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Training at a Glance

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

TOPICS STEP BY STEP WORKFLOWS

1. PAYMENTS Set up a new QuickBooks Payments account
Configure Account and Settings for online invoices

Send Online Invoices

Invoice portal from the customer’s perspective

2. PAYROLL Links to add QuickBooks Online Payroll

Add employee to QuickBooks Online Payroll

Configure payroll settings for QuickBooks Online Payroll
Payroll Summary Report in QuickBooks Online Payroll

Tax Liability Report in QuickBooks Online Payroll

Paycheck History Report in QuickBooks Online Payroll

3. INTUIT APP CENTER

Find and explore the QuickBooks Online App Center
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QuICcKBOOKS ONLINE TEST DRIVE

Most exercises in the other handbooks in this series 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 to a sample QuickBooks Online Plus
company:

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.

This test drive is designed for you to explore and try out new things without worrying you will break
something or make a mistake. It is not designed to retain any changes you make. (Although you
should change the Sign me out if inactive setting to 3 hours if you want to give yourself plenty of
time.) Once you close this QuickBooks Online test drive company it is completely refreshed, so
remember to allow sufficient time to complete each task.

The exercises in this handbook on expanding usability cannot be performed in the test drive
company. They are designed to be completed in an actual QuickBooks Online company. These
courses use a QuickBooks Online Plus company.

NoTE: When you are working in an actual company file (not a test drive company), you may see left
navigation bar tabs that differ slightly from what you see here. If that is the case, the actual company is
being viewed in Business View (as opposed to Accountant View). The steps in this course are
following the Accountant View option. If you are in Business View, click on the gear icon in the top
right and select Switch to Accountant view.

All QuickBooks Online companies, including test drive, can be toggled between Accountant and
Business View.
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YOUR COMPANY
Account and settings
Manage uszers
Custom form styles
Chart of accounts

QuickBooks labs

LISTS

Al lists

Froducts and services
Recurring transactions
Attachments

Custom fields

Tags

You're viewing QuickBooks in Business view. Learn more

TOOLS

Order checks (3
Import data

Import desktop data
Export data
Reconcile
Budgeting

Audit log
SmartLook

Resolution center

Training at a Glance

PROFILE
Feedback

Privacy

l Switch to Accountant view E l
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Topic 1: Payments

Toric OBJECTIVES

@ Identify the functionality of QuickBooks Payments
® Recognize the features of Online Invoices

® Recognize the steps to use the invoicing portal

FUNCTIONALITY OF QUICKBOOKS PAYMENTS

Consumers use a variety of methods — bank transfers (ACH), Apple Pay, Samsung Pay, Google Pay,
and credit 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 is the one central payment service associated with QuickBooks Online. It
helps companies using QuickBooks Online get paid faster and save time, eliminating unnecessary
transaction data entry and trips to the bank.

In this section, we'll learn about QuickBooks Payments and how to apply and activate itin a
QuickBooks Online account.
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Features Available in QuickBooks Payments

Supports accepting credit cards and ACH bank transfers

Powers the payment screens (i.e., Sales Receipt and Receive Payment screens) to accept
payments 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’s bank account to the company'’s selected bank account
There is typically a one-business-day window from the time the payment is submitted to the time
itis received in the merchant’s bank account. The cutoff time to get deposits the next business
day is 3 p.m. Pacific Time. Payments processed after 3 p.m. go into the next deposit cycle.

(Note that your first deposit with QuickBooks usually takes a little longer and should arrive within
4 to 5 days.)

The bank deposit and merchant service fees are automatically recorded in QuickBooks Online by
the QuickBooks Payments reconciliation feature. No competing accounting software can do this.

It's the only payment service that allows credit card payments to be accepted directly in
QuickBooks Online via either the Sales Receipt or Receive Payment screen

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 the GoPayment app for mobile devices

With GoPayment, credit cards can be swiped inside or outside of the QuickBooks Online mobile
app and a card reader can be added

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

Payments are downloaded into QuickBooks Online; downloads not matched are saved and
available to continue working on later

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

QuickBooks Online 2021 Client Training 7
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® QuickBooks Payments is available separately as a stand-alone pay-as-you-go payment solution if
a company does not invoice customers

@® More information can be obtained at https://quickbooks.intuit.com/payments/

NOTE: For those who previously used Intuit Payment Network, it is no longer associated with
QuickBooks Online as QuickBooks processes both credit card and ACH customer payments.

@
2. Step by Step: 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 a live QuickBooks Online account; this will not work in the test drive file.

2. Go to the gear icon on the top right and select Account and Settings.

YOUR COMPANY LISTS TOOLS PROFILE
Account and settings Alllists Order checks [} Feedback
Jm
anage users ~ Products and services Import data Privacy

Custom form styles

Recurring transactions

Import desktop data

Chart of accounts Attachments Export data
QuickBooks labs Custom fields Reconcile
Tags Budgeting
Audit log
SmartLook

You're viewing QuickBooks in Business view. Learn more

Resolution center

Switch company

Switch to Accountant view
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3. Click Payments on the left navigation bar.

[Account and Settings

Company

r t paid ways, fastl
QuickBooks Payments Get paid more ways, fast! ' Learn more
= Take credit cards or bank transfers

* Accept payments through Quickbooks, emailed invoices, and
mobile

Billing & Subscription
Usage = QuickBooks automatically updates when you're paid
Sales

Privacy | Security | Terms of Senice

Expenses

Payments I

Advanced

4. For a new account, click Learn More.

5. Review the pricing plans available. QuickBooks Payments (1-888-236-9501 for live info) has two
special pricing plans for ProAdvisors' clients; you can add a mobile card reader (see
https://quickbooks.intuit.com/payments/readers/ for card reader choices) to either one:

® Pay-as-you-go - $0/month with slightly higher processing rates
® Monthly fee - $16/month with lower processing rates

As you go Monthly

For QuickBooks Online $0},m° $1 6/mo
+ transaction fees + transaction fees
Card - Swiped 2.2% + 50.25 1.5% + 50.25
Card - elnvaice 2.9% + $0.25 2.75% + $0.25
Card - Keyed 3.1% + $0.25 2.9% + $0.25
Bank Transfer (ACH) 1% (max $10) 1% {max $10)
Q, callto sign up: 888-236-9501

These ProAdvisor client charges can be found at
https://quickbooks.intuit.com/accountants/products-solutions/merchant-services/.

Regular QuickBooks Payments charges can be found at
https://quickbooks.intuit.com/payments/pricing/.
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Topic 1: Payments

Bank Transfers

1% (max $10)

Low rates per transaction

Credit card rates

—_—

per swipe per invoice keyed-in

2.4% + 25¢

For cards processed with the free mobile card
reader

vish @8 oscevs [

Bank Transfers

1% (max $10)

Low rates per transaction

Credit card rates

e keyed-in

2.4% + 25¢

For cards processed with the free mobile card
reader

visA @5 oscovin E
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6. Click Get set up.

Low rates per transaction

Bank Transfers Credit card rates
per swipe per invoice keyed-in
1% (max $10)
3.4% + 25¢
For card numbers that you type in yourself
visA @5 oscon [

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

Let's get you paid
visa @2 v B ey

(—) Business info

Start
Federal Tax ID (EIN), website, address, phone

Personal info
Start
Name, address, phone number, last 4 of 55N

2, Deposits account info
Start
Connect your bank account to receive payments.

By selecting "Activate Payments", | agree to the Merchant Agreement and pricing, and have read and acknowledge the Privacy Statement. | provide my
"written instructions” authorizing Intuit to pull my credit report now and periodically in the future until | cancel my services in my account settings or by
calling the Merchant Service Center.

QuickBooks Online 2021 Client Training 12
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——} Businessinfo
We'll check info like your business type and EIN.

What is your business type?

Business type

Limited liability company v

Tell us more about your work

Enter industry type and select closest match

l Charitable and Social Service Organizations ‘ v l

Legal business name Employer ID Number (EIN)

l We Care Community Foundation l l l

An EIN is a 9-digit federal tax ID issued by the IRS for
businesses. Read more

Web presence (Optional)

wecare.com l

Please enter only 1 website. This helps us verify your
business.

Where is your business located?

Street address Apt/Ste/Unit
zIP City
l l l Porter Ranch l

8. After completing the Business info page, click Next.
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Topic 1: Payments

Personal info
We'll use this info to verify you're the business owner.

Owner's full legal name

Legal first name

Legal last name

l Esther

] l Friedberg Karp

Owner's personal address

D Same as business address

Street address Apt/Ste/Unit
zIP City
l ] l Chatsworth
State

California v ]

|L9t's make sure you're you

Date of birth

Social Security number (last 4 digits)

|

] l 2549

Personal phone

This doesn't impact your credit score.

|

W e e e £ FET-L XY s

9. After completing the Personal info page, click Next.

QuickBooks Online 2021 Client Training
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Add a new bank

Account number

Routing number

Sign into your bank and connect

10. After completing the bank information, click Save.

® |f the QuickBooks Payments application is approved, you'll receive a message congratulating
you, along with a notification 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.

® |f the QuickBooks Payments application is pending review, this typically means additional
information is required before a decision can be made. Normally a business should receive a
reply within one to two business days.

® |f the QuickBooks Payments application is declined, 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 kinds of products they sell.
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FEATURES OF ONLINE INVOICES

Here we'll explore activities related to Online Invoices and the invoicing portal with which customers
will interact.

® Allows the customer to pay the invoice by various payment methods (including Bitcoin) if
QuickBooks Payments has been activated and enabled for the emailed invoice

® Currently, the Online Invoice is entirely “guest view,” and does not require a username and
password login. Based on the payment type selected, the payer enters the payment method
information each time. This information is not saved.

® Full, partial and batch payments (paying multiple invoices at once) are allowed

® Once a payment is made from the Online Invoice
® A confirmation screen appears to the customer
A confirmation email is sent to the customer and merchant
The invoice in QuickBooks Online is automatically updated as paid
A Receive Payment transaction is posted and linked to the invoice

The customer’s Online Invoice displays a status of paid and the date that payment was
received

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

QuickBooks Online 2021 Client Training 16
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STEPS TO USE THE INVOICING PORTAL

Look at the 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, the format of the invoice is controlled from
Account and 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 files for any associated fees are recorded in QuickBooks
Online when the funds settle)

QuickBooks Online 2021 Client Training 17
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()

Topic 1: Payments

2.  Step by Step: Configure Account and Settings for Online Invoices

1. Open your QuickBooks Online account and set up the proper preferences for Online Invoices to
complete the next activity.

2. Click on the gear icon on the top right and select Account and Settings > Sales.

3. Click Edit (pencil icon) to the right of the online delivery section to expand it for editing.

Account and Settings

Statements

4. Use the drop-down to select Email options and choose Online Invoice.

5. Make sure the box for PDF Attached is unchecked.

6. Click Save.

7. Click Done.

Show aging table at bottom of statement

Show SKU column off
Company
Turn on price rules 2 off
Billing & Subscription Track quantity and price/rate On
Track inventory quantity on hand On
Usage
Sales Late foes Default charge applied to overdue invoices off
Appears as 3 line under Product/Service on the invoice,
E— and applies to all customers. Learn more
Payments Progress Invoicing Create multiple partial invoices from a single estimate On
Advanced
Messages Default email message sent with sales forms
Reminders Default email message for invoice reminders
Automatic invoice reminders off
Online delivery Email options for all sales forms
Show short summary in email
Show full details in email
PDF Attached
Additional email options for invoices
Onlineinvoice ¥
(_Cancel ‘m
On

@ Hep X

QuickBooks Online 2021 Client Training
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@)
o  Step by Step: Send Online Invoices

1. Open your QuickBooks Online account in which the Account and 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 right and select Invoice.

3. Ensure the Online payments checkboxes are checked at the top of the invoice.
4. Enter the invoice details.

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

6. The next screen shows the option to edit the subject line and/or body of the email that the
customer will see. The online payment options can be turned on here as well.

7. Click Send and close to send the invoice.
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()

o  Step by Step: Invoice Portal from the Customer’s Perspective

Topic 1: Payments

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 2647

@raimondi CPA.CITP

MARY ELIZABETH RAIMONDI CPA

DUE 06/07/2021

$1.00

(=)

Thanks for your business!

Powered by QuickBooks

Please click on the link to view and pay your invoice. | appreciate your prompt payment

2. Once the customer clicks on Review and pay, they will see a window where they can enter their
debit card, bank transfer, or credit card information to pay this invoice. The customer can click on
Edit to change the amount they are paying. The customer can also view the invoice, download it
(as a PDF) or print it.

@® quickbooks

PAYMENT AMOUNT

$1.00
[ Debit card Bank transfer Credit card

Name on card

Card number

Exp date CVV code ZIP coda

Save a payment method for faster future payments. Sign in or create account.

By sclecting Pay, | scceptthe Terms of Sei
Statement | also allow Intuit

© 2021 Intuit Inc_ All rights reserved

oscovy .
-

MARY ELIZABETH RAIMONDI CPA

Invoice 2647
Due date June 7,2021
Invoice amount 51.00
Total 51.00

v 8

Merchant details
Email: mb@mbraimondicpa.com

~

@ TRUSTe »
Ceried Bivacy

 Information is protected and kept confidentia

QuickBooks Online 2021 Client Training
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3. Let's say the customer clicked on View invoice. The interactive Online Invoice in the invoicing
portal is branded with the company’s name and shows the customer an image of their invoice
plus the due date and balance due amount per the QuickBooks Online account. At the top right
of the previewed invoice, the customer can choose to download or print the invoice as well.

Ofefc6e3-95c2-4a3d-ad59-4... + HEE!

MARY ELIZABETH RAIMONDI CPA

Invoice 2647 " )
raimondi cea.ci
mb@mbraimandicpa.com
BILL TO
Esther Friedberg Karp
DATE PLEASE PAY DUE DATE
05/28/2021 $1.00 06/07/2021
DATE DESCRIPTION ary RATE AMOUNT
CQuickBooks Consulting 1 1.00 1.00

Thank you for your business. | truly love working with you!
MB

TOTAL DUE $1.00

THANK YOU.
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@ quickbooks

Topic 1: Payments

PAYMENT AMOUNT

$1 .00 Edit

Debit card Bank transfer Credit card

Name on card
Card number

Exp date CVV code ZIP code

Save & payment method for faster future payments. Sign in or create account.

| and ackno
y card on May 3

By selecting Pay, | accept the Terms of Sen.
Statement. | also allow Intitto ch

© 2021 Intuit Inc. All rights reserved.

MARY ELIZABETH RAIMONDI CPA

Invoice 2647
Due date June 7, 2021
Invoice amount 51.00
Total $1.00

L &

Merchant details
Email: mb@mbraimondicpa.com

TRUSTe»

2N conilied Privacy

() Information is protected and kept confidentia
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4. The business can also see when the invoice was sent and when the customer viewed the invoice.
When invoices are emailed, they get tracked, making it easy for the business to know when their
invoice has been opened. At the bottom of the on-screen invoice that was sent out, the business
owner can see a trail of when the invoice was opened and viewed, and when it was paid (if it was
paid using QuickBooks Payments).

Activitios
e 05/07/2021
23 DAYS AGO
Viewed
this invoice.
Paid this
invoice.
- - Viewed
this invoice.
Viewed
thiz invoice.
- - Viewed
this invoice.
You Sentthis invoice

5. A payment confirmation page shows the payer their payment has been processed successfully.
The payer can then click Print receipt if desired. An email with a receipt will be sent to the
payer's email address.

6. Once a customer pays an invoice, an email notification is sent to the merchant and QuickBooks
Online is automatically updated.

7. The invoice will appear with a status of paid and the date payment was received.

Keep in mind there is no login process for your customers, so their payment card information is not
saved. Customers will have to enter their bank and credit card information each time they wish to

pay you.
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Topic 2: Payroll

Toric 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

INTUIT'S PAYROLL OFFERINGS THAT INTEGRATE WITH QUICKBOOKS ONLINE

QuickBooks Online Payroll is deeply integrated in QuickBooks Online. QuickBooks Online Payroll
offerings provide tremendous value and time saving to businesses.

For more info, call 1-877-202-0537

or go to https://quickbooks.intuit.com/payroll.

For business owners, QuickBooks Online Payroll is available in three plans: Core (previously
QuickBooks Online Enhanced Payroll), Premium (previously QuickBooks Online Full Service Payroll)
and Elite.

NoOTE: 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.
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SET UP QUICKBOOKS ONLINE PAYROLL

@
o  Step by Step: Links to Add QuickBooks Online Payroll

—_—

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

N

From the left navigation bar, select Payroll.
3. Choose the Employees sub-tab.

4. Click Get started.

wturd

ab quickbooks =  We Care Community Foundation

Employees Contractors Workers' Comp

Dashboard

Transactions Co n q u e r payro I I [ ]
Empower your team.

Cash Flow
Expenses ® Run payroll automatically and let us handle your payroll taxes.
* Ma your ti it -day direct it
Projects anage your time and money with same-day direct deposit.

® Access health benefits, workers' comp, and HR services.

Payroll

Time

Get started

Reports

Want to track employees but don't need payroll yet? Add an employee
Taxes

Mileage Have questions? Call sales at 866-820-6337 or chat

Accounting

My Accountant

Apps
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Download a PDF that details the features of the various payroll offerings here.

Topic 2: Payroll

@E‘fﬁflckbooks,

New and improved
QuickBooks Online Payroll lineup

Features Core Premium

$a5/mo + $75/mo +

Retail price
st prics $4/employss/no

$8/empleyee/mo

$45.§22.50/mo +
$4/employee/ma

545-337.50/mo +

Wholesale price $8/employee/ma

50% off 50% off
Fast unlimitzd payroll runs v v
Celculate paychecks & taxes' v v
Year-end filings included v v
Self-service employze portal (Workfurce)7 V4 v
Available in all 50 states v V4
Manage gamishments and deductions” v v
Payroll reports J v
Aute Payroll* v v
Health benefits for your team® v v
State new-hire raporting N/A v
Grant users permissions” NrA v

Automated tax payments & form filing* Federal, state Federal, state, local

Multi-stats fling™ (single state fling included)  $12 fee add an per additional state $12 fes acld on peradditional state

Workers' compensation administration fee $5 administration fes add on Administration fee induded

Product support Expert product support? Expert product support®

Direct deposit Next day™ Same day"'

HR suppert center N/A HR support canter'®
Time tracking by TSheets N/A Premium time tracking™
Onbearding Self-serve setup' Expert setup raview'’

Guarantees Existing Error-free
Filing Guarantea'

Existing Errorfree
" Ty
Filing Guarantes

Feature details

1. Calculate paychecks and pay workers
We do the math for you
«  Calzulate gross wages, employes withholdings, and nst pay for sach worker

+«  We'll monitor and update federal, state, and local taxes, so you don'thave to
¢ Employees can view pay stubs and W-Zs anytime via the online werldoree portal

QuickBooks Workfoice availsble to employees. Reguives an Inuit Account and seceptsnce of the intuit Terms of Service and Privacy Statement.

Elite

$125/mo +
310/smployes/mo

$425-562.50/mo +
$10/employes/mo
50% off

R N N N N N N IR N

Federal, state, lacal
Additional states in¢luded
Administration fes includad

Elite product support”
Same day"’

Personal HR adviser!?

Elite time tracking™
Elite onboarding assistance'®

Tax Penalty
Free Guarantee?®
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5. Backin the Employee Center, click on the features you require. QuickBooks will make a
recommendation as to which payroll service would suit you best. For comparison purposes, the
plans are listed below with their features.

Pay and manage your team-all inside QuickBooks

Select what you need. We'll recommend a plan that's right for you

® o\Y@ N K

® .
= Based on these selections,
U o we recommend

Tax penalty Automatically run Sone .
protection payroll Pre mium
See details
5
@ 3° 8| sz
@ Sign up and save 50%

HR support Est:tpaym“ zzndexwrt - \Fi'z 50 days fras then smve 50% for & manin® y
up product suppor )
Core Premium Elite =0
Qur simplest solution for reliable, automated Qur sutomated payroll solution with integrated Automatad payrell backed by our guarantee’, with
payroll time tracking and tools that help you grow. certified HR support to protect your business.
545 75 25
50 50 50

$31%,. 37°.. 623,
+ 34 par amplayes/zantrasior par manth 32 par amplayes/sanira sz par manth + 310 par ammployee/santrastar par manin

Sign up and save 30% Sign up and zave 50% Sign up and save 50%
Firzt 30 days free than seve 309 for & months™ First 30 dmys free then save 50% for & months® First 30 days frea then seve 50% for & montha®
Questions? Call 866-520-6337 Questions? Call 566-520-6337 Questions? Call 566-520-6337

Full-service payroll Full-zervice payrall Full-service payroll

Includes automated tox 2nd forma Includes sutomated tax end forma Includes automated tax and forma

Auto Payroll Auto Payrell Auto Payroll

Health bensfit for your team Hezlth banefz for your zeam Hezlth benefits for your tazm

6. Choose your payroll plan and select Sign up.
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7. You'll see a welcome page for payroll; select Get started.

Overview Employees Contractors Weorkers' Comp Benefits Human Resources Compliance

P'

Welcome to
QuickBooks Payroll

Let's get acquainted. Just a few quick guestions and you'll be on your way. [ )

Get started

»

8. You'll be asked several questions, such as if you've already paid employees in this calendar year.
Answer and select Next after each question.

Getting started

Have you paid employees in 2021?

Answer yes if you, your accountant, or maybe even a previous owner of your business has paid employees,

© & W

No I'm not sure Yes

We're thrilled you're here! Since it locks like this is your first time paying employeas in 2021, we'll help you set everyone up right.
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9. After answering the questions, you'll be prompted to start adding employees. You can start

adding them directly from this screen, or you can close it and add employees later as described
in the next exercise.

Your team

o Add your first employee

+ Add employee

Add employee

@]
0

Step by Step: Add Employee to QuickBooks Online Payroll

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

Navigate to the Employee Center by clicking Payroll in the left navigation bar, then click
Employees.

3. Click Add an Employee.

Overview  Employees  Contractors  Workers' Comp  Benefits

Human Resources  Compliance

Add your team

Add and manage your employees

prIVACY (D

Q| ( Active Employees v/ ) Add an employee | RS

NAME a PAY RATE PAY METHOD STATUS

There are no employees matching this criteria
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Fill out the information to add an employee: personal info, W-4 info, pay schedule, type and
amount of pay, deductions, how they get paid, and date of birth.

Mark Jones ® X
At emEmiEEe

Personal info

What are Mark's smployment details?

How often do you pay Mark?

Enter s few derails and we |l work sutysur csmpany's payeell calendar. Whatis 3 pay sehaduls?

EirFide, v | staring 05/28/2021

How much do you pay Mark?

Ifyour = nzl pay types, 2dd tham here. Thase pay types show up whan yeu run payrell

Saisry v 5 00000 seresr v

Markwerks | 800 hours pardzysnd 500 | dayz par wa

4. Click Done. Notice the new employee has been added to the Employee list. If you wish, you can
add the employee to Workforce where he/she can access their pay stubs and tax information.

=  We Care Community Foundation g My Experts @ Help
Overview Employees Contractors Workers' Comp Benefits Human Resources Compliance

Employees

Next payroll due today
Paycheck list

@ Families First Coronavirus Response Act. X
If your employees or their families are affected by COVID-19, you can pay them sick leave and apply a credit to your payroll
taxes. Learn more

© CARES Act. X
Defer your Social Security tax payments and apply & wage retention credit to help keep your employess on payroll. Learn
more
@ Workers' comp insurance is required in California. % Save time and paper

Pay only what's needsd, whenever you run payrell. Learn more =
Give your team access to their

pay stubs and tax info—
anytime, anywhere.

privacy (I
O\| ( Active Employees v) ( Invite to Workforce ) ( Add an employee ) 8

NAME & PAY RATE PAY METHOD STATUS

Jones, Mark $52,000.00/year Check Active
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@
@% Step by Step: Configure Payroll Settings for QuickBooks Online Payroll

1. To practice configuring payroll settings, open a live QuickBooks Online company; this will not
work in the test drive file. (These instructions are for companies using Premium Payroll.)

2. Click the gear icon on the top right and select Payroll Settings.

WOUR COMPANY
Account and settings
Manage users
Custom form styles

Chart of accounts

Payroll settings

QuickBooks labs

LISTS

Al lists

Products and services
Recurring transactions
Attachments

Custom fields

Tags

You're viewing QuickBooks in Business view. Learn more

TOOLS

Order checks (3
Import data

Import desktop data
Export data
Reconcile
Budgeting

Audit log
SmartLook

Resolution centar

PROFILE
Feedback
Refer a friend

Privacy

Switch to Accountant view
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3. Click the pencil icon in the Accounting section.

Federal tax Federal EIN, deposit schedule, and filing &
requirement

California tax State EIN, deposit schedule, and state Z
unemployment insurance rate

Taxes and forms Automate taxes and forms On Vv
Federal form Third party designee and paid preparer info Z
preferences
Email notifications Send to esther.us@e-compubooks.com

Setup notifications Send to you

Form filing notifications Send to you

Payday notifications Send to you

Tax notifications Send to you

Payday reminders Send to you Z

Tax payment reminders Send to you
Shared data Allow employees to import W-2 data into TurboTax On Z
Bank accounts Account number vz

Routing number

Printing Faychecks Print on plain paper Vi

Accountin
9 Choose how payroll transactions are exported

QuickBooks Online 2021 Client Training 32



Course 5 - Expand Usability

Topic 2: Payroll

4. Click the pencil icon in any section you wish to alter (in this case, we wish to alter the Paycheck

and payroll tax payments).

Accounting preferences

Accounting preferences - Review

TO
FROM CHART OF ACCOUNTS
PAYROLL
[ Paycheck and payroll tax payments l
Bank Account Cash in bank - operating

Wage expenses
Wage Account Payroll Expenses:Wages
Employer tax expenses
Tax Account Payroll Expenses:Taxes

Tax liabilities

Federal Taxes (941/944) Payroll Liabilities:Federal Taxes (941/944)
Federal Unemployment (940) Payroll Liabilities:Federal Unemployment (940)
CAPIT/SDI Payroll Liabilities:CA PIT / SDI

CASUI/ETT Payroll Liabilities:CA SUI / ETT

Want to update existing transactions

Update accounting preferences for past transactions according to current preference ssttings
(we'll change all accouints except the one in the Bank Account section).

5. Click Next.

6. For Bank Account, select the Checking or Operating account.

7. Click Continue.

Done

Accounting preferences

Bank information

Which QuickBooks checking account do you use to pay your employees' paychecks and payroll tax payments?

Bank account Cashin bank - operating [5383,184.59)

Continue

QuickBooks Online 2021 Client Training
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8. Click Done > Done again.

9. Review other company payroll settings.

Topic 2: Payroll

Now, assume we've run one paycheck for this employee so we can populate the various payroll

reports.

Paycheck #1111

PAYTO

Mark Jones

Employee address
22363 Mission Circle
Chatsworth, CA91311

v Pay

Salary
Total

v Employee taxes

TYPE

Medicare
Federal Income Tax
Socisl Securiyy

CA State Dissbility Ins

Pay period
05/22/2021 to 05/28/2021

Eaid from
Cash in bank - operating

Pay date
05/28/2021

Paid by
Check (3788.69)

HOURS

40.00

RATE CURRENT

525.00 5$1,000.00

$1,000.00

CURRENT

$14.50

$87.21

$62.00

$12.00

§35.60

521131

® X

NET PAY

$788.69

Check number

YD

$1,000.00

$1,000.00

YD

$14.50
587.21

$62.00
$12.00
§35.60

5211.31
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VARIOUS PAYROLL REPORTS IN QUICKBOOKS ONLINE PAYROLL

The payroll reports available include:

Time Activities by Employee Detail Workers” Compensation

Recent/Edited Time Activities Total Payroll Cost
Payroll Summary Payroll Deductions/Contributions
Payroll Summary by Employee FFCRA CARES Act Report
Payroll Tax Liability Paycheck History
Payroll Tax Payments Total Pay
Payroll Billing Summary Vacation and Sick Leave
Payroll Details Retirement Plans

Employee Details Multiple Worksites

Payroll Tax and Wage Summary Employee Directory

@ giiickbooks = We Care Community Foundation 8 wepes @uap Q O & @
+ New
Reports
Dashboard
: Standard Custom reports Management reports
Transactions
Sales o e B
Profit and Loss Comparison Transaction List with Splits
Cash Flow
Brofit and Loss by Tag Group Trial Balance
Expenses
Projects Profit and Loss * °
Payroll
Time
~ Payroll
Reports
Employee Details Payroll Tax Liability
Taxes
Employee Directory Payroll Tax Payments
Mileage
. FFCRA CARES Act Report Payroll Tax and Wage Summary
Accounting
My Accountant Multiple Worksites Recent/Edited Time Activities
P Paycheck History Retirement Plans
Payroll Billing Summary Time Activities by Employee Detail
Payroll Deductions/Contributions Total Pay
Payroll Details Total Payroll Cost
Payroll Summary by Employee Vacation and Sick Leave I
Rayroll Summary Workers' Compensation &
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()

o  Step by Step: Payroll Summary Report in QuickBooks Online Payroll
1. Practice running payroll reports by opening a live QuickBooks Online company; this will not work
in the test drive file.
2. From the left navigation bar, select Reports > Standard.
3. Scroll down to the Payroll report group.

4. Click the Payroll Summary hyperlink. Notice the Payroll Summary Report shows subtotals for
each paycheck created in the date range, including total wages, total taxes withheld and total

deductions.

Payroll summary Fesdozc
|Thws year v ‘ ‘ 01/01/2021 B ‘ | 12/31/2021 83 G it} Customize
Total 40h $1,000.00 521131 $788.69 $82.50 $1,082.50
gifi’ﬁoﬁ Jones, Mark 40h $1,000.00 §211.31 $788.69 $82.50 $1,082.50
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()

2.  Step by Step: Tax Liability Report in QuickBooks Online Payroll

—_—

Open a live QuickBooks Online company; this will not work in the test drive file.
2. From the left navigation bar, select Reports > Standard.
3. Scroll down to the Payroll report group.

4. Click the Payroll Tax Liability hyperlink. Notice the Tax Liability Report shows the payroll taxes
that have been paid and amounts still due.

Tax Liability Report Share v

< Back to report list
Date Range
Lest pey dete - Run Report

TAX AMOUNT TAX PAID TAX OWED

CAPIT/SDI $47.60 $0.00 $47.60

CA Income Tax $35.60 $0.00 $35.60

CA Stste Dissbility Ins $12.00 $0.00 $12.00

CASUI/ETT $0.00 $0.00 $0.00

CAETT $0.00 $0.00 $0.00

CA SUI Employer $0.00 $0.00 $0.00

Federal Taxes (941/944) $240.21 $0.00 $240.21

Federsl Income Tax $87.21 $0.00 $87.21

Social Securfy 562.00 50.00 562.00

Social Security Employer $62.00 $0.00 $62.00

Medicars $14.50 $0.00 $14.50

Medicare Employer $1450 $0.00 $1450
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()

o  Step by Step: Paycheck History Report in 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, select Reports -> Standard.
3. Scroll down to the Payroll report group.

4. Click the Paycheck History hyperlink.

Notice the Paycheck History report shows all the paychecks created in the specified date range.
This interactive report lets you print the paychecks selected.

= We Care Community Foundation e VyExperts D Help Q. O & @
We've moved the edit function to
< Back the paycheck list report Nead to make a change? Edit paychecks  PRIVACY (_J)
Paycheck history reco=c
Actions: 1item selected X
Pay date 1 Name ¢ Total pay ¢ Net pay ¢ Pay method Check number Status
05/28/2021 Jones, Mark $1,000.00 $788.69 Check 1"
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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

For more information, visit https://quickbooks.intuit.com/payroll/mobile/

Pay your team from your
mobile phone
« Create accurate paychecks for employees

Electronically pay taxes and file forms in all 50

« Get automatic reminders for payday and tax
deadlines

« View past paychecks and employes details

This spp supparts ol CuickEacks Online Bayrall pracucts. b does nat

suppart QuickSscks Orline Payrall deskiop versians

QuickBooks Online 2021 Client Training 39


https://quickbooks.intuit.com/payroll/mobile/

Course 5 - Expand Usability Topic 3: Intuit App Center

Topic 3: Intuit App Center

Toric OBJECTIVES

® Recognize the benefits of Intuit approved add-ons

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

BENEFITS OF INTUIT APPROVED ADD-ONS

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

QuickBooks Online connects to third-party apps through the Intuit Partner Platform. 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 Approved 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.

® Importto 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 Online
Customer list.
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® 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

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

=®.am Select the Right App for Your Problem

You'l find QuickBooks apos designed for many cifferent

€

Sign up for free app trials - no credit
card needed

Sign up for free apo trials using your OuickBooks og-n

; decice to subserbe 10 an ano. the develoner v

No Double Data Entry

Cd

A=

QuickBooks Online 2021 Client Training 41



Course 5 - Expand Usability Topic 3: Intuit App Center

FIND, PURCHASE AND ACCESS QUICKBOOKS ONLINE ADD-ONS

@
2!  Step by Step: Find and Explore the QuickBooks Online App Center

—_—

Open your QuickBooks Online account; this will not work in the test drive file.
2. From the left navigation bar, select Apps.

You will see two tabs at the top: Find Apps (which displays all apps in the Intuit App Center) and
My Apps (which displays all apps currently linked to this company).

Click the Find apps tab to get a complete listing of apps in the Intuit App Center for QuickBooks
Online in the United States. You can search by name or browse by category.

3. Click on any app to view more information.

4. Many of the apps accessed in the Intuit App Center from a live account can be tried for free by
clicking the app then clicking Get App Now (if it's visible).

5. The Intuit App Center may also be accessed without a subscription to a live QuickBooks Online
company by going to apps.com. Make sure to choose the correct country flag in the top right.
You can click View all apps, find specific apps by browsing by category, or search by an app’s
name in the top right corner next to the country flag.

@lickbooks  QuickEosi Apps 53 ( Ty QuickBooks for free )
UK

B= us
@ Guiickbooks. |=|=| azonbusiness
o] ca =

NEW! Save tim == ~ king your
Amazon Busin( @ ~ rchases

Skip the manual entry and bri Il PR thases from Amazon Business
into QuickBooks with ease

Find the right apps for your business
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Features of Some Apps

® 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 using a web browser, mobile device or tablet

ENTERPRISE SOFTWARE FEATURES. SMALL BUSINESS PRICE

Workflow Solutions Project Management Software
© Permissions and access control. © Gantt, Tree and Timeline views.
© Build workgroups. Manage by roles. 1 . © Dependant tasks and alerts.

© Auto alerts and reminders. o Update from web, email or mobile app.

Start Your Free Trial

Every feature unlocked for 14 days.

o Two-way sync with Google. Custom project types and stages.

-]
No credit card reguired
(=]

© Cross-department reporting. Extend detail with custom fields.
GET STARTED
© Track project budgets.

Sales, CRM & Social
Resolve issues with online chat.

-]

o Capture leads from forms and email. 2
L]
e Billing Software
0 Assign leads based on qualification. g
Invite Your Team
© Custom sales processes and stages. Activate your trizl account and one-click 0 Products, timesheets & expenses.

invitations for your team

© Sales pipeline and custom reporting. © Track and remind overdue accounts.

- [INVITE MY TEAN "
o Use email templates to nurture leads. INVITEWYTEAN. o Self service portal for customers.

0 Slice and dice data with Smart Lists. © Connectors for Accounting Software.
Help Desk Software 3 Power Features
.

o View entire case history on one page © Custom web form builder.

See It Working

- All setup? We'll ta d
© Extend case detail with custom fields. e

-]

Email marketing & newsletters.
matched to your company needs.

© Custom support processes & stages

-}

Open API for custom development.
REQUEST A DEMO

© Report on key performance indicators

-]

Powerful custom fields & data types

© Solve from email, web or mobile

-]

Twitter, LinkedIn & Facebook Integration
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® Dext Prepare - This app uses OCR technology and syncs data from your receipts, bills and other
documents with QuickBooks Online. This eliminates manual data entry for these areas. Your data
is stored safely (and found easily) on Dext's cloud servers for a minimum of 10 years in case of
audit, natural disaster or fraud.

- * "'-l
Snap it 0 Send it © Sorted g
Use your phone to snap and extract all the Upload bills, receipts, invoices and bank The time you'd usually spend on your
important data, and then scrap the statements on-the-go from your phone, financial admin? You've just won it back.
physical copy. Simple and paperless! laptop or email account, before connect Now you're free to focus on what really
your accounting software via our matters — like growing your business.

seamless integration.

No more manual data entry

Instead of manually copying each line of your receipts, bills, invoices or
bank statements into your accounting software, Dext Prepare analyses
and extracts the important information so you don't have to.

Effortiessly update

Paper receipts and invoices are messy and often
don't follow a standard layout. Dext Prepare goes
beyond simply converting documents into digital
text — one quick photo and the app intelligently
analyses, understands and organises the data for
you.
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® Method:CRM - Method’s customizable no-code platform makes it easy to develop a CRM
(customer relationship management) solution or app that is perfect for your unique business. Use
activities to track emails and phone calls. The two-way real-time sync consolidates customer

Topic 3: Intuit App Center

history and accounting data, giving everyone a 360-degree view of every customer.

methcd

The best QuickBooks
CRM on the market

Combine Method:CRM's powerful QuickBooks
sync and customizable platform for a solution
that's perfect for each of your unique business
needs.

Full access with unlimited users, 30-day free trial.

Lists

IE“ Vendor Transactions

@

Features ~ Industries Pricing Demo Resources ~ Signin Try for free

@ Time Tracking

nfurt

E Sales Transactions

quickbooks.

methcd:crm

&i] Payment

Ex Contacts

When it comes to syncing with QuickBooks, we did it first — and we still do it best.

Industry-leading
integration

Method:CRM is the #1 CRM on
Intuit’s apps.com, with over 1,100
five-star reviews from QuickBooks

users and ProAdvisors.

Two-way,
real-time sync

Our patented integration instantly
syNncs customers, invoices,
payments, and more between
Method:CRM and QuickBooks.

( Learn more about our QuickBooks sync )

qab

Works with all
versions of QuickBooks

Yes, even desktop versions!
Method:CRM empowers you to run
your business from anywhere,
on any device.

QuickBooks Online 2021 Client Training




Course 5 - Expand Usability Course Conclusion

Course Conclusion

You have just covered Course 5 - Expand Usability. This course has been developed to help you train
your clients 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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