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1. Introduction to QuickBooks Online  

Which QuickBooks Online is right for me? 

Every small business has different needs.  We find the industries most suited to cloud software and product 
like QuickBooks Online include: 

Appointment based businesses that offer services by appointment, such as a ŘƻŎǘƻǊΩǎ ƻŦŦƛŎŜΣ ǎŀƭƻƴ ƻǊ ŘǊƛǾƛƴƎ 
school. 

Retail and eCommerce businesses that sell or resell products, such as food trucks, eBay sellers or coffee 
shops. 

Professional and field service businesses that get paid by the project, job or gig, such as contractors, 
photographers or wedding planners. 

QuickBooks Online Packages Available 

There are three versions of QuickBooks Online. A plan can be chosen to suit the requirements of the business. 

Each offering provides features relevant to the selected plan. Further details on the features available 
under each product version can be found at https://quickbooks.intuit.com/au/pricing/  

The number of business users allowed varies per plan. 

Simple Start  1 user 
Essentials  3 users 
Plus   5 users 

You can also invite in your Accounting or Bookkeeping professional. These invites are not included in the 
Business user allowance.  Accountant/Bookkeeper Firms allowed are 2 users across ALL plans. 

To find an expert in QuickBooks Online 

QuickBooks Online ProAdvisors have 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/find-a-proadvisor/ 

and enter 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. 

  

https://quickbooks.intuit.com/au/find-a-proadvisor/
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Benefits of using QuickBooks Online 

When you work online you will both have access to everything the cloud can offer and the benefits that come 
with it. These include: 

 

Mobile devices and QuickBooks Online 

QuickBooks Online is available via browser across several mobile devices including iOS and Android. 

 

We encourage you to download QuickBooks Online from the app stores listed below.. 
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Our case study for todayΩs training 

Jack Gordon, North Shore Locksmith 

Jack Gordon is the new owner of North Shore Locksmiths. For the past 
5 years he has honed his skills 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 
ǘƻ ǎǘŀǊǘΦ WŀŎƪ Ƙŀǎ ŘƻƴŜ Ƙƛǎ ǊŜǎŜŀǊŎƘ ŀƴŘ ǘƘŜǊŜ ŀǊŜƴΩǘ Ƴŀƴȅ ƭƻŎƪǎƳƛǘƘǎ 
providing services in the North Shore. It is a great place to start a 
business. 

Jack has asked around about how he could manage his bookwork and 
his previous boss suggested he sign up to QuickBooks Online. 

Jack is looking for the following in a software package: 

¶ Ease of use 

¶ Free payroll 

¶ Build for use on mobile device 

¶ Extensive reporting 

Today Jack will feature in our demonstration and training exercise throughout the course of this class. 
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2. Navigating QuickBooks Online 

QuickBooks Online 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 the desired information or functions. 

You can sign into your QuickBooks Online file from the https://quickbooks.intuit.com/au/  website. 

Navigating the QuickBooks Online Home Page 

1. Open your preferred browser and type https://quickbooks.intuit.com/au/  

2. Click on the Sign In button located in the top right hand corner and select QuickBooks Online 

 

3. Enter your QuickBooks Online User ID and password and select Sign In. 
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The Home Page displays a summary of key information.  A new file setup would display as below with no 
transactions. 

Company settings are in the top right corner of your QuickBooks Online screen, accessed by clicking on the 
Gear icon. We will cover this in Company File Setup. 

To access the Help function, click on the question mark icon next to the company menu in the top right 
corner.  This is covered in the final chapter Help and Support. 
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The Create button in the top right corner of the screen gives quick access to create new transactions and 
other records:  

 

Search ς Use this feature to quickly look up QuickBooks Online transactions by number, date, or dollar 
amount. The Advanced Search feature provides additional filter options. 

Recent Transactions ς Use this feature to display a list of recently recorded transactions, each of which can 
be opened by clicking into the search box. 

Show less - The Create window also has a simplified view accessed via the show less option. 

 The left-hand navigation bar provides access to: 

 

Dashboard displays a summarised view of relevant information in a graphic mode.  This view can change 
depending on your 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 

Employees provides 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 tools to reconcile your relevant bank accounts. 

My Accountant provides you access to manage your ProAdvisor relationships 

When signed in as an Administrator the Apps menu will access featured applications and add-ons to 
QuickBooks Online from this page. 

The Learning Centre provides video tutorials to help with common tasks 
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Clicking the Hamburger icon will collapse the left menu, which is handy if you need some more screen real 
estate. 

 

The rest of the Dashboard can display: 

Bank Accounts ς Connect and review accounts and balances 

Activities ς Transactional activity can be reviewed and filtered 

Panels ς will give you an overview of key metrics in your business 

Privacy ς In a public location, the Privacy option can be turned on to hide financial information 
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3. Company File Setup 

Many options for customising QuickBooks Online can be accessed by clicking on the Gear icon in the top 
right corner.  

You can customise the options regarding how QuickBooks Online operates based on the best fit for your 
business in Company Settings. To access this area, click Gear icon > Settings > Company Settings. 

 

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 Activity Statement (IAS) on time is an 
important part of operating an Australian business.  When cash flow is tight, no-one wants to pay Failure to 
Lodge (FTL) penalties in addition to other expenses. 

In this section we will cover setup, how to use tax centre and reporting. 

Important: 
If you are not registered for GST ς do not use this feature as many settings are permanent changes to your file.  When setting up a 
new company file, attention should be paid to the settings for GST as these settings cannot be modified once established as part of 
the company set up.  Make sure the GST period beginning is correct as THIS CANNOT BE CHANGED. 

Here are the steps to setup your clients Tax Centre. 

1. Select the GST option from the left hand navigation menu. 

2. Click Get started 

 

This will display the Set up BAS screen. 

3. Select the correct BAS, PAYG Withholding and PAYG Instalments frequencies 

 

If you require other tax reporting options, click the Show other taxes button and tick the relevant tax 

 

4. Click Save and Finish 

5. Click Done 
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Using the Tax Centre 

If you need to make changes to the setup information, there is an Edit settings button available in the next 
screen. 

 

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

In this example we will change GST to Monthly and click Save. 

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

 

Once the settings are saved, the GST screen will display the GST due, the amount collected and paid for the 
current period, and the Prepare BAS button. 
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Accounts  

To track the transactions and balances for key reports like the Balance Sheet and Profit and Loss, 
QuickBooks online uses a list of accounts, or Chart of Accounts.  The setup process will create a generic 
Chart of Accounts which can be customised. 

Manually add an Account 

Locate the Chart of Accounts, select the Gear Icon > Your Company > Chart of Accounts. 

Select New from the top right hand corner.  This opens a new screen where the account can be configured. 

 

Category Type - specifies the account type.  

Note: Cash and cash equivalents is used for setting up Bank Accounts. Credit Cards are set up as Category Type - Credit Card. 
¢ȅǇƛŎŀƭƭȅΣ 9ȄǇŜƴǎŜǎ ŀǊŜ ŎƻŘŜŘ ŀǎ Ψƴƻƴ-ŎŀǇƛǘŀƭΩ ŀƴŘ !ǎǎŜǘ ǇǳǊŎƘŀǎŜǎ ŀǊŜ ŎƻŘŜŘ ΨŎŀǇƛǘŀƭΩΦ  hǳǘ ƻŦ {ŎƻǇŜ ǊŜŦŜǊǎ ǘƻ ŀŎŎƻǳƴǘǎ ŀƴŘ 
ǘǊŀƴǎŀŎǘƛƻƴǎ ǘƘŀǘ ŀǊŜ ƴƻǘ ǊŜǇƻǊǘŀōƭŜ ƻƴ ŀ .!{Φ ŜΦƎΦ hǿƴŜǊΩǎ 5ǊŀǿƛƴƎǎΦ  Lƴ ƻǘƘŜǊ ŀŎŎƻǳƴǘƛƴƎ ǎȅǎǘŜƳǎ ΨD{¢Ω ƻǊ ΨD{¢ ŦǊŜŜΩ ŀǊŜ 
commonly used. 

Detail Type - provides more detail on the Category type selected. It is a compulsory 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 ς An optional account number. 

Description - allows greater detail of the name to be added and is optional. 

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

Default GST Code - select the appropriate GST coding for the account being set up. 

To update the Chart of Accounts you would click Save and Close. 

Note: An alternative way to navigate to the Chart of Account is via the Accounting tab from the left hand navigation bar. 
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Taxable Payments Annual Report (TPARS)  

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

These payments need to be reported to the Australian Taxation Office by the 28th 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. 

Select Account and Settings > Expenses > Suppliers. Tick the Show TPAR options for suppliers box to turn 
the option on. 

 

The next step is to enable each Supplier that is required to be included in TPAR reporting. 

Click on Expenses from the left hand navigation menu and then click the Suppliers tab, locate the Supplier 
and click on the supplier name 

Click on the Edit button in the top right corner and tick the box to Include this Supplier in my annual TPAR. 

 

When a Supplier has been enabled for TPAR, all existing transactions and new transactions for that supplier 
will now be marked as included for TPAR. Should an entry not be reportable for TPAR, the tick box to Include 
the transaction in my annual TPAR, can be unticked. 
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To generate the TPAR report; 

1. Open Reports ŦǊƻƳ ǘƘŜ ƭŜŦǘ ƘŀƴŘ ƴŀǾƛƎŀǘƛƻƴ ƳŜƴǳ ŀƴŘ ǘȅǇŜ ΨǘŀȄŀōƭŜΩ ƛƴǘƻ ǘƘŜ Enter report name 
field. 

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

 

2. Then select Taxable Payments Annual Report which will display; 

 

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: QuickBooks Online 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 lodge the 
report through your preferred lodgement portal. 
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Managing Users  

The number of business users allowed varies per QuickBooks Online subscription selected. 

Simple Start  1 user 

Essentials  3 users 

Plus   5 users 

You can also invite two Accounting or Bookkeeping professionals. These invitations are not included in the 
Business user allowance and are available for all subscription plans.   

Note: A company file created by Accounting Firms on behalf of the business owner, has UNLIMITED business user allowance. 
Accountant/Bookkeeper Firms allowance remains at 2 users across ALL plans. 

To manage users, select the Gear icon > Your Company > Manage Users. 

There are two sections to managing users. 

¶ Manage Users which allows creation, modification or deletion of business users in the QuickBooks 
Online file and; 

 

¶ Accountant Firms which allow accountants and bookkeepers to be invited to or removed from the file. 
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User roles  

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

Company 
Administrator 

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

Regular or custom 
user 

This is an ordinary user. The person may have access to all QuickBooks 
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 Administrator. 
Initially, it is the user who created your company. This user has all the access 
rights of a Company Administrator. You cannot delete or change the access 
rights for the Master Administrator. However, you can transfer the Master 
Administrator role to another user and then edit or delete this user. 

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

Reports Only When Reports Only users log into QuickBooks, they see a special version that 
shows only reports. They can access virtually all reports, except payroll 
reports and any others that list contact information of employees, 
customers, or vendors. This user doesn't count toward your current user 
limit. 

Accountant user You can also identify one user as your accountant. The accountant does not 
count toward your current user limit. 
 
The accountant user can have any of the access rights, but you probably 
want to give your accountant regular or custom access.  
 
You can have only one user identified as your accountant, but you can invite 
another accountant to access your company. To do this, under Accounting 
Firms, click Invite Accountant. This user does not count 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: 

¶ Customers and Sales 

¶ Suppliers and Purchases 

For example, a Custom User with restricted access to Sales Centre is set up as below: 

1. In the Manage Users window, select New 

2. Select Regular or custom user 

 

3. Select Next. 

{Ŝǘ ǘƘƛǎ ƴŜǿ ǳǎŜǊΩǎ ŀŎŎŜǎǎ ǊƛƎƘǘǎ ŀǎ Limited for Customer & Sales 

 

{Ŝǘ ǘƘŜ ǳǎŜǊΩǎ administrative rights 




















































































































































