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Welcome Guide



Welcome to QuickBooks Accountant

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

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

Contents

Navigating
Get around QuickBooks Accountant
The client dashboard

Working with clients
Add a client
Dig into client details
Work in client books

Work on a client’s payroll

Sharing documents
Request documents

Track a document request

00 N O wun

Managing your firm
Manage your own firm
Add a user

Give a user permissions and clients

Getting help

Get more information

11
12
13

14



NAVIGATING

Get around in QuickBooks Accountant

Let’s start with some QuickBooks

Accountant navigation tools:

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

and more.

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

QuickBooks account.

© Create (+) icon
Create a new client, new QuickBooks

Accountant user, or a new request.

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

explore here!

12

@ Accountant @ Go to client’s QuickBooks *

YOUR PRACTICE i

fB Brenda Bowden Accounting

Mike's clients (4)

@
‘a Clients

eam

Welcome to Quickbooks Accountant

T = Beautiful L|
- "
i v B ke violette

What's New 45 sec

YOUR BOOKS

Q

Client Collaboration 25 sec

CLIENTS

Name

[F] Beautifui Landscaping
403-555-6767

Nigel's Shipping Co

0964

519-555

7] Violette Designs

780-555-5655

Status

@ Closed

310115
Closed

@ 31/01/15

Closed
@ 31/01/15

BOOKKEEPING
For review

1 change to closed books
2 more items...

1 change to closed books

Document Sharing 15 sec

Banking Status
Download failed

31/01/15

12/01115

12/01/15

QSearch... @ ["_;_,1 @

Add client v

Prefer reading?
Learn the new features of

15/0215

QuickBooks Accountant
M Sy
o [ O
PAYROLL
ltems due

Last download @ Next pay date 1 tax, 2 forms

15/02115

earliest 15/02/15

Last download @ Next pay date 2 forms

earliest 15/02/15




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, payroll,
and taxes in the client dashboard.

@ Click to get details about a client.

@ Click to go to client’s books.

€ See bookkeeping activities.

O Click to go to client’s payroll.

© See payroll activities.

® Customize your client dashboard.

Q

CLIENTS
Name » |

303055616

[Z] Johnny Pops
403-555-1600
Nigel's Shipping Co
519-565-0964

7] Violette Designs
780-555-5655

]| Beautiful Landscaping

Status

Closed
310115

2 Closed

L

31/0115

Closed
31/01/15

BOOKKEEPING

For review 9

1 change to closed books
2 more items...

1 change to closed books

Banking

Download failed
31/01/115

Last download
12/01/15

Last download
12/01/115

"
e [
PAYROLL
Status ltems due
MNext pay date 1 tax, 2 forms
15/02/15 earliest 15/02/15

@ Next pay date
16/02/15

2 forms
earliest 15/02/15

20

Q@ ouickTIP

From the gray gear icon (humber 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.




WORKING WITH CLIENTS

Add clients

Here’s how you add all your clients to

QuickBooks 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.

O 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.

@ Accountant E Go to client’s QuickBoaks ¥

e B Brenda Bowden Accounting

&8 Clients Mike's clients (4)

o W SR SN S VAU D N S DU S S

QB ACCOUNTANT HOME > ADD CLIENT BUTTON

Add client 3 X

Client contact info

QuickBooks products

Client summary

Client Type Client contact info

. Sean’'s Cupcakes
f Business - 403-555-6767
seanscupcakes@example.com

Company Name* Billing Address

Add
Sean's Cupcakes 525 Bayshore Road
Primaru Dantant (titla firet middle lact e #fiv)
ADD CLIENT > FILL OUT CLIENT INFO > CHOOSE QUICKBOOKS PRODUCT
Client contact info QuickBooks products : Team access Cllent Summary
Client contact info Change

Ready to purchase QuickBooks for this client? Tracy Macdonald

Region choices

QuickBooks products

*price before tax

Canada 54
QuickBooks products
Plus S Compare products $ 1 450
- . . per month™
*Billing choices Special Offer: 36% 50% off
My firm will pay (wholesale) a | QU‘CKBOOKS 50% off for life of the subscription

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

QuickBooks Master Admin

" thi 2
5 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

@ Accountant E Go to client's QuickBooks v (2 -+ Q P @ E._} @
dashboard to see lots of information about YOURPRACTCE v . .
Beautiful Landscaping = cinatan =9
that client. a4 Ciients eU They close at 5pm; best to call or email around noon. 0
Team 9 @ o v
Bookkeeping @ Payroll @ Requests @ Documents

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

Account Watchlist
. . , . Books stat Plus
@ See this client’s contact info. ooks status @) P

ACCOUNT CURRENT LAST RECONCILED Books Closed: 14/04/14
Last Login: 18/04/14 by Gina Han
9 Go Straight to the r|g ht p|ace in this Chequing Account $12,345.00 | 30/01/2015 Last Download: 14/04/14
C“ent’s QUiCkBOOkS to do thIS taSk Accounts Recelvable $5,000.00 | 30/01/2015
Payables $1,200.00 : 31/01/2015 For review Q
9 Make or Change notes about your client. Undeposited Funds §2,000.00 | 30/12/2015 @ GST/HST payment overdue
$987.58 was due on 15/01/15
, Pay Now |+
. GST/HST Payabl $2,000.00
O See accounts that need review. v
" 2 changes to reconciled
Unclassified DTX 39/%1,350.00 Account 002367

Last reconciled 02/01/15

© See payroll tax payments and recent

Review Now |«

fOI'mS ﬁled 32 unaccepted transactions
Downloaded 02/01/15

Review Now =

® Check recent requests for documents.

@ store shared and private documents inside

QuickBooks Accountant.




WORKING WITH CLIENTS

Work in client books

Let’s start with some QuickBooks

©

(2) [4)

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

Beautiful Landscaping Bank Accounts

© Return to QuickBooks Accountant home. Wednesday, Februry 16, 2015

Suppliers Connect Another Account

@ Open the Accountant toolbox to Employees 0B Account

Income Bank Balance 2
access some of your most commonly WA :
used tools. s s
$1,988 $2,024 $0 Chequing
OPEN INVOICES OVERDUE PAID LAST 30 DAYS Bank Balance .
© Choose a different client to go directly
Amex
tO thEir bOOkS. (B Balance £6,0
Expenses

<

$2 24l Activities Al

I 5100 Advertising

O Create new items in your client’s books.

SINCE 30 DAYS

AGO ) 366 Commissions & fees |
$55 IPN Fees . *  Need Attention
B o OVERDUE Invoice 107: $200 to

Timesheet: Needs approval for
Ralph Matlack

Profit and Loss

S0 Reminder: Make sure you
deposit any undeposited funds
$8 50 1,000
NET INCOME
500 e February 18, 2015
$ 1 ] O 7 ] TODAY

INCOME 0 / [—



WORKING WITH CLIENTS

Work on a client’s payroll

From the client dashboard, you can see

a client’s last paycheque date and the Q S B &
next payroll item coming due. CLIENTS BOOKKEEPING PAYROLL

Name » Status For review Banking Status Items due

[Z] Beautiful Landscaping @ Closed 1 change to closed books Download failed
Client QuickBooks Payroll 403-555-6767 01/31/15 2 more items... 31/01115 E

. . P . =] Johnny Pops Closed Last download MNext pay date 1 tax, 2 forms
Click the QBiconto drill into a client’s 403-555-1600 @ 310115 | 1210115 @ 15/02/15 - earliest 15/02/15
QuickBooks Payroll account. To get to a '*[if_?'is_s'““‘j:“g Co
519-555-096 : :

client’s Payro” details, click that client’s ACCOUNTANT HOME PAGE > CLIENT DASHBOARD > PAYROLL STATUS

name in the dashboard. Then click the

Payroll tab @ Accountant g Go to client's QuickBooks * + Q Search... @ 6_,1 @

YOUR PRACTICE v

Beautiful Landscaping = cGinaHan = &

}a Clients U They close at 5pm; best to call or emnail around noon,
Payroll Details .y
Team . . .
. Bookkeeping @ Payroll @ | Requests @ Documents
On the Payroll details tab, you can
YOUR BOOKS

see recent payroll tax payments and

GESE R & Payroll status | @@ Payron
form filings.

TAX PAYMENT PAID AMOUNT PERIOD Next Pay Date: 15/02/15

Last Pay Date: 30/01/15
Income Tax 30/01/2015 $25,345.00 Jan 16 to Jan 30 (5 checks issued)
All paycheques

Income Tax 30/01/2015 $5,000.00 Jan 16 to Jan 30

Income Tax 30/01/2015 $1,200.00 © Jan 16 to Jan 30 For review

Income Tax 01/01/2015 $200,000.00 © Jan 01 to Jan 15 v Tax payments

INCOME TAX
Income Tax 31122015 $5,000.00 Dec 15 to Dec 30 due on 31/31/15 at
5:00 pm PST
Al tax payments FPay now |~

Quarterly Payment Overdue

due on 31/07/15 at
5:00 pm PST

File now |«

CLIENT DASHBOARD > PAYROLL TAB



SHARING DOCUMENTS

Request documents

You can request and share documents

@ Accountant = Go toclient's QuickBooks ¥
with your clients right inside of QuickBooks vou

By, OneApp Wood I
Accountant. 28 Clents cot R liZ's clients (4)

Team

Note: The Master Admin for your QuickBooks

CLIENTS PAYROLL

Accountant account must set up a Box account

before you can request or receive documents. ACCOUNTANT HOME PAGE > CREATE (+) ICON

Here's how you request documents:

Send a request to Beautiful Landscaping @ X

@ Click the Create (+) icon.

This is & preview of the email your client will receive after you send this request
To  Gina Han $ e @ Attachafile B Addadue date
Month End Materials from Brenda Bowdon Accounting
e Choose Request, 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

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

© Choose the client to request a

‘B Brenda Bowdon Accounting
document from.

Hi Gina, please upload the documents below.

e Fi” out the form. Choose a due date, 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
e Send your req ueSt' Your C| Ient gets 0 Enter each document below and be notified when they are uploaded by your client.
the email you can see on the right 1. | Bank of Middlefield statement
REQUESTED DOCUMENTS
Side Of the ReqUGSt WindOW- 2. Evans Mobile credit card statement 1. Bank of Middlefield statement

2. Evans Mobile credit card statement

3. Payroll spreadsheet
3. | Payroll spreadsheet

4. | Document name or description

° QUICK TIP + Add more requested documents
at once.
REQUEST FORM (5]



SHARING DOCUMENTS

Track a document request

When your client sends you back the

@ Accountant g Go to client’s QuickBooks ¥ + Q Search... @ E‘_,‘ @
document you requested, you'll get notified YOUR PRACTIG .
y 9 Y 9 SRR < Beautiful Landscaping GinaHan = &%
|n Qu|ckBookS Accountant. Es Clients G They close at 5pm; best to call or email around noon.
Team e
Bookkeeping @ Payroll & Requests & Documents
Here's how you access that document:
Showing: All requests ¥ Q
. . . . P
@ 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, please upload f

Make sure to include the payroll hours

from 5/30. If you I e call. Thanks!

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

[l Engagement_Letter.doc

Q Bank of Middlefield statement Uploa

o Evans Mobile credit card statement Upoaced 26

minutes ago View document |+

View document |+

Payroll spreadsheet "ot yet 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.
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MANAGING YOUR FIRM

Manage your own firm

You get a free subscription to QuickBooks
Online with Payroll to manage your own
firm when you sign up with QuickBooks

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 are automatically added to your

QuickBooks as customers.

@ Accountant

YOUR PRACTICE

I YOUR BOOKS
n Home
Cus!
Suppliers

Employees

>

v

B

2 Gotoclient’s QuickBooks ¥

Wednesday, February 18, 2015

Income

$1,988 $2,024
OPEN INVOICES OVERDUE
Expenses

$221

SINCE 30 DAYS

Profit and Loss

1,500
$8 50 1,000
NET INCOME
500
$1,071
INCOME 0

Brenda Bowden Accounting

PAID LAST 30 DAYS

B 5100 Advertising
AGO 0 366 Commissions & fees
555 IPN Fees

Q Search... @ [;:'_j

Bank Accounts

Connect Another Account

QB Account

Chequing

Bank Balance

Amex

(B Balance

©)

Activities Al =

*  Need Attention

o OVERDUE Invoice 107: $200 to
Chris Frelly

Timesheet: Needs approval for
Ralph Matlack

Reminder: Make sure you
deposit any undeposited funds

e February 18, 2015
TODAY
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MANAGING YOUR FIRM

Add a user to QuickBooks Accountant

Here’s how you add a
coworker to your QuickBooks

Accountant team:

@ On the navigation bar under

Your Practice, click Team.

@ Click New user.

© Enter this user’s profile info

and click Next.

@ Accountant g Go to client’s QuickBooks ¥

New user v

ﬂ Team
Q (| it}
VOURE e b ©
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 )4

USER PROFILE FIRM ADMINISTRATION AND BOOKS CLIENT ACCESS

Add user profile information

First name” Middle name Last name™

Email*

Title

Cancel

ADD USER



MANAGING YOUR FIRM

Give a user permissions and clients

@ Give this user Full or
Basic access to

QuickBooks Accountant.

@ Choose whether this

user can View or Manage

different parts of your firm.

© Click Next.

O Specify which clients
this user can access by
checking the box next to

each client name.

Add user ) 4

(2]

USER PROFILE FIRM ADMINISTRATION AND BOOKS CLIENT ACCESS

Specify access to firm administration and books

Access:  Basic ¥
Access to firm administration and books

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

YOUR FIRM ADMINISTRATION ACCESS

FIRM ADMINISTRATION AND FIRM BOOKS

(3)

USER PROFILE FIRM ADMINISTRATION AND BOOKS CLIENT ACCESS

Specify client access

Q Fo!

CLIENT v .
Client access
Andrew Walker vy

Granting user access to a client gives them full

CLIENT BOOKS
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GETTING HELP

Get more information

This Welcome Guide is just the

beginning!

When you have questions or
need assistance with a task

in QuickBooks 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

&) CallSupport @ 1-855-253-1536
Open: Mon - Fri from 9AM - 8PM EST

Top help topics

Help me manage taxes

From old QuickBooks Online to the new QuickBooks
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