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Welcome to QuickBooks Online Accountant

We’ve remade QuickBooks Online Accountant, inspired by input from you, our users.

This guide gives you a roadmap to the changes we’ve made. Let’s get started.
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NAVIGATING

Get around in QuickBooks Online Accountant

Let’s start with some QuickBooks Online

Accountant navigation tools:

@ Navigation bar

Get to your client list, your firm’s books,

your ProAdvisor info and more.

@ Client QuickBooks menu
Choose a client to go right into their

QuickBooks account.

© Create (+) icon
Create a new client, a new
QuickBooks Online Accountant user

or a new request.

O Green gear icon
Get to Settings, Lists, Tools and
Your Company menus—Ilots to do and

explore here!

@ Accountant

YOUR PRACTICE

) i
l= Clients

v

2]

g Go to client's QuickBooks v

©

:B Brenda Bowden Accounting

Mike’s clients (4)

See what’s new in Quickbooks Accountant

Q,

CLIENTS

Name »

[F] Beautifui Landscaping
650-555-6767

Nigel's Shipping Co

[F] Violette Designs

831-555-856

What's New 45 sec

Status

Closed
@ 01/31/15
Closed
@ 01/31/15

Closed
@ 01/3115

Mike Violette

Client Collaboration 25 sec

BOOKKEEPING
For review

1 change to closed books
2 more items...

1 check without a payee

1 change to closed books

Q Search...

Document Sharing 15 sec

Banking Status

Download failed
02/02115
2115

215 02

Last download @ Next pay date

Last download @ Next pay date

B g O

Add client A

Prefer reading'?
Learn the new features of
QuickBooks Accountant

PAYROLL
Items due

1 tax, 2 forms

earliest 02




NAVIGATING

The Client Dashboard

The Client Dashboard is the jumping- @
off point for many tasks you do for your DA Brenda Bowden Accounting
. . . ¥ ; ik’ CERES (4)
clients. You can see important things & Cients M
coming up in your clients’ books, payroll B Team . o
oge wnat s new in WUICKDOOKS Accountant
and taxes in the Client Dashboard. Ll St _ )
|

YOUR BOOKS

o —an

@ Click to get details about a client. E :

W ¢
i

Prefer reading?

Learn the n

QuickBoaoks A

@ Click to go to client’s books.

- -
Find clients Q ‘ E, {‘é}
; FRr CLIENTS BOOKKEEPING PAYROLL
© See bookkeeping activities.
Status For review e Banking Status Items due
Beautiful Landscaping Closed 1 change to closed books Download failed
B50-555-6767 01/31/15 © 2 more items... 02/02/15 o e
O Clickt to client’ roll 2
ICK 10 gO 10 client's payroll. Johnny Pops Closed 1 check without a payee Last download Mext pay date © 1 tax, 2 forms
650-555-9988 N 01/31/15 01/12/15 @ 02/15/15 earliest 02/15/15
Nigel's Shipping Co
408-555-0964
© See payroll activities. @ viootts Dosigns Cosd tchangotocosedbooks Lo dounlnd | Nestpay cte 2o
831-555-8564 01/31/15 01112115 02/15/15 earliest 02/15/15

©® Customize your Client Dashboard.

@ oauickTiP

From the gray gear icon (number 6), you can add a Tax column to your Client Dashboard,

remove Payroll, and make other changes to optimize the Client Dashboard for your practice.

infult



WORKING WITH CLIENTS

Add a client

Here’s how you add all your clients to

QuickBooks Online Accountant:

@ Click the big blue Add Client button.

@ Fill out this client’s contact info. If this
client doesn’t use QuickBooks Online,

click Save. You’re done.

© Choose a QuickBooks product
(with or without Payroll) to subscribe

this client to. (Optional)

O Choose wholesale (you get billed)
or retail (client gets billed) billing.

® Choose the Master Admin for this
client’s QuickBooks Online account.

® Click Save.

Q QUICK TIP

Wholesale billing lets you both make
a profit and pass on a never-expiring
discount to your clients for QuickBooks

Online with or without Payroll.

g Go to client’s QuickBooks ¥

@ Accountant

YOL CE
:B Brenda Bowden Accounting
Mike's clients (4)

O | IS -

LT .
.‘ﬂ Clients

eam

o W S SRS VAU D N S DU S S

QB ACCOUNTANT HOME > ADD CLIENT BUTTON

Add client 3 X

QuickBooks products

Client contact info

Client summary

Client contact info

Sean’s Cupcakes
- 650-555-6234

seanscupcakes@example.com

Client Type

e Business

Company Name* Billing Address

Sean's Cupcakes 525 Bayshore Road

Primaru Cnantact ititla firet _middle last coffivi

ADD CLIENT > FILL OUT CLIENT INFO > CHOOSE QUICBOOKS PRODUCT

Add client b 4

QuickBooks products

Client contact info

Client summary

Client contact info Change

Ready to purchase QuickBooks for this client? Kristie Absrcrombie

QuickBooks products

QuickBooks products

@

Compare products

Get 50% off QuickBooks b4

Wholesale billing gets you the best price for the life of

Plus

*Billing choices

S‘I 997

per month

4

Q My firm will pay (wholesale)

50% off for life of the subscription

e QuickBooks Master Admin each subscription

liz@hotmail.com  Why can't this change?

Cancel 6 Save

ADD CLIENT > QUICKBOOKS ONLINE PRODUCTS > CHOOSE BILLING OPTION




WORKING WITH CLIENTS

Dig into client details

Click the name of any client in the Client
Dashboard to see lots of information about
that client.

There’s lots to see and do on this page:

@ See this client’s contact info.

@ Click to start doing taxes for this client
using Books-to-Tax.

© Go straight to the right place in this
client’s QuickBooks to do this task.

O Make or change notes about your client.
® See accounts that need review.

(® See payroll tax payments and recent
forms filed.

@ Check recent requests for documents.

© Store shared and private documents
inside QuickBooks Online Accountant.

@ Accountant

YOUR PRACTICE v

1 .
‘a Clients

g Go to client’s QuickBooks ¥

< Beautiful Landscaping

GinaHan = &

| Thease at 5pm; best to call or email around noon.

e

Bookkeeping @&

Account Watchlist
ACCOUNT
Checking Account
Accounts Receivable
Payables
Undeposited Funds
Sales Tax

Unclassified DTX

6/

Payroll @)

Requests @)

CURRENT

$12,345.00

$5,000.00

$1,200.00

$2,000.00

$2,000.00

38/81,350.00

(8]

Documents

LAST RECONCILED

01/30/2015
01/30/2015
01/31/2015

12/30/2014

Books status

© Pus

Books Closed: 04
Last Login: 04/

by Gina Han
Last Download: 04/14/14

e Start Books to Tax

For review

@ Sales tax overdue
$987.58 was due on 01/15/16
Pay Now | v

2 changes to reconciled
Account xxx2367

Last reconciled 01/02/15
Review Now |+

32 pted t tions
Downloaded 01/02/15
Review Now |+



WORKING WITH CLIENTS

Work in client books

Let’s start with some QuickBooks Online

©

(2) [4)

Accountant navigation tools: (1] @ Accountant (IR — Qsearcn.. 3 P @

Beautiful Landscaping Bank Accounts
Wednesday, February 18, 2015

@ Return to QuickBooks Online
Accountant home.

Connect Another Account

QB Account
Income Bark Baance
@ Open the Accountant Toolbox to —
§ e s
access some of your most commonly _ _ S

used tools. $1 .988 $2-024 $U Checking 1
OPEN INVOICES OVERDUE PAID LAST 30 DAYS Bank Balance
ﬁmex
© Choose a different client to go directly ey
Expenses

to their books.

$221 Activities Al )
SINCE 30 DAYS I 5100 Advertising
O Create new items in your client’s books o0 it .
: $55 IPN Fees * Need Attention

o OVERDUE Invoice 107: $200 to
Chris Frelly

Timesheet: Needs approval for
Ralph Matlack

Profit and Loss

$8 50 1,000

NET INCOME

$1,071
INCOME o /

Reminder: Make sure you
deposit any undeposited funds

500 e February 18, 2015
TODAY



WORKING WITH CLIENTS

Work on a client’s payroll

From the Client Dashboard, you can see
a client’s last paycheck date and the

next payroll item coming due.

Client QuickBooks Payroll
Click the QB icon to drill into a client’s
QuickBooks Payroll account. To get to a

client’s Payroll details, click that client’s

name in the dashboard. Then click the @ Accountant | 5 Go to cient's QuickBaoks * + Q search.. & G
YOUR PRACTICE v . -
Payroll tab. Beautiful Landscaping = Gnakan = <&
:a Clients E] They close at S5pm; best to call or email around noon,
= Team
Payl’Oll Details Bookkeeping @ Payroll @ Requests @ Documents
. Prof
On the Payroll details tab, you can ’
see recent payroll tax payments and ot Payroll status | @ Payroll
BR TAX PAYMENT PAID AMOUNT PERIOD Next Pay Date: 02/15/15
form filings. Last Pay Date: 01/30/15
Wi Income Tax 01/30/2015 $25,34500 | Jan 16 to Jan 30 (5 checks issued)
All paychecks
Wl Income Tax 01/30/2015 $5,000.00 © Jan 16 to Jan 30
Federal Taxes (941/944) 01/30/2015 $1,200.00 Jan 16 to Jan 30
@ oauickTIP
- W Income Tax 01/01/2015 $200,000.00 © Jan 01 toJan 15 v Tax payments
= You asked, we listened. You can now CASUI/ETT
Wl Income Tax 12/31/2014 $5,000.00 Dec 15 to Dec 30 due on 01/31/2015 at
. 5:00 pm PST
offer your clients wholesale Payroll oy o
All tax payments &y v

integrated with QuickBooks Online.

Q

CLIENTS
Name » Status

[Z] Beautiful Landscaping

ooU-220-b/ 0/

[Z] Johnny Pops

Nigel's Shipping Co

Closed
@ OSE i5
Closed

9088 (qb) ::'m;"3 15 |

BOOKKEEPING
For review

1 change to closed books
i 2 more items...

1 check without a payee

Last download @

Banking Status

Download failed

i 02/02M15

MNext pay date 1 tax, 2 forms

ACCOUNTANT HOME PAGE > CLIENT DASHBOARD > PAYROLL STATUS

CLIENT DASHBOARD > PAYROLL TAB

r S
o b ©
PAYROLL

Items due

Quarterly Payment Overdue
due on 07/31/2015 at

5:00 pm PST

File now | »



WORKING WITH CLIENTS

DO a CI ie nt ,S taxes @ Yoty s sl Beaviiful Landscaping v Q, Search... 3} E!’ @

ﬂ Home

. Accountant tools Iscapin Bank Accounts
With Books-to-Tax, you can map your crodmant oo ping ank Accounts

Reclassify Transactions
Connect Another Account

clients’ books directly and into tax forms.

Voided/Deleted Transactions

QB Account 12 da
Bank Balance
QB balance

Write Off Invoices

Journal Entries

Close Books Innovation days
Bank Balance

To do a client’s taxes:

Reconcile QB Balance
@ Go to the Accountant Toolbox and Accountant Feparts $2,024 $0 Ghocing
OVERDUE PAID LAST 30 DAYS Bank Balance
Memorized Reports
choose Books-to-Tax. P
Chart of Accounts Amex
QB Balance

Books-to-Tax I

New Window

SFT] ‘ Activities Al E

@ Choose an account to map to a

tax form.
ACCOUNTANT TOOLBOX > CHOOSE BOOKS-TO-TAX
© Make any adjustments needed to the Books to Tax: Beautiful Landscaping ® X
tax form. Mappings (& . Adjustments Tax Form 1120s (2013)
DESCRIPTION ENDING
. . Book balances  25/27 accounts mapped e
Q QUICKBOOKS On“ne ACCOuntan‘t Schedule L, Balance Sheets per Books: Assets
ACCOUNT TYPE BALANCE TAX INPUT FIELD v
+® H Buildings and other depraciable assets 157,000
connects to Intuit® Tax Online so you - ¢ et pscet 150000 | | .
Less accumulated depreciation (3,118)
Can flle Or prlnt the taX form- Warehouse equipment Fixed Asset 7,100 s Depletable assets 93,825
L lat: let 335)
Checking Bank 29,000 L/ Cash * ©55 acoumuisted cepletion (835)
Land {net of any amortization) 150,000
n " =1 a~
Savings Bank 35,000 L/Cash v Intangible assets {amortizible only) 7,000
Petty cash Bank 350 L/ Cash s Less accumulated amortization (1,697)
Q U IC KTIP Other assets 74,732
Undeposited funds Other Current Assets 1,600 : | L/ Other current assets [ ]
- Total assets 149,178
Books-to-Tax works for U.S. tax .
Inventory asset Other Current Assets 2,250 : | L/ Other current assets v .
Schedule L, Balance Sheets per Books: Liabilities
f|||ngs on'y and Shareholders’ Equity
. Employee advances Other Current Assets 5,250 L / Other current assets =)
Accounts payable 15,530
Pre-paid insurance Other Current Assets 800 L / Other current assels &

BOOKS-TO-TAX > MAPPING TO A TAX FORM



SHARING DOCUMENTS

Request documents

You can request and share documents

with your clients right inside of QuickBooks

Online Accountant.

Note: The Master Admin for your

QuickBooks Online Accountant account

must set up a Box account before you can

request or receive documents.

Here’s how you request documents:
@ Click the Create (+) icon.
@ Choose Request.

© Choose the client to request a
document from.

O Fill out the form. Choose a due date.

© Send your request. Your client gets
the email you can see on the right
side of the Request window.

° QUICK TIP

You can request up to 10 documents

at once.

8 o o

@ Accountant = Go to client’s QuickBooks ¥

CE

By, OneApp Wood I
88 Clients colr lizsclients (4) Create
Client
Team
q User
CLIENTS BC PAYROLL

ACCOUNTANT HOME PAGE > CREATE (+) ICON

Send a request to Beautiful Landscaping @ X

This is & preview of the emall your cient wil receive after you send this request

Toe | Gina Han

“«

@ Attachafile ¥ Adda due date

Month End Materials from Brenda Bowdon Accounting

Month End Materials From: Brenda Bowdon Accounting

To: Gina Han

Hi Gina, please upload the documents below. Make sure to include the payroll hours @ : Engagement_Letter.doc

from 5/30. If you have any guestions, please call. Thanks!

‘B Brenda Bowdon Accounting

Hi Gina, please upload the documents below.

Make sure to include the payroll hours from 5/30

If you have any guestions, please call. Thanks!
Need documents from your client? THIS REQUEST IS DUE JUNE 14th
Enter each document below and be notified when they are uploaded by your client.

1. | Bank of Middlefield statement
REQUESTED DOCUMENTS

1. Bank of Middlefield statement
2. Evans Mobile credit card statement

2.  Evans Mobile credit card statement
3. Payroll spreadsheet
3. | Payroll spreadsheet

4. | Document name or description

=+ Add more requested documents

Cancel Send

REQUEST FORM

10



SHARING DOCUMENTS

Track a document request

When your client sends you back the
document you requested, you’ll get notified
in QuickBooks Online Accountant.

Here’s how you access that document:
@ In the Client List, click the client’s name.

® On the client’s page, click the
Requests tab.

You’ll see your request, whether your client
has uploaded the documents you need,

and when they uploaded each document.

@ Accountant g Go to client’s QuickBooks ¥

YOUR PRACTICE w

Beautiful Landscaping = GinaHan = &
S A

&. Clients G They close at 5pm; best to call or email around noon.

Team

Bookkeeping @ | Payroll @ | Requests @

Documents

Showing: All requests ¥ Q

Month End Materials
Sent to Gina Han on May 20, 2015  Due in 5 days

Hi Gina, please upload the

from 5/30. If you have any gquestions, plea:

) Engagement_Letter.doc

Q Bank of Middlefield statement Uploaded 24 minutes ago

Q Evans Mobile credit card statement Uploaded 26 minutes ago

Payroll spreadsheet Mot yet uploadec

2013 Tax documents
Sent to Gina Han on May 12, 2015 Due in 30 days

Colleen F. Grist W2 [Nofy

Jacint Tumacder W2 ot

Daniel Gregory Meyer W2 ot yet uploaded

Q QUICK TIP

Open items (1)

to include the payroll hours

View document | =
View document |«

Upload document |«

Open items (4)

To complete your taxes for 2014, please send over the following documents. As soon
as | receive them, I’ll get started. -Brenda
Michele Ramachandran W2 hot yet uploaded Upload document |+

Upload document | =
Upload document | =

Upload document |«

View comments | v

View comments |+

To see all your shared and private documents in a list, click the Documents tab.

11



MANAGING YOUR FIRM

Manage your own firm

You get a free subscription to QuickBooks @ Accountant
Online with Payroll to manage your own

UR

firm when you sign up for QuickBooks

n Home

Online Accountant.

Click Your Books in the navigation bar to

manage your own firm’s books and payroll.

° QUICK TIP
= When you enter clients into your
practice, they get automatically added

to your QuickBooks as customers.

@ Go to client’s QuickBooks * + Q Search... (’:C:)} [;:-_:

,B Brenda Bowden Accounting Bank Accounts
Wednesday, February 18, 2015

Connect Another Account

Income
Innovation days
Bank ance
QB Balance
$‘| ,988 $2,0 24 $0 Checking 1
OPEN INVOICES OVERDUE PAID LAST 30 DAYS Bank Balance
Amex Synched
QB Balance $6,056.44
Expenses
$221 Activities gl x
SINCE 30 DAYS @8 5100 Advertising
AGO B 366 Commissions & fees
$55 IPN Fees * Need Attention

o OVERDLE Invoice 107: $200 to
Chris Frelly

Timesheet: Needs approval for
Ralph Matlack

Profit and Loss

£1500 Reminder: Make sure you
deposit any undeposited funds
$8 50 1,000
NET INCOME
500 e February 18, 2015
$ W |O 7 ] TODAY
INCOME 0 ——

©)

12



MANAGING YOUR FIRM

Add a user to QuickBooks Online Accountant

Here’s how yOU add a @ Accountant E Go to client’s QuickBooks ¥ + Q Search... @ E‘_} ®

coworker to your QuickBooks
Team

Online Accountant team:

Q () yie)
. . g Oy
@ On the navigation bar under e b &
NAME » TITLE # CLIENTS TYPE EMAIL ACCESS STATUS
Your Practice, click Team. g g g g 5 g
Alisa Alexander : Senior Staff Accountant © 160 . Employee : aalexander@example.com i Gustom i Active
Jon Burt Staff Bookkeeper 50 Employee jburt@example.com Restrticted Active

@ Click New User.

TEAM PAGE > NEW USER BUTTON

© Enter this user's profe nfo

and click Next.
(1)

USER PROFILE FIRM ADMINISTRATION AND BOOKS CLIENT ACCESS

Add user profile information

First name” Middle name Last name™
Email*

Title

Cancel Next

ADD USER
13



MANAGING YOUR FIRM

Give a user permissions and clients

© Give this user full or basic

access to QuickBooks

(2]

Online Accountant.

USER PROFILE FIRM ADMINISTRATION AND BOOKS
@ Choose whether this Specify access to firm administration and books
user can view or manage
Access: | Basic v

different parts of your firm.

YOUR FIRM ADMINISTRATION ACCESS

6 Click Next.

Firm information Viewonly =

O Specify which clients
this user can access by

FIRM ADMINISTRATION AND FIRM BOOKS

checking the box next to

CLIENT ACCESS

Access to firm administration and books

Full
« Full access to administrative functions for your firm
e Full access to your firms's books
e Administrator access to client QuickBooks

each dlfent name.

USER PROFILE FIRM ADMINISTRATION AND BOOKS

Specify client access

Q £os
CLIENT vy

Andrew Walker v

=r=Tal @ Walalalals

Back

CLIENT BOOKS

CLIENT ACCESS

Client access

Granting user access to a client gives them full

Save



MANAGING YOUR FIRM

Access ProAdvisor benefits

If you’re a member of Intuit’s ProAdvisor @ Aot
Program, you can access all your
ProAdvisor benefits inside QuickBooks
Online Accountant.

You'll find:

+ Free QuickBooks certification training
and exams

+ Additional (non-certification) training
and resources

+ Discounts on Intuit products for you and

your clients
+ ProAdvisor Program notifications

+ A place to edit and publish your online
directory profile (to help generate
client leads)

Go to client’s QuickBooks ¥

ProAdvisor Gold member

Giet all Silver bansfits plus, with cestification, unlock directory listing and many more banefits.

DIAMOMND

Caertification Profile Training Discounts

Benefits of Certification

8 o

RAsady to advancs?

+} Watch the video

Notifications €

Take optional training before each exam, or attend the live webinar training. Once you're certified, get your

certificate and badge, and join the Find-a-ProAdvisor directony!

¥ QuickBooks Online €% CERTIFIED

Optional Training Courses

Download Badge -

There are five optional onling, self study Certification courses with comesponding Activities

Handbooks designed for accounting professionals or consultants who have a solid understanding of

accounting principles. These courses offer Continuing Professional Education (CPE) credits.

1. Getting Started: Product Overview, Navigating and Setting up

QuickBooks Online
[} activity Hendbaok

2. Recording Transactions in QuickBooks Online
[} activity Handbook

3. Reporting and Troubleshooting Common Client Errors
[} activity Hendbook

4. Expanding Usability of QuickBooks Online
[} activity Handbook

5. The Accountant Tools: QuickBooks Online Accountant
[} Activity Handbaok

1.5 credits

1 eredit

2 credits

1 credit

1 credit

Basics of ProAdvisor
Program

Read our FAQS to leam mors about
the basics of the CuickBooks
ProAdvisor Program.

Basics of Certification

Teka optional training before teking
sach sxam. Onos you te cartifisd,
et your certificate and badge, and

join the Find-a-Proadvisor directorny!

Why Get Canfied?

Basics for Getting infuit

i > | =

15



GETTING HELP
Get more information

This Welcome Guide is just the

beginning!

When you have questions
or need assistance with a
task in QuickBooks Online
Accountant (or QuickBooks

Online), click the Help menu.
You can:
+ Search for a help topic

+ Chat with a support agent

« Join our Accountant

Community

*  Check out useful links to

more information

Help

» Search options

ProAdvisor level

g Customer account number: 12345678
Lc) Live Chat @ Chat now

&%) Call support @ 1-888-333-3451

Useful links
Accountant community

Quickopedia

16



