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Welcome to QuickBooksOnline (QBO)

Moose Training is excited to introduce you to this fantastic new version of the QuickBooks program you know and lovighink of the change like this:
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remember this: You already know how to drive a carl All you need to do is familiarize yourself with the new designs and added feature$he same is

true for this transition. You already know how to operate QuickBooks, you just need to become familiar with the new features | r  ré feadyto roll.
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labeled to provide quick access to instructions oRrequently Used Tasks Flip it around to access instructions for thosdessFequently Used Tasks
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Logging into QuickBooks Online

Open Google Chrome or another . .
reliable browser. Navigate to INTUIT
http://gbo.intuit.com

@ quickbooks @ turbotax

Sign In

One account for everything Intuit, including
QuickBooks. Learn more

Note: If accessing from a new computer, Intuit will send a verification
code to confirm your identity. G Sign in with Google

User ID

Enter your User ID and “

Password
Password

For security reasons, do
NOT check this box!

Remember my user ID

By clicking Sign in, you agree to our

Terms and have read al cknowiedge our US Privacy

| forgot my user ID or Password

New o QuickBooks? Sign up

isible reCAPTCHA by Google Privacy Policy and Terms of Use.




Navigating QuickBooks Onlia
QBQ after logging in, opens directly into yourDashboard Just like the dashboardn your car, the toolsfound there help youdrive ¢, or, navigate through

£Evs ~j}lqs¢c¢c }t {ow]| £ow| w| TheSide MegnuisZydur map.*»twill getwdu o [allpoittee placesaegpdedto keepyourao | wE » ¢
financial recordsrunning smoothly.

Side Menu

wrturk
@ quickbooks Enter new transactions '{@}

Administrative Tasks |

-

Access bank feed and view
Dashboard bank register

Transactions

Manage Vendors and Bills
Expenses

Sales Manage Customers and
Invoices

Payroll

Reports L Manage Employees

Taxes »
Mileage L Chart of Accounts | | l l l I I I l ' l I '
T T T —

Accounting

Apps

Cash Flow

+New is where all NEW tranactional data starts, likMake Deposits, Enter Bills, Pay Bills, Write Check$c. The Gear Icon is the place to go for

Administrative tasks soh as modifying preferences, viewing existing lists, etc. There is also access to features found in the side menu as weltytEnng
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Createa Deposit

1. Click on New>Bank deposit

2. Select theAccount
where deposit is
made

3. Enter theDate the
deposit was made

4. InReceived From
select the Customer
Funds were received
from

5. Select theAccount
where first deposit
item will be credited

6. Enter the Amount
(Repeat5 & 6 as
needed)

7. Verify Totalis
accurate

8. Save & Closeo
record the deposit

Step A

nfuit

b quickbooks

Dashboard

CUSTOMERS
nvoice
Receive payment

Estimate

Credit memo

VENDORS

Expense

Check

Step B

EMPLOYEES OTHER
Payrol Bank depo:
Single time activi Transfer
eekly time: ournal entry
>tateme:

= Credit card
Transactions e
Print check:
Expenses
Show less
D =
> Bank Deposit @ Help N
Stes2 & 3
AMOUNT
Account Date
1005.00 Cash:General Checking | | ¥ | Balance $11.756.84 08/31/2020 $21075'00
ters4 &5 Step6
Dont see the p ay ments you wagtto deposity
v Add funds to this/deposit
# RECEIVED FROM ACCOUNT DESCRIPTION PAYMENT METHOD REF NO. AMOUNT
1 = Social Quarters 4230.00 Social Quarters Ssles:Beer Sales 00.0 i}
S 1,050.00 m
3 So 25.0 fii
4 So 25.00 i
Leave Blank
5 | Sociel Quartel 4255.00 Kitchen Sales:Food Sale: 75.00 i
Add lines Clear all lines Other funds total $2,075.00
Memo
Cash back goes to Cash back memo Cash back amount
1000.00 Cash v
Stes7 & 8 Total $2,075.00
@ Attachments  Meximum size: 20ME
Cancel Clear Print Make recurring Saveandnew v



Enter Bills

1.

Click on New>Bil

SelectVendor that
issued the bill

SelectTerms if
different than default

Enter theBill Date,
date the bill was
issued, and theDue
Date

Enter the invoice
number in the Bill no.

Category: Select the
accountwhere the 1%
bill item will be
charged

Enter the Amount of
1% bill item (Repeat 6
& 7 for additional
items on bhill)

Verify Total & Save

i Step A — Step B
@ quickbooks
CUSTOMERS VENDORS EMPLOYEES OTHER
nvoice Expense Payrol Bank deposit
Check Transfer
Bi Journal entry
bi Statement
Pay down credit card
Dashboard ’
Transactions
Nt check:
Expenses
Show less
> Bill ® e N
Step2
BALANCE DUE
Youtin Stes3 & 4 Step5
—— . $160.53
Mailing address Terms Bill date Due date Bill no.
Print Crafters Net 10 v 08
Step7
Step6
# CATEGORY DESCRIPTION AMOUNT
1 5700.00 Special Project & Committes Exp BB shoot target and posters 160.53 i
il
Add lines " | Clearall lines j
Memo Total $160.53
Step8
@ Attachments  Maxin
ow ex
Cancel Clear Make recurring Save Save and schedule payment v



Pay Bills

1. Click on New>Pay bills

2. SelectPayment
Account where bill
will be paid from

3. Enter date check was
written in Payment
Date

4. To the left of Payee,
V boxesto select bills
to be paid

5. Enterfirst check
number in Starting
check no.or V Print
later

6. From the drop-down
caret, chooseSave
and close

@b quickbooks

Dashboard

Transactions

Step B

CUSTOMERS VENDORS
Invoice Expense
Receive payment Checl
Estimate B

Delayed charge

EMPLOYEES OTHER

Bank deposit

single time Transfer
eekly timesheet Journal entry
Statement

Pay down credit card

Expenses
Show less
[©) Pay Bills ® X
Step2 Step3 Step5
: TOTAL PAYMENT AMOUNT
Payment account Payment date Starting check no.
1000.00 Cash v Balance $17,722.09 8/31/2020 [ | Print later $Oooo
i Filter > Lsst 365 Days
[]  eavee REF NO. DUE DATE & OPEN BALANCE CREDIT APPLIED PAYMENT TOTAL AMOUNT
[\ Print Crafters 09/10/2020 $160.53 $0.00
0bills selected $0.00 $0.0 $0.00 $0.00
Ste D4 Total payment (USD) 0.00 1-10f1

Cancel Schedule payments online v

Step6




Reconcile

Have Paper or Online
Monthly Statement
from the bank visible.

1. Click on
Accounting>Reconcile
OR
Click on
Gear>Reconcile

2. SelectBankAccount to
be reconciled

3. Compare QBO and
StatementBeginning
Balance(Should
match)

4. EnterEnding Balance
and Ending Date

5. EnterService Charge
(if applicable)
-Amount and Date
ExpenseAccount:
5405.00

6. Enterinterest earned
(if applicable)
-Amount and Date
Income Account:
4400.00

7. Click Start reconciling

@b Guickbooks

Dashboard
Transactions
Expenses
Sales

Cash Flow

Payroll

YOUR COMPANY

Manag rs
Manage users
Custom form styles

Chart of accounts

Account and settings All lists

Products and services

Recurring transactions

Attachments

QuickBooks labs

TOOLS

Order checks (3

Import data

Import deskt:

Export data

Reconcile

Step A

op data Privacy

Switch company

Budgeting #

Reports e
_ SmartLook Step B
Case center
Mileage
Accounting Chart of Accounts You're viewing QuickBooks in Business view. Learn more Switch to Accountant view
My Accountant Reconcile
Apps
Live Bookkeeping
Stes8 & 9
8. V all checks paymentsand
. PAYMENT (USD) DEROSIT (USD)
e 4 g servicecharges(that match -
ich account do you want to reconcile? 213
Step2 bank statement)Income =
i Account: 4400.00 =
1000.00 Cash v 60.53
155.05
. . 196.4
Step3 _ , Step4 9. V alldeposits interestand .
Add the tollowing information other charges(that match e
Beginning balance  Ending balance * Ending date * bank Statement) Eaj -
15.611.89 10. Only if Difference= $0.00, o
click, Finish now If not: o
Enter the service charge Steps & 6 4, if necessary click Bank Registeland e
: correct error before
Date Service charge Expense account g . winfo inish now | v
. returnlng to reconciliation. . Stepl0
11. Click View reconciliation e
report ° $0.00 Sa!em'-ate’ .
Date Interest earned Income account DIFFERENCE  Close without saving )
- 12. Click Printfrom top right To fix error
Of Report W|ndOW Chart of accounts > Bank register > Reconcile
Reconcile 1000.00 Cash

sev?_J

Staple to Bank statement
and file

Statement ending

date: April 30, 2020




RecordVendor Credit

Create a vendor credit any time you receive a credit for online application dues and fees on your Modsternational A/R statement
automatically applied when making a bill payment.

1.

Click on New>Vendor Credit

SelectVendor from
whom the credit was
received

SelectPayment Date
that credit was issued

Category. Select the
income type for the
1t item (Repeat for
each split, if
applicable.)

Verify Total

Save & Close

nfuit

Step A

ab quickbooks

Dashboard

CUSTOMERS

Step B

VENDORS

Expense

Check

. The credit will be

EMPLOYEES OTHER
Payroll # Bank deposit
Transfer

Journal entry
Statement

it card

Pay down cred

= Credit card cre
Transactions :
De Print check
Expenses
Show less
(% Vendor Credit Step2 @ Help X
Vendor CREDIT AMOUNT
Moose International v
$45.00
Step3
Mailing address Payment date, Ref no.
Step4
CATEGORY DESCRIPTION AMOUNT
2515.00 Due to Other Fraternal U ABCD/Per Capite di o M O ember Di 0 I
e to Other Fraternal Units:Applicstion Fees to MI Online Application Fees 20.0 i
3 4005.00 Dues and Fees Income:Membership Dues Online Member Duss 3.0 i}
i
Add lines Clear all lines
Memo Total $45.00
Step5 & 6
@ Attachments  Maximum size: 20M8
Cancel Clear Make recurring Saveandcdose v



Reports

1.

Click on Reports
From the Reports
page, choosefrom
Standard Custom or
Management Click
on Sandardto see all
available reports.

Payroll

Reports

Taxes

Reports

Standard Custom reports

[{s]
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Standard reports are categorizednto: Favaites; BusinesOverview Who Owes Yoy Sales and Cusmers; What you Owe; Expenses and Venar's, Sales
Tax Employees For My Accountant; and Payrdl. QBQ, as a default setting, puts 3 reports into Favoites: Accounts receivéle aging summary Balance

Sheet and Prdit and Loss

Reports can beadded
or removed from
Favorites by clicking
on the star. Customize

v Favorites

reports by clicking on Balance Sheet

the 3 vertical dots. To
run a report, dick on
the report name to
run the report.

Set report parameters
by choosing thereport < zeccereonis
period. Further KaporEpatiod|
customizethe report
by changing display as
necessay. ClickRun
Report

This Fiscal Year-to-date

Display columns by

Total Only

Step2A

i
e
[ts]
0
3
3
g

»

Step2C

Balance Sheet Report

-

Show non-zero or active only

Step3A

5/01/2020 to 11/02/2020

Compare another pariod

- Active

From the top Of the Collapse Sortw Addnotes Edittitles

report, click on the
envelopeicon to email
the report. Click on
the printer icon to

Step2B

Accounting method

ows/active columns ¥ Select period - Cash @ Accrua
B &8 &8
Moose
Step4
BALANCE SHEET

As of November 2, 2020

print, click on the up

TOTAL

arrow to export the
report to Excel or as a
PDF.

~ ASSETS
~ Current Assets
~ Bank Accounts

- 1000.00 Cash
PR WA

B

PR

-451.20

e et e et Bt il inate

2]

Step3B

Run report




NSF Check

When acheck is returneddue to insufficient funds, the financial institution will chargeyour unit for the amount of the check and bank fees Some units
choose to levy an inconvenience feeAll must be accounted for in QBO.

1.

2.
3.

7.

Click on New>Check

Enter NSF aPayee
SelectBank Account
that check will be
written from

Payee

Enter the Payment
date as the date the
check is written

Mailing address

Enter NSFas the
Check no.

Category: Select
1105.00 Receivables:
NSF Checksas the i
expense typefor the ‘
amount of the
returned check. The
second entry should
be 5405.00 General
Administration Exp.:
Bank Chargedor the
amount of the bank
fee.

Cancel

VerifyTotal

Add lines

) Attachments

Stes2 & 3

(%) Check #NSF

Payment date

# CATEGORY

1105.00 Receivables:NSF Checks

0 Genersl Administration Exp:Bank

| | Clearalllines

Clear

¥ | Balance

Step4

Step6

Step8

Check no.

| |Print

DESCRIPTION

Step5

later

Order checks

8. Memao: Enter the name of person who wrote the check.

Make recurring More

9.Save & Close

Step7

Step9

@ Help X

AMOUNT

$110.00

AMOUNT

Total

$110.00

Saveandclose v

When John Doe pays the money back, a deposigtbe made. Follow th€reate a Deposihstructions.The amounbf the checkwill be credited to Account

1105.00 NSRhe bank feeto 5405.00 Bank Fegand anyinconvenience fe¢he Lodge imposes would be credited4630.00 Misc. Income.



