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Agenda

Topic 1: Why QuickBooks Online? Which version is right for my business?
Topic 2: Setup Best Practices

Topic 3: Navigation

Topic 4: Mastering Bank Feeds

Topic 5: Invoicing and Receivables Best Practices

Questions
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Why QuickBooks Online

Automated Bank Feeds & (o] o Accessible across multiple
g Bank Rules - operating systems and devices
a Integrates with 500+ Apps @ Real-time, multi-user access from
on apps.com anywhere

KBELEVATE



QuickBooks Online Plans

Track income and expenses and see how much money you're making
Create unlimited invoices and estimates

Handle sales taxes
Download and automatically organize bank and credit card transactions

Print cheques and record transactions
Import / export data from Excel or import data from QuickBooks desktop
File payroll taxes/ source deductions

Add payroll to pay T4 employees

Back up your data online automatically

Bank level security and encryption so only you access your info
Access your data from a tablet or smartphone

Invite up to two accountants to access your data

Integrate with available applications

Good fit for doctors
office, service-based
business, consultants

Good fit for sole

proprietors, and many
owner managed corps

Set up invoices to automatically bill on a recurring schedule

Good fit for mid-sized
business with an in-
house accounting
department

Manage and pay bills from vendors

Delay charges and schedule payments for later

Compare your sales and profitability with industry trends

Control what your users can access

Handle multiple currencies

Track billable hours by customer
Give employees and subcontractors limited access to enter time worked

Create and send purchase orders

Track inventory (FIFO) and two-sided items

Create budgets to estimate future income and expenses

Categorize your income and expenses using class and location tracking

Number of people who can access QuickBooks Online

Automated Backup & Rewind
Robust Employee Permissions & Workflows

Premium Support




Apps.com

KBELEVATE

APP COLLECTIONS

® Popular apps
Trending apps

Free apps

CATEGORIES

Calculate quotes
Get funded

Make payments
Manage customers
Manage human resources
Manage projects
Perform analytics
Prepare taxes
Receive payments
Run payroll

Send invoices
Sync data

Track expenses
Track inventory

Track time

Find the right apps for your business

Popular apps

Dext Prepare

Transform your preductivity by extracting
info from receipts & invoices

s v e e oy (445)

wle,

O

Knowify for Contractors

Job costing, progress inveicing, change
orders, and more for construction firms.

Wik ofr (47)

o =
I Fathom
Fathom

Insightful dashboerds and performence
reports for your business.

plooto

Plooto

Fastest way 1o send and recieve business
payments in one integrated platform.

Wi il vy (48)

®

QuickBooks Time

Simplify payroll and inveicing with
QuickBooks Time (formerly TSheets)!

i drdr vy (10812)

Bulk Import Excel | CSV | IIF -
SaasAnt Transactions Importe...

Impor / Export /Delete Excel

Transactions/Lists {Invoice, Bill, Journal etc.)

E)

Expensify

Receipt racking and expense
management integrated with QuickBooks

e W ¥y (1578)

dero
Aero Workflow

‘Workflow designed for accountants end
bookkeepers

e dedr (109)

@
AutoEntry
AutoEntry

Automates entry of bills, receipts, bank
statements, sgles invoices & more.




Apps We Love
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Dext Prepare A

Transform your productivity by extracting
info from receipts & invoices.

LA & & & (RGeS

Receipt Magic & Digital Archive
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Apps We Love

Wagepoint

Wagepoint

Simple, Fast & Friendly Payroll Software for
Small Businesses

Wi Wiy iy (44)

KBELEVATE

PAYROLL CALENDAR TAX DOCUMENTS
I S —
' am
=

PAY DAY PAYROLL HISTORY

Automated payroll for salaried employees, CRA/WSIB remittances
+ optional integrated time tracking/paid leave tracking apps

9



Learning ODbjectives:
Setup Best Practices
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Top Navigation Bar

S NN O

Gear Search Help Menu
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Setup

YOUR COMPANY LISTS TOOLS PROFILE

Account and settings All lists Order cheguss Feedback

Manage users Products and services Impaort data Privacy
Cusztom form styles Recurring transactions Import outside data Switch company
Chart of accounts Attachrnents Export dats
CuickBooks labs Custom fields Reconcile
Themes Tags Budgeting
Audit log
Smartlock

KBELEVATE ’



Setup: Closing Date

Company

Billing & subscription

Expenzes

Payments

KBELEVATE

Accounting

Company type

Chart of accounts

Categories

First month of fiscal year

First month of income tax year
Accounting method

Close the books

Default tax rate selection

Tax form

Enable account numbers

Track classes

Track locations

January
Same as fiscal year

Accrual

Off

Exclusive of Tax

Corporation, one or

Off

Off

Off

13



Setup: Closing Date

Close the bocks (3) Ln
Closing date
1253172021 !
. : o
Allow changes after viewing a warning ¥ | U

KBELEVATE



Setup: Closing Date

Please Confirm
This transaction might affect & tax return you have slready filed.
f this is the casze, the tax amount for that agency will be
brought forward into the current tax period.

Do you want to continue?

T

KBELEVATE ,



Setup: Date Format/Sign Out

Other preferences Date format MM/ ddfyyyy

Mumber format 12345600

Warn if duplicate cheque number is used

Warn me when | enter & bill number that'z already e

been used for that supplier

Warn if duplicate journal number is used

Sign me out if inactive for 3

KBELEVATE ’



Setup: Payments

Company

Bank payments [EEI}

Billing & subscription
Payment Methods

Uzage

Expenzes

Payments

KBELEVATE

Setup bank payments

Cards [sfay wsa @9 | =

Set up | Learn more

Accept payments online

2.9% + 25¢ per transaction

Set up Payments

+ Mo monthly fees * Moterminstion fees

+ Naohiddan fees

17



Setup: Payments

Edit payment methods
Updates only apply to this invoice.

E| Cards VisA | @B | eem

You can edit payment methods for all future invoices in

settings. Settings

G B

KBELEVATE Y



Setup: Payments

Subject Invoice 12345

From quickbooks@notification.intuit.com

ﬁ Landscaping Hero

INWVOICE DUE DATE BALANCE DUE P . .
12345 | 02/06/2018 | $665.00 ay invoice

To [customer first name]
We sppraciate you trusting us to get the job done right. We are here to service you anytime.

Here's your inveice! We appreciste your prompt payment.

KBELEVATE o
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Setup: Sales Tax Centre

=

= o 75

Let's set you up to collect and track sales tax

Set up sales tax

ONLY enable if your business is HST/QST/PST Reqistered

KBELEVATE



Sales Tax Centre

Canada Revenue Agency o

GST/HST

Filing: Yearly GST/HST number: 798491601RTO001 + Addcustomrate | ¢ Editagency settings
NAME TAX ON SALES TAX ON PURCHASES = DESCRIPTION ACTIONS
GST 5% 5%  Federal goods and services tax Make inactive
Meals & Entertainment ON 13% Make inactive

HST 6.5% Liability 6.50% Make active

HST 6.5% Expense 6.50%

HST ON 13% 13%  Harmonized federal and provincial tax (Ontario) Make inactive
Exempt 0% 0%  Tax-exempt Make inactive
Zero-rated 0% 0%  Zero-rated Make inactive

Link with Guide to setup meals and entertainment tax code

KBELEVATE ,


https://quickbooks.intuit.com/learn-support/en-ca/help-article/sales-taxes/set-sales-tax-rate-meals-entertainment/L7W0DWhNw_CA_en_CA

Chart of Accounts - Introduction

Chart of accounts
Overview

Books to Tax \F( Batch actions v )

Dashboard —
ashboard | NUMBER

Banking —| 1000

Sales
1010

Cash flow
1100
Expenses
Payroll
Reports
Taxes
Mileage

Accounting

My accountant

KBELEVATE

NAME

1000 Business Chequine

1010 Owner Cash

1100 Client Trust Accou

Uncategorized Asset

1500 Furniture and Equi

1700 Acc Amort

2200 Business Credit Cé

2300 GST/HST Payable

2370 GST/HST Clearing

TYPE a

Bank

Bank

Bank

Current assets

Property, plant and ...

Property, plant and ...

Credit Card

Other Current Liabil...

Other Current Liabil...

DETAILTYPE

Chequing

Cash on hand

Trust account

Other current assets

Other fixed assets

Other fixed assets

Credit Card

GST/HST Payable

GST/HST Suspense

QUICKBOOKS BALANCE BANK BALANCE

0.00

0.00

0.00

0.00

0.00

0.00

0.00

0.00

ACTION

Account history

Account history

Account history

Account history

Account history

Account history

Account history

Account history

Account history

22



Setup: Account Numbers

Company )
Accounting First month of fiscal year January
Billing & subscription First month of income tax year Same as fiscal year
Accounting method Accrual
Usage Close the books Off
Default tax rate selection Exclusive of Tax
Sales
XOENsSes Company type Tax form Corporation, one or
Expenzes pany typ P
Payments
Chart of accounts Enable account numbers Off
Time
Categories Track claszes Off
Advanced Track locstions Off

KBELEVATE .
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Setup: Account Numbers

1%

KBELEVATE
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Setup: Account Numbers

Chart of accounts Reconcile
Chart of Accounts : . _
- For incorporated businesses:

@ You've got more room

If you have your accountant’s trial
balance from your last fiscal year,
match up your account numbers/names

You can create up to 250 accounts in your plan. You've created 79. Learn more about usage limits

\F( Batch actions « )

NUMBER NAME TYPE 1000 Assets
2000 Liabilities
1000 Chequing <. Bank 3000 Equ|ty
1200 Accounts Receivabls Accounts receivable (A/R) 4000 Income

5000 Cost of Good/Service
6000 Expenses

KBELEVATE .




Chart of Accounts

RULE #1:
Keep it Simple. Don’t create too many accounts

If more detail is needed use the tags feature
OR upgrade for class and location tracking in the plus edition

RULE #2:

Know your gross margin. What is your cost of sales?

RULE #3: Setup Your Default Tax Codes (next slide)

KBELEVATE

Long for Success -- Event Planning

Profit and Loss
January 1-June 21,2022

TOTAL

 INCOME
Billable Expenses Income 10,610.25
Markup 2,409.55
Sales 3,500.00

Ssles of Product Income

19,050.00

Services 3,600.00
Total Income $39,169.80
COST OF GOODS SOLD
Cost of Goods Sold 9.664.68
Cost of Sales - billable sxpensas 2899775
Inventory Shrinkage 0.00
Total Cost of Goods Sold $38,662.43
GROSS PROFIT
~ EXPENSES
Insurance Expense-Genersl Lisbility Insurancs 1,500.00
Interest expense 665.00
Janitorial Expense 417.52
Rent Expenze 7.500.00
Utilities - Electric & Gas 1,303.71
Utilities - Water 370.93
Depreciation Expense 166.65
Total Expenses $11,923.81

FROFIT

$-11,416.44

26



Chart of Accounts

Chart of accounts Reconcile
Overview

Books to Tax

n Batch actions « expense

Set default Tax code IAME TYPE a DETAILTYPE

Dashboard
Make inactive
) illable Expense Incomé Income Sales of Product Inc...
Banking

6010 Automobile Exper: Expenses Other Miscellaneou...
Sales

Cash flow : 6030 Computer and Inté Expenses Other Miscellaneou...

Expenses 6060 Insurance Expense Expenses Other Miscellaneou...

el 6070 Interest Expense : Expenses Other Miscellaneou... : QOutof Scope

Reports
6090 Office Expense Expenses Other Miscellanecu... : HST ON

Taxes
6100 Payroll Expenses : Expenses Payroll Expenses Exempt
Mileage

6120 Rent Expense Expenses Other Miscellaneou... @ Exempt
Accounting

6140 Telephone Expens Expenses Other Miscellaneou... : HST ON
My accountant

KBELEVATE 2
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Multiple Windows

@D QuickBooks e '
Mew tab to the right

¢ - C @ apps  Add tab to reading list

Add tab to new group

Move tab to new window

| Increase your speed by an
Supicate average of 42%; with
P | multiple monitors

Mute site

db Accountant Reload Ctri+R

. Close Ctrl+W
Overview

Close other tabs

Books to Tax Close tabs to the right

KB E L E w E 1.https://www.tworivercomputer.com/two-monitors-increase-productivity/#:~:text=The%20research%20found%20that%20adding,you%20d0%200n%20your%20computer. 29
A


https://www.tworivercomputer.com/two-monitors-increase-productivity/#:%7E:text=The%20research%20found%20that%20adding,you%20do%20on%20your%20computer.

Multiple Windows

KBELEVATE

@ Bank transactions X +

& - C & appgbo.intuitcom/app/banking

=]

= Landscaping Hero

Banking

Banking Rules a

@ Credit Card v

App transactions

Q

Receipts

Credit Card a8s

$0.00
BANK BALANCE

Updated on 2022-05-12

50.00

IN QUICKBOOKS

For review (19) Categorized | Excluded )

‘ B Alldates v H I Al transactions (19) |

[] bpatE v BANKDETAIL  PAYEE
\:‘ 05/12/2022 E-transfer Acme  Acme
] | os/z/2022 Home Depot

] o0s12/2022 Esso

I

° @ Help

1-19 0f 19

CATEGORYORM TAX

Uncategorized Ex;
Uncategorized Exg

3 Automobile

HST ON

Q@ & # O & (& i)

— O

X

Take a tour

SPENT

$1,250.00

$100.00

$75.00

Go to bank register

e E®

RECEIVED ACTION

Add

Add

Add

Q 0 @ e

-

@ QuickBooks X +

& - C @ appgbo.intuitcom/app/reports

=]

= Landscaping Hero

Reports
Reports Performance centre
Reports
Standard Custom reports Management reports

v Favourites
Accounts receivable aging summary
Balance Sheet

Profit and Loss

~ Business overview
Audit Log
Balance Sheet Comparison
Balance Sheet Detail
Balance Shest Summary

Balance Sheet

*

30



Use Bookmarks

Bookmark added

Reconcile|

Name

Folder Bookmarks bar

More... m Remove

@ QuickBooks

db Accountant

Overview

Books to Tax

Nashhoard

X +

@ Reconcile @ Invoices @ Accounts Receivable

= Landscaping Hero

Accounting

< C @ app.gbo.intuit.com/app/reconcile?accountld=26

@D Profit and Loss

9 Accountant Tools

Chart of accounts Reconcile

Chart of accounts > Bankregister = Reconcile

Reconcile

Get Where You Need
to Go Faster!

31



earch: Recent Transactions

RECENT Purchzze Order 1001 | Acme | &/1722 | $2.500.13
SEARCHES

Invoice 1004 | Mra. Zimmerman | 3/12/22 | £5463.00
RECENT Bill | Acme | 060372022 | 51.250.04
TRAMSACTIONS

Purchaze Order 1002 | Acme | 0&/03/2022 | 52,500.13
Bill | Acme | 0&/01,2022 | $1.250.04

Purchzaze Order 1001 | Acme | 0&/01/2022 | 32,500.13
Bill | Acme | 0&4/01/2022 | $1.250.04

Inventory Starting Value START | Widgets | 06/01/2022
Invoice 1003 | Mrz. Zimmerman | 060172022 | $54635.00
Invoice 1004 | Mra. Zimmerman | 060172022 | $54635.00
Invoice 1004 | Mrz. Zimmerman | 0571272022 | $5435.00
Fayment | Mra. Zimmerman | 05/12/2022 | 553635.00

View more

$0.00

KBELEVATE

to navigate enter tozelect  esc to dizmizz

Advanced Search

Quick access to a list of all of
the most recent transactions

32



Search: Reports

profit e

Search rather than dig
for iInformation

REPORTS Profit and Loas
Profit nd Losz Detai
Profit and Lozz by Month
Profit and Lozz by Cla=z
Profit and Lozs by Customer
Profit and Lozz Comparizon
Profit and Loz ¥TD Comparizon

Profit and Loas % of Total Income | Profit and Losz % of Total Income

CQusarterly Profit and Loas Summary

KBELEVATE .



Calculator

(“' Invoice no.1007

Online payments Get set up

% Take a tour

{é} @ Help

Customer (%) Customer email (7) Ce/Bee - BALANCE DUE
) o ‘ ‘ Cards [#] wa @ =
Mrs. Zimmerman v cvoisin@kbllp.ca — $ 0 00
|7| Send later @ ®
Billing address Terms (2) Invoice date Due date Inveice no.
Mrs. Zimmerman Net 30 06/20/2022 07/20/2022 1007
Creste recurring invoice A M D u N T
Sales Rep Expiry Date
Tags (%) $ 6 1 9 ‘ I a b
Amounts are | Exclusive of Tax
# SERVICE DATE PRODUCT/SERVICE (%) DESCRIPTION aTty RATE AMOUNT SALESTAX
o 1 Hours v 1 $46 912 v
KBELEVATE o
i




Learning ODbjectives:
Mastering Bank Feeds



Connecting Bank Feeds (Automated)

KBELEVATE

Select Banking

Overview
Books to Tax
Dashboard
Banking
Sales

Cash flow
Expenses
Projects
Payroll
Reports

Taxes

Mileage

Accounting

My accountant

Banking

Banking Rules Tags Receipts

Automate income and
expense tracking

Save hours of work by tracking finances automatically

(® See howitworks (2:10)

1 Connect a bank or credit card to get started

2 Review and add your transactions

3 See how your business is doing

CIBCO <)

'i\* Royal Bank O Desjardins

RBC
& scotiabank T@ng@riﬁey

ATB Financial i

FINANCIAL GROUP

Me”dlan gcoastcapital

BMO 0 | Equitable Bank

E Canada Trust sSim pl i i

FINANCIAL

( Upload transactions )

adick Connect

+ Many More

36




Connecting Bank Feeds (Automated)

KBELEVATE

Let’s get a picture of your profits

rour bank or credit card to bring in your transactions

www.rbcroyalbank.com

...............

Select or Search for your
Financial Institution



Connecting Bank Feeds (Automated)

KBELEVATE

PERSONAL CHEQUING A... ™1930 | | o ‘
Balance: $2,821.49

+ Add naw

10000 Cash Bank

10010 Business Chequing Bank H Select Business Chequing

22000 Business Credit Card Credit Card

Suggested Naming Convention

BANK + TYPE + LAST 4 DIGITS
VISA CAD

‘ ex. RBC VISA 1234
| @
Balance: -$8,055.72

*+ Add new

10000 Cash Bank

10010 Business Chegquing Bank

22000 Business Credit Card Credit Card M Select Business Credit Card

38




Connecting Bank Feeds (Automated)

KBELEVATE

We will pull transactions from the selected accounts from 01/01/2021. Or you can select 2
different date to pull transactions from. Some bank limitations may apply.

This year (01/01/2021) v

=) 0

Select Date Range

39



Connecting Bank Feeds (Manual)

o —  Sample Company @ Help q Q @3 ‘
Banking
Banking App transactions Rul Tag R p
Chequin A4 l':/- Link account V-\I
quing

Upload from file

Visa Credit Card =
Manage connec tions

s'} 210 NN

If your bank doesn’t have a connection or doesn’t pull in your complete
history, you can usually export your bank transactions to an excel (.csv) file

and upload
KBELEVATE



Working with Bank Feeds: Navigation

Banking
Banking App transactions Rules Tags Receipts
- - I/' '-\\I
Visa Credit Card Vv (_ tinkaccount | v )

I: For review (8) Categorized Excluded ) Take atour  Go to bank register

‘a All dates W H “+ All transactions (8) ~\/ H

1-8 of 8 1 & E {6}

|_| DATE DESCRIPTION PAYEE CATEGORY OR MATCH TAX SPENT RECEIVED ACTION
|:| 28/04/2022 Supplies Depot Uncategorized Expense $24.68 Add
|:| 15/04/2022 Coffee Place Uncategorized Expense $7.88 Add
|:| 09/04/2022 Supplies Depot Uncategorized Expense $18.60 Add
[ ] o08/04/2022 Coffee Place Uncategorized Expense $20.50 Add

| | 07/04/2022 Supplies Depot Uncategorized Expense $35.88 Add




Working with Bank Feeds: Navigation

of 8 1 e B &
] Cheque No.

|| Class

Groups

I() Turn off grouping

Transaction details

| | Show amounts in 1 column

Show tags field
v g

|| Editable date field

|| Copy bank detail to memo

Show suggested rules

| Show bank details




Working with Bank Feeds: Navigation

Banking
Banking App transactions Rules Tags Receipts
L] - /- -\
Visa Credit Card Vv ( Link account v
M A

| For review (8) Categorized Excluded ) Take atour  Go to bank register
2 money out transactions: -$28.38 Update

| | DATE BANK DETAIL a PAYEE CATEGORY OR MATCH TAX SPENT RECEIVED ACTION

| | | v Bankof AnyCity (1)

| | 17/03/2022 Bank of AnyCity, Thank Y...  Bank of AnyCity $1,000.00 View
| | W Coffee Place (2)

|Z| 08/04/2022 Coffee Place | Anytown Uncategorized Expense $20.50 Add

|Z| 15/04/2022 Coffee Place treet,, Anyto... Uncategorized Expense $7.88 Add

43



Working with Bank Feeds: Navigation

Banking
Banking App transactions Rules Tags Receipts
- - I/" ] -\\
Visa Credit Card Vv ( Uinkaccount | v )

For review (8) Categorized Excluded ) H Excluded transactions Take atour  Go to bank register

™l

SHERS

Items that have allocated

Transactions to allocate

KBELEVATE y



Working with Bank Feeds: Navigation

Banking
Banking App transactions Rules Tags Receipts
. . N ~
@ Visa Credit Card Vv ( tinkaccount | v |

( For review (7) Categorized Excluded Take atour  Go to bank registe

‘a All dates H $f+ All transactions AV H

1-1 0of 1 1 & E {6:}

| | DATE ¥ DESCRIPTION AMOUNT ADDED OR MATCHED RULE ACTION

| | 08/04/2022 Coffee Place , Anytown -$20.50 Addedto: Expense: Uncategorized Expense O Undo

To undo a transaction, Go to Categorized > Undo

KBELEVATE *



Working with Bank Feeds: Shareholder

|Z| 07/04/2022 Supplies Depot, Anytown Due to/From Shareholder | Out of Scope $35.88
'::!:3' Categorize Find match Record as transfer
Supplier/Customer (@ Category * (@ Customer @
v Due to/From Shareholder M v [ | Billable

Tax * Class (®

Qut of Scope (0% ) v v
Tags @ Manage tags
Memo

Accidentally paid from my business account

Add

Example: Paid for something personal with corporate dollars
KBELEVATE
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Working with Bank Feeds: Shareholder

() Expense D Takeatour ¢ (?) Help

Fayee Payment account @ AMOUNT

v Owner Cash v | Balance $0.00 $ 0 L] 00

Payment date Payment method Ref no.

21/06/2022 v

Tags @ Manage tags

Amounts are | Inclusive of Tax ¥

v Category details

# CATEGORY @ DESCRIPTION AMOUNT (CAD) SALESTAX BILLABLE @ MARKUP % CUSTOMER @ CLASS
1 Office expenses 113.00 : HSTON m
2 Due to/From Shareholder -113.00 : Qut of Scope m

Example: Paid for something personally that the business owes you




Working with Bank Feeds: Matching

KBELEVATE

| | 15/04/2022 Air Express AIR Express

] 15/04/2022 ATM DEPOSIT Ko ATM ...

[ | 15/04/2022 ATM DEPOSIT ATM DEP...

[ ] 22/04/2022 ATM DEPOSIT ATM DEP..
':' Categorize © Find match ':' Record as transfer

Matching records found

Payment 22/04/2022 $8,760.00 Adwin Ko

BANK DETAIL ATM DEPOSIT ATM DEPOSIT 00003174

Bill
15/04/2022 -$3,458.30 (ope

Uncategorized Income

Uncategorized Income

1 match found

Payment
22/04/2022 $8,760.00 Adwi

$3,458.30

$1,800.00

$480.00

$8,760.00

Match

Add

Add

Match

( Find other matches ) m

48



Working with Ban

k Feeds: Bank Rules

[] 18/03/2022

l!' Categorize '_' Find match '::_

Supplies Depot , Anytown

‘ Record as transfer

Supplier/Custorner @

Class @

BANK DETAIL Supplies Depot , &Anytown

Category * (@

Uncategorized Expense

Manage tags

m] Add attachment

@ Create a rule

@ Exclude

07/04/2022

09/04/2022

OO0

28/04/2022

Supplies Depot , Anytown

Supplies Depot , Anytown

Supplies Depot, Anytown

Customer (@

Uncategorized Expenss

-

Uncategorized Expenss
Uncategorized Expenss

Uncategorized Expenss

[ ] Billable

$24.86

Split

Add

Add

Add

Add

KBELEVATE
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Working with Bank Feeds: Bank Rules

Create rule

Rulez only spply to unreviewed trenzactions.

What do you want to call this rule? *

| Supplies Depot

Apply this to transactions that are

| Money out v ‘ in ‘ Visa Credit Card

and include the following: ‘ All A" ‘

| Bank text ' | ‘ Contains ' | ‘ Supplies Depot

|,ﬁ.mount “ | Is less than | ‘ 1,000.00

Bl

f this

E hen Assign v

Transaction type Expense ~

Category Office expenses v
Add a split

Payee Supplies Depo -

Tex HSTOM(13%) W

Customer hd

Tags

+ Assign more

Automatically confirm transactions this rule applies to

&
Auto-sdd IJ

Do that

50



Reconciliation

b guiickbooks.

+ New

Dashboard
Banking
Sales
Customers & leads
Cash flow
Expenses
Projects
Payroll
Reports
Taxes
Mileage

Accounting

My accountant

KBELEVATE

= Sample Company

Accounting
Chart of account: Rec
Chart of accounts > Bs
Reconcile

Which account

Account

Chequing

Add the followi

Beginning balance

0.00

Chart of accounts

Reconcile

q\ccou nting

Chart of accounts Reconcile

——
Chart of accounts > Bank register > Reconcile

Reconcile

Which account do you want to reconcile?

Account

Chequing -

Add the following information

Beginning balance  Ending balance * Ending date *

0.00 45,8643 84

Start reconciling

30/04/2022

CIBC

\

CIBC Account Statement

The names shown are based on our current records, as of May 11, 2022,
This statement does not reflect any changes in account holders and
account helder names that may have occurred prior to this date.

Account summary

Apr 12022 to Apr 30 2022

Account number

Branch transit number

Contact information

Opening balanceon  Apr 1 2022 to 0.00
Withdrawals - 56,821.02

Deposits
Closing balance on Apr 30 2022

- 48,643.86

+ 105,464.88

‘E 1800465 CIBC (2422)
Contact us by phone for questions
on this update, change of personal
information, and general inquiries,
24 hours a day, 7 days a week.
TTY hearing impaired
1800 465 7401
Qutside Canada and the U.S.
1902420 CIBC (2422)

~® www.cibc.com
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Reconciliation

Chartof sccounts > Bankr r » Reconcile

Reconcile Chequing
Statement ending date: April 30, 2022

$48,643.86 $48,643.86

STATEMENT EMDING BALANCE CLEARED BALANCE

$0.00 $56,821.02 + $105,464.88

BEGINMING BALANCE &4 PAYMEMNTS 2 DEFOSITS

Show me aroun

Stetementending date  Clear filter / View all ' Payments Deposits All \::l
DATE CLEARED DATE TYPE REF NO. ACCOUNT FAYEE MEMO PAYMENT (CAD) DEPOSIT (CAD) (]
27/07/2021 Deposit - Split - 35,000.00 o
30/07/2021 Cheque 2001 - Split- Cass Hayden §47.50 o
30/07/2021 Cheque 2002 - Split- Organization of Qutstanding Events 367.25 o
3140772021 Chegque 2003 - Split - Mark Howard 1,412.50 (]
02/08/2021 Chegque 2004 - Split - Town Electric & Gas Service 177.34 (]
02/08/2021 Chegue 2005 - Split - City Water Co &0.17 (-]
07/08/2021 Chegue 2006 - Split - Venue Rental 5,650.00 o
31/08/2021 Chegue 2007 - Split - Mark Howard 141250 Q
31/08/2021 Cheque 2008 - Split - Town Electric & Gas Service 187.40 Q
01/09/2021 Chegue 2009 - Split - City Water Ca 57.91 o
05/0972021 Chegue 2010 - Split - ank of AnyCity 471.78 Q

KBELEVATE




Reconciliation Happy Dance

o m*g
':Li-r- : f '1_.1..':"-
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Learning ODbjectives:
Invoicing & Recelvables

Management



Setup: Products and Services

YOUR COMPANY LISTS TOOLS FROFILE
Account and settings All lists Order chegues Feedback
Manage users Products and services Impaor: data Privacy
Custom form styles Recurring transactions Impaort outside data
Chart of accounts Attachments Export data
CQuickBooks labs Custom fields Reconcile

Tegs Budgeting

Currencies Audit log

SmartLock

KBELEVATE



Setup: Products and Services

Product/Service information

@ Service Changetyps

Name*®

Lawn Care Package

~
Sales Income

— When creating new service
items be sure to map the correct

. Income account

sell this product/

Amortization Expanse Expenses
Autormobile Expense Expenses
Sales price/rate Bank Service Charges Expenses
== -
I:‘ Inclusive of sales tax
Sales tax
HST ON v

KBELEVATE



Setup: Invoice Template

YOUR COMPANY LISTS TOOLS FROFILE
Account and settings All lists Order chegues Feedback
Manage users Products and services Impaor: data Privacy
Custom form styles Recurring transactions Impaort outside data
Chart of accounts Attachments Export data
CQuickBooks labs Custom fields Reconcile

Tegs Budgeting

Currencies Audit log

SmartLock

KBELEVATE



Setup: Make Payment Options Clear

Footer Landscaping Hero Invoice 12345
123 Street ]

To DN L3R 3Y2

Display
D Discount
\:\ Deposit

D Tax summary
BILL TO
\:\ Estimate summary (email and web only) e DUE DATE
01/07/2018 2410712018
Message to customer on
Invoices and other sales forms v SALES REP EXPIRY DATE
CUSTOM-1 CUSTOM-2
( s
PAYMENT OPTIONS &pt v
DESCRIPTION ary RATE
Credit Card: www.landscaping.ca/pay TR 1 dENEAlE T Z
E-transfers: payments@landscaping.ca
- L = L s ! : — s E ltem name tion of the item
Add payment details and footer
Thank you. We appreciate your business! &pt v
PAYMENT OFTI
P Centred v ot Core e onscmi e SUBTOTAL 675.00
: E bansiare. oyt Gmtoemi 2 HST @ 10.0% 113.00
Cheques Payable: Landscaping Hero Inc. GET @ 5.0% 105.00
Click Here to register for preauthonized debit wenw li TOTAL $893.00
TOTAL DUE $893.00
THANK YOU

Thank you. We appreciste your buzsiness!




Setup: Send Invoices From QuickBooks

From quickbooks@notification.intuit.com

Sales form type

Invoice v ﬁ Landscaping Hero

~ How your invoice appears in emails
i WO JE DAT EDU
® Full details INVOICE DUE DATE BALANCE DUE

Summarized details 12345 02/06/2018 $66500
PDF Attached

Pay invoice

~ Standard email
To [customer first name]

Edit the email your customers get with every sent form

Please find your invoice details and the following payment options.

Invoice v
Credit Card: www.landscaping.ca/pay
Su biEl:t E-transfers: psymentz@landscaping.ca
Cheques Payable: Landscaping Hero Inc.

Invaoice [Invoice No.] from Landscaping Hero

Click Here to register for preauthorized debit www.link.com

Use greeting | 1o v [First] v

We sppreciate your business and referrals. Feel free to contact us if you have any questions.

Message to customer

Have a grest day!

Please find your invoice details and the following payment options. Landscaping Hero

<b> Credit Card: </b> www.landscaping.ca/pay
<b=E-transfers: </b> paymentz@landscaping.ca Happy with our service?

<b>Chegues Payeble:</b> Landscaping Hero Inc. We would sppreciate if you would rste us: www.googls.com/andscapinghero

Click Here to register for preauthorized debit www.link.com -

We sppreciste referrals!
| \Me crmmeamiote e buei nd rafarrale Eaclfraat ot vie e haue anu ) PP

Receive s 350 credit off of your next invoice when your refer s friend www.landscapinghero.ca/referrsl

Preview PDF




Setup: Mark Payments as Recelved

' Invoice no.1006 D Tekeatour % (D) Help

Online payments Getsetu BALANCE DUE
Customer G Customer email G Cec/Bec - [P F
] | | Cards [ia]|wss @ =
Mrs. Zimmerman v cvoisin@kblip.ca — °
(73 -~

| | Send lster (2) { . \
— - | Receive payment |

Billing address Terms (7) Invoice date Due date Invoice no.

Mrs. Zimmerman Due on receipt - 06/01/2022 06/01/2022 1006

e\

(Y Receive Payment ®) Help
Customer Email Cc/Becc AMOUNT RECEIVED
Mrs. Zimmearman v cvoisin@kblip.ca Find b)f invoice no. $ 5 6 5 ~ 0 0
‘_| Send later

Payment date

06/21/2022

Payment method Reference no. Deposit to Amount received

E-transfar A Business Chequing v 565.00

Accept payments in QuickBooks




Possible Next Topics — Please Vote # In Chat

1) Invoicing and Accounts Receivable Management in QuickBooks
2) Bills and Accounts Payable Management in QuickBooks

3) Sales Tax Centre

4) Reporting in QuickBooks

5) Introduction to Apps.com apps like Wagepoint/Dext

KBELEVATE



Questions?



———ee

Bookkeeping Setup

Contact Us

Payroll Setup

www.kbllp.ca/elevate

QuickBooks Training

@ cloud@Kkbllp.ca »  Bookkeeping Services
- Payroll Services

N\ 905-415-4489 . Bookkeeping Review
’ HST Filing

KBELEVATE
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