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Welcome to QuickBooks Online Accountant

We re-designed 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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Get around in QuickBooks Online Accountant

Let’s start with some QuickBooks Online (2) © (1))

Accountant navigation tools: P e
e B Brenda Bowden Accounting New request

:a Clients Bob's clients (3)

@ Navigation bar
Get to your Client List, your firm’s

books, and more.

Welcome to QuickBooks Accountant

Uplosd Document  New Foder

* kBc
um--u rorone
‘ p— =

PDF

Prefer reading?
Learn to use QuickBooks
Accountant

@ Client QuickBooks menu a : "
. . . . CLIENTS BOOKKEEPING OTHER
Choose a client to go right into their
G Beautiful Landscaping @ Closed 1 change to closed books Last download 1 open request
H 0491 648 721 31/03/201 2 more items... 1 0 of 1 dox ents received
QuickBooks account.
(] Johnny Pops @ Closed 1 cheque without payee Last download 1 open request
0491 11 4/21 2 of 3 documents recevied
Nigel's Shipping Co.
H 1-30f3
© Create (+) icon :
© 2015 Intuit Inc. All rights reserved. Priv:

Create a new client, new QuickBooks
Online Accountant user, or a new

request.

O Green Gear icon
Get to Settings, Lists, Tools and
Your Company menus-lots to do and

explore here!



NAVIGATING

The client dashboard

The client dashboard is the jumping-

off point for many tasks you do for your
clients. You can see important things
coming up in your clients’ books, and GST
in the client dashboard.

© Click to get details about a client. = - o-

CLIENTS BOOKKEEPING OTHER

fam Status For Review Bankin Requests o
: . ) indscaping losed o losed books as loa 1 open request
@ Click to go to client’s books o S0 Fimamenisieeiiied
] Johnny Pops 2 Closed 1 cheque without payee Last download 1 open request
0491 527 110 31/03/201 0 2015 2 of 3 documents recevied e

Nigel's Shipping Co.
0491 270 496

© See bookkeeping activities.

ious 1-30f3 Next Last

©2015 Intuit Inc. Al rights reserved. Privi

O Click to client’s document requests.

© See status of documents received. Q QUICK TIP

From the gray gear icon (number 6), you can optimize the client dashboard for your practice.
® Customize your client dashboard.



WORKING WITH CLIENTS

Add clients

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
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.

0O Click Save.

Q oauickTIP

= 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

B Brenda Bowden Accounting 0

Mike's clients (4)

o SRS SRS DO S .. VU TSN 35 SRS IS SO SR}

QB ACCOUNTANT HOME > ADD CLIENT BUTTON

Add client 3 X

Client contact info

QuickBooks products

Client summary

Client contact info

Sean's Cupcakes
0412-345-678
seanscupcakes@example.com

Client Type

e Business

Company Name* Billing Address

Sean's Cupcakes 525 Bayshore Road

Drimaru Cantact (titla firet _middla laet e ffivh

ADD CLIENT > FILL OUT CLIENT INFO > CHOOSE QUICKBOOKS PRODUCT

Add client

|

Client contact info QuickBooks products Team access

Client summary

Client contact info Change

Ready to purchase QuickBooks for this client? Tracy Macdonald

Region choices

QuickBooks products

Australia

QuickBooks products

Plus s Compare products

$’| 450

per month™

*Billing choices

Special Offer: 38% 50% off
QuickBooks

Wholesale billing gets you the best price for
the life of each subscription

50% off for life of the subscription

My firm will pay (wholesale) “price before tax

«»

QuickBooks Master Admin

tracy@example.com Why can’t this change?

Team access

Cancel 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.

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

© Make or change notes about your client.
0 See accounts that need review.
© Check recent requests for documents.

( Store shared and private documents

inside QuickBooks Online Accountant.

@ Accountant = Gotoclient’s QuickBooks v (2

< Beautiful Landscaping 21 = Beautiful Landscaping =

Clients 5| .
They close at 5pm; best to call or email around noon. If
9 Gina is not available, please talk to Patsy.
Team
Email ginahan@beautifullandscaping.au
ProAdvisor Phone 0491648 721
Fax 0491 648 722
DKS > Mobile 0491 752 121
Bookkeeping @D Requests Documents

Books closed: 31/03/2015 Last sign in: 07/04/2015 Last download: 08/04/2015

Account watchlist

ACCOUNT CURRENCY
Cheque Account AUD
Innovation Days AUD
QB Account AUD
Debtors AUD

Billing address

CURRENT

A$13 267.44

A$4 215.72

A$3 198.20

A$480.00

1234 Middlefield Road
Sydney, NSW 2000

Australia

LAST RECONCILED

30/08/2015

30/03/2015

31/03/2015

28/02/2015

Naw request v

Review in QuickBooks

24 unaccepted transactions
Downloaded 08/04/2015
Review now

2 changes to reconciled
30/03/2015
Review now

1 change to closed books
12/03/2015
Review now

@ Plus



WORKING WITH CLIENTS
Work in client books

Let’s start with some QuickBooks Online

©
(2]

Accountant navigation tools: @ Accountan: [l
GO Beautifql Landscaping
@ Return to QuickBooks Online
Accountant home. Income
@ Open the Accountant toolbox to A$480

OPEN INVOICES

access some of your most commonly

used tools.

Expenses

A$197

LAST 30 DAYS

© Choose a different client to go directly
to their books.

O Create new items in your client’s books.

Private mode OFF

Last 365 Days

A$480 A%0

OVERDUE PAID LAST 30 DAYS

Last 30 days =

M A5197 Uncategorised Expense

Bank accounts

QB Account
Ban}
In Qu

Connect another account

Activities All £

o April 22, 2015

TODAY

Take a tour of the home page

*  April 8, 2015

14 DAYS AGO

Invoice 1001: £480.00 added for Billie Jean
Apr 8

. Anvil 7 2018



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.

@ Accountant = Goto client's QuickBooks v

By, OneApp Wood I
Eﬁ Clients _f'(\‘-'(_‘%* liz's clients (4) Create

Client
Team

CLIENTS PAYROLL

ACCOUNTANT HOME PAGE > CREATE (+) ICON

Send a request to Beautiful Landscaping @ X

This is & preview of the small your clent will recelvie after you send this request
To | Gina Han % 9 @ Attach a file ( Add a 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 questions, 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
3. Payroll spreadsheet

2. | Evans Mobile credit card statement
3. | Payroll spreadsheet
4. | Document name or description

=+ Add more requested documents

Cancel Send

REQUEST FORM 9



SHARING DOCUMENTS

Track a document request

When your client sends you back the

@ Accountant | 2] Go todient’s QuickBooks ¥ -+ Q, search.. & G @)
’ ifi YOUR PRACTIC
document you requested, you’ll get notified OUR PRACTICE ¢ Beautiful Landscaping | cneran
|n QUICkBOOkS On“ne ACCOUI’ltant. }: Clients G They close at 5pm; best to call or emmail around noon
= Bookkeeping & Documents

Here’s how you access that document: e

Showing: All requests ¥ Q,
© In the Client List, click the client’s name. Month End Materials

Sent to Gina Han on May 20, 2015 Due in 5 days Open items (1) View comments | =

Hi Gina

Make sure fo include the payroll hours
from 5

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

) Engagement_Letter.doc

Q Bank of Middlefield statement Uploaded 24 minutes ago View document | =
Q Evans Mobile credit card statement Upioaded 26 minutes ago View document |
Payroll spreadsheet ot yer uploadec Upload document |«

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

and when they uploaded each document.

Q QUICK TIP

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



MANAGING YOUR FIRM

Manage your own firm

You get a free subscription to QuickBooks — [aYNEWEi 5  seant anccapng - QO B @we
. . n Home . -
Online with Payroll to manage your own O s cercasaping e Bankaccounts
firm when you sign up with QuickBooks - s
Online Accountant. IHcome
Click Your Books in the navigation bar to Bl A0 my
Connect another account
manage your own firm’s books and payroll.
Activities Al G
Expenses Last 30 days v
*  April 22,2015
A$1 97 I A$197 Uncategorised Expense S R
QUICK TIP LAST 30 DAYS
° *  April 8, 2015

When you enter clients into your

Invoice 1001: £480.00 added for Billie Jean
Apr8

practice, they are automatically

L) Anvil 7 204K

added to your QuickBooks Online as

customers.

10



MANAGING YOUR FIRM

Add a user to QuickBooks Online Accountant

Here’s how you add a
coworker to your QuickBooks

Online Accountant team:

@ On the navigation bar under

Your Practice, click Team.

@ Click New user.

© Enter this user’s profile info
and click Next.

@ Accountant E Go to client’s QuickBooks

MNew user v

ﬂ Team
% e b ©
¥OL
NAME + TITLE # CLIENTS TYPE EMAIL ACCESS STATUS
Alisa Alexander ¢ Senior Staff Accountant | 160 | Employee | aalexander@example.com ¢ Custom ¢ Active
Jon Burt Staff Bookkeeper 50 Employee jburt@example.com Restrticted Active

TEAM PAGE > NEW USER BUTTON

Add user X

USER PROFILE FIRM ADMINISTRATION AND BOOKS CLIENT ACCESS

Add user profile information

First name™ Middle name Last name™

Email*

Cancel

ADD USER



MANAGING YOUR FIRM

Give a user permissions and clients

© Give this user Full or

Basic access to

QuickBooks Online o

USER PROFILE FIRM ADMINISTRATION AND BOOKS
Accountant.
Specify access to firm administration and books
@ Choose whether this
. Access: | Basic ¥
user can View or Manage
different parts of your firm.
YOUR FIRM ADMINISTRATION ACCESS
Firm information Viewonly #

6©) Click Next.

O Specify which clients
this user can access by

FIRM ADMINISTRATION AND FIRM BOOKS

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

oheoking the box next to

each client name.

USER PROFILE FIRM ADMINISTRATION AND BOOKS

Specify client access

. £
CLIENT vy

Andrew Walker v

Back

CLIENT BOOKS

(3]

CLIENT ACCESS

Granting user access to a client gives them full



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.

e Check out useful links to
more information.

Help

Search Options

(&)  Live Chat Chat Now
J Call support @ 1800 114 837

Top help topics

Accountant Community
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