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1. Introduction toQuickBook®©nline

WhichQuickBook®nlineis right for m&

Every smalbusiness has different needgVe find the industries most suited to cloud software and product
like QuickBook®nline include:

Appointment based businessehat offer services by appointment, sucha@& O 2 NDa 2FFAOS:
school.

Retail and eCommerce businesst®t sell or resell products, such as food trucks, eBay sellers or coffee
shops.

Professional and field service businessttsat get paid by the project, job or gig, such as contresto
photographers or wedding planners.

QuickBook®©nline Packages Available

Thee are three versions dpuickBook®nline. A plan can be chosen to suit the requirements of the business.

Each offering provides features relevant to the selected framtherdetails on the features available
under each product version can be fouatthttps://quickbooks.intuit.com/au/pricing/

The rumber of business users allowed varies per plan.

Simple Start 1 user
Essentials 3 users
Plus 5 users

You can also invite in yoccounting or Bookkeeping professional. These invites are not included in the
Business user allowance. Accountant/Bookkeeper Firmsedl@ne 2 users across ALL plans.

To find an expert in QuickBooks Online

QuickBooks Online ProAdvisdrsve the training and experience to help you with QuickBooks Online. To
find a Certified ProAdvisor in your area, simply go to

https://quickbooks.intuit.com/au/finda-proadvisor/

and ener your postcode. This will show a list of ProAdvisor s near you, which can also be filtered for the
services they offer, industries they regularly work with, and which products they support.
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Benefits ofusing QuickBooks Online

Whenyou work onlingyou will both have access to everything the claadoffer and the benefits that come
with it. These include

©
O
e
O

Go mobile
Create a quote, email an invoice, and record an expense — anytime, anywhere.
Using just an internet connection and a browser, colleagues on different

continents and in different time zones can work together on the same project.

Real-time collaboration
Collaborate in real time with clients and team members to speed up the rate of
work and make smarter and faster decisions. Plus, cloud computing saves time on

file sharing.

Always backed up and secure
Perhaps the most significant aspect of cloud accounting is the assurance that

your clients” company data is always secure and always backed up.

Reduced capital expenditure
System upgrades are a thing of the past! In the cloud, software automatically

upgrades so your clients are always up-to-date and using the newest version.

Improved agility & productivity

Cloud technology will allow your clients to spend more time on their business and

less time dealing with administration and data entry.

Mobile devices and QuickBooks Online

QuickBooks Onlinis available via browser across several mobile devices incli@#gnd Android.

’ o =
€« 7

We encourage youo download QuickBook®nline fom the app stores listed below..

4 Download on the ANDROID APP ON
. App Store » Google play
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Our asestudy fortodayQ® training

Jack GordonNorth Shore Locksmith

Jack Gordon is the new owner of North Shore Locksmiths. For the past
ﬂ 5 years he has honed Hikills working for others.

He has always dreamed of starting his own business.

After months of planning, Jack has decided that now is the right time

G2 adFNIo® WOl KrFra R2yS KA&d NBaSI NL
providing services in the NortBhore. It is a great place to start a

business.

Jackhas asked around about how he could manage his bookwork and
his previous boss suggested he sign u@tickBook®©nline.

W

Ease of use

Jack is looking for the following in a software package:

1

1 Free payroll

1 Build for use on mobile device
1 Extensive reporting

Today dck will feature in our demonstration and training exercise throughout the course of this class.
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2. NavigatingQuickBook®nline

QuickBook®nline has been designed to be intuitive, fast and simple to use. The user interface is simple and
unified, which results in fewer clicks to find thesited information or functions.

You can sign into yo@uickBooks Onlinfile from thehttps://quickboo ks.intuit.com/au/ website.

Navigating theQuickBook®©nline Home Page
1. Open yair preferred browser and typhbttps://quickbooks.intuit.com/au/

2. Click on theSign Inbutton located in the top right hand cornand selecQuickBooks Online

@ Guiickbooks

I QuickBooks Online
QuickBooks Online Accounta@

QuickBooks Cloud Accounting Software

Smarter business tools for the
world’s hardest workers

Dashboard Activity

Track expenses, customise invoices, run reports A$17,355 §

and even more a” from one p|ace. \
-
Buy Now - Up to 50% off Free 30-day Trial

Review transactions

3. Enter yourQuickBo#&sOnline User ID and password and selgign In
Sign in
User ID
north_shore@gmail.com

Password

v Remember my user ID

By clicking Sign In, you agree to our License Agreement.

| forgot my user ID or Password

New to QuickBooks? Sign up

© 2018lIntuit Australia Pty Limited PagelOof 95
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The Home Page displays a summary ofikéyrmation. Anew file setup wouldisplay as below with no
transactions.

Company settingare inthe top right corner of youfQuickBooks Online screeggcessed by clicking on the
Gear iconWe will cover this iCompany File Setup.

To accesghe Help function, click on the question madon next to the company menu in the top right
corner. This is covered in the final chapter Help and Support.

@® Guickbooks =

-
I Despbom (& North Shore Locksmith

Repors

A$6,005 A$3,995 A$10,000
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TheCreate buttonin the top right cornerof the screen gives quick accesscteate new transactions and

other records

Starting Out with QuickBooks Online

Create

Customers Suppliers Employees Other
Invoice Expense Pay Run Bank Deposit
Receive Payment Cheque Single Time Activity Transfer

Quote

Adjustment Note

Sales Receipt

Bl Weekly Timesheet
Pay Bills

Purchase Order

Refund Receipt Supplier Credit
Delayed Credit Credit Card Credit
Delayed Charge

» Show less

Searchg Use this feature to quickly look upuickBook€Onrline transactions bynumber, date, or dollar
amount. The Advanced Search feature provides additional filter options.

Recent Transactiong Use this feature to display a list of recently recorded transactions, each of which can
be opened bylicking into thesearch box

Show kss- TheCreatewindow alsohas a simplified viewaccessedia theshow lessoption.

@ quickbooks

I Dashboard
Banking
Invoicing
Expenses
Employees
Reports
GST
Accounting
My Accountant
Apps

Learning Centre

The lefthand navigation bar provides access to:

Dashboard displays a summarised view of relevant information in a graphic mode. This view can chang

depending oryour data

Banking displays your linked bank feeds and bank rules

Invoicing shows transactions including Invoices, All Sales, Customers and Products and Services

Expenses shows all purchase related transactions and supplier details

Employeegprovides access to the Payroll Centre

Reports provides access to the reports available in QuickBooks Online.

GST provides access to preparing BAS and includes tools, settings and reports.

Accounting includes the Chart of Accounts and tooletmncile your relevant bank accounts.

My Accountant provides you access to manage YoAdvisor relationships

When signed in as an Administrator the Apps menu will access featured applications andsatid
QuickBooks Online from this page.

Thelearning Centreprovides video tutorials to help with common tasks

© 2018lIntuit Australia Pty Limited
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Clicking theHamburger icorwill collapse thdeft menu, which is handy if you need some more screen real
estate.

@b giickbooks = North Shore Locksmith

Therestof the Dashboar@an display

Bank Accountg Connectand reviewaccountsand balances
Activitiesg Transactional activity can be reviewed and filtered
Panels; will give you an overview of key metrics in your business

Privacyg In a public location, the Privacy option can be turned on to hide financiahiaftton

© 2018lIntuit Australia Pty Limited Pagel3of 95
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3. CompanyFile Setup

Many optionsfor customising QuickBooks Online can be accessed by clicking @e#hreéconin the top
right corner.

You can customise the optisnegarding how QuickBool3nline operates based on the best fit fpour
busines inCompany SettingsTo access this area, cli@kar icon > Settings > Company Settings.

North Shore Locksmith

Settings Lists Tools Your Company
Company Settings All Lists Import Data Your Account
Custom Form Styles Products and Services Reconcile Manage Users
Chart of Accounts Recurring Transactions Budgeting Feedback
QuickBooks Labs Attachments Audit Log Privacy
Company Templates Currencies Switch Company

Payroll Settings
~
3 Sign Out

You will also find many other tool and customisations options from the Gear icon.
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GST Setup

Lodging your Business Activity Statement (BAS) or Instalment A8tiatsment (IAS) on time is an
important part of operating an Australian business. When cash flow is tigltneavants to pay Failure to
Lodge (FTL) penalties in addition to other expenses.

In this section we will cover setup, how to use tax centre r@mebrting.

Important:

If you are not registered for G§To not use this feature as many settings aegrpanent changes to your fil&Vhen setting up a
new company file, attention should be paid to the settings for GST as these settings cannot bel imackfiestablisheds part of
the company set upMake sure the GST period beginning is correct as THIS CANNOT BE CHANGED.

Here are the steps to setup your clients Tax Centre.
1. Select theGSToption from theleft hand navigation menu.
2. ClickGet started

= ) 2]

Your one-stop shop for everything BAS

N

This will display th&et up BAScreen.
3. Select the correct BAS, PAYG Withholding and PAYG Instalments frequencies

Tell us what taxes you pay and how often

Jos

\/ PAYG Withholding Monthly -

\/ PAYG Instalments

& Amount Rate

If you require other tax reporting options, click tB&ow other taxesutton and tick the relevant tax

Fringe Benefits Fuel Tax Credits Wine Equalisation Luxury Car Tax

4. ClickSave and Finish
5. ClickDone

© 2018lIntuit Australia Pty Limited Pagel5of 95
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@ quiickbooks.
Using the Tax Centre

If you need to make changes to the setup information, there iEdihsettingsbutton available in the next

screen.

Here you can change any of the time frames or include other Taxes.

In this example we will chang@STto Monthly and clickSave

| Note: Where changes would have impacts, this option will give a warning and inform you of any automatic adjustments.

Are you sure you want to
make this change?

=
<)

Once the settings are saved, the GST screen will display the GST due, the amount collected and paid for the

current perbd, and thePrepare BASutton.

& Accoun
GST
$500

$500

$1,000

Pagel6of 95
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Accounts

To track theransactions and balances fkey reports like théBalance Beet and Profit and Loss
QuickBooks online useslist of accounts, oChart of Accounts The setup process will create a generic
Chartof Accounts which can be customised.

Manually add an Account
Locate the Chart of Accounts, select tGear Icor> Your Company Chart of Accounts
SelectNew from the top right hand cornerThis opens aew screen where the accounan be configured.

Account
Category Type *Name
Expenses v Office Expenses

*Detail Type Number

Is sub-account

Use Office/general administrative
expenses to track all types of general or
office-related expenses.

Default GST Code

GST on non-capit v

Category Type specifies the account type.

Note: Cash and cash equivalentai@ed for setting uBank Accounts. Credit Cards are set up as Category Typdit Card.

¢ceLAOLftes 9ELISYRSaH (HNE dYRSR alass (W ORINOKHzA SAT I NB2 8 REBBT|YRE LI &
GNI yal OtAazya GKFEG FNB y2G NBLRNIFIotS 2y | .1 {® So®3d hgySNRa

commonly used.

Detail Type- provides more detail on the Category type selected. It is a cisopy field although it does
not affect any financial reporting. Select the detail type closest to the account being set up.

Name- this is the name of the Account being set up. It is what is seen in the Chart of Accounts List.
Number¢ An optional accounnumber.
Description- allows greater detail of the name to be added and is optional.

Is subaccount- place a tick in the subccount selection field to make the account being set up assmudount
of another account.

Default GST Codeselect the approgate GST coding for the account being set up.

To update the Chart of Accounts you woulidlicSave and Close

Note: An alternative way to navigate to the Chart of Account is viadibountingab from the left hand navigation bar.

© 2018lIntuit Australia Pty Limited Pagel7of 95
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Taxable Payments Annuaeport (TPARS)

If you are in thebuilding and construction industry need to report the total payments they make to each
contractor for building andanstruction services each year.

These payments need to be reported to the Australian Taxation Qffitke 28" of August QuickBooks
Online enables each relevant transaction to be highlighted to be included in the TPAR report, ready for
electronic export to the ATO.

SelectAccount andSettings> Expensge> Suppliers Tickthe Show TPAR options for supplielb®x to turn
the optionon.

Settings

Bills and expenses Show ltems table on expense and purchase forms On
Sales Track expenses and items by customer On
Make expenses and items billable On

Default bill payment terms Net 30
Purchase orders Use purchase orders On

Suppliers v | Show TPAR options for suppliers @
Need help deciding about TPAR?

Cance! “

The rextstepis to enable each Supplier that is required toibeluded iINTPAR reporting.

Click onExpensedrom the left hand navigation menu and then click tBapplierstab, locate the Supplier
and dick on the suppliename

Click on theEditbutton in the top right corner antick the box tolncludethis Supplier in my annual TPAR

Supplier Information

Title  Firstname Middle name Last name Suffix Email
Music Store
Company Phone Mobile Fax
Music Store
*Display name as Other Website
Music Store v

Address map Billing rate (/hr) Terms

Opening balance asof
02/03/2017
Account t no.

Notes
ABN

Attachments  Meximun size: 25MB | Include this supplier in my annual TPAR

| pay this supplier with
AUD Australian Dollar

»

When a Supplier has been enabled for TPAR, all existing transactions and new transactions for that supplier
will now be marked as includddr TPAR. Shouldh&ntry not be reportable for TPAR, the tick boxitelude
the transaction in my annual TPARan be unticked.

© 2018lIntuit Australia Pty Limited Pagel8of 95
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To ganerate the TPAR report;

1. OpenRepors TNRY GKS STl KFIYyR yI @Al G Edef repofnane |y
field.

puj

| Note: turning on a Supplier for TPAR will retrospectively tick transactions (for the financial year) for TPAR. |

Reports

A

Taable Paymerss Anrusl Report
dy]

~ Favourites

*

‘ (4 il
2. Then selecTaxable Payments Annual Repavhich will display;

Customise

Transaction Date: | LastFinancial Year v | from: [01/07/2015 @ 1o:[3010612016 jici Run Report
IMPORTANT: Only report the details of contractors who provide you with building and construction services.

North Shore Locksmith

TAXABLE PAYMENTS ANNUAL REPORT
July 2015 - June 2016

_ SUPPLIERCOMPANY _  FULLNAME _  ABN  _ ADDRESS _ PHONE NUMBERS _ TOTAL AMOUNT _ TOTAL GST _ GROSS AMOUNT PAID _
AH Fuses Andrew Haberbosch ~ ABN Missing 123 Lonsdale St 1700.00 120.00 1.820.00

Melbourne CBD VIC 3000

TOTAL A$1,700.00 A$120.00

The report generated will display a summary of the totals reportable for each supplier. This a good time to
review the supplier details to update any missing fields. Once satisfied that the details are all correct, click
on Download TPAR.

Note: QuickBook®nline will check for errors. Any errors in the report will need to be fixed prior to being able to generate the
electronic lodgement report. Exit out of the report and fix any errors. Then rerun again to Download TPAR. Save and then |odg
report throwgh yourpreferred lodgement portal.
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Managing Users

The number of business users allowed varies@eaickBook©nline subscriptioselected.

Simple Start 1 user
Essentials 3 users
Plus 5 users

Youcan also invitewo Accounting or Bookkgeng profesgnals. These invitationare not included in the
Business user allowanead are available for all subscription plans

Note: A compay file created by Accountirfg§rms on behalf of the business owner, HaSILIMITEDusiness user allowance.
Accountant/Bokkeeper Firms allowance remains at 2 users across ALL plans.

To manage users, select tleear icon> Your Company Manage Users
There are two sections to managing users.

bl Manage Usersvhich allows creation, modification or deletion of business users inQhiekBooks
Online file and;

Manage Users

Contact Name Email Address Aceess Rights Billable User? Status
Lauretta Finis admin@gbbs.com.au Company Admin Yes Active
Lauretta Finis gbolauretta@gmail. com Company Admin Yes Active
Leanne Davis gbotrainingau@gmail. com Company Admin Yes Active
Lielette Calleja qbolc 1104@gmail.com Company Admin Yes Active
TrainingAU Manager training_au@intuit com Master Admin Yes Active
Leanne Davis qbolfd@gmail.com Company Admin Yes Active
Alee Cochrane qboadc @gmai.com Company Admin Yes Active

.= n\i H: . -L A -

Accounting Firms

You can invite up to two accounting or bookkeeping firms to provide them, and any employees they may have authorised, access to your company data

Contact Name Email Address Status
Mr Expert Accountant or Bookkeeper gboamelins@intuit com Active
Lauretta Finis gboalf@gmail com Active

Cen [ o

1 Accountant Firmsvhich allow accountants and bookkeepers to be invited to or removed from the file.

© 2018lIntuit Australia Pty Limited Page20of 95



@ E‘Iiiiﬁckbooksm Starting Out with QuickBooks Online

User roles

When creating or editing a user, assigne of the following types of access rights:

Company Company Administrators have access to all features and capabilities in
Administrator QuickBooks

Regular or custom | This is an ordinary user. The person may have accessQaiakBooks
user features, or you can limit access to:

Customers and Sales
Vendors and Purchases

You can also choose to give this user some administrative capabilities.

Administrator You are the Master Administrator. There is only one Master Administratc
Initially, it is the user who created your company. This user has all the a«
rights of a Company Administrator. You cannot delete or change the acc
rights for the Master Administrator. However, you can transfer the Maste
Administrator role to anothr user and then edit or delete this user.

Time Tracking Only When Time Tracking Only users log iQuickBooksthey see a special
version that has only timesheets for themselves and time reports. This u
doesn't count toward your current user limit.

Reports Only When Reports Only users log irfuickBooksthey see a special version th
shows only reports. They can access virtually all reports, except payroll
reports andany others that list contact informatioof employees,
customers, or vendors. Thuser doesn't count toward your current user
limit.

Accountant user | You can also identify one user as your accountant. The accountant does
counttoward your current user limit.

The accountant user can have any of the access rights, but you probabl;
want to give your accountant regular or custom access.

You can have only one user identified as your accountant, but you can il
another accountant to access your company. To do this, under Accounti
Firms, click Invite Accountant. This user doesaoaint toward your user
limit.
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A Regular or Custom user can have access to all features, or access can be limited by:

il Customers and Sales
| Suppliers and Purchases

For example, a Custom User with restricted access to Sales Centre is set up as below:
1. Inthe Manage Users window, selétew

2. SelectRegular or custom user

3. SelectNext.
{Si GKA& ySg dAidiNDd ClstOn@b8aShlesNA IKGa | &
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