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Get started right away

Sign in with a web browser, wherever you are

Access your QuickBooks Online account from any PC or
Mac with an Internet connection*—whether you’'re at
home, in the office, or visiting a customer.

Sign In

User ID

1. Goto QBO.intuit.com
2. Enter your user ID and password to securely sign in to
# Remember my user ID your accou nt.

m Can't access your account?

Password

TIP! Add QBO.intuit.com to your browser bookmarks for faster
access.

Tnusn

Check your home page for quick access to

your finances and To Do List Get to work quickly
with just a click.

QU[CRBOOkS Online Plus Design Company Sign Out Your Acc unt ~ Help infuit. (~]
Home Company Customers Reports. App Center
Home Gelting Started Getting Around More ~ Feedback ~
b i i
How Do I?

View important tasks
in your To Do List ) To Do List + New Task Quick Links o
ng ht away. T‘ Past Due g:::;’:;::’:ég? to John Smith is 16 days past due DJ %

E‘ Due Today 14 downloaded transactions need to be accepted \J
Review them Create an Create a Entera Write a
Invoice Sales Receipt Bill Check
Gh Use email or Excel to store contact info? Import it now
Bring in your contacts so you don't have to add them one by one.
Gh On the go? Create invoices on your mobile device
Download the free QuickBooks Mobile companion app on iPhone or Android. Financial Snapshot
@ Stay on top of upcoming expenses Account Balance
Enter a bill. Your current Example Bank Checking account balance is
See your most recent Shownext2 sand.zé
transactions at a @ Rocont Actii
g lance Credit Card Expense to Chin's Gas and Oilfor $43.74 recorded on 03/31/2013 e D I A i
10k
Credit Card Expense to Tim Philip Masonry for $254.62 recorded on 03/31/2013
Credit Card Expense to Mahoney Mugs for $25.35 recorded on 04/02/2013 sk
Credit Card Expense to Hicks Hardware for $78.87 recorded on 04/01/2013 .
ok B
Credit Card Expense to Tania's Nursery for $82.45 recorded on 03/30/2013 Last month This month
Show Al B income B Expense

*QuickBooks Online requires a computer with either Microsoft Windows (XP, Vista, or Windows 7) or Mac OS 10.5 or newer, an Internet connection
(high-speed connection recommended), and at least FireFox 14, Chrome, or Safari 5.0.6 for Mac or Windows. Microsoft Internet Explorer 8 and
newer work with QuickBooks Online but performance may not be as fast as with other browsers. QuickBooks Online works on iPhone and Android
0S; mobile devices sold separately. A data plan is required. Not all features are available on mobile versions of QuickBooks Online.
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http://QBO.intuit.com

Connect your bank accounts securely s e

1. Find your financial institution in QuickBooks

) Online.

Find your financial institution 2. Connect your bank or credit card account to
Name of financial institution QUICkBOOkS Onllne-
[

3. Let QuickBooks Online do the rest!

We support more than 5,000 financial
institutions! Here are a few popular ones:

= American Express Credit Card
Bank of America

2 Don’t type, just download

Chase Bank

CitBusinsss Onine Once you connect your accounts, all your

JP Morgan Chase Bank H H
o e aing transactions are downloaded automatically

SunTrust Bank (Small Business)

US B : every day through a secure Internet connection
e with bank-level encryption.

As you categorize your downloaded transactions, QuickBooks Online remembers the categories and auto-
matically applies them next time. You can easily change your categories whenever you want.

Sort by a selected View all your Search for a payee,
date range. account activity. account, or amount.

QUICRBO”kS Online Plus Design Company Sign Out Your Account r Help infuIt. (]
Home Company Customers Vendors Emp oyees Reports App Center
Write Check Credit Card Expense Cash Expense Deposits Bownloaded Transactions Registers More Feedback ~
o AN _—
Bank Reg&er EveryDay Checking ... = [ Find In Register | [ Related Reports | [ How Do 17 |
Showing all iransactions sorted by date Go to Date @
Date Ref # Payee Payment J Deposit Balance
Type Account Memo Class Location
01/01/2013 Loan 35,6689.90 35,689.90
Deposit Opening Balance Equity
0143172013 102 John Smith 48000 € 35,464 43
Check Cost of Goods Sold bulk order
02/07/2013 103 Apple 083 © 35,463.44
Check Dues & subscriptions new app
02/13/2013 PayPal c 100.00 563.44
Deposit Checking invoice# 12
Write custom memos or QuickBooks Online keeps a
notes on individual transactions. running total—no math needed.
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Create and customize invoices

Add Your Logo for a Professional Look

1. From your home page, click Create an Invoice.

2. Select the customer you want to invoice. If you need to add the
customer, you’ll be guided step by step.

o v &~ w

Choose your payment Terms. The default is Net 30 days.

Complete the Item Information box and click Save.

(Optional) Click Change Logo/Theme to personalize your invoice.

Click the drop-down arrow under Product/Service and select Add New.

You can now Save, Print, or Send your invoice. When you’re done, you’ll see it
listed under Recent Activities on your home page.

Personalize invoices
with your own
business logo.

. ‘g Design Company
i i |

Design Company

Follow the links in your Design Company
To Do List on the home
page to:

@ 30 rouy,

* Import your
customer list from
Microsoft Excel,
Microsoft Outlook,
or Gmail.

* Import your Products
and Services list
from Microsoft Excel.

Downtown, MA 33333

$2,52394
Please detach top portion and return with vour pavment.
-
ACTIVITY
Web site
Logo design

Business cards

Printed business cards

M $2.523.04

Customers.

Invoice

TIP!'You can send and
receive payments even
faster using Intuit
Payment Network.

TIP! Click Customize to
add discounts, show
quantities or automati-
cally include sales tax.

PS Every invoice is

CE# 1004

TERUS Net3) () —

DATE 0312572013
DATE 041242013

AMOUNT

890.00
670.00
560.00

400.73

$2,520.73

automatically
tracked, so you know
who owes you money
and who has paid.

See terms, due
dates and invoice
details clearly.

Sales tax is

a2 @—— Cdlculated for you.

Getting Started e


https://paymentnetwork.intuit.com/

Track expenses

Enter your first expenses

QuickBooks Online helps you set up your credit card and cash accounts.

Just enter a balance for the date you want to start tracking your business. This date
can be when you started your business, the first day of the year, or any other day you
choose.

See where your money goes

QuickBooks Online keeps track of each check, credit card transaction, and cash
purchase so you can see where your money goes.

To save time, we recommend you connect your bank accounts to QuickBooks Online

(see the “Connect your bank accounts securely” section of this guide). But if you want

to track your expenses manually, here’s how.

Under the Banking tab, select what kind of expense you are tracking—a credit card
expense, cash expense, or check you are writing.

Write Check Credit Card Expense Cash Expense Deposits Downloaded Transactions Registers Transfers

Choose the bank account for recording the expense. QuickBooks
Online guides you through setting up these accounts.

lBanK Account EveryDay Checking ...| + Balance:$35,534.44 ("1 To be printed

Check # 120

Select the name Date | 03222013 |50

Pay to the

of the vendor. —0 Orderof | Jehn A Smith - Amount | 480.00 @

Eciia= taricred W eata s ya el )
Address

John A Smith
1234 Any Street
BAny Town, Ca 80000

Memo | pmarketing collateral
The Memo appears on printed checks.

~ Itemize by Account $480.00

Advertising/Promotional = 480.00

SN
(1]

Dues & subscriptions - Expenses .

Equipment Rental - Expenses
Purchases - Expenses
Travel Meals - Expenses
Uncategorized Expense - Expenses
Mo| checking - Bank
Checking 2 - Bank
vl EveryDay Checking (XXX 3732) - Bank $0.00
Accounts Receivable (A/R) - Accounts receivable (A/R)

N

#
1
2 Advertising/Promotional-NEW
3
4

N

m

TIP! Select your own
account categories to
track what’s
important to your
business.

More -

Enter the purchase
amount.

Choose the business
category for the
expense from the
drop-down menu.
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Manage customer information

See all the details in one spot
TIP! Use the Notes

The Customer Center lets you see all your customer details in one organized box to enter any
screen. Customer contact information, open invoices, and paid transactions special instructions
are all there. for each customer.
Select a customer. See contact information for each customer.

QUICI‘(BOUkS Online Plus Design Company - Sign Out Your Account ~ infuit. ]
Customers Banking Reports App Center
Customer Cénter Sales Receipt Income List Invoice Receive Payment Accept Credit Cards Mare Feedback ~
e .
Customer Center Related ~| | How Do I?
[Inport... || New Cusiomer | Brian Farwell # eai s
[] Show Deleted

Search for 2 Cobomer or Gompam Emall Brianfarwel@example.com Open Balance 570.00
— Phone (650) 555-4000
Name = Balance
Brian Farwell ) 570.00 Website
ledend. — Billing Address Shipping Address
RIS Zzaly 456 Broadway, {Same as Billing Address)
Kathy Silverman 1,540.00 Downtown, MA 33333
Mac center ® -367.90
PayPal 0.00

Preferred Payment Method Terms

Check Met 30

. Preferred Delivery Method Tax Resale #
®  Print
[75] Hide Details

Transactions [© New Transaction + |

Print Show | Open Transactions L | Date | All Dates
Date = Type Num Memo Due/Exp Date Amount
03/25/2013 Invoice 1004 04/24/2013 570.00

See open invoices and payments — click any
transaction to show complete details.

Getting Started e



See how you’re doing with reports

Save hours at tax time

Reports

Profit & Loss
~

Gain insights into your business with customizable reports. QuickBooks Online organizes all the

information for you.

TIP! One click on report totals lets you drill down to see the detail behind the numbers.

Run reports for any date
range, including custom

Memorize reports to have them
automatically available for any given

View reports with one click.

date range. dates.
QUICRBOOkS Online Plus Design Cor ypany Sign Out Your Account - infuit. (~]
Home Company Customers. Banking App Center
Report List Company Snapshot Profit & Loss Balance Sheet Memarized Reports Scorecard More - Feedback ~
= X
Report

2 2 T O
: | From: 01/01/2013

Transaction Date: | This Year-to-date

5 To: 03r25/2013

Design Company
Profit & Loss
January 1 - April 4, 2013

Accrual Basis

Total
7 =

Income

Services 2375.00
Total Income $2,375.00
Cost of Goods Sold

Cost of Goods Sold 480.00
Total Cost of Goods Sold  $480.00
Gross Profit $1,895.00
Expenses

Dues & subscriptions 0.99

Equipment Rental 13.98

Repair & Maintenance 536.90@

Travel Meals 41.62
Total Expenses $593.49
Net Income $1,301.51

Monday, Mar 25, 2013 02:45:48 PM PDT GMT-7 - Al

crual Basis

Click any amount to see the
detail behind the number.
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Get more from QuickBooks Online

Give your accountant access—for free

QuickBooks Online lets you add your accountant as a user for no extra charge.

TIP! Use Find-A-
ProAdvisor to connect
1. From the Company tab, select Manage Users. with a local expert and

2. Click Invite Accountant to add your accountant. get the most out of
QuickBooks Online.

Get support whenever you need it

With all the help built into QuickBooks Online, you may not need any support.
But if you do, we’ve got you covered.

e How Do I?—From any screen, click How Do I? and get targeted help for the task
at hand.

e Support Site—From any screen, click Help to go to our support site. Our 10 most
frequently used answers are at your fingertips! You can also access our
community to ask questions or view answers.

e Contact us—Call us at 1-800-488-7330,
Monday through Friday, 6 a.m. to 6 p.m. PT;
Saturdays 6 a.m. to 3 p.m. PT.

Getting help is easy with QuickBooks Online

Tip! Save time by viewing the most common answers on a topic. Follow these paths to our custom answer
centers:

e Banking > Online Banking or Downloaded Transactions > Help
e Company > Sales Tax > Help
e Vendors > Vendor List > Prepare 1099-MISC Forms > Help

QuickBooks Online Support

QuickBooks Online

You've got questions... we've got answers!

Need help or support?

e € Over 168K users are talking in our community W
=2 Q Join in the mix s you can connect with other QuickBooks Online

p sers, small business owners, and accountants all in one place!
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Go mobile with our companion apps

With our mobile feature, you can take your business with you. Working at home? On the road?
Visiting a client? No problem. The information you need is at your fingertips.

Insights

QuickBooks Online for iPad

INCOME

GROSS PROFIT

Total Gross Profit 29,516.77

EXPENSES

QuickBooks Online for iPhone®
and Android™

e Easily view and edit customer information.
¢ Send estimates and invoices on the spot.

¢ Mark invoices as paid and check customer
balances.

e Access your finances from work, home, or on the go.
e View customer information and send invoices.
Add photos and notes so you don’t forget anything.

Accept electronic signatures to approve estimates.

JosephLasee =~ Al nvoices

Intuit —

$285.00

Estimate nnzme Payment
N2

N 920-555-8072

$843.48

N 920-555-8072

Joseph Lasee - oo, W voice
it 2

nvoice 91712 || Invoice

4985 NN

nnnnnnnnnn
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