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Training at a Glance

Use this as a guide to selecting specific steps to be covered.

Step by Step Workflows

Review the list of features available in QuickBooks Payments
Identify steps to set up a new QuickBooks Payments account
Discover steps to link an existing Intuit merchant account
Understand the features of Intuit QuickBooks Payments with Online
Invoices

Review benefits of the Invoicing Portal

Configure company settings for Online Invoices

Review the steps to send Online Invoices

Locate and review Online Invoice Activities

Explore the Invoicing Portal — from the customer’s

1. Payments — Activate
QuickBooks Payments

Review the list of features available in QuickBooks Online Payroll
Review the payroll offerings that integrate with QuickBooks Online
Find links to add QuickBooks Online Payroll

Add employee to QuickBooks Online Payroll

Configure payroll settings for QuickBooks Online Payroll

Become familiar with the various Payroll Reports in QuickBooks Online
Payroll

View the Payroll Summary Report in QuickBooks Online Payroll
View the Tax Liability Report in QuickBooks Online Payroll

View the Paycheck List Report in QuickBooks Online Payroll
Become familiar with the QuickBooks

2. Payroll

Q000 Q00000 00000 0000
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Export QuickBooks Desktop data to QuickBooks Online

Become familiar with importing lists into QuickBooks Online

Explore how to add users to QuickBooks Online

Explore how to add accountant users to QuickBooks Online

Explore the Products and Services list

Re-activate a Deleted Account in the Chart of Accounts

Merge Accounts in the Chart of Accounts

Print a transactions report for a selected account directly from the chart
of accounts

Print the chart of accounts

Connect a bank account to the bank feed

Become familiar with the Company tab in global Company Settings
Enter contact information, Employer ID, and Tax form in Global
Company Settings

Specify terminology for Customers in Global Company Settings
Become familiar with the Sales tab in global Company Settings
Become familiar with how to turn on inventory global Company Settings
Become familiar with the Expenses tab in global Company Settings
Explore how to turn on Purchase Orders in global Company Settings
Become familiar with the Advanced tab in global Company Settings
Explore how to close the books in Global Company Settings

Explore how to show account numbers in Global Company Settings
Explore how to enable auto-recall on forms in Global Company Settings
Change settings for automatic signing out after a period of inactivity

3. Intuit App Center

000000000 F000 Q00OCFCFCOCOC

QUICKB0OOKS ONLINE TEST DRIVE

Some exercises contained inside this handbook can be completed using a QuickBooks Online “test drive” file. The
test drive uses a sample company file called Craig’s Design & Landscaping Services. It can be accessed through the
following link:

Craig's Design & Landscaping

You don’t have to create an account or sign in to access the test drive file; just complete the security validation and
click Continue.

As soon as you log in, go to the Gear icon > QuickBooks Labs > Redesigned Reports and make certain Redesigned
Reports is turned OFF.

This test drive is designed for you to explore and try out new things without worrying that you will break something or
make a mistake. It is not designed to retain any changes you make. Once you close this QuickBooks Online test
drive company, it is completely refreshed, so please remember to allow sufficient time to complete each task. Certain
exercises cannot be completed in the test drive file, and those exercises will be highlighted as requiring a live
QuickBooks Online company (even one that is within the free 30-day trial period will do).
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Topic 1: Payments — Activate QuickBooks Payments

ToPIC OBJECTIVES
@ Identify the functionality of QuickBooks Payments
@ Recognize the features of Online Invoices

@ Recognize the steps to use the Invoicing Portal

IDENTIFY THE FUNCTIONALITY OF QUICKBOOKS PAYMENTS

Consumers use a variety of methods — bank transfers (ACH), credit cards and debit cards — to make payments in
the store, in the field, online and via mobile devices. QuickBooks Payments allows companies to connect to their
customers electronically, accommodating customer payment preferences with both credit card and bank account
options. QuickBooks Payments helps companies using QuickBooks Online get paid faster and save time, eliminating
unnecessary transaction data entry and trips to the bank.

QuickBooks Payments is the one central payment service associated with QuickBooks Online. It encompasses all of
the payment services formerly used with QuickBooks Online: QuickBooks Merchant Services (QBSMS), Intuit
Payment Solutions (IPS), Intuit Payment Network (IPN), and GoPayment.

In this section, we’ll learn about QuickBooks Payments and how to apply and activate it in a QuickBooks Online
account.
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List of Features Available in QuickBooks Payments
@ Supports accepting credit cards and ACH bank transfers

@ Powers the payment screens (i.e., Sales Receipt and Receive Payments screens) to accept credit cards and/or
ACH bank transfers directly into QuickBooks Online

@ Enables users to add a Pay Now button on an emailed invoice so customers can easily pay online. This
automatically creates a Receive Payment transaction in QuickBooks Online linked to the invoice

@ Powers mobile payments with transaction processing in the QuickBooks Mobile app on mobile devices
@ Funds move directly from the customer to the company’s selected bank accounts

@ There is typically a two-day window from the time the payment is submitted to the time it is received in the
merchant’s bank account

@ The bank deposit and merchant service fees are automatically recorded in QuickBooks Online by QuickBooks
Payments reconciliation feature. No other competitor has the ability to do this!

@ It’s the only payment service that allows credit card payments to be accepted directly in QuickBooks Online —
such as from the Sales Receipt & Receive Payments screens

@ Recurring sales receipts and credit card payments can be set up automatically
@ It supports the Invoicing Portal referenced in the next section

@ Payments made in the Invoicing Portal are automatically recorded in QuickBooks Online, and the invoices
marked as paid

@ QuickBooks Payments includes GoPayment for mobile devices

@ With GoPayment, credit cards can be swiped in or outside of QuickBooks Online mobile and a free card reader
is included

@ GoPayment is great for those providing on-site services such as pool service technicians, electricians, personal
trainers, inspectors and appraisers

@ QuickBooks Payments is available separately as a stand-alone, pay-as-you-go payment solution if a company
does not invoice customers

@ Payments are downloaded into QuickBooks Online. Downloads not matched are saved and available to continue
working on at a later date

Course 5: Expanding Usability 6
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@ There is typically a 1-2 day window from the time the payment is submitted to the time it is received in the
company’s bank account

@ Merchant service fees are automatically recorded with the deposit in QuickBooks Online

o NOTE: For those who previously used Intuit Payment Network (IPN) — it is no longer associated with
QuickBooks Online, as QuickBooks processes both credit card & ACH custorner payments.

Step by Step: Identify Steps to Set up a New QuickBooks Payments Account
For purposes of this activity, we will search for the permanent settings to turn on QuickBooks Payments.

1. Open up a live QuickBooks Online account; this will not work in the test drive file.

2. Go to gear icon on the top right - Company Settings.

2 Orer

Stacy's New Client
Settings Lists Tools Your Company
Company Settings All Lists Import Data Your Account
Chart of Accounts Products and Services Import Desktop Data Manage Users
QuickBooks Labs Recurring Transactions Export Data Feedback
Attachments # Recancile Privacy
Budgeting # Switch Company
Audit Log -
3 Sign Out
r
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3. Click Payments on the left Navigation bar.

Company
QuickBooks Payments Get paid more ways, fast! earn more
* Take credit card or bank transfers
Sales * Accept payments through QuickBooks, emailed invoices, and mobile
* QuickBooks automatically updates when you're paid
Expenses
Existing account If you already have a Payments account with Intuit (you may know it as -
Payments GoPayment or Merchant Services), connect it to your QuickBooks.
Advanced
Privacy

4. For anew account, click Learn More.
5. Review the pricing plans available. QuickBooks Payments has two pricing plans.
@ Monthly fee — $19.95/mo. with lower processing rates (listed below)

@ Pay As You Go - $0/month with slightly higher processing rates (listed below)

Credit card fees include charging Visa, MasterCard, Discover and American Express.

ABOUT PAYMENTS ABOUT YOUR BUSINESS ABOUT YOU COMPLETE
2 Questions?
Get paid 2x faster
QuickBooks Online customers getting paid online with Choose the plan that's right for you

QuickBooks Payments get paid twice as fast

Email invoices ® Pay as you go $0.00/montn
= Send invoices with a Pay Now button

so customers can instantly pay online. Hankirslen il slg

- Card - swiped 2.4% + 25¢

Accept a payment A Card - keyed 3.4% + 25¢

@ Customers can pay immediately with . Moabile credit card reader FREE

bank transfer or credit card

Enjoy auto-updates Low monthly plan $19.95/month
QuickBooks updates your books when

the money's deposited in your bank Bank transfer/ACH 50¢

Card - swiped 16% + 25¢

Card - keyed 3.2% + 25¢

Mobile credit card reader FREE

Additional offer, pricing and legal information
No termination fees * No hidden fees
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6. Click Next.

7. Complete the application. The application requires basic company and owner information. Most of the basic
information automatically populates from what was entered during the initial QuickBooks Online company file
setup.

Apply for QuickBooks Payments X

Your company information
Update as necessary

Company name

Anderson Company

Phone
2) 650-567-8907

OWNER
Address line 1 Address line 2

1 Chelmsford Legg Street 1 Legg Street

Postcode Town/City

CM1 1JS Chelmsford

Industry

4

Company type

4

Back Next

8. After completing the company information, click Next.

Apply for QuickBooks Payments X

° Business owner information
COMPANY First name Last name
Mick Adams
Date of birth

R

Phone

650-567-8907

Same address as company

Address line 1 Address line 2

3 1 Chelmsford Legg Street 1 Legg Street

(3)

BANIK Postcode Town/City
CM1 148 Chelmsford

+ Add owner

Back Next

Course 5: Expanding Usability 9
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9. After completing the business owner information, click Next.

Apply for QuickBooks Payments

COMPANY

Bank information
Where you want payments deposited

Bank account number

12345678

Bank sort code (must accept direct deposit)
12345678

Authorise deposits into your bank

Direct debit agreement
LLOYD's BANK PLC

2 CHELMSFORD LEGG STREET
1 LEGG STREET, CM1 145,
CHELMGSFORD

e
Direct Debit Guarantee ekl

This Guarantes is offered by all banks and building societies that accept instructions to pay
Direct Debits. |f there are any changes to the amount, date or frequency of your Direct Debit by
Intuit Ltd. will notify you tweo working days in advance of your account being debited or as
otherwise agreed. If you request Intuit Ltd. to collect a payment, confirmation of the amount

and date will ba given to you at the time of the request. f an emror is made in the payment of
your Direct Debit by Intuit Ltd. or your bank or building society, you are entitied to a full and
immediate refund of the amount paid from your bank builidng society. If you receive a refund
you are not entitied 1o, you must pay it back when Intuit Ltd. asks you to. You can cancel a
Direct Debit at any time by simply contacting your bank or building society. Written confirmation
may be required, Please also notify us.

~ | am the only account holder required to authorise debits on this account.

If you require additional authorisation from a co-owner of this account,
call 0808 234 5337.

~ | have read and consent to the Direct Debit Guarantes.

By clicking “Finish™ | agres | hava read and agres to the intuit Pay Terms of Service and Intuit Privacy Policy.

~

10. After completing the bank information, click Finish.

11. When the QuickBooks Payments application is aoproved, you'll receive a message congratulating you, along

with a naotification that you'll receive an email when your account is ready to use. The service will be available for
use within 24 hours for both credit card and bank account payment processing.

Congratulations, you're approved

‘We will email you when your account is ready to use

Once your account is active, you can start sending invoices with a Pay Now link and accepting
online payments. Look for tips on getting started in the email you'll receive from us.

Done

Course 5: Expanding Usability
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12. If the QuickBooks Payments application is pending review, this typically means that additional information is
required before a decision can be made. Normally a business should receive a reply within 1-2 business days.

X

We're reviewing your application

You'll receive an email update from us within 2 business days

We appreciate your patience while we review your application.
Thank you for your interest in QuickBooks Payments.

13. If the QuickBooks Payments application is declineqd, the merchant can call the number on the screen to inquire
about details or if a mistake is suspected. Sometimes companies are declined because of the kind of products
they sell.

We aren’t able to approve your application

You'll receive an ernail about this decision shortly

Thank you for your interest in QuickBooks Payments.

Course 5: Expanding Usability 11
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Step by Step: Discover Steps to Link an Existing Intuit Merchant Account

If a client who has an existing Intuit merchant account is moving from QuickBooks Desktop to QuickBooks Online,
follow these steps to link them to the QuickBooks Online account:

—

Open a live QuickBooks Online account; this will not work in the test drive file.
2. Go to the gear icon on the top right > Company Settings.
3. Click Payments in the left Navigation bar to jump to this section.

4. In the section Existing Account click the Connect button to open a new browser to select or confirm the
merchant service account linked to this QuickBooks Online account.

Company
QuickBooks Payments Get paid more ways, fast! earn more
+ Take credit card or bank transfers
Sales * Accept payments through QuickBooks, emailed invoices, and mobile
* QuickBooks automatically updates when you're paid
Expenses
Existing account If you already have a Payments account with Intuit (you may know it as
Payments GoPayment or Merchant Services), connect it to your QuickBooks.
Advanced

5. Once you click Connect, you'll be prompted to login to your existing Intuit account with your Intuit ID and
password. Then you will see the companies that are linked to this Intuit account. You will be asked to select the
company you wish to use.

InTuIt Payment Solutions

Companies for info@kildalservices.com

Our records show that your User |D has access to more than one company,
or multiple users at the same company.

Please select the company you want to use:

Aus Plus Test Company : Stacy Kildal
KILDAL SERVICES LLC .’ : info@kildalservices.com

Kildal Services LLC - www kildalservices.com : Stacy Kildal

Stacy Kildal's Company : info@kildalservices.com

Stacy Kildal's Company-QB Accountant : Stacy Kildal

Privacy Legal Contact ©2012 Intuit, Inc. All rights reserved.
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6. Once the account has been detected, you'll see a screen asking you to Link your payment service to
QuickBooks Online. (Note: once you link the QuickBooks Online company to the Intuit Merchant Account, you

will no longer be able to process payments in the original QuickBooks Desktop company through the Merchant
Account.) Click Link account.

INTUIT Intuit’ Payment Solutions

Link Merchant Account to QuickBooks Online company Need Help?

@ Learn more about linking accounts. If you are having trouble,
contact Customer Support

We found the following merchant account associated with your identity. at B00-558-9558.

@ This account has features that are not supported in
QuickBooks Online:

Check Scanning and Processing

This account is currently enabled for Intuit Check Solution (check
scanning and processing), but this feature is not available with
QuickBooks Online. Recommended actions

If this is the account you want to use, click Link account below.

Choose a different account to link

IMPORTANT: This account is linked to another company. If you proceed, you'll
lose this connection and won't be able to process in the original company. Learn
more

Company Name Merchant Account No. Date Created
KILDAL SERVICES LLC r 08/20/2009

Link account

Privacy Legal © 2015 Intuit, Inc. All rights reserved.
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7. Once it is connected, a confirmation page will be displayed.

Payment Account Successfully Linked

ln'h.“'i'. Intuit’ Payment Solutions
. ___________________________________________________________________________________________________J

¥ou have successfully linked the following Payment Service
to QuickBooks Onlinel

You're neddy [ Start processing Ccredit Cang payrmiants

Company Mame Marchant Accourt Mo Date Croatoed
Gorgecud Grosnscapes 124 ETEET AR5 TAR008

8. You will then see your Merchant details in the QuickBooks Online Payments settings.

Settings

Company
Sales Merchant details Your Merchant |[):|

Change bank deposit account Manage detalls
Expenses

Run deposit reports

See transaction details

Payments
Advanced Recording Accounts Where should we record Payments deposits? Chase Checking
Where should we record Payments fees? QuickBooks Payments |
PayByCoin
CVV reminder Remind me to enter the CVV code On

Privacy | Security | Terms of Service

Course 5: Expanding Usability 14
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RECOGNIZE THE FEATURES OF ONLINE INVOICES

Here we’ll explore activities related to Online Invoices and the Invoicing Portal customers will interact with.

Features of QuickBooks Payments with Online Invoices

@ Allows the customer to pay the invoice by credit card or bank transfer (ACH) if QuickBooks Payments has been
activated and enabled for the emailed invoice

@ Currently the Online Invoice is entirely guest view and does not require username and password log in. Based
on the payment type selected, the payer enters the bank or credit card information each time. This information is
not saved

@ Both full and partial payments are allowed
@ Batch payments (paying multiple invoices at once) are not allowed

@ Once a payment is made from the Online Invoice
— A confirmation screen shows to the customer
— A confirmation email is sent to customer and merchant
— The invoice in QuickBooks Online is automatically updated as paid
— Areceive payment transaction is posted and linked to the invoice

— The customer’s online invoice shows a status of PAID and the date payment was received

@ When funds settle, the deposit transaction is automatically recorded in QuickBooks Online with the payment and
the merchant service fees are recorded as an expense

& | Invoice #1002 (@)

Online payment a BALANCEDUE |
StacyK.net s f -
\ﬂsﬁmd“"ﬂ — 1 50 00
Send later 2
Billing address Terms Invoice date Due date Invoice no.
StacyK.net Net 30 - 09/03/2014 10/03/2014 1002
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QuickBooks Online Client Training Topic 1: Payments — Activate QuickBooks Payments

RECOGNIZE THE STEPS TO USE THE INVOICING PORTAL

Let’s take a look at the new Online Invoice functionality in the Invoicing Portal. This is available in QuickBooks Online
even if QuickBooks Payments are not activated.

Benefits of the Invoicing Portal

@ Professional invoice presentation (remember that the format of the invoice is controlled from the
Company Settings)

@ Consolidated Messaging and Attachments

@ Pay Now button

@ Tracking

@ Transactions are automatically marked paid in QuickBooks Online

@ If payment is accepted via the Portal full reconciliation will be automated within QuickBooks Online (the bank
deposit and expense filed for any associated fees are recorded in QuickBooks Online when the funds settle)

Course 5: Expanding Usability 16
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Step by Step: Configure Company Settings for Online Invoices

1. Open your QuickBooks Online account. First we will setup the proper preferences for Online Invoices in order to
complete the next activity.

2. Click on the gear icon on the top right > Company Settings - Sales.

Foannge

. Discount on 21
Company
Deposit off
Sales
Products and services Show Product/Service column on sales forms on »
Expenses
Track quantity and price/rate Oon
Payments
Messages Default email message sent with sales forms »

Advanced Default message shown on sales forms
Online delivery Email options for sales forms
v Attach sales form as pdf

@ Show sales form summary in email

Show sales form details in emali

Email options for invoices
Oniine invoice 3

Attach invoice as pdf

C:&nae:

Statements Show aging table at bottom of statement on e

Privacy ]
3. Click on the Edit icon (pencil icon) to the right of the Online delivery section to expand it for editing.

4. Check the box for Attach sales form as pdf. This has no effect on Invoices. It refers to Sales Receipts and
other forms.

5. Use the drop down to select Email options and choose Online invoice.
6. Make sure that the box for Attach invoice as pdf is unchecked.

7. Save.

Course 5: Expanding Usability 17
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Step by Step: Review the Steps to Send Online Invoices

1. Open your QuickBooks Online account in which the Company Settings were saved in the previous activity. This
activity will not work in the test drive file.

2. Click Quick Create Menu (+ sign) at the top = Invoice.
3. Ensure that the Online payment button is turned on at the top of the invoice.
4. Enter the invoice details.

5. Click the blue Save and send button in the lower right corner.

. q
& Invoice #5112774 ® X
Online payment a.\] il
Stacyk.net ¥ stacy@stacyk.net - ‘l 5 0 O O
visa [ i = e :
Billing address Terms Invoice date Due date Invoice no.
Stacyk.net Due on receipt - 09/03/2014 09/03/2014 5112774
P.0. Number Vendor Code
# SERVICE DATE PRODUCT/SERVICE DESCRIPTION Qry RATE AMOUNT
1 09/03/2014 Services Maove Your Practice Online Consulting 1 150.00 15000
2 i
Add lines Clear all lines Subtotal $150.00
Discount percent ¥ $0.00
Message displayed on invoice
Total $150.00
Deposit
Balance due $150.00
Statement memo
Cancel Clear Print or Preview Make recurring Save Save and send -

Course 5: Expanding Usability 18
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6. The next screen shows the option to edit the subject line and/or body of the emalil that the client or customer

will see.

Send email

Email

stacy@stacyk.net
Subject

Invoice from KILDAL SERVICES, LLC

Body

Please find your invoice attached. If you have any questions, please -
do not hesitate to contact me. |:|

Thank you for your business - | appreciate it very much.

Online payment
Let your client pay you by:

v Creditcard wvisa [ = =

« Bank transfer  sw

Cancel

| »

E:":""“‘;'-c Invoice
I{i l Wil | I’ B 45381 Date Invoice Ma.
N0 14 S12TH
Services.r Lk, T o
S —
Bill Te
Tameyine
Bute Activity Gaantiny Rate I Armount
[T 150,00

TM3E012 Mo Your Practics Oulisss Comulting 1

Send and close -

7. The online payment option can be turned on from here as well.

8. Click Send and close to send the invoice.

Course 5: Expanding Usability
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Step by Step: Locate and Review Online Invoice Activities

1. Open your QuickBooks Online account in which the Company Settings were saved in the previous activity. This

activity will not work in the test drive file.

2. Go to the left Navigation bar > Transactions - Sales.

3. Find the invoice created in the previous step and open it (double-click it) from the Sales Transactions list.

4. Scroll down until the Activities section is visible (in the middle).

Activities

e September 3, 2014

TODAY

Stacyk.net Viewed this invoice.

You Sent this invoice.

You Sent this invoice.

Gkt

e Stacyk.net said: Hey just a quick note - 18#x27;ll be paying this cn the 15th!

Post

5. Activities will show when the invoice was sent, when the customer viewed the invoice, as well as messages sent

to and from clients.

6. A message may be sent to the client by entering it and clicking Post.

Course 5: Expanding Usability
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Step by Step: Become Familiar with the Invoicing Portal —

From the Customer’s Perspective

1. Once the invoice is sent the recipient will receive an email with a link to view the invoice directly in the body of

the email.

Invoice from KILDAL SERVICES, LLC Inbox  x

Kildal Services LLC <donotreply @intuit. com>
to stacy, info =

= 11:11 AM (0 minutes ago) ] Pt

=5 B

Kildal Services LLC

Invoice oue: osnazors Amount: $1 50 00

5112774

Please find your invoice attached. If you have any questions, please do not

hesitate to contact me.

Thank you for your business - | appreciate it very much.
Sincerely,

STACY |. KILDAL

Kildal Services, LLC

248 705.8706
info@kildalservices.com

View Invoice Now

Pay now |

Powared by

Send message to your invoicer

The interactive Online Invoice in the Invoicing portal is branded with the company’s name and shows the
customer an image of their invoice and the actual due date and balance due amount per the QuickBooks Online
account. Print & Save PDF options let them archive a copy of the invoice by printing it or saving it as a pdf.

In addition to messages, the company can also see when the company sent the invoice and when the customer
viewed the invoice. When invoices get emailed, they get tracked, making it easy for the business to know when

their invoice has been opened.
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2. The recipient can post a message and upload an attachment in the right side messaging.

InTuit

Kildal Services LLC

Invoice
5112774

Due date
Sep 2, 2014

$150.00

Kildal Services LLC Invoice
5472 € Alyssa Ct
_ I('ld l White Lake, MI 48383 [_pate [ mvoice No.
. l a- 09032014 5112774
(248)9006-8706
mces e infora kildalservices.com | Terms | Due Date
C te QuickBooks Servi /Istacyk nel " ;
“omplete QuickBooks Services  http://stacyk.net D on receint 09/032014
Bill To
Stacyk.net
Date Activity Quantity Rate Amount

09/03/2014 Move Your Practice Online Consulting

1 150.00

15000

% Print

() save PoF

Send a message
Hey just a quick note - I'll be

paying this on the 15th]

& Add file Send

Powered by QuickBooks

@

Privacy. Terms of service.

3. The company will receive an email notice that the message has been sent and includes the text of the message
in the email. In addition, the message is posted inside the QuickBooks Online account on the Invoice Activities.
This two-way messaging allows the business and customer to communicate directly about this invoice and
serves as an important archive of this communication.

4. A blue Pay now button is prominently displayed so that the customer can pay right away!

5. Depending on the preference at the time of sending the invoice, the Invoicing Portal will allow the recipient to pay

the invoice by:

@ Credit Card

@ ACH debit of bank account
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6. Based on the selection, the customer (Payer) enters bank or credit card information.

Pay with confidence

Sign In to pay using a saved payment method.
Enjoy peace of mind every time
you pay. More than a million small
businesses trust their financial data

Payment information with QuickBooks.
Amount due $1 50.00 & Information will be protected
and kept confidential.
Due date September 3, 2014
Payment amount 'e‘ Cortifes Piivecy
$ | 150.00
inturk
Payment method @ QuickBooks.
Creditcard © Bank ' Bitcoin :Z:;,:r ,,: Al g reserued
Account type
Business checking ¥:
| wGZi000LA7 G23L587AS0F W00
Routing number Account number
000000000 123456789
Confirm account number
123456789
Account holder's first name Account holder's last name
Stacy Kildal
Company name

Kildal Services LLC

Save payment method to pay faster next time (sign in or create an account to save)
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7. Another screen allows the payer to verify the information they have entered is correct before they click the Send
payment button.

Both full and partial payments are allowed, but you cannot pay more than what the invoice states. Batch
payments (paying multiple invoices at once) are not allowed.

PAYMENT INFORMATION REVIEW AND PAY CONFIRMATION
Review and pay Pay with confidence
Enjoy peace of mind every time
Amount $1 50.00 you pay. Intuit processes more
than 116 million small business
Due date Sep 2, 2014 transactions every year.
p t inf fi - & Information will be protected
ayment information (Edit) and kept confidential.
Name Stacy Kildal 'e‘ I‘?ﬂm;!
Bank Bank Name
Acct. type Business checking
Powered By QuickBooks
Account RT89
@ 2013 Intuit, Inc. All rights reservad.
Routing 000000000 Privacy. Terms of Service.
Company StacyK.net
Click Send payment to agree to the Terms of Service and Privacy Policy and authorize Intuit
Payment Solutions to withdraw $150.00 from your Bank Name account on Sep 3, 2014

Back Send payment
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8. A payment Confirmation page shows the payer that payment has been processed successfully.

PAYMENT INFORMATION CONFIRMATION
° Your payment has been sent to Kildal Services LLC! Concerned about
We have sent you a confirmation via email. cash flow?
Paying bills shouldn't be stressful.
Please Note: It may take a few minutes for this payment to show up on the invoice. Find the perfect working capital loan
fior your business and put your mind
al ease
Confirmation Get Financing

Amount paid $1 50.00
Date paid Sep 3, 2014
Invoice no. 5112774

Payment method  Chase Acct no. *™*5975

Tracking ID a033abx146996575

Powered By QuickBooks

£2013 Intuit, Inc. All rights reserved
Privacy. Terms of Service

9. An email with a receipt will be sent to the payer’s email address.
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10. Once a customer pays an invoice an email notification is sent to the merchant and QuickBooks Online is
automatically updated. The invoice will show a status of PAID and the date payment was received.

This process is the same if the client or customer chooses to use a credit card.

~ .
(& | Invoice #5112774 @ X
‘ Stacyk ne1| H stacy@stacyk net PA' D
Last Delivery: Sent by email to stacy@stacyk.net at Sep 3, 11:11 am Eastern Daylight Time 1 payment received on 09/03/2014
Billing address Terms Invoice date Due date Invoice no.
Stacyk.net Due on receipt v 09/03/2014 09/03/2014 5112774
P.0. Number Vendor Code
# | SERVICE DATE PRODUCT/SERVICE DESCRIPTION Qry RATE AMOUNT
1 | 09/03/2014 Services Move Your Practice Online Consulting 1 150 150.00 m
2 fi
Add lines Clear all lines Subtotal $150.00
Discount percent ¥ $0.00
Message displayed on invoice
Total $150.00
Deposit
Amount received $150.00
Statement memo Balance due $0.00
Cancel Print or Preview Make recurring More Save Save and send -

Keep in mind that there is no log-in process for the customer, so payment information is not saved. Customers will
have to enter their bank and credit card information each time.
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Topic 2: Payroll

TopIiC OBJECTIVES

@ Identify Intuit’s payroll offerings that integrate with QuickBooks Online
@ Recognize the steps to set up QuickBooks Online Payroll

@ Identify the various payroll reports available in QuickBooks Online Payroll

IDENTIFY INTUIT'S PAYROLL OFFERINGS THAT INTEGRATE WITH QUICKBOOKS ONLINE

Payroll Offerings that Integrate with QuickBooks Online

QuickBooks Online Payroll (QBOP) is deeply integrated in QuickBooks Online. QuickBooks Online Payroll offerings
provide tremendous value and time savings to businesses.

For business owners, QuickBooks Online Payroll is available in two versions: QuickBooks Online Enhanced Payroll
and QuickBooks Online Full Service Payroll.

If you wish to have your accountant handle your payroll exclusively outside of QuickBooks Online (but the information
can be downloaded into QuickBooks Online), you may wish to let your accountant run payroll in Intuit Online Payroll
for Accounting Professionals.

Client Runs Payroll or . .
. Intuit Does Payroll for Accountant & Client
Collaborates with .
Client Collaborate
Accountant
QuickBooks Online QuickBooks Online Full  Intuit Online Payroll for
Enhanced Payroll Service Payroll Accounting Professionals
Pa check or direct
¥ h"f Yes Yes Yes
deposit
Free expert support Yes Yes Yes
Get year-end W2 forms Yes Yes Yes
Federal & State payroll tax Yes Yes Yes
forms automatically filled in
Separate accountant &
client logins to access the Yes (via QBOA) Yes (via QBOA) Yes
same account
Intuit files and taxes
pays Yas
foryou
Mo tax penalties,
Yes
guaranteed
Payroll setup completed for
Yes
you
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In the activities that follow, the QuickBooks Online test drive company will allow for a demonstration of payroll
features. Do not log out of the sample account in between these activities, or previous information will be lost; each
activity builds upon a previous one.

List of Features Available in QuickBooks Online Enhanced Payroll

@ QuickBooks Online Enhanced Payroll is a good fit to handle yourself if you are comfortable running payroll,
paying liabilities and submitting returns:

— Anytime, anywhere access to payroll via browser or mobile app

— Payrollis processed directly within the QuickBooks Online account

— Time tracking entries in QuickBooks Online flow to the Paychecks screen in QuickBooks Online Payroll
— Unlimited payroll runs

— Pay employees by direct deposit or print checks or both (direct deposit is at no extra charge)
— Online employee portal to view pay stub

— Federal and State tax payments

— Federal and State quarterly and annual filings (forms are filled out for you)

— U.S.-based live expert support available by phone or chat

— Seamless integration with QuickBooks Online

— Integrated online employee timesheets

— Payroll rates always up to date automatically; no installation required

— Multi-state payroll processing for business with employees in multiple states

— Optional add-on payroll services (workers comp pay-as-you-go)

@ QuickBooks Online Enhanced Payroll can also be a good fit if you wish to collaborate with your accountant in
some form (perhaps creating paychecks on your end and scheduling liability payments and submitting returns on
their end).
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List of Features Available in Intuit Online Payroll for Accounting Professionals

@ Intuit Online Payroll for Accounting Professionals can be a good fit if you wish to collaborate with your accountant
in some form (perhaps creating paychecks on your end and scheduling liability payments and submitting returns
on their end).

— Accessed via a separate login from QuickBooks Online
— Email reminders help meet direct deposit, tax payment and form filing due dates

— Can be managed by your accountant and has a client access feature that allows you to be given one of
three levels of online access to your accountant’s payroll portal

— Paycheck data is exported directly to QuickBooks Online with one click

List of Features Available in QuickBooks Online Full Service Payroll

@ QuickBooks Online Full Service Payroll (QBOP) is a good fit when neither you or your accountant wish to deal
with payroll liabilities or form filings:

— Intuit handles the set up and serves as the payroll service provider

— Intuit sets up the payroll

— Intuit verifies employees’ social security numbers with federal agencies

— Intuit sets up your direct deposit account for the company and employees

— Intuit works with your prior payroll service provider to transfer your information
— The accountant or the client create the paychecks and Intuit handles the rest
— QBOP handles all paychecks and payroll taxes via a separate online website

— Intuit sends email notifications about upcoming tax payments and files and pays the taxes on the
employer’s behalf

— The employer keeps the money to pay to tax agencies until the payment is actually due

— Intuit creates and distributes W-2 forms at the end of the year

— QBOP also allows companies to pay contractors via direct deposit. IFSP prepares and submits 1099-MISC electronically
— Intuit guarantees no tax penalties

— Paycheck data is exported directly to QuickBooks Online with one click and is imported as transaction type
Check and can be viewed in the account registers and reports
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IDENTIFY THE STEPS TO SETUP QUICKBOOKS ONLINE PAYROLL

Step by Step: Find Links to Add QuickBooks Online Payroll

1. Open a live QuickBooks Online company; this will not work in the test drive file.
2. From the left Navigation bar > Employee Center.

3. Click on the Turn on Payroll button.

) Home Employees

w Customers Need to pay employees?

Vendors Tum on Payroll

Employees

Transactions ~

m Reports Add employee

Sales Tax é i.@'.‘-'
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4. You will be walked through the steps to select the right payroll option. Depending on what you've chosen to be

most important to you about your payroll service (the green checkmarks indicate what was chosen in the

example below), you will be prompted to choose either QuickBooks Online Enhanced Payroll or QuickBooks
Online Full Service Payroll. Just select Try now in the appropriate choice you'll have free access to that payroll
service for 30 days. (If you want your accounting professional to do it all for you outside of QuickBooks, you can
ask if they can do it by using Intuit Online Payroll for Accounting Professionals.)

{@} EFK NewCo to turn on Payroll @ Helg
Let's find the right payroll plan for your business
Select the features that matter to you:
Automatic Unlimited Free direct Run payroll Experts handle Taxes paid & Penalty-free
tax calculations payroll runs deposits & W-2s on mobile setup filed for you guarantee”
| want to do payroll myself | | want payroll done for me
| RECOMMENDED _-l
ENHANCED PAYROLL FULL SERVICE PAYROLL
Try it free for 30 days* Try it free for 30 days™®
B o=
Starts at $39 $31.20/month Starts at $99 $7%month
Save 20% Save 20%
Run payroll in Quickbooks, so all your data is in one place ® ®
Pay employees by check or free direct deposit ° °
Create paychecks in minutes—just enter the hours ° °
Save with unlimited payroll runs and free W-2s ® ®
Manage payroll on iPhone, iPad, or Android ® ®
Get the help you need with live phone and chat support ° Y
E-file and e-pay taxes yourself with prefilled tax forms °
Let us file and pay taxes for you based on paychecks you enter ®
Get set up by a US expert. so it's easy to switch providers ®
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5. You'll see a confirmation message. Click on Get started with payroll.

Thanks for joining us for payroll! We'll help you get
set up and ready to pay employees

Get started with payroll

6. After signing up for and setting up payroll, the Activity Feed on the home page and the Employee Center provide
for reminders and suggestions. (For example, you'll get reminders to sign up to e-file and e-pay payroll taxes and
to check enroliment status for direct deposit, e-pay, and e-file.)

Step by Step: Add Employee to QuickBooks Online Payroll

1. To practice setting up a new employee, open the QuickBooks Online test drive account.
2. Navigate to the Employee Center.

3. Click on Tum on Payroll.

4. Click Add Employee.

{au} i @ -
Employees Run pay... I
ey $1,177 e [l
$2 3 5 0 NET PAY Next payroll due tomorrow, 12/11 by 5pm PT
' Paycheck list
2015 PAYROLL COST $926
EMPLOYEE
$247
EMPLOYER
~
Q Active employees | » Payrall year-end guide Add employee
NAME 4 | PAYRATE PAY METHOD STATUS [ Add employ
EC | Catillo, Eloisa $40,000.001 year Direct deposit Active
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5. Notice the three main tabs of this screen: Pay, Profile and Employment.

Add employee
Pay Profile Employment
First name* M.l Last name* Sample check (Based or| T | fegular hours per pay period)
New Employee L})
Collins Paint and Wallpaper Services
123 Main 5t
What are New's withholdings? EsioEl Creia i
Enter W-4 form
- :
eavo New Employee $713.91
How often do you pay New?
Friday + | starting 12/11/2015 #
GROSS PAY
How much do you pay New?
Hourly $1,000.00
Hourly - 5 2500 [ hour
Add additional pay types
TAXES WITHHELD
Does New have any deductions? (Examples: retirement, health care) ¥ Ecletal Inoomie T 31505
. Social Security S62.00
Mo (most common)  #
Medicare 514.50
CA Income Tax 54254
How do you want to pay New? CA State Disabilty Ins $9.00
Paper check #
SUMMARY
Total pay 51,000.00
Taxes 528609
Net pay this check $713.91
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6. Fillin sample information in each field on all three sections to experience the fields available. Notice that the
employee withholdings are gathered by entering W-4 information (from the Pay tab) on a screen that looks like

the IRS Form W-4, making for an easy and intuitive experience.

What are New's withholdings?

Need blank W-4 forms?

W-4  Employees Withholding Allowance Certificate 2 \1 5
1. First name* M.l Last name* 2. Social Security number*
New Employee

Home address* 3. @ Single

Married

Married, but withhold at higher Single rate
ZIP code*

City or town* State*
Do Not Withhold
CA | =
4. Total number of allowances you are ¢laiming ........vvvvvrnninrannniananns 4 0
5 % o000

5.
Additional amount, if any. you want withheld from each paycheck .. ... ... ...

7. Click Done.

8. Notice that the new employee has been added to the Employee list.
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Step by Step: Configure Payroll Settings for QuickBooks Online Payroll

1. To practice configuring payroll settings, open the QuickBooks Online test drive file.

2. Click the gear icon on the top right = Settings > Payroll Settings.

Settings
Company Settings
Custom Form Styles

Chart of Account

Payroll Settings

UUICKBOOKS Labs

B Craig's Design and Landscaping Services

Lists

Al Lists

Products and Services
Recurring Transactions

Attachments

Tools

Import Data

Import Desktop Data
Export Data
Reconcile

Budgeting

Audit Log

Order Checks [

Y

Your Company
Your Account
Manage Users
Feedback

Privacy

Lal .
= Sign Out

3. Inthe Payroll section, click Pay Schedules.

Deductions / Contributions
Direct Deposit

Taxes

General Tax Information
Federal Taxes

State Taxes

Federal Form Preferences

Electronic Services
Update Electronic Services

Preferences
Accounting
Paycheck Printing
Form Printing
Emails

Reports

Preferences
Setup: Electronic Services | Pay Policies | Tax Setup Deductions | Preferences
Setup Overview
Payroll and Services Company and Account  Employees
Payro Business Information Overview
Pay Schedules Contact Information Employees
\Vacation ck/PTO Work Locations Time Sheets
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4. Click Preferences in the Setup section.

Preferences

Setup: Electronic Services | Pay Policies | Tax3etup | Deductions

Preferences

Edit Pay Policies

Pay Schedules

These are the pay schedules you have created. To add another schedule, click the Create button below.
Description Frequency

Friday Every Friday, starting 01/02/2015 Edit

Vacation and Sick Leave Policies

These are the vacation and sick leave policies you have created. To add another policy, click the
Create button below.

Description Category Rate Frequency

Vacation Vacation 80.0 hours/year Per Pay Pericd Edit

Sick Leave Sick 40.0 hoursfyear Per Year Edit
Create

Next Step: To assign new pay types, policies, or schedules to employees you have already set up, go to the
Employee Owverview. Click on an employee’s name to edit their information. Each time you add an employee,
you can assign policies that you've already created to that employee.

5. Click Accounting Preferences.

Preferences

Setup: Electronic Services | PayPolicies | TaxSetup | Deductions | Preferences

Preferences

To view or change your current settings, click the title of a section.

Accounting Preferepces

Paycheck Printing Settings

Form W-2 Printing Settings
Email Preferences

Group Report Settings

6. Click Next.

7. For Bank Account select the Checking account.
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8. Click OK.
9. Click OK.

10. Review other company payroll settings. This information is initially populated in the informational interview when
payroll is turned on in a live account. This payroll-settings menu is the place where company-wide settings are
adjusted, such as:

@ Add a new pay schedule for a new employees to be paid at different frequency from others
@ Add a new vacation policy for employees that accrue paid-time-off differently from others

@ Add or modify a deduction or contribution plan — such as a health plan, 401(k) plan, or garnishments. To
modify an employee’s specific deduction details, go to the Employee Dashboard and click on the Employee
name to edit the employee’s information

@ Update anything related to your federal and state employer accounts, such as your new Unemployment rate
@ Update electronic services

@ Add the company’s new work location

@ Customize the payday experience by setting which pay types show on the Create Paychecks screen

@ Choose whether employees will be entering time from online timesheets or whether time will be manually entered
@ Determine which steps are to be completed each time paychecks are approved

@ Set which payroll reports will show when the payroll processing is completed

@ Update which General Ledger accounts and classes will be used to post paychecks and taxes

@ Set printing preferences

@ Customize email reminders

@ Allow employees to import W2 data to Turbo Tax

@ Apply for Workers Comp pay-as-you-go service

Course 5: Expanding Usability 37



QuickBooks Online Client Training

Topic 2: Payroll

IDENTIFY THE VARIOUS PAYROLL REPORTS IN QUICKBOOKS ONLINE PAYROLL

Reports profit and Loss

$1,280 | $9.289

NET INCOME INCOE o _-—-/«.\.
EXPENSES 1ok
Sep 10 Oct 2015 Nov 2015 Dec1
Recommended Frequently Run My Custom Reports Management Reports All Reports
< All Reports
Manage Payroll
Time Activities by Employee Detail Recent/Edited Time Activities

Lists the products/services {time activities) provided by each
employee, including hourly rate and duration.
Run | Customize

Payroll Tax Liability

Shows the taxes you need to pay and the ones you've already
paid.

Run

Payroll Details

Provides details for selected paychecks, including the amount,

tares, and deductions.
Run

Workers' Compensation

Shows wages paid for sach Workers’ Comp class you've
assigned any employes so you can prepare forms for state

10k

Lists the 25 products/services {time activities) most recentiy
entered or edited so you can see your employees’ latest
activities.

Run | Customize

Payroll Tax Payments
Shows all the payroll tax payments you've made.
Run

Employee Details

Shows a current snapshot of each employes, including pay
rate, deductions, and tax withholding.

Run

Total Payroll Cost

Shows all costs associated with paying your employees,
inciuding total pay, net pay, deductions, and taxes.

Payroll Summary

Shows details for each paycheck you've created, including
total wages, taxes withheld, and deductions.

Run

Payroll Billing Summary

‘Shows all charges for your QuickBooks Cnline Payroll account.

Run

Payroll Tax and Wage Summary

Shows total and taxable wages that are subject to federal and
state withholding.

Run

Payroll Deductions/Contributions

Shows totals for your employes deductions and company
contributions.

Various Payroll Reports in QuickBooks Online Payroll

The Payroll reports available include:

@ Time Activities by Employee Detall
@ Recent / Edited Time Activities
@ Payroll Summary

@ Payroll Tax Liability

@ Payroll Tax Payments

@ Payroll Biling Summary

@ Payroll Details

@ Employee Detalils

@ Payroll Tax and Wage Summary
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@ Workers’ Compensation

@ Total Payroll Cost

@ Payroll Deductions / Contributions
@ Paycheck List

@ Total Pay

@ Vacation and Sick Leave

@ Retirement Plans

@ Multiple Worksites

@ Employee Dictionary

Topic 2: Payroll
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Step by Step: View the Payroll Summary Report in QuickBooks Online Payroll

1. Practice running payroll reports by opening the QuickBooks Online test drive file.

2. Navigate to the left Navigation bar > Reports.
3. Click All Reports.

4. Click the blue Manage Payroll group hyperlink.

db QuickBooks

stomers

Vendors

Employees

Transactions

0]

Reports

Recommended Freqoently Rur

Taxes
All Reports

Apps
Business Overview

These reports show different perspectives of how your business is doing.

Manage Accounts Receivable

These reports let you see who owes you money and how much they owe you so
you can get paid.

Manage Accounts Payable

These reports show what you owe and when payments are due so you can take
advantage of the time you have to pay bills but still make payments on fime.

Accountant Reports

These are reports accountants typically use to drill down into your business
details and prepare your tax retums.

Manage Products and inventory

These reports

ip you understand how much inventory vou have and how
much you are a

nd making for each of your inventory items.

4ok
O

Sample Company

Review Sales

These reports group and total
see how you're deing and w

5 in different ways to help analyze your sales to
you make your monay.

Review Expenses ghd Purchases

These reports total y
ways to help you

expenses and purchases and group them in different
rstand what you spend.

Tax

help you manage the sales taxes you collect and then pay the tax

Manage Payroll

These reparts help you manage employee aclivities and payroll.
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5. Click the blue Payroll Summary hyperlink. Notice that the Payroll Summary Report shows sub-totals for each
paycheck created in the date range, including total wages, total taxes withheld and total deductions.

Payroll Summary Report Share =
Date Range Employee
Last pay date - Active Employees - Run Report

CHECK NAME NET TOTAL TAXES TOTAL TOTAL EMPLOYER EMPLOYER TOTAL CHECK

DATE : AMOUNT HOURS WITHHELD DEDUCTIONS PAY TAXES CONTRIBUTIONS COST NUM

12/04/2015 (E:Ian}li!l:‘ $442.73 40.00 $71.12 $255.38 $769.23 $90.38 $0.00 $859.61 DD

12/04/2015 © Lucchini, Bill $638.88 40.00 $324.20 $190.77  $1,153.85 $135.57 $0.00 $1,289.42 DD
12/04/2015 ~ Steblay, Kari $95.61 10.00 $15.39 $69.00 $180.00 $21.15 $0.00 $201.15
Totals $1,177.22 90.00 $410.71 $515.15 $2,103.08 $247.10 $0.00 $2,350.18
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Step by Step: View the Tax Liability Report in QuickBooks Online Payroll
1. Open QuickBooks Online test drive file.

2. Navigate to the left Navigation bar - Reports.

3. Click All Reports.

4. Click the blue Manage Payroll group hyperlink.

5. Click the blue Payroll Tax Liability hyperlink.

Notice that the tax liability report shows the payroll taxes that have been paid and amounts still due.

Tax Liability Report Share =
Date Range
Last pay date - Run Rm

TAX AMOUNT TAX PAID TAX OWED

CA PIT / SDI §73.51 50.00 87351
CA Income Tax £5459 50.00 55459
CA State Disabilty Ins $18.92 50.00 518.92
CA SUlIETT §73.60 50.00 37360
CAETT 52.10 50.00 52.10
CA SUI Employer §71.50 50.00 571.50
Federal Taxes (941/944) $498.08 $0.00 5498 08
Federal Income Tax 5176.32 50.00 $176.32
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Step by Step: View the Paycheck List Report in QuickBooks Online Payroll

Q -+ ® Harmony Test Account &+
Paycheck list
Date Range
Last payroll - Run Report

Paycheck list

v IUME Al

- 08/09/2013 0 Four, Test $ 1,350.00

£"d V2013 L] Two, Test $ 2.500.00

Print Delete

1. Open the QuickBooks Online test drive file.
2. Navigate to the left Navigation bar > Reports.
3. Click All Reports.

4, Click the blue Manage Payroll group hyperlink.
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5. Click the blue Paycheck List hyperlink.

Topic 2: Payroll

Notice that the Paycheck List report shows all the paychecks created in the specified date range. This interactive

report lets you take action, such as changing the check numbers (by clicking on the blue Net Pay amount to

open the paycheck) or printing pay stubs (by checking the box next to each paycheck and selecting Print, which

appears after the first box is checked).

Course 5: Expanding Usability

Paycheck list
Date Range
Last pay date o Run Report

Print Delete %

|
Phv DATE NAME TOTAL PAY NET PAY PAY METHOD CHECK NUMBER

v 12/04/2015 Catillo, Eloisa $769.23 $442.73 Direct Deposit DD
12/04/2015 Lucchini, Bill $1,153.85 $638.88 Direct Deposit DD
12/04/2015 Steblay, Kari $180.00 $95.61 Check

Show adjustment checks
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Intuit Online Payroll Mobile App

@ Process payroll on the go with QuickBooks Online Payroll’'s Mobile app

@ Preview paychecks before approving

@ Pay employees with direct deposit

@ View past paychecks

@ E-pay taxes and e-file forms in all states

Run payroll on the go with Intuit Online Payroll

« Create accurate paychecks in seconds

« E-pay taxes & e-file forms

« Pay workers by direct deposit (it's freel)

« Get email reminders and notifications for payday
& tax deadlines

# Download on the ANDROID APP ON

! App Store

P> Google play
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Topic 3: Intuit App Center

TopPic OBJECTIVES

@ Recognize the benefits of Intuit approved add-ons

@ Identify steps to find, purchase and access QuickBooks Online add-ons

RECOGNIZE THE BENEFITS OF INTUIT APPROVED ADD-ONS

While QuickBooks Online focuses on tackling core accounting tasks, there are many other related business
management tasks addressed for small businesses by other apps that integrate with QuickBooks Online. The cloud
offers an unparalleled opportunity to connect to these applications so that data is shared. Instead of re-entering data,
which creates unnecessary workload and the potential for errors, data flows seamlessly across applications.

QuickBooks Online connects to third-party apps through the Intuit Partner Platform (IPP). QuickBooks Online is an
open platform, allowing third-party developers to build integrations. Developers must meet strict requirements to be
eligible for listing in the App Center.

Features Available with Intuit Abproved Apps
@ Apps customize QuickBooks Online to further fit specific business needs

@ Apps are mobile- and web-based for anytime, anywhere access

@ Data entered in an invoicing app can use QuickBooks Online data such as customers, jobs and product/service
items outside of QuickBooks Online and send invoices to QuickBooks Online, without the need for duplicate
work or the potential for error

@ QuickBooks Online can be updated automatically without exposing company information. For example, time-
tracking entries entered by staff and contractors outside of QuickBooks Online are updated in QuickBooks
Online without giving them access to QuickBooks Online accounts

@ Import to QuickBooks only when necessary. An app can handle an important job, but won’t clutter up
QuickBooks with unnecessary information. For example, an app captures requests from a company’s website
and tracks them as sales leads. Only when a lead is converted to an actual customer does the app automatically
add them to the company’s QuickBooks’ customer list

@ Separation of duties — Many apps can have separate logins that don’t allow users access to sensitive financial
data stored in QuickBooks Online

@ Apps are created by Intuit and independent developers. Intuit reviews and approves each app to ensure it meets
exacting quality and security standards

@ Only apps that are authorized can access the QuickBooks Online data
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@ Intuit’s security review team makes sure that apps use and protect data properly. Also, the app’s connection to
QuickBooks Online and can be turned off or on as needed

»®. e Select the Right App for Your Problem

First, figure out where you are getting bogged down
You'l find QuickBooks apps designed for many dfferent
business types and tasks

Sign up for free app trials - no credit
card needed

Sign up for free app trials using your QuickBooks log-in.
If you decide to subscribe to an app, the developer wil
bil you directly.

No Double Data Entry

Apps will request only relevant data (customers, jobs
or tems) from your QuickBooks to complete a task
and wil only send the approved transactions back into
QuickBooks (time entries or payments).
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IDENTIFY THE STEPS TO FIND, PURCHASE AND ACCESS QUICKBOOKS ONLINE ADD-ONS

Step by Step: Find and Explore the QuickBooks Online App Center

1. Open up your QuickBooks Online account; this will not work in the test drive file.

2. From the left Navigation bar > Apps.

Notice that the most popular apps are listed. You can search by name or browse by category.

QuickBooks
Home
Customers
Vendors
Employees
Transactions
Reports

Taxes

& rops

Apps

All Apps My Apps

Browse by category - Sea

Trending Now
(S OPEN]

4 American Express
by American Express

MNow, automatically send your
Business Card transactions to
your QuickBooks.

ok

Featured

Al

BillsPay)
—

Bill & Pay
by SkyHill Software, Inc.

Invoice, ACH & CC payments
any merchant account, auto-pay,
customer portal

Hdr ik (25

a9

l‘i

LivePlan

by Palo Alto Software
Budgeting, forecasting, and
business performance
dashboards made easy.

L 8.8 8 & G-

fras) AR T
§6% EFK NewCo to tum on

Guru Importer >
by ASM Development

Import standard QuickBooks I1F

journal entries into QuickBooks

Online

Ak drkk (4

3. Click on any app to view more information.

4. Access the app store from any live account to Try it Free.

5. The Intuit App Center may also be accessed by going to http://apps.intuit.com.
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@ TSheets.com Time Tracker — Use this App to track employee time for payroll and job costing. This App includes
tools to comply with DOL and DCAA regulations.

@ WorkETC - This is an all-in-one social CRM, projects, quotes and billing platform to keep everyone on the same

page and always up to date
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@ BodeTree - This app includes tools for determining a company’s worth, a funding center to connect with
partners, as well as an interactive goal Builder

Your Business Business Health
Goal Builder

Business Health

'656.9K "3ic 165"

Optimized Value Value Changed Optimized ROE

Youur Cusrrent Busingss Health

Corrert st

Business Health Breakdown
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Course Conclusion

You have just covered Course 6: Expanading Usability. This Course has been developed to help you train your clients
on how to use QuickBooks Online successfully.

By completing this module, your client should understand:

@ Activating QuickBooks Payments

@ Using Payroll

@ The Intuit App Center
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