Getting Started

Quick tips to get you
up and running

e Create and manage invoices
e Track expenses

Qu iCkBOO kS ® See how you're doing

Online
Simple
Start

See inside to learn how you can
to get the most out of
QuickBooks Online Simple Start
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Get started easily
Create and manage invoices

Create an invoice in a few easy steps

Customize your invoices

Add your logo
Track expenses

Manage customers

Manage your bank accounts

See how you’re doing with instant reports

Go mobile—access your account from a smartphone
Get more from Online Simple Start

Give your accountant access for free

Access your free support
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Get started easily

Log in from anywhere, anytime

° LJ
I nTu |T e QuickBooks Online

Go to QBO.intuit.com and simply enter your user ID and
password to securely log in to your account.

tfredrickson

Forgtyour Uer 07 Access your account from any PC or Mac with an internet
Password: sssssssse connection whether you’re at home, in the office, or at a

Forot your paswed? client’s site. It works on Internet Explorer, Firefox, Chrome
for Mac and Windows, and Safari for Mac.*

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

©2010 Intuit Inc. All rights reserved privacy | feedback | support

Stay organized with all your finances in one place

Your homepage puts all of your key tasks and information at your fingertips.

Get to work quickly Set reminders to stay on top of
with just a click everyday tasks

QuickBooks Online Simple Start Carol's Design & Landscaping Services ~ ||| My Account | Feedback | Hep INTUIT.
Company  Customers Vendors Banking Reports Q Find
Get Started Options v Messages and Tasks
) Show | All Messages v
Create Invoice
Bill your customers for goods or services Type From Messages Date ~
[ QBO Customize sales features and forms 11/01/10
@ Expenses v [ QBO  Howitworks 11/02/10
Record your cash, check, or credit card purchases ) Andy Printsales forms 110310
u QBO  QuickBooks Online 11/04/10
Customers ; :
& Manage your customer informati ) Joe  Acme shipment came in. You can fulfil...  11/05/10
Q QBO  Getting Started Checklist 10/07/10
Banking ~
View your bank account registers
*) Reports ~
View reports about your business
Your Recent Transactions ' © Add New v See yO ur rece nt
Filter Sales Transactions v Show [Last1o transactions at a
Date v Number Type Name Amount Due g | ance
08/04/10 1010 Invoice Amy's Bird Sanctuary 150.00
08/02/10 1009 Invoice Brad's Windsurf Shop 200.00
07/31110 1008 Invoice Cool Cars by Grace 100.00

* QuickBooks Online Simple Start requires a computer with either Microsoft Windows (2000, XP, Vista or Windows 7) or Mac OS 10.4.4, an Internet
connection (high-speed connection recommended), and at least Microsoft Internet Explorer 7, Firefox 3, Safari 3.1 for Mac, or Chrome 3 or later for
Windows, or Chrome 4 or later for Mac. Works on iPhone, Android OS, and BlackBerry 5.x or later. Mobile devices sold separately. Data plan required.

Not all features are available on mobile versions of OuickBooks Online Simple Start.
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Create and manage invoices

Get Started

! Invoice
& Bill your customers for products or services

Easily create invoices and
track payments

From your homepage, click “Invoice” to create your
own professional-looking invoices.

Online Simple Start makes tracking payments
easier than ever - with reports and the customer
center.

TIP! Use Online Simple Start to automatically
email invoices—with faster delivery you could get

paid faster.
Add your logo for a custom look
Joe's Repair Everything and More
A, 1o e Bvenyhing md More Invoice
Anyeity, CA 94558 DATE INVOICE #
4 2%, ebing com e See terms, due dates and
Neto | 06252000 invoice details clearly organized
BILLTO
Hank’s Japanese Foods, Inc.
123 Main Street
Any Town, CA 12345
Every invoice is automatically
e ] tracked, so you know who owes
S money and who has paid
PMT METHOD
Cash
Sample Service |Sample Activity 2 225.00) 450.00T
Sample Service |Sample Activity 1 225.00) 225.00T
o Customize the details of your
invoice based on your business
SUBTOTAL| $675.00) )
TAX (825%) 55569 Sales tax and deposits are
TOTAL $730.69) H
S = instantly calculated for you
BALANCE DUE $720.
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Create an invoice in a few easy steps

1. Select the customer you’d like to bill. If it’s your first
customer, you'll be guided step-by-step.

2. Choose your payments terms. This is the date you’d
like to be paid. The default is net 30 days.

3. Enter the product or service you’re selling (e.g.,
design services).

4. Enter a description of the service or product for your
customer (e.g., Graphic design for Jane’s website).

5. Enter the rate or how much you’ve charged the
customer.

6. Choose an income account which categorizes your
receivables (the money coming in to your business).

Customize your invoices to fit your business

You can easily customize our standard invoices to fit your
business needs. Want to add discounts, show quantities, or
automatically include sales tax on your invoices? No problem.

Just click the “customize” button on your invoice screen and
discover how you can tailor the invoices to meet your specific
needs.

Add your logo for a professional look

Adding a logo is easy and it makes a standard invoice look even
more professional.

Here’s how to add your logo:
1. From the Company tab, click on Preferences.
2. Select Form Delivery in the left hand navigation.
3. Then from the Customize Forms section, click on
Customize.
4. Scroll down to the Layout section and select “Use logo
and upload your logo.”

H L N | |

a

You can import your entire
customer list automatically
from:

e Microsoft Excel

e Microsoft Outlook

Click here to learn more about
importing customers.

Customize

Click “Customize” on the invoice
form to tailor our standard
invoices.

3@ Joe’s Repair Everything
/ 123 Elm Street
A Anytown, CA 94960

Give your invoices a
professional touch by adding
your logo.
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Track expenses

Know where you’re spending money

credit card transaction, and cash purchase so you can

Online Simple Start will keep track of each check,
S] keep tabs on where your money is going.

@] Expenses ~
Record your cash, check and credit card purchase:

With everything in one place, you'll be able to access
all past payments and bills for each vendor with just a
few clicks.

TIP! You can easily customize the account categories
to track what’s important to your business.

Entering your first expenses

[éj Expenses - For your first expense, Online Simple Start will guide your through setting up your
et oot ard Crargos accounts (checking, credit cards and cash).
Spend Cash

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

@ Choose the account for
recording the expense Q Enter the purchase date

Bank Account. Checking ¥ Balance: $1,369.22 [[17o be printed

Check#: |320

o Select Date: [08/12/2010 © &
the name ————=2“Ugisten Berman < Amount[500.00 © Enter the
of the Five hundred and 00/ 100 ks sk sk sk s sk sk s s e s s s s ¥ e s sk e e e e prChGSG
vendor amount

Address
Kristen Berman

Anytown, CA 12345

Memo: [2009 Tax Prep

he Memo appears on printed checks

# Account Which? Amount Description ?

x 1 Legal & Professional Fees ~ 500.00

R [ 021 & Professional Fees - Expense [N
Meals and Entertainment - Expense
Office Expenses - Expense
Promotional - Expense
Rent or Lease - Expense
Repair & Maintenance - Expense
Stationery & Printing - Expense
Supplies - Expense
Taxes & Licenses - Expense
Travel - Expense

e Choose an account to categorize
the expense or money out

Getting Started °



Manage customers

See all the details in one spot

B ners roduct ervice

The Customer Center makes it easy to see all of
: your client details in one, organized screen. See
¥~ Recond your cash, check and cradit ca contact information, open invoices, and paid
; transactions at a glance.
& Customers

Manage your customer information .

TIP!'Use the Notes box to enter any special

instructions for each client.

Instantly see contact information
for each client

Select a client to see a complete
profile

Qu ickBooks Online Sim p|e Start Carol's Design & Landscaping Services v | Log Out My Accournt Hep  INTUIT.
i1

Customer Center

Customers

Vendors Banking Reports Shortcuts Q Find

Company

Brad’s Windsurf Shop # e«

Brad’s Windsurf Shop
Enter Client or Compan‘
Email: surf@brads.com Open Balance: 690.00
Name v Balance Phone: (232) 232-2323

Amy's Bird Sanctuary 0.00 () Show Details

Beth Eyerman 0.00

Brad’s Windsurf Shop 690.00 Transactions © New Transaction v

Cool Cars by Grace 0.00 Show [All Transactions ~ ~ Date | AllDates v

Dave Rich 420.00 Status Type Number Date Amount

Desmond Basketball Camp 235.00 [ Invoice 46 08/04/2010 150.00

Eva Macian 190.00 (0] Invoice 24 08/02/2010 20000

Franz Sporting Goods 160.00 ® (@] Invoice 19 07/31/2010 340.00
0969 Ocean View Road 0.00 Invoice 2 02/28/2010 150.00
55 Twin Lane 160.00 Payment e e

Greg Larkins

See open invoices and payments —
click on any transaction to show the
complete details
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Manage your bank accounts

/l'l;' Banking
View your bank account registers

Your checks, payments, and
transactions all in one spot

Bank Register Chetking Z
Ei=tanizes Showing all traffsactions sorted by date
Date Ref # Payee
Type Account
08/01/2010
Depcsn. Opening Balance Equity
08/12/2010 320 Kristen Berman
Check Legal & Professional Fees
08/12/2010 321 Electricity Company
Check Utilities
08/12/2010 Bridget O'Brien

Received Pmt Accounts Receivable

Staying on top of the details

The bank registers in Online Simple Start make it
much easier to manage your bank account.

Enter a check and the register is updated—
automatically. Accept a payment on an invoice...
and the register is updated. It’s that easy.

If you’d like to automatically connect to your bank
accounts, consider QuickBooks Online Essentials.
Just go to “My accounts” to see how you can
upgrade.

TIP! Looking for a specific transaction? Click
“Customize” to sort through transactions in seconds
rather than hunting through paper check registers.

Write custom memos or notes on
individual transactions

Find in Register || Related Reports || How Do I?
Go to Date: E £
Payment / Deposit Balance
Memo

R 1,369.22 1,369.22

Opening Balance
500.00 869.22

. 2009 Tax Prep

50.00 819.22
5,500.00 6,319.22

& | Customize Register -- Webpage Dialog

For the register:

Sort by: Date

Show:  All Transactions
Reconcile
| — For each transaction:

[7] Show on one line instead of two

[ 0K I [ Cancel

4
v Tru

ted sites | Protected Mode: Off

Quickly find specific transactions by

sorting the register

How do | add or edit transactions?

Ending Balance: $6,319.22

Online Simple Start keeps a running
total—no math needed

Getting Started 0



See how you’re doing with instant reports

Reports ~
s View reports about your business

Instant, pre-designed reports
with your information in one-click

Run reports for
any date range
including custom
dates

l Report

Be ready at tax time

Gain insights into your business with the
pre-designed, customizable business reports.

Online Simple Start organizes all the information
you enter into easy-to-understand reports. You
could save hours getting ready for tax returns with
all your information in one place. Even better, your
subscription includes free access for your
accountant to make tax time easier.

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

“Memorize” reports to have it automatically
available for any given date range

(Print...” [ Tips | Email... ['Excel...”| Memorize...”

[Costormize.. ] Collapse |

Transaction Date:  This Year-to-date

Thursday, Aug 12, 2010 09:01:13 PM GMT-7 - Accrua

~ From: [01/01/2010

Shareen's Flowers

Profit & Loss
January 1 - August 12, 2010

& To: [08/12/2010

Total
< <

Income

Services 5,650.00
Total Income $5,650.00
Gross Profit $5,650.00
Expenses

Legal & Professional Fees  500.00

Utilities 50.00
Total Expenses $550.00 ®
Net Operating Income $5,100.00
Net Income $5,100.00

Basis

Click on any amount to see the
detail behind the number

Getting Started 0



iPhone™, Blackberry® & Android

access
il Camior =53 4 No matter where you are, you're never far from
e Thvolcs Send an invoice the data you need to run your business. Our
Having raubla? Gt halp whth hi invica @ mobile feature adds one-touch access to your
iPhone™, BlackBerry® and Android-ready
| — devices so you can see and track your
is taxable @ receivables, bank balances, customer contact

I information and more.*
date | Dec g | 16 ¢ ,20 (10 v

due |Dec |4 |31 ,20 [ 10 |§4
item qty rate tax

(Genns (1) (300) ©

Open your mobile device’s browser and
visit https://gbo.intuit.com/ to get started.

sub-total $50.00

tax rate

L

“ *#2BlackBerry

i | QuickBooks
Online

Howard Construction
Check who owes ko Bwesia

you money » Bank Accounts
» Vendors
» Balance Sheet
» Profit & Loss

Track bank balances, customer [
contact info, and more

B HﬂOw;zsAM o

Q
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Get more from Online Simple Start

Give your accountant access—for free

Online Simple Start makes it easy to work with your

accountant...and you save on driving trips. You can add your

accountant as a user for no extra charge.

Here’s how to add your accountant:
1. From the Company tab, select User List.
2. Click New button.

Save time by giving your
accountant access. There’s no
need to gather papers and compile
year end reports when everything
is in one spot.

3. Inthe popup window, check the box “This user is my

accountant”.

We’re here for you every step of the way

With all the step-by-step help built-in to Online
Simple Start, you may not need any help. But if
you do, we’ve got you covered.

e How Do I? —From any screen in the
product, click on “How Do I?” button in
the top right hand corner and get
targeted help for the task at hand.

e Help menu—See our instant answers,
see Frequently Asked Questions and
answers, and more with just a few clicks

e Have us contact you—Ask a question
and it’s automatically sent to our
support representatives who will respond

with an answer via email (service time is 1
business day when asked during business hours and 2
business days outside of business hours).

Instant Answers Search QuickBooks Online Support

Try these common Using QuickBooks Online solutions:
Information on new QBO and IOP login page

Why is my reconciliation wrong?

How do I get to the Login page?

Can I change the time-out duration before I am asked to login again?

What version of Acrobat Reader does $QBO_Full_Name need and how can
I download it?

No wait time!

Ask Qubie

Estimated wait time: 2 bus. day
M-F, 6am-6pm PT: 1 bus. day
Outside business hours: 2 bus. day

Have Us Contact You

Learn & Network

Getting help is easy with
Online Simple Start
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