable time and resources.

e Improved Accuracy: Spreadsheet Sync minimizes manual data manipulation and, in turn,
reduces the chance of errors creeping into your financial records.

Copyright © 2026. Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.

Page 104



e Enhanced Reporting: The ability to create custom reports and analyze data in Excel
empowers you to make data-driven decisions and gain a clearer picture of your business
performance.

e Flexibility: Spreadsheet Sync offers the flexibility to work with your familiar Excel
environment while keeping your data updated.

To use Spreadsheet Sync, you must have a Microsoft 365 subscription for Excel. To activate the
tool, navigate to the Settings menu within QuickBooks Online Advanced and select Spreadsheet
Sync. The tool integrates seamlessly with Excel, adding a Spreadsheet Sync button to Excel’s
Ribbon. You can sign in using your QuickBooks credentials, access data templates, and initiate
data transfers through this button. Also, it is essential to remember that Spreadsheet Sync is
currently only available with the QuickBooks Online Advanced plan. If you have any other QBO
subscription, Spreadsheet Sync will not work.

Spreadsheet Sync In Action

To see Spreadsheet Sync in action, let’s assume you want to create a series of Excel-based
financial statements and operational reports. Furthermore, you want the QuickBooks Online data
linked to the Excel report, so you only need to refresh it rather than rebuild it periodically.

After activating Spreadsheet Sync as described above, you are ready to begin your Spreadsheet
Sync journey. First, click Build Reports from the Ribbon’s Spreadsheet Sync tab. Next, as shown
in Figure 83, select the report you wish to add to your Excel workbook. Next, click Select data to
get to indicate cash versus accrual basis reporting and to apply filters to selected fields. The filter
options include class, location, customer, and item.

3 @ Book @ v P Fmhiim sk i e meeEe @ @ BuyMicrosoft 365 &3 9
File Home Insert Share Pagelayout Formulas Data Review View Help Draw Spreadsheet Sync [ Commen ts P Editing v
D Company Settings Get Started [B| Build Reports &) Refresh v Manage Records @ Help @ Sign Out ] Send Feedback o
A1 v f v
A B g D) E F G H ) K L M N O Spreadsheet Sync 52
1 nfurf
@qulckbooks. ®

2

3 Create a report

4

5 o) o)

6 Company settings ()

Refresh v

7

e & Back

. acl See how itworks (3)
10 I}

i ° Select compan

12 pany

13

14

15

16

= ° Select a report to run

18 Profit and Loss Change
19

20 =

. _ 4 Select data to get
= |Sheetl +
Workbook Statistics v Give Feedback to Microsoft — 100% +

Figure 83 - Creating A Profit And Loss Statement Using Spreadsheet Sync
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Figure 84 presents the completed Profit and Loss Statement added through Spreadsheet Sync.
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Figure 84 — Profit And Loss Statement Added To Excel Through Spreadsheet Sync

Upon completing the process, your initial report may look like the one pictured in Figure 84. Of
course, you can add any Excel-based formatting to make the report look more polished and
professional.

You can also add other reports to the same workbook. For example, let us now add a balance
sheet to the workbook. To do so, repeat the previous process, except choose the balance sheet.
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Figure 85 - Adding A Balance Sheet To Excel Through Spreadsheet Sync

Notably, we could continue to add other financial and operational reports to the same Excel
workbook using Spreadsheet Sync. We could also apply any Excel-based formats we desired to
the Excel-based reports. Further, the data flowing from QuickBooks Online into Excel is linked,
allowing us to update the report with fresh data on demand. If the need to consolidate data from
multiple QBO companies arises, we could also use Spreadsheet Sync to do so.

Spreadsheet Sync Summary

QuickBooks Online Spreadsheet Sync offers a compelling option for businesses that require a
robust accounting solution and can leverage advanced data analysis tools. Spreadsheet Sync
empowers you to streamline workflows, improve data accuracy, and gain deeper insights into
your financial operations by bridging the gap between QuickBooks and Excel.
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Summary

With its roots firmly in the small-business space, many perceive QuickBooks Online as lacking
robust reporting options. However, that’s not necessarily true, particularly if you subscribe to
QuickBooks Online Plus or QuickBooks Online Advanced. Both subscription offerings provide
robust options for creating accurate, aesthetically pleasing reports from your QBO data. Don’t
remain mired in outdated reporting processes — take advantage of these tools today!

How does financial and operational reporting in QBO compare to reporting
in QBD? Are there any critical reports you might need that are unavailable
in QBO?
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Establishing And Monitoring Internal SIELIED
Controls In QuickBooks Online ¥ 4

Despite formidable competition from companies such as Xero, Zoho, Wave, and others,
QuickBooks Online remains the market leader in small business accounting software in the
United States. Estimates peg the number of QuickBooks Online companies in the US at
approximately 7,000,000. Unfortunately, many companies using QBO have failed to implement
adequate internal control structures, leading to waste, inefficiencies, theft, and fraud. In this
chapter, you will learn about the QBO and internal controls at a macro level, setting the stage for
more detailed discussions about implementing appropriate internal controls in QuickBooks
environments in Chapters Two, Three, and Four.

Learning Objectives
Upon completing this chapter, you should be able to:

e Identify some of the risks associated with failing to implement appropriate internal
controls;

e List examples of some internal control-related features that may not be available in all
QBO subscriptions; and

e (Cite the steps necessary to activate critical QBO-based internal controls.

What Are The Risks?

A somewhat textbook-oriented definition of internal controls states the following:

Internal controls are the policies and procedures that an organization implements
to help ensure that organizational objectives are met and that fraud, theft, and other
desired outcomes are mitigated to a prudently acceptable level, as defined by
cost-benefit analysis. A vital component of an effective internal control structure is
segregating duties such that different team members are responsible for
authorizing a transaction, the recordkeeping associated with a transaction, and custody
of the related assets.

Fraud Risks Can Decimate A Small Business

As indicated above, internal control exists to help reduce the risks of unwanted and undesired
outcomes, including fraud. Unfortunately, fraud risks remain at epidemic levels, including small
businesses that utilize QuickBooks Online. To understand the significance of these risks, consider
some of the data published by The Association of Certified Fraud Examiners in their bi-annual
Occupational Fraud 2024: A Report To The Nations.
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Who is Committing Fraud?

It would be misleading to imply that only one group or class of employees commits fraud.
According to a PwC report, 36% of responding organizations had experienced at least one
economic crime; at this frequency, it is clear that employees commit fraud across all levels of
organizations. The ACFE report indicates that managerial and executive employees commit over
half of all frauds (60%). Further, when an owner/executive or manager commits fraud, the loss is
significantly higher than in those cases where a rank-and-file employee commits the act, as
shown in Figure 86.

Position Of Fraud Perpetrator In The
United States And Canada
Owner/Executive (19%) $500,000
Manager (41%) _ $184,000
Other (3%) - $122,000

Employee (37%) F $60,000

Figure 86 - Position of Perpetrator Chart

Position of Perpetrator & Frequency of
Involvement

There is a correlation between an employee's tenure and the amount of fraud loss. As shown in
Figure 87According to the ACFE report, employees with longer tenure at an organization commit
more costly fraud than team members with shorter tenure. This condition is at least partially
attributable to most organizations' higher trust in longer-tenured employees. It also shows that,
in many cases, senior managers and employees with higher earnings have longer tenure than
those with fewer responsibilities and smaller incomes.
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Perpetrator’s Tenure
Median Loss And Frequency

1to 5 Years (45%) _ $100,000

<1 Year (9%) - $50,000

Figure 87 - Perpetrators’ Tenure Compared to Median Loss

An interesting statistic associated with perpetrators’ positions is that frauds committed by
higher-level perpetrators take, on average, longer to detect than frauds committed by lower-
level perpetrators, as confirmed in Figure 88.

Number Of Months To Detect Fraud,
By Position

Owner/Executive 24

Position of Perpetrator

Employee 8

Figure 88 - Months to Detect Fraud by Position of Perpetrator
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The ACFE reports also indicate that just one employee does not always commit fraud. More
specifically, as shown in Figure 89, collusion among two or more persons is involved in over half
of all scams.

Collusion Is Involved In Over Half Of
Reported Fraud Cases

54.0%
46.0%

B One Perpetrator B Two or More Perpetrators

Figure 89 - Number of Perpetrators Chart

As shown in Figure 90, the median loss is significantly higher when collusion exists.
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Fraud Losses Are Higher With
Multiple Perpetrators

Three or More $329,000

Figure 90 - Fraud Losses by Number of Perpetrators

One common question involves the history of those charged with committing occupational fraud.
As shown in Figure 91, 87% of the perpetrators identified in the ACFE report had no prior fraud
charges or convictions.

Who Is Committing Fraud?
7.0%

0% 1.0%

5

B Never Charged or Convicted ® Charged, But Not Convicted Prior Convictions ™ Other

Figure 91 - Perpetrators’ Prior Criminal History Chart

Copyright © 2026. Reproduction or reuse for purposes other than a K2 Enterprises training event is prohibited.

Page 113



With the benefit of hindsight applied to an instance of occupational fraud with
which you are familiar, what could have or should have been some of the early
warning signs that the person(s) committing the fraud was facing financial
difficulty?

What Types of Frauds Are Being Committed?
The ACFE defines occupational fraud as:

The use of one’s occupation for personal enrichment through the deliberate misuse or
misapplication of the employing organization’s resources or assets.

These frauds have four common characteristics.

1. The activities are clandestine. When committing occupational fraud, perpetrators
attempt to conceal their actions. These attempts might involve altering or
destroying documents, failing to record transactions, or deleting information from
computer systems.

2. The activities violate the perpetrator’s fiduciary responsibilities and positions of
trust within the employing organization. Employers entrust all team members with
some level of fiduciary responsibility. When an employee commits fraud against
an employer, they breach that trust. As demonstrated in the previous section,
employees in whom employers place large amounts of trust are in positions to
commit fraud of greater magnitude.

3. The activities are committed for personal enrichment, either directly or indirectly.
For example, criminals do not commit fraud as a hobby. Instead, there is some
financial gain to derive from the activity. This gain can accrue directly to the
perpetrator or benefit a third party of the perpetrator’s choosing — for example, a
family member.

4. The activities exact a cost on the employing organization. Because frauds enrich
their perpetrators, the employing organization has an offsetting loss. The scam
might result in direct asset loss or in less apparent losses, such as reputational
damage and loss of investor confidence.

There are three types of occupational fraud: misappropriation of assets, corruption, and financial
statement fraud. As shown in Figure 92, asset misappropriation is the leading source of fraud,
according to the ACFE, though financial statement fraud is the costliest.
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Types Of Frauds Committed,
Frequency And Losses

Fraudulent Statements (5%) $766,000

Corruption (48%) - $200,000

Asset Misappropriation (89%) $120,000

Figure 92 - Relative Frequency of Fraud and Associated Loss (Percentages do not total to 100%
because some fraud instances involve more than one fraudulent activity.)

In an asset misappropriation scheme, cash is the asset most often stolen, according to the ACFE.
Figure 93 details asset misappropriations, including the three cash misappropriation schemes.
These three types of cash fraud schemes are:

1. Those involving cash receipts (skimming and cash larceny);

2. Those involving cash disbursements (billing, check tampering, expense reimbursement,
payroll, and register disbursements); and

3. Those involving cash on hand.
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Relative Risks Of Asset
Misappropriation Frauds
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Figure 93 - Breakdown of Asset Misappropriations (Percentages do not necessarily total 100%
because some frauds include more than one fraudulent activity.)

How Much is Fraud Costing?

As stated earlier, the ACFE estimates the cost of occupational fraud at 5% of an organization’s
annual revenues; in the United States, this amounts to over $1 trillion annually, or over $8,200
per full-time employee. According to the ACFE, public and private companies realized median
fraud losses of $150,000 per incident. Further, national governmental organizations reported
estimated median losses of $210,000, while nonprofit organizations reported median losses of
$76,000.

In addition to the variation in fraud losses based on the type of organization involved, fraud losses
also vary based on the victim's industry, as indicated in Table 3.
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Industry Median Loss

Mining $550,000
Wholesale Trade $361,000
Manufacturing $267,000
Construction $250,000
Real Estate $200,000
Government & Public Administration $200,000
Insurance $190,000
Services (Other) $170,000
Information $166,000
Agriculture, Forestry, Fishing, & Hunting $165,000
Energy $152,000
Technology $145,000
Transportation & Warehousing $121,000
Banking/Financial Services $120,000
Utilities $100,000
Service - Professional $100,000
Health Care $100,000
Food Service and Hospitality $100,000
Religious, Charitable, or Social Services $85,000
Education $50,000
Retail $48,000
Arts, Entertainment, & Recreation S44,000

Table 3 - Median Fraud Losses by Industry
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By organization size, Figure 94 depicts the frequency and median loss of fraud.

Fraud Impacts Smaller Organizations
Disproportionately
g -
- 9
£ ‘g 1,000 to 9,999 (31%) _ $102,000
5y
£8  101t0999 (22%) _ $130,000
.“oi s
3

Figure 94 - Losses by Number of Employees Chart
Fraud Schemes in Small Businesses, Including Those Utilizing QuickBooks Online

Given the disproportionate impact of fraud on small businesses (those with fewer than 100
employees), it is helpful to understand the types of fraud committed most frequently in these
organizations. For example, small businesses are less often victims of corruption fraud than larger
organizations (44% of cases in small companies versus 52% in larger organizations). However,
small businesses are susceptible to many other fraud schemes at a greater rate than their larger
counterparts, as shown in Figure 95. This chart should be instructive for owners and managers
working in small businesses and trusted advisors providing services to small companies when
allocating anti-fraud resources.
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Smaller Organizations Face Different
Fraud Risks

Corruption — 52%

Billing

31%

Check/Payment...

}

23%

F

Skimming 19%

NOH-CaSh 20 23%

IS

p

Expense Reimbursements 20%

|.

Cash on Hand 16%

p

Payroll 14%

P

Cash Larceny 17%

Financial Statement Fraud

E

8%

Register Disbursements 5% B 100+ Employees M <100 Employees

Figure 95 - Fraud Scheme by Size of Victim
What Are the Internal Control Weaknesses That Contribute to Occupational Fraud?

How can large and small organizations continue to experience such sizeable occupational fraud
losses? One key reason is the internal control structures — or lack thereof! — in many
organizations. Figure 96 illustrates that the lack of internal controls, override of existing internal
controls, and lack of management review are primarily responsible for many occupational frauds.
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Internal Control Weaknesses That
Contribute To Occupational Fraud

Lack of Internal Controls 32%
Override of Internal Controls

Lack of Management Review

Lack Competent Personnel

Poor Tone At The Top

Lack of Independent Checks
Other

Lack of Employee Fraud Education

Lack of Clear Lines of Authority

Lack of Reporting Mechanism

Figure 96 — Internal Control Weaknesses That Contribute to Occupational Fraud
How Is Fraud Being Detected?

When considering fraud detection, many accountants and auditors instinctively assume that
internal controls are the primary source. In fact, according to the ACFE report, tips were the
number one source of fraud detection. This fact is significant in its own right. However, when you
view it in light of the Sarbanes-Oxley requirement that mandates audit committees establish a
means of “anonymous submission by employees of the issuer of concerns regarding questionable
accounting or auditing matters,” it takes on even greater significance.

Figure 97 presents a summarization of how frauds are initially detected. Interestingly, accidental
detection is more likely than detection through more established measures, such as account
reconciliations, document examinations, and external audits.
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How Frauds Are Detected

Tip

Internal Audit
Management Review
Document Examination
Account Reconciliation
By Accident

External Audit
Automated Monitoring
Surveillance

Other

Law Enforcement...

Confession

43%

Figure 97 - How Frauds Are Detected Chart (Percentages may not total 100% due to rounding.)

Employee
Customer
Anonymous
Vendor
Other
Competitor

Shareholder/owner

Sources Of Tips For
Occupational Fraud

52%

Figure 98 — Sources of Tips for Occupational Fraud
(Percentages may not total 100% due to rounding.)
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Given the fraud statistics outlined in this section, where do you see
vulnerabilities in your organization or a client’s? What internal control
activities could you implement to reduce the organization’s exposure to theft
and fraud?

Internal Control Options To Consider In QuickBooks Online

Given the breadth and depth of the losses outlined above, it is apparent that small businesses —
including those running QBO — must take better advantage of internal control options and
opportunities. Of course, these will vary by subscription, with QuickBooks Solopreneur offering
the fewest options and QuickBooks Online Advanced offering the most.

Preventive Controls, Including Authentication Controls

As the name implies, preventive controls are measures put in place to prevent unwanted actions.
One of the most visible forms of preventive internal control is assigning unique user IDs and
passwords to all authorized users. If you enable this control, you will prevent unauthorized users
from accessing your QBO data. However, for this control to be effective, appropriate password
“hygiene” must be in place, including the following measures:

e User passwords must be sufficiently long (minimum of 12 characters) to prevent
unauthorized persons from guessing them. Further, if there is reason to believe a
password is compromised, change it immediately.

e Team members should never share passwords.

e Where available, establish user rights and permissions for each team member to control
their access levels with QBO and other applications. Note that QuickBooks Online Plus
and Advanced offer “deeper” options to enable a more granular approach to individual
user rights on the platform.

To illustrate, Figure 99 shows some of the broad rights you can assign to users with QBO Plus.
Further, Figure 100 illustrates some detailed user rights you can assign to users with QBO Plus.
Assigning these types of rights prevents users who do not have these rights assigned to their
profiles from performing actions they do not have permission to perform.
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Figure 99 - Adding "Broad-Level" User Rights Using QBO Plus
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Figure 100 - Adding Detailed User Rights Using QBO Plus

If a company uses QBO Advanced, even more detailed user rights options are available.
Specifically, you assign each user one or more roles in QBO Advanced, and the rights for each role
then propagate to each user assigned that role.
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The types of permissions illustrated above serve as preventive controls because they prevent
users without the appropriate permissions from performing tasks in QBO that they do not have
permission to perform.

Automated Workflows

Another form of preventive internal control available in QBO is automated workflows.
Automated workflows allow you to establish predefined rules regarding the workflow of certain
transactions. For instance, suppose you wanted to ensure that all bills over $10,000 receive
managerial approval before you pay them. If you use QBO Advanced, you can enforce this form
of control, as shown in Figure 101.

Create custom workflow X

Bill approval over $10,000

F Start
Bill iz Created or edited

Bill amount iz Greater than 10000
" Yog 3 No

(@) Stop

Request approval from Tommy Stephens

®) Stop
v

(o]

Figure 101 - Custom Workflows In QuickBooks Online Advanced

Once you create and activate a rule like the one above, all transactions meeting the defined
criteria will be subject to it, and the platform will send appropriate notifications to all participants
in the process.

Detective Controls

Detective controls are another important form of internal control. They help managers
understand what happened in the past. Analyzing budget vs. actual reports is one standard
option for implementing detective controls.

Another example of detective controls is QBO’s Audit Log report. The Audit Log helps users to
identify “who” did “what,” and “when” they did it. For example, Figure 102 illustrates the user
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who reconciled the checking account and added a journal entry on May 9. If more details were
necessary, the manager could click on the hyperlinks associated with both transactions.

@ Accountant =« GOTOQUICKBOOKS ¥ [ Accountant Tools [=(] (@ Help HH Q a) 61 o
:
May 10, 2024, 6:59a... Ve
“ YOUR PRACTICE
3 4, 8383,
Clients
Team 3 2024, &:26p
ProAdvisor > May 9, 2024, @13 am... Tommy Stephens Reconciled account Checking
Work
May 9. 2024, @:12am... Tommy Stephens Added Journal Entry Mo. 48
Apps >
v BOOKMARKS & May 9. 2024, ¢:06 am... Viev I
Add a bookmark
3 2024, 9:06 am.
“ YOURBOOKS &
Client overview iy 9. 2024, 9:04 am
Dezhboards >
May 9, 2024, @:04 am... View
@ Menu esttings —

Figure 102 - QuickBooks Online’s Audit Log Represents An Example Of Internal Control
Deterrent Controls

Deterrent controls are actions taken to dissuade users from taking actions they should not. For
instance, if a team member who might be susceptible to taking cash from the cash drawer knows
that a manager conducts surprise cash counts fairly frequently, that team member might be less
inclined to steal from the company. All other internal control procedures serve as deterrent
controls at some level.

Compensating Controls

The last form of internal control to mention is compensating controls. Compensating controls
are actions taken to address weaknesses in the internal control structure that cannot otherwise
be overcome. For example, in a QBO-based small business, you may not have a way to properly
segregate duties for authorizing transactions, recording transactions, and maintaining custody of
assets. In this situation, you may turn to a QBO-generated report to help you identify transactions
or events that require additional attention.

Budgeting in QuickBooks Online

As indicated above, budgeting can be an effective internal control, particularly when
management thoroughly investigates significant variances between budgeted and realized
results. QuickBooks Online's budgeting capabilities differ slightly from those of the Desktop
application. With the Online service, you can create budgets only at the profit-and-loss level;
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QuickBooks Online does not support balance-sheet budgets. However, Online does support
customer-level budgets. One budgeting feature that QuickBooks Online provides but the desktop
application does not is the ability to have multiple versions of the budget for the same planning
period.

Additionally, the Online service allows you to enter your budget data and create budget-versus-
actual reports at monthly, quarterly, or annual intervals. On the other hand, Desktop works only
with monthly budgeting cycles. As shown in Figure 124, change your budget interval, select the
appropriate option from the Enter by: drop-down list.
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Figure 103 - Entering Budget Data in QuickBooks Online

In what ways does QuickBooks Online offer improved budgeting capabilities
compared to desktop versions of QuickBooks?
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