Quickbooks Online Helpful Hints

Terminology
Quickbooks Desktop Quickbooks Online
1. Items 1. Product/Service (Always “Service” TYPE)
2. Class (Committees/Groups) 2. Tags
3. Memorized Transactions 3. Recurring Transactions
4. Memorized Reports 4. Customized Reports
5. Receipt Number 5. Reference Number
Basics
Chapters:
1. Enter Sales Receipts — Make Deposits Lodges;
2. Enter Bills — Pay Bills — Print Checks
3. Transmit a pdf of the Balance Sheet/Profit & Loss via 1. May enter Sales Receipts or Make Deposits.
email with the Audit Report by 10t of the month. 2. Enter Bills — Pay Bills — Print Checks
Report/Subject line in email shall be named as — 3. Balance Sheet/Profit Loss will auto send via email on the
Chapter Name, Number, Month, Year, ‘Audit, 16th.

Balance Sheet. P&’

All Units:

First step is to Download and
read “Quickbooks Online Post
Migration Settings”. So many
items are important to do so

1. shall Reconcile ALL Bank Accounts before the 15t

(Making sure there are no checks or deposits older than couple months)

2. Do NOT need to fill in or check every box. that your data entry will be
3. Run Vendor Detail Aging report for negative/small amounts. much easier for you including
(When bills do not match check amounts or bill payment is not attached to a bill anymore) recurring transactions.

4. Look at Balance Sheet for Negative numbers.
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ACCOUNT SETTINGS CHECKLIST:

From the Gear Icon:
Set view to Business View

From Your Company

Account & Settings Company

Print out each of your fraternal unit’s General Information screen from LCL Web to verify Company Name & EIN
Check Company Name for accuracy and completeness, to include: Company name, Legal name and EIN
Check Company Type for accuracy and completeness: Tax form = Not sure/Other/None, Industry = Blank
Check Contact info for accuracy and completeness: Company email = FRU’s mooseunits address, Customer-facing
email = Same as company email, company phone = FRU phone and website = blank
Check Address info for accuracy and completeness: Company Address = FRU’s physical address, Customer-facing
address = mailing address and Legal address = mailing address

Account & Settings Advanced
Check Accounting for accuracy and completeness, to include: First month of fiscal year = May, First month of
income tax year = Same as fiscal year, Accounting method = Accrual, Close the books = Off
Check Company Type for accuracy: Company Type = “Not sure/Other/None”
Check Automation for accuracy and completeness: Pre-fill forms with previously entered content = On,
Automatically apply credits = On, Automatically invoice unbilled activity = Off, Automatically apply bill payments =
Off
Check Time Tracking for accuracy and completeness: Set both Add Service field to timesheets and Make Single-
Time Activity Billable to Customer = Off.
Check Currency for accuracy: Home Currency = US Dollar for FRUs in the United States or Canadian Dollar for
those units in Canada, Multicurrency = Off
Check Other preferences for accuracy: Date format = mm/dd/yyyy, Number format = 2 decimal points, use
1000 separators i.e. 123,456.00, Customer label = Customer, Warn if duplicate bill number is used = On, Warn
if duplicate journal number is used = On, Sign me out if inactive for = 1 hour

Your Company Manage Users
Invite the FRU’s Administrator, any applicable assistant, or Chapter Recorder or Moose Legion Secretary to be
the company admin for this QBO account. Follow instructions provided in the guide.

Set up Financial Data Email to Moose International
Chapter’s follow instructions to customize two reports: The Profit and Loss and the Balance Sheet. These customized
reports should be set up to email on the 10« of each month to wotmmail@mooseintl.org.
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All items start at the Dashboard

@ quickbooks

Dashboard
Banking
Expenses
Sales
Projects
Payroll
Time
Reports
Taxes
Mileage
Accounting

My Accountant

- aweeOm a0 ® @

NZ

Helpful Hints

OR

YOUR COMPANY
Account and settings
Manage users
Custom form styles
Chart of accounts

QuickBooks labs

LISTS

Al lists

Products and services
Recurring transactions
Attachments

Tags

Dashboard leads to “+ New” Menu options

CUSTOMERS
Invoice

Receive payment
Estimate

Cradit memo
Sales receipt
Refund receipt
Delayed credit

Delayed charge

VENDORS
Expense

Check

Bill

Pay bills
Purchase order
Vendor credit
Credit card credit

Print checks

EMPLOYEES
Payroll #
Single time activity

Weekly timeshest

the Gear Iﬂ

TOOLS PROFILE
Order checks 2 Feedback
Import data Privacy

Import desktop data
Export data
Reconcile
Budgeting

Audit log
SmartLock

Case center

OTHER

Bank deposit

Transfer

Journal entry

Statement

Inventory gty adjustment

Pay down credit card

To add or manage a user:

use the GEAR — YOUR COMPANY — MANAGE USERS

= Sample Company 8 My Experts Q A & €
Manage users Give Feedback
Users@  Accounting firms @
© You're using 0 of 5 billable users included in your plan. Find out how to manage your usage or upgrade to Advanced x
NAME USERTYPE STATUS DATE ADDED siLABLE ([ ACTION

No data available
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Place Quickbooks Shortcut & Icon for the Desktop

% AMD Catalyst Control Center Fikles Right click on an open space on your Computer Desktop
View % | P Shortcut &
Sort by b [ Microsoft Access Da Select “New”
Refresh |&| Bitmap image
Paste B@ Microsoft Word Document
P ot e Microsoft Access Database Select “Shortcut”
Undao Mew Ctrl+ 7 @ Microsoft PowerPoint Presentation

@ Microsoft Publisher Document
@ Rich Text Format

g Text Document

2 Send with Transfer...

Backup to Dropbox...

ﬂ DARNA Eommich Pans! E@ Microsoft Excel Worksheet
MNew <:] ) _ Compressed (zipped) Folder
1 Display settings 7 (Create Shortcut

B Personalize

What item would you like to create a shortcut for?

This wizard helps you to create shortcuts to local or network programs, files, folders, computers, or
Internet addresses,

The next window to open is where you will enter the

location of the webpage. You can always “Cut & Paste” Type the location of the item:

the location of your datafile within your internet browser https://c18.qbontuit.com/app/homepagd Browse...
address bar.

Click Mext to continue.

https://c18.gbo.intuit.com/app/homepage

Mext Cancel
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X' Type a name for the shortcut.

€ 5 Create Shortcut

What would you like to name the shortcut?

Click the “Finish” box

Type a name for this shortcut:
Quickbooks Onling

Click Finish te create the shortcut,

Finish Cancel

quickbooks online ico Rt s

Images

Open your search web browser. Color
.. D... .. l s ML pnm Graphics | GIF | Face | Portrait | Non Portrait | Ciipart | Line Drawing

Enter “Quickbooks Online ico”

“ICO” is a file type for Icons in windows. qb @

infuIt

QuickBooks

Online
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The “Save As” window appears. Save it to a location that you can

Cpen image in new tab

A

Helpful Hints

When you find the one you like, right click with the

mouse.

Save image as.. <
Copy image

Copy image address
Create QR code for this image

ﬁ} Add to Amazon Lists
Block element...

TruekKey™ by McAfee

& a

Inspect

Ctrl+Shift+!

find, and it will not need to be deleted. (DO NOT save to the

Desktop) Best location would be “This PC — Pictures directory.”

At this time “File name” can be changed.

Verify that the “.ico” is the last part of the name, which is the file

type.

1

Select “Save image as”.

G Save As
4~ = » ThisPC » Pictures »
Organize * Mew folder
A
@ OneDrive -
& This PC )

) 30 Objects Ii i

[ Desktop

- My Scans Scans
% Documents
; Downloads

J! Music

&=/ Pictures v

S Search Pictures

File name: | gb-fileico

Save as type: | lcon (*.ico)

+ Hide Folders

Save
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Print

Move to OneDrive

a
%, Add to backup
%

ReadySHARE Vault >

Restore previous versions Right click with your mouse on your new shortcut, then select properties.

Send to >

Cut

Copy b Hknam, Click on “Change Icon”

Create shortcut | ﬂ‘
Change lcon... | &
Delete

Rename

E Change lcon

4 &l » ThisPC » Pictures v O O Search Pictures General Web Document  Securty Detals  Previous Versions

New folder B - O e Change lcon [ ;
a Mae Horst Famil Look for icons in this file: |

Organize «

Properties

X | € Quickbooks Online Properties *

Matthew Kinder [ ystemRootorsystem32isHELL32 I | [Browse... | Je

Music

Orders

Receipts
Scans

a
a
a
F Pictures
a
a
4

This PC

i 3D Objects

a
Bl Select an icon from the list below: :l U the ”Bro Se" b tton
M 5 b-file.i D X B E}"@L se w u
cans qb-tilelco P
L@@ E®, " toselect the location of
Select a file

= L

<2300

£o Pl
[ Desktop 2 .-
Documents < >
* Downloads

. oK Cancel
J) Music
|&=I Pictures &
File name: [ v ‘ lcon files (*ico;*ick*exg*.dll) ~

We choose “This PC — Pictures.”
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£ Quickbooks Online Properties x

General Web Document  Securty Details  Previous Versions

@ CGuickbooks Online

URL- | hitps://c18.qbo.intuit. com/app/homepage | Once the URL and the ICON has been changed it is now time to
Shortcut key: |"~'*='r1e | Click on the Apply Button
Wigits: Unknown

Change lcon...

Your Desktop should have Shortcut the

e ¢ looks like this one.

QK Cancel Apply
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To Change Default Bill Payment Terms: Use the GEAR — YOUR COMPANY — ACCOUNT SETTINGS - EXPENSES

Account and Settings

Company
Company name
Usage
Account and Settings
Sa:es Company
Company name Bills and expenses Show Items table on expense and purchase forms (@ &
<: Usage Track expenses and items by customer (2 [ @)
E = |
cxXpenses Leg& name Make expenses and items billable @ (}
Sales —
EIN/SSN e [ ] Markup with a defaultrateof 000 % @
Advanced Expenses Lz‘ Track billable expenses and items asincome @
® Inasingle account
Advanced In multiple accounts @
Company type = )
Tax form [ ] chargesalestax @
Industry :> Default bill payment terms -
Default bill payment terms | Met 10) - I

e + Add new
o s

Due on receipt
) Choose one or +Add new.
Met 15

Default email message sent with purchase orders Net 30

SAVE
Net 60
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Fraternal Units that would like to see “QTY” “RATE” removed from their Sales Receipts, because they do not use them. Make sure to change
your account settings accordingly.

Use the “Gear” icon on the left of the Dashboard to access “Account and Settings”

YOUR COMPANY LISTS TOOLS PROFILE
Account and settings All lists Crder checks @ Feedback
“ . » “ ”
From “Account and Settings” select “Sales T T
Account and Settings Company
SEEe Customize the way forms look to your customers Customize look and feel I
T Usage
ompany
Sales form content Preferred invoice terms Net 30
Sal
Usage o Preferred delivery method Print later
& Expenses Shipping @i
ales
Company name Custom fields On
Expenses Legal name s Custom transaction numbers Off
EIN/SSN Service date Off
gdi=peed Discount On
Company type ed Deposit Off
ax form
Tips (Gratuity} Off
Industry
Tags On
Contact info . Products and services Show Product/Service column on sales forms On
Company email
Customer-facing email Fraw Fl e o €1l
Company phone Tum on price rules - (EEEY o
Website Track guantity and pr\'ce."ra_te On
Address H . H “ ” . “ » “ ”
Company address Track Quantity and price/rate is set to “ON”. Switch to “OFF” then “SAVE
Customer-facing address
Legal address Praducts and services Show Product/Service column on sales forms (&
Show SKU column

o D

Turn on

= D

Track quantity and price/rate (2)

ALk
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Quickbooks Online has an app for your computer. This is NOT mandatory.

You can download it at:

http://http-download.intuit.com/http.intuit/gbowinclient/download/index.html?cid=ipd gbo maya

@) QuickBooks - QuickBooks - [m] x
File Edit View Create Company Navigate Reports Window Help
> ) x

||||| DOSE LODGH 8 My Experts @ Help Q Q ;"9} o
A MOOSE LODGE P

Dashboard Get things done Business overview

Banking
Ry INCOME Last 365 days EXPENSES Last 30 deys SALES Last 30 days W BANK ACCOUNTS
$0 1000.00 Cash

Sales

W 33%
axes T W 33% o

Mileage W 33%
0
ing P& aT ' :;'\ '
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Easier access to QuickBooks Online.

Leave your browser Benefits
behind with the » Access your QuickBooks
QuickBooks Online Online account, right from -
Windows app. your desktop. -
« Fast, automatic sign-in on
Download the app to launch. | Oasbhonrd + | gL i | with PRL
your computer to T
access all of your » Use keyboard shortcuts and Baneng
online data right from multiple windows to take care ome Expense
your desktop. of business faster. . $144
sn R==N

Get started in just two easy steps.

R — =

@ quickbooks

© Run QuickBooks-Setup.exe @) To get started, you can...
» Sign In - if you have a QuickBooks Online account
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