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Part 1: Topics

Topic 1: Converting from QuickBooks Desktop to QuickBooks Online

Topic 2: Introducing QuickBooks Online

Topic 3: Navigating QuickBooks Online

Topic 4: Chart of Accounts

Topic 5: Products and Services

Topic 6: Vendors, Expenses, and Purchases

Topic 7: Time Tracking, Employees, and Subcontractors

Topic 8: Customers and Sales Transactions
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“Did You Know?”

Odds against small businesses:
20% fail in the first year

50% fail in the first 5 years

Odds of success go up 89% if the small 
business works with an accounting 
professional and follows their advice
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TOPIC 1:
CONVERTING FROM QUICKBOOKS DESKTOP 
TO QUICKBOOKS ONLINE

QuickBooks Online Seminar
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Converting from QuickBooks Desktop to QuickBooks Online

https://quickbooks.intuit.com/find-an-accountant/

https://quickbooks.intuit.com/find-an-accountant/


Intuit Confidential and ProprietaryIntuit Confidential and Proprietary

TOPIC 2:
INTRODUCING QUICKBOOKS ONLINE

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 2: Introducing QuickBooks Online

Upon completion of this topic, you should be able to:

Identify the benefits of using QuickBooks Online 

Determine which subscription level of
QuickBooks Online is best for your business
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✗ Less data entry

✗ No expensive equipment or networks 
to maintain

✗ No Accountant Copy to manage

✗ No expensive equipment needed

✗ No networks to maintain

✗ No continual software updates

✗ No backups required

 Cloud-based software (https://qbo.intuit.com)

 QuickBooks Mobile and Desktop apps 

 Accessible across multiple operating 
systems and devices

 Real-time, multi-user access from anywhere

 Hosted, updated, and secured by Intuit
servers using bank-level 128-bit SSL encryption

 Integrated document management

 Ecosystem of apps with seamless integration

Technical Benefits

https://qbo.intuit.com/
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Subscription Levels
Pick your flavor
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Subscription Level Features
https://quickbooks.intuit.com/pricing/
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QuickBooks Online Simple Start
Track Income & Expenses 

Capture & organize receipts

Maximize tax deductions

Invoice & accept payments

Run basic reports

Send estimates

Track mileage

Manage 1099 contractors

Track sales & sales tax

1 user

2 Accountant users (Outsourced Accounting firm and/or Bookkeeping Firm)

20+ standard reports
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QuickBooks Online Essentials

Everything in Simple Start, plus:

Manage bills (Accounts Payable)

Multiple currencies

Recurring transactions

Track time

Delayed charges & credits

Unlimited users for time tracking

Track billable hours by customer

Multiple users (up to 3) with user permissions

40+ standard reports
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QuickBooks Online Plus

Everything in Simple Start and Essentials, plus:
Unlimited users for reports only
Purchase Orders
Class & Location tracking
Track inventory using FIFO by 
Location & Class
Inventory bundles
Projects
Prepare and print 1099-Misc
Budgets
Two-sided items
Access for 5 users with permissions
65+ reports
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QuickBooks Online Advanced

Everything in Simple Start and Essentials, plus:
Unlimited general ledger accounts, classes and locations
Batch import or send invoices
Automated workflows
Enhanced custom fields
ChronoBooks backup & restore
Access for 25 users with advanced permissions
3 Accountant users
Revenue Streams: configurable interactive dashboard
80+ reports
Priority Circle membership
Google Sheets integration
Smart Reporting by Fathom
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Which QuickBooks Online?

Business Example #1: 
Sells cosmetics at house parties
Keeps track of income and expenses
No inventory, one user
All expenses paid via credit card
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Which QuickBooks Online?

QBO Simple Start!
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Which QuickBooks Online?

Business Example #2: 
Dental practice

Third party billing software

Records revenue using single customer name

Pays bills by check

Needs access for Doctor, Office Manager, 
bookkeeper, and CPA
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Which QuickBooks Online?

QBO Essentials!
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Which QuickBooks Online?

Business Example #3: 
Interior design firm

Billable expenses

Inventory items

Track revenue by designer

Budgets and time tracking
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Which QuickBooks Online?

QBO Plus!
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Which QuickBooks Online?

Business Example #4: 
Mortgage company

Needs to track appraisal value of each 
home for reporting to state

Needs drop-down loan type list in QBO

Needs contact person to appear on 
documents
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Which QuickBooks Online?

QBO Advanced!
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POLL QUESTION
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TOPIC 3:
NAVIGATING QUICKBOOKS ONLINE

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 3: Navigating QuickBooks Online

Upon completion of this topic, you should be able to:

Recognize the steps to manage Account and Settings

Identify accounting related preferences

Specify the steps to modify Users

Identify additional transactions in the
+ New menu

Understand the Left Navigation Bar

Specify the steps to modify Lists
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QuickBooks Online Test Drive Company
qbo.intuit.com/redir/testdrive qbo.intuit.com/redir/testdrive_us_advancedTest Drive
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Signing into
QuickBooks Online
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Using the Setup Wizard
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QuickBooks Online Interface
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The Gear icon

and this Appears
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Setting Up Your Company Books
Account and Settings

Click on the appropriate tab to set up your features. 
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Company

Type your company information 
in each box or field.
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Billing and Subscription
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Usage
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Sales
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Expenses
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Payments
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Advanced Settings
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Advanced Settings: Top
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Advanced Settings: Bottom
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Manage Users
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Custom Form Styles
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Chart of Accounts
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QuickBooks Labs
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Top Navigation Bar

Help Search         Notifications        Gear icon
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Lists
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Tools
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+ New
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Search
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Left Navigation Bar
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Expenses Center
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Sales Center
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TOPIC 4:
CHART OF ACCOUNTS

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 4: Chart of Accounts

Upon completion of this topic, you should 
be able to:

Establish, edit, and work with the 
Chart of Accounts



Chart of Accounts Demo
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POLL QUESTION
AND BREAK
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TOPIC 5:
PRODUCTS AND SERVICES

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 5: Products and Services

Upon completion of this topic, you should 
be able to:

Set up Products and Services

Map to the Chart of Accounts

Edit two-sided Products and Services

Add SKUs and pictures



Products and Services Demo
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TOPIC 6:
VENDORS, EXPENSES, AND PURCHASES

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 6: Vendors, Expenses, and Purchases 

Upon completion of this topic, you should 
be able to:
Establish a new Vendor

Identify best practices using QuickBooks 
Online to record expenditures

Determine appropriate expense-related 
settings

Recognize alternative entry points for 
entering purchase transactions

Pay bills and print checks 



Expenses Center Demo



Expenses Center Demo



Paying Bills and Printing Checks
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TOPIC 7:
TIME TRACKING, EMPLOYEES,
AND SUBCONTRACTORS

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 7: Time Tracking, Employees, and Subcontractors

Upon completion of this topic, you should 
be able to:

Enter time on a daily or weekly basis

Process payroll from a time entry

Determine if time entered is billable

Understand if billable time is available
for invoicing



Time Tracking
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POLL QUESTION
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TOPIC 8:
CUSTOMERS AND SALES TRANSACTIONS

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 8: Customers and Sales Transactions

Upon completion of this topic, you should 
be able to:

Create a Customer

Use QuickBooks Online to record 
revenue

Determine appropriate sales-related 
settings

Recognize options for entering sales 
transactions

Recognize the features of online invoices
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Sales Center
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Create Sales Receipt or Invoice Demo

Sales Receipt

Invoice



Receiving Payment Demo



Credit Memos & Refund Receipts Demo 



Delayed Charges & Credits Demo



Making Deposits Demo



Statements & Estimates Demo
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QuickBooks Payments

quickbooks.intuit.com/payments
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TOPIC 1: CONVERTING FROM QUICKBOOKS DESKTOP TO QUICKBOOKS ONLINE

Learning Objectives Summary – Part 1

You should now be able to:

Convert from QuickBooks Desktop to QuickBooks Online

Find a ProAdvisor
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TOPIC 2: INTRODUCING QUICKBOOKS ONLINE

Learning Objectives Summary – Part 1 (continued)

You should now be able to:

Identify the benefits of using QuickBooks Online

Determine which subscription level of 
QuickBooks Online is the best fit for
your business
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TOPIC 3: NAVIGATING QUICKBOOKS ONLINE

Learning Objectives Summary – Part 1 (continued)

You should now be able to:

Recognize the steps to manage Account and Settings

Identify accounting related preferences

Specify the steps to modify Users

Identify additional transactions in the
+ New Menu

Navigate with the Left Navigation Bar

Specify the steps to modify Lists
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TOPIC 4: CHART OF ACCOUNTS

Learning Objectives Summary – Part 1 (continued)

You should now be able to:

Establish, edit, and work with the Chart of Accounts
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TOPIC 5: PRODUCTS AND SERVICES

Learning Objectives Summary – Part 1 (continued)

You should now be able to:

Set up Products and Services

Map to the Chart of Accounts

Edit two-sided Products and Services

Add SKUs and pictures
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TOPIC 6: VENDORS, EXPENSES, AND PURCHASES 

Learning Objectives Summary – Part 1 (continued)

You should now be able to:

Establish a new Vendor

Identify best practices using QuickBooks 
Online to record expenditures

Determine appropriate expense-related 
settings

Recognize alternative entry points for 
entering purchase transactions

Pay bills and print checks 
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TOPIC 7: TIME TRACKING, EMPLOYEES, AND SUBCONTRACTORS

Learning Objectives Summary – Part 1 (continued)

You should now be able to:

Enter time on a daily or weekly basis

Process payroll from a time entry

Determine if time entered is billable

Understand if billable time is available 
for invoicing
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TOPIC 8: CUSTOMERS AND SALES TRANSACTIONS

Learning Objectives Summary – Part 1 (continued)

You should now be able to:

Create a Customer

Use QuickBooks Online to record revenue

Determine appropriate sales-related settings

Recognize options for entering sales 
transactions

Recognize the features of online Invoices
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POLL QUESTION



1 - WEEK 
Break
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Part 2: Topics

Topic 9:   Payroll

Topic 10: Bank Feeds and Reconciling

Topic 11: Sales Tax

Topic 12: Extra Information on Transactions 

Topic 13: Reporting

Topic 14:  Expanded Functionality

Topic 15:  Support
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TOPIC 9: PAYROLL

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 9: Payroll

Upon completion of this topic, you should 
be able to:

Identify the payroll offerings in QuickBooks 
Online

Navigate the steps to set up QuickBooks 
Online Payroll

Run common payroll reports in QuickBooks 
Online
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QuickBooks Online Payroll Options
https://quickbooks.intuit.com/payroll/pricing 
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Signing up for QuickBooks Payroll
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Setting Up QuickBooks Payroll

3 Options:

Work with Intuit to set up 

Complete Form 8655

Convert from other third-party payroll 
providers – FREE

Complete Company Information
Legal name, bank routing and account numbers

Set up Compensation and Benefit Types
Salary, hourly, retirement and other deductions

Enter Employee Information
Completed W-4, pay rate, deductions, benefit info, 
YTD pay

Provide Direct Deposit Information
Employee bank account and routing numbers

Enter Tax Information
Company FEIN and State ID numbers, tax rates, 
filing frequency, EFTPS enrollment, etc.
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QuickBooks Payroll Reports
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Comparison of Payroll Options
https://quickbooks.intuit.com/payroll/pricing 



Intuit Confidential and ProprietaryIntuit Confidential and Proprietary

TOPIC 10:
BANK FEEDS AND RECONCILING

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 10: Bank Feeds and Reconciling

Upon completion of this topic, you should 
be able to:

Set up and utilize Bank Feeds

Troubleshoot common Banking Center issues

Reconcile transactions to a bank statement 
using the Reconcile tool 



100Intuit Confidential and ProprietaryIntuit Confidential and ProprietaryIntuit Confidential and Proprietary 100Intuit Confidential and Proprietary

Banking Center
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Setting up the Bank Feed



Bank Workflow Demo



Adding & Matching Transactions Demo



Troubleshooting Bank Feeds



Troubleshooting Bank Feeds



Rules Demo
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Reconcile Demo
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TOPIC 11: SALES TAX

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 11: Sales Tax

Upon completion of this topic, you should 
be able to:

Turn on and set up Sales Tax

Report and file sales tax using the Sales 
Tax module

Update Customers as well as Products 
and Services
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Sales Tax Center
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TOPIC 12:
EXTRA INFORMATION ON 
TRANSACTIONS

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 12: Extra Information on Transactions

Upon completion of this topic, you should 
be able to:

Add attachments to QuickBooks Online

Use the Search feature

Generate Custom Fields



Attaching Transactions Demo



Search Transactions Demo
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TOPIC 13: REPORTING

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 13: Reporting

Upon completion of this topic, you should 
be able to:

Understand the benefits of using 
QuickBooks Online Reports

Recognize differences in reporting by 
subscription level

Identify common report settings and 
browser modifications

Set up Grouped Reports
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Reporting Differences

Simple Start: 
20+ reports, basic financial reporting, A/R reports

Essentials: 
40+ reports, A/P, Products and Services, Company Snapshot

Plus: 
65+ reports, Classes, Locations, inventory, time tracking

Advanced:
80+ reports, Smart Reporting by Fathom
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Customizing Reports — Report Types

List Reports 

Summary Reports

Detail Reports

Specialized Reports



Customizing Reports Demo



Save Your Customized Reports Demo
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TOPIC 14:
EXPANDED FUNCTIONALITY

QuickBooks Online Seminar



122Intuit Confidential and ProprietaryIntuit Confidential and ProprietaryIntuit Confidential and Proprietary 122Intuit Confidential and Proprietary

LEARNING OBJECTIVES

Topic 14: Expanded Functionality

Upon completion of this topic, you should 
be able to:

Open and turn on QuickBooks Labs

Use Google Chrome Tabs and 
Bookmarks

Download the QuickBooks Desktop app

Locate third-party apps

Install QuickBooks Online on mobile 
devices



QuickBooks Labs Demo
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shortcuts
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QuickBooks Online For Mac and Windows
https://quickbooks.intuit.com/online/apps/
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TOPIC 15: SUPPORT

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 15: Support

Upon completion of this topic, you should 
be able to:

Get started with video tutorials

Understand the Help function

Find resources on navigation differences 
between QuickBooks Desktop and 
QuickBooks Online
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Getting Started
https://quickbooks.intuit.com/tutorials/
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Getting Help
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Navigation — QuickBooks Desktop vs. QuickBooks Online

Navigation Guide
This guide highlights where to find the most-used features in QuickBooks Online.

http://quickbooks.intuit.ca/allaboutqbo/resources/upgrade/navigation-guide.jsp

https://quickbooks.intuit.com/tutorials/

http://quickbooks.intuit.ca/allaboutqbo/resources/upgrade/navigation-guide.jsp
https://quickbooks.intuit.com/tutorials/
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TOPIC 9: PAYROLL

Learning Objectives Summary – Part 2

You should now be able to:

Identify the payroll offerings in QuickBooks 
Online

Navigate the steps to set up QuickBooks 
Online Payroll

Run common payroll reports in QuickBooks 
Online
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TOPIC 10: BANK FEEDS AND RECONCILING

Learning Objectives Summary – Part 2 (continued)

You should now be able to:

Set up and utilize Bank Feeds

Troubleshoot common Banking Center 
issues

Reconcile transactions to a bank 
statement using the Reconcile tool 
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TOPIC 11: SALES TAX

Learning Objectives Summary – Part 2 (continued)

You should now be able to:

Turn on and set up Sales Tax

Report and file sales tax using the Sales 
Tax module

Update Customers as well as Products 
and Services
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TOPIC 12: EXTRA INFORMATION ON TRANSACTIONS

Learning Objectives Summary – Part 2 (continued)

You should now be able to:

Add attachments to QuickBooks Online

Use the Search feature

Generate Custom Fields
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TOPIC 13: REPORTING

Learning Objectives Summary – Part 2 (continued)

You should now be able to:

Understand the benefits of using 
QuickBooks Online Reports

Recognize differences in reporting by 
subscription level

Identify common report settings and 
browser modifications

Set up Grouped Reports
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TOPIC 14: EXPANDED FUNCTIONALITY

Learning Objectives Summary – Part 2 (continued)

You should now be able to:

Open and turn on QuickBooks Labs

Use Google Chrome Tabs and 
Bookmarks

Download the QuickBooks Desktop app

Locate third-party apps

Install QuickBooks Online on mobile 
devices
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TOPIC 15: SUPPORT

Learning Objectives Summary – Part 2 (continued)

You should now be able to:

Get started with video tutorials

Understand the Help function

Find resources on navigation differences 
between QuickBooks Desktop and 
QuickBooks Online



Intuit Confidential and ProprietaryIntuit Confidential and Proprietary

TOPIC 16:
QUICKBOOKS ONLINE ACCOUNTANT

QuickBooks Online Seminar
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LEARNING OBJECTIVES

Topic 16: QuickBooks Online Accountant

Upon completion of this topic, you should be 
able to:

Access the QuickBooks Online Accountant test 
drive company

Identify features of QuickBooks Online Accountant

Access QuickBooks Online Accountant
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What is QuickBooks Online Accountant (QBOA)?

Provides central access to clients’ QBO company files

Offers features for managing your practice

Lets you manage your firm’s books

Special accountant-only tools

Free to accountant users

No extra charge to QBO client users (one of the 2 Accountant firms allowed in QBO 
Simple Start, Essentials, and Plus; one of the 3 allowed in QBO Advanced)
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How do I get QBOA?

1. Decide on Intuit ID you want to use for your new QBOA firm

2. Sign up for QBOA using that firm Intuit ID here:
https://quickbooks.intuit.com/accountant-sign-up/

3. Give clients the firm’s Intuit ID designated email address to invite you to access their 
QBO company as 1 of the free “Accountant” users

4. Invite staff as Team users

5. Delegate appropriate permissions and access to client QBO companies
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How do I get QBOA?

1. Centralize wholesale billing plan for the firm, editing billing info

2. Manage all wholesale client subscriptions

3. Use “Your Books” for firm’s bookkeeping, accessed by Team users (only those with 
permission)

Then…
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How do I log into QBOA?

1. Navigate your browser (preferably Chrome) to qbo.intuit.com

2. Sign in

3. You may see these options:

QuickBooks Accountant
QuickBooks Companies
Canceled Companies

4. Select which QBOA firm to open



144Intuit Confidential and ProprietaryIntuit Confidential and ProprietaryIntuit Confidential and Proprietary 144Intuit Confidential and Proprietary

What do I click on?
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What do I see when I log into QBOA?
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Client List
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Client Details: Contact Info
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Client Details: Notes and Bookkeeping
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Client Details: Payroll
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Client Details: Shared Documents
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Client Details: Tax
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QBOA Team List
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Team Details: Firm Administration and Books
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Team Details: Client Access
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ProAdvisor Tiers
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Your Books
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QBOA Toolbar and Client Switcher
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Accountant Tools
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QBOA Test Drive Company

Bookmark this link for direct access to the test drive company 
(Craig’s Design and Landscaping Services)

https://qbo.intuit.com/redir/testdrive?arg=QBOA&companyId=1000&recievedTimestamp=1377721832620&token=PpDEkQWwYTINwmiOxf_AItJpiX5H2TEKq6ZElKCgfS4MrUZay0aE-c-VVkYjpJEhEuPPKpGmHdtJ9XB0wBSDSPI9AL_gm1lEv3p22J_B3ZJHYfIhPesXcD58oQehETfOa4KRpnanJK-7AqNe9ov-8pgyIfbRoL0cNrDPS9tSKmCpSe_JqeiYyo47bnKH9-vGG2hKIS_8x1pSO2P_zJ0PeoaFWxRIY8jWRIw0H1P_NmS8RTDvVA3bgbTgGR-o2fysPbypZt6lsDIvEcOkpcVsX3H_qZLIuk1WZyhC26o3I-5LlC26GDQcbmB0fM_xCwp5S1jTYcve3PlST06P8vxwjQ
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TOPIC 16: QUICKBOOKS ONLINE ACCOUNTANT

Learning Objectives Summary – Part 3

You should now be able to:

Access the QuickBooks Online Accountant test 
drive company

Identify features of QuickBooks Online Accountant

Access QuickBooks Online Accountant
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Questions?
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