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“GOOD ACCOUNTING ISN'T ABOUT
NUMBERS—IT’S ABOUT CLARITY,

CONTROL, AND CONFIDENT DECISIONS.”

i

“AUTOMATION DOESN’T REPLACE
GOOD ACCOUNTING—IT MAKES IT
SMARTER, FASTER, AND MORE
RELIABLE.”

LET GET STARTED

1



INTRODUCTION

QuickBooks Online 2026 is a cloud-based accounting platform designed to help
individuals and businesses manage their financial activities in an organized, secure,
and efficient way. Because it operates entirely online, users can perform essential
bookkeeping tasks—such as tracking income and expenses, managing sales and
purchases, storing receipts, and generating financial reports—from any internet-
connected device without relying on traditional desktop software.

At its foundation, QuickBooks Online streamlines the recording of daily financial
transactions. It organizes business data, keeps accurate books, and reduces the need
for manual work through built-in automation. Features like automatic bank
transaction categorization, sales tax calculations, reconciliation assistance, and Al-
enhanced reporting help minimize errors and support informed financial decision-
making.

One of the platform’s strengths is continuous improvement. Since it is cloud-based,
updates roll out automatically. The 2026 version includes enhanced automation
tools, smoother navigation, expanded reporting options, and improvements to
workflow efficiency. These upgrades make day-to-day accounting tasks easier for
both new and experienced users. QuickBooks Online also supports real-time
collaboration, allowing multiple users—including business owners, staff, and
accountants—to access the same data from different locations.

The system is organized around key areas of financial management. Users can create
invoices, manage customer records, and track revenue under Sales and Income. The
Expenses and Vendors section supports entering bills, paying vendors, attaching
receipts, and monitoring spending. Banking tools allow users to connect financial
accounts, review transactions, and reconcile balances. Reporting provides essential
financial statements such as Profit and Loss, Balance Sheet, and Cash Flow reports.
Depending on the subscription plan, features like Inventory, Projects, and Payroll
offer deeper management capabilities.

This introduction lays the groundwork for the chapters that follow. The remainder
of the book will explore each feature of QuickBooks Online 2026 in detail,
demonstrating how to use the platform effectively in real-world financial situations.



PART |: GETTING STARTED

CHAPTER ONE

GETTING STARTED WITH QUICKBOOKS ONLINE

To get started with QuickBooks Online, sign up for an account, set up your company
profile with basic information, and then connect your bank and credit card accounts.
Once your accounts are connected, you can import existing data, set up sales tax,
and start customizing and sending invoices. The platform also offers features like
payroll, project management, and reporting that can be set up as needed.

MANAGING YOUR BILLING AND SUBSCRIPTION

This section explains how to manage your QuickBooks Online billing and subscription
settings. You'll learn how to update payment information, switch plans, change
billing frequency, review payment history, and manage additional services like
Payroll.

Accessing Your Billing & Subscription Settings
1. Click the Gear icon.
2. Select Account and Settings.
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3. You’'ll land on the Company tab, where you can update company and contact
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If you manage multiple companies, make sure you are working inside the correct one
before making any changes.

Editing Billing & Subscription Information
Once inside Account and Settings, open the Billing & Subscription tab. This is where
you can adjust all your subscription-related options.

WOUR COMPANY LI5TS TOME PROFILE

Arcount ard SR All lists Creder cheques
Manage uters Frasdugts ard pordcos limgreig lats Frgdtack

Custam dpein ihiey Reuiring Waniactiong lingaait outsich a%a Roled o rignd

Chart of accounts ARachmenty Expart data Frivacy

Update Payment Method

R/

«» Click Edit next to your payment information.
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¢+ Save your changes.

Change Billing Frequency

¢+ Choose whether you want to be billed monthly or annually, depending on

available options.

Upgrade, Downgrade, or Cancel Your Plan

R/

subscription.

** Select Upgrade to view available plans and switch to a higher-level

¢+ You can also downgrade or cancel your existing plan from this same section.
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Viewing Payment History

*

+* Scroll to the Payment History section.

*

** Here, you can review past charges and download a detailed history report if
needed.

Managing Add-On Services

This tab also lets you manage additional QuickBooks services:

X/
°e

Add new services like Payroll
» Manage or update services you already subscribe to

X3

COMPARE QUICKBOOKS ONLINE PACKAGES

Choosing the right QuickBooks Online plan matters — the wrong package can mean
paying for features you don’t need or missing tools that would save time and money.
This section helps you compare plans quickly so you can pick the one that fits your
business.



Why compare plans?

Each QuickBooks Online plan targets different business needs: from simple
income/expense tracking for sole proprietors to project, inventory, and team-
management tools for growing companies. Comparing plans helps you match
features to real tasks — invoicing, payroll, inventory, job costing, multi-user access,
reporting, and integrations — rather than buying on name alone.

What to look for
When evaluating packages, pay attention to:

+» Core bookkeeping features: invoicing, expense tracking, bank reconciliation

% User seats & permissions: how many users and what role controls are
available

+» Payroll & contractors: included or add-on, and tax filing support

+ Inventory & project tracking: FIFO costing, job profitability, time tracking

* Reporting & budgets: built-in reports, custom report builder, forecasting

tools

Integrations & add-ons: POS, e-commerce, CRM, expense apps

Billing options & support: monthly vs annual pricing, dedicated support,

migration help

R/
A X4

e

*

Quick decision guide
¢ Solo/freelancer: Choose the plan that covers invoicing, expense capture, and
bank connections.

% Growing small business: Prioritize multi-user access, project/job tracking,
and inventory.

«» Larger SMB or scaling teams: Look for advanced reporting, automation, and

dedicated support.
Next steps

Below you'll find a detailed comparison table showing features, monthly pricing, and
user limits to make the decision straightforward. Take your time reviewing it — and
if you want personalized guidance, the Quick Focus Team is available to help you
choose or migrate.

| reviewed and compared all five QuickBooks Online subscription tiers —
Solopreneur, Simple Start, Essentials, Plus, and Advanced — with monthly prices
ranging from $20 to $275. Below is a clear breakdown of what each plan offers, what
you get for the price, and which type of business each one is best suited for.

1. QuickBooks Online Solopreneur



Best for: freelancers, sole proprietors, and one-person businesses

This plan covers the essentials for self-employed users, such as tracking income,
expenses, and basic tax preparation needs.

2. QuickBooks Online Simple Start
Best for: small businesses that need fundamental bookkeeping tools

Simple Start adds features like invoicing, basic reporting, and sales tax tracking,
making it ideal for newer businesses with straightforward accounting needs.

3. QuickBooks Online Essentials
Best for: service-based businesses that track billable hours and manage unpaid bills

Essentials introduces time tracking, accounts payable, and multi-user access —
useful for companies that bill clients for time and expenses.

4. QuickBooks Online Plus
Best for: growing businesses managing inventory, projects, or job costs

Plus includes inventory tracking, project profitability, budgeting, and more advanced
reporting, making it a strong choice for retail, contracting, and scaling operations.

5. QuickBooks Online Advanced
Best for: established businesses with complex workflows and larger teams

Advanced provides the highest level of customization, deeper automation, enhanced
reporting, and more user seats — designed for companies that require robust
performance and advanced controls.

QuickBooks Online Comparison Chart
Pricing, Features & Capabilities Across All Plans

The chart below provides a simplified, side-by-side view of major features included
in each subscription level. Later sections of your book can expand on each plan with
deeper comparisons.

Feature Solopreneur Simple Essentials Plus Advanced
Start

Fit Small Business Not rated 3.73 % 3.81 % 461 % 4.69 %

Rating

Monthly Pricing $20 $38 $75 $115 $275
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How Much Does QuickBooks Online Cost—Across Different Countries?
Determining the cost of QuickBooks Online is not as straightforward as it seems.
Pricing varies widely based on your country, the subscription level, and the features
you need. Every QuickBooks Online edition—whether for the U.S., Canada, the U.K.,
Australia, India, or other regions—has its own pricing structure. These differences
reflect each country’s tax laws, reporting requirements, and business standards.

Why Every Country Has Its Own QuickBooks Online Version

Choose your country

Merth Ameriea South America Europe Asia Pacific Midedle East Afriea

m Colombia B Cuag
mlim Ecusdor 1sland T French Gu P Guyana
artinique o Paragus; sru Bi5fl South Georgia and the
Bl marinig = nm- SSUth Sandwich lalsnds
B suriname B vinidad and Tobage E= Uruguay B Venezuela

Intuit creates localized versions of QuickBooks Online so that businesses can operate
accurately within their country’s financial system. This ensures:

% Local currency support
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+ Compliance with regional tax rules (e.g., VAT, GST, Sales Tax, Payroll Tax)
¢ Country-specific financial reports
¢ Easier filing of mandatory returns

Because tax regulations differ significantly around the world, using the QuickBooks
Online edition designed for your region helps you stay compliant without manual
workarounds.

How Currency and Reporting Work

Most countries require businesses to file financial statements and tax returns in local
currency. QuickBooks Online supports this in two key ways:

1. Reporting Currency: You can set a home currency that aligns with your
country’s requirements.

2. Multicurrency Transactions: If your business deals with foreign suppliers or
international customers, QuickBooks Online allows you to record those
transactions in their original currencies while still reporting in your home
currency.

This ensures accuracy in exchange-rate tracking, financial reports, and tax filings.
Pricing Depends on Your Country and Subscription Tier

Each country generally offers a tiered pricing structure—ranging from basic
freelancer packages to advanced business-grade plans with multiple users and
automation features.

As you move up the tiers, you get more functionality, such as:

®,

% Time tracking, Inventory management, Project costing, Multicurrency,
Advanced reporting, Automations and workflow tools, and More users

Important Tip: Always Check for Discounts

QuickBooks frequently offers promotional rates, especially for new subscribers.
These deals may include:

30-50% off for the first three months
Discounts when paying annually

Bundled savings with payroll or payments
Occasional regional promotions

K/ K/ K/ X/
L X X R X R X4

Before subscribing, check the Intuit website for your country to get the best
available deal.
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QuickBooks Online Payroll Subscriptions

QuickBooks Online offers optional payroll add-ons, and it’s important to understand
that payroll pricing is separate from your regular QuickBooks Online subscription.
These payroll plans vary significantly by country and by feature level. For example,
payroll can cost as little as £4 per month in the United Kingdom for a basic plan,
while more advanced options—such as the Elite Payroll plan in the United States—
can cost up to $130 per month.

Adding Payroll to Your QuickBooks Online Plan

Once you choose your QuickBooks Online subscription (Simple Start, Essentials, Plus,
or Advanced), you can add a payroll package that suits your business needs. These
payroll add-ons typically cover features such as:

0,

*» Employee and contractor payments, Automated tax calculations, Tax form
filings (e.g., W-2s, 1099s, P60s, etc.), Direct deposit, Time tracking and
scheduling, HR tools and compliance support, and Benefits administration
(country dependent)

The level of automation, compliance support, and reporting increases as you move
up to higher-tier payroll plans.

Affordability and Value

Considering the range of features, QuickBooks Online Payroll is generally priced
competitively compared to other payroll software. It streamlines payroll processing,
reduces administrative errors, and helps ensure compliance with local employment
and tax regulations—all of which make it a cost-effective investment for many
businesses.

Special Offers and Pricing Notes

The monthly fee for both QuickBooks Online and QuickBooks Payroll may vary
depending on promotions. Intuit frequently runs special discounts for new users,
which can significantly reduce your initial subscription cost for the first few months.
After the promotional period ends, the regular ongoing rate applies.

WHAT YOU’LL NOTICE WHEN YOU LOG IN

Just like previous major QuickBooks updates, Intuit has introduced new names,
reorganized menus, and refreshed the overall layout. During the August webinar,
several key changes stood out:

1. Navigation Updates

12



¢ Modules are now called “Apps.”

The familiar left-side navigation menu is now located inside the App Drawer,
which you can open to access all your tools.

X/
°e

New App Carousel:

A convenient carousel appears at the top of the screen, giving you instant
access to essential apps so you don’t always need to open the drawer.

>

”

s “Apps” is now “My Integrations.”

What used to be the Apps section has been renamed My Integrations,
accessible via an icon on the top menu bar.

Think of this redesign as rearranging your office, not moving to a completely new
one. The tools are still there—just in slightly different places.
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o Good morning ol My Integrations
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*—-
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83 ata glance M @
Dashboard
T
u PROFIT & LOSS EXPEMSES Add widgets
Repiod See what you make & spend across See where your money is going =
3 PAY APPS Accounting
yar Brawer # Smart suggestions
© Accounting >
FaeD i : ’
o © Expenses & bills > - Sales Accounts receivable |
deconivg &) Sales & Get Paid >
o ©) CustomerHub ¥ o auitemateally Bring in transactions autematically (@ Why am | seeing these suggestions?
o Q) Team 3
Sales © nventory > Az of today CASH FLOW TREND [T bR

2. Updated Terminology
«* The familiar “New” button is now labeled “Create.”

It still lives in the same location and functions exactly the same—it just has a
more intuitive name.

3. More Flexible Customization

QuickBooks Online now gives you greater control over your workspace:

¢ Bookmarks and pinned items can be personalized for faster access.
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+» Dashboard widgets are more customizable—you can add, remove, resize,
and reorder them as you like.

¢ The Business at a Glance section now includes more funnel-style widgets
designed to help you stay on top of your core workflows and daily tasks.

A Helpful Mindset

As with previous updates, the 2026 visual redesign is best viewed as a light
reorganization rather than a full system change. Everything you need is still there—
just presented in a cleaner, more modern layout.

EXPLORING THE NEW QUICKBOOKS ONLINE INTERFACE

The New interface has undergone a significant redesign. Regular users may notice a
different layout, but the improved navigation is cleaner and easier to use.
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Top-Left Area
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% Your company name
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+* The QuickBooks logo, which returns you to the homepage
Left Navigation Menu
A slim, streamlined sidebar providing quick access to major functions.

At the top is the Create (+) button, previously known as the New button, used for
creating customers, vendors, invoices, bills, and other transactions.

Top-Center Area
A new Smart Search bar, a personalized greeting, and an app carousel that offers
shortcuts to key modules like Accounting, Expenses, and Payroll.



Top-Right Area

Links to: Contact experts, Integrations, Notifications, Settings, Help, and Your Intuit

account

The New Homepage Layout
The redesigned dashboard gives you a clear snapshot of your business:

1. Business Feed Highlights

> R

[

O coenen

O v

@ e QO s

O soinesme € >

This section summarizes work completed by Intuit Assist, the new Al assistant. It
surfaces insights and tasks that need your attention.

2. Create Actions

Roview all

oo

Learn more

J

Businessata glance

L}

Create actions .\'Gcnpniswinu ) [ Creato invoice ) (Rmmﬂpmm)' ( Add bank deposit ) Cmmchm) Show all

Learn more ‘

W @

Customizable shortcuts for your most common tasks (e.g., creating invoices or

capturing expenses).

3. Business Overview

____________
Guichbooks | Sample Company @ more ) A conactoxpens B 0 @& @ O
® © Acounting ) EsponsessPoyBits @) SoessCorpaid () Costomers €Y Teom (D Time () SolesTx Q) BusionTox ) Loadi >
=
o Business at a glance ]
© SALES & GET PAID FUNNEL Lot 20du BANKACCOUNTS Asattadsy
s Today's bank balance
-$3.4220
3 Create @ new payment request Not Paid Paid Deposited
Send invaiéos, pay links, and more $1,861.55 $2,363.52 $1,276.15 362193
W > > > $1.201.00
@ a paid @ 2deposited 25to review
Rt
bt $304.96
=i $157.72
@ i
o
s ien PROFIT & LOSS. Last month ~ EXPENSES Last 30 days CASH FLOW TREND
J balanco — Futaro e Money infout
Nt profit for Soprember Spending for last 30 days
o -$3,422> ———
e $1,393 @7 $1,117 @
o A Up 673% from prior month b Down 81% fsom prior 30 days. b
0 — |
% ' ® Cost of Goads Sold SR = 4
— s1¢ i
=) $4K .
S Er FEB MaR APR MaY N oL AUG SEP. ocT Nov DEC
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A set of financial widgets displaying: Sales funnel, Bank balances, Profit and loss,
Expenses, and Cash flow

You can rearrange or remove widgets using the Customize option to build a
dashboard that suits your workflow. A Privacy toggle lets you hide sensitive
information whenever needed.

Customize your dashboand

ess Tax

Customize option

Business at aglance Learn how i Add or remove widgets |
N O
Aro those custemization options useful? | Y ) -IE.\)
A Wl
s
PROFIT & LOSS. st month EXPENSES Last 30 days BANK ACCOUNTS s of today Add widgets
Hot profit for Sepramt Spanding for lost 30 d Today's bank balance
7 R +
$1.393 07 $1,117 @63 By WLCTS
T Up 873% fiom prior mont L Diown 81% fro 30 days
T H # Smart suggestions
58,347 ey o Fed
sff201.00
Income £4 2580 coviow
Salas Accounts tocaivablo
5 56,953
B 30494
E L
; @ Why am .

Customizing your widgets

Learn how to customize your Iayg_\,;_[[l Add or remove widgets I]m

Click Add or Remove widgets to customize your dashboard



® Q@ Accounting | @) Exponses &PayBils | (@) SolessGotpaid | () Customers | (D) Teom | (@ Time | (D) SalesTox | (@) Busin |
Crosn = | Select widgets for your dashboard
(| Business ata glance. Learn how to customize yourlayout! 2 Smart suggestions
e ] sales
‘o s oo it -
e these et R [ Accounts receivable
Dasbboand
S 6 o All widgets
2 PROFIT &1055 Lastmonth: s EXPENSES. Lost 30 doys e BANKACCOUNTS Asioftody
e v s Payable
Nt profi for September Spending for last 30 days Today's bank Balarice BB Accouns Payab
e $1,393 © 7% $1,117 @& -$3,4220 [) Accounts receivable
Fegess ;
A Up 673% from plar manth - Down 812 fram priar 30 days
" Checking Bank Accounts
1 8247 i ® Contol Goods Sold b | @ Bankbstance 53,62193
¢ e .‘ O RAT (&) £1.201.00 Cashflow
i) Income 7 —1 Updatad maments ago 2520 eview N
® Automabile. [_] Deposits
rovieo $6,953 15 to roviow o Othar Mastercard s
csponces. [N Bonik balance $304.94 ) Cooonce
o | 7 el @ s
st Categorize 23 s i Categorice T0tansactions £ Galta rcigions v o i
Eipiretn
CASH FLOW TREND g = ty Iotegrations
o Cash lines — Future Maney infout
ol '$3;42 2 12 menths - Profit & loss
= ) Refersals
50 Y T o X
b v Ly, | 4 [ salos
s = N
o == - [] Sales & Get Paid Funnel
$ex ot suggestions @
AN fER MAR APR MAY N UL AUG  Sp oCT  NOV.  DEc Sean suggestions
—

Hide the financial info on your

dos

Privacy button

How the New QuickBooks Online Works
The redesigned QuickBooks Online interface introduces a more intuitive layout and

smarter tools. Let’s walk through the main features starting with the buttons at the
top of the screen.

Top Navigation Tools

Smart Search Bar

nrur |
(D Guckbooks | Sample Comgd (Q pavige orseoon fo ansactons,contacts repors and more I e @ 0B 0
@ Recent transactions
fieh & Bilexp Charge | TiavisWaldson | 0%/24/2025 | 510355
[n] @ Expensal3 | Hicks Hardhware | 00/21/2025 | $215.66
s larkating §
S @ Refund 1020 | Pys's Cakes | 09/25/2025 | S87.50
og
] i BusinassFaod | S InvenorySTART | 0912772025 | $0.00 P ——
mshb ot
| D ievoico 1005 | 55Twin Lane | 0%/18/2025 | §54.00
#* B Overdueinv
2 Shaw § more
QOver §1,525.50 nts weers made this week
[ are ready for
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The new smart search bar allows you to quickly locate transactions, customers,
vendors, and reports. You can type keywords, use commands, or even enter full
guestions—QuickBooks” Al assistant now interprets natural language to help you
find what you need faster.

Contact Experts

This option connects you directly with your accountant or a certified QuickBooks
ProAdvisor—useful when you need professional guidance.

My Integrations

My integrations

fo o
Dext
Shopify Diext Online Back-

Connecta... YR A

88 Integrations overview

@ Find integrations
)

This section shows all third-party applications linked to your QuickBooks account.
You can browse for more apps by selecting Find Integrations.

Notifications

The bell icon displays alerts related to your account, updates, or tasks that need
attention.

Help Menu

Opens an assistance panel where you can ask questions to the Al assistant or search
through QuickBooks’ help articles and FAQs.

Settings Menu (Gear Icon)

YOUR COMPANY LISTS TOOLS PROFILE

Account and settings All lists Order checks [3 Subscriptions and billing
Manage users Products and services Import data What's new

Custom form styles Recurring transactions Import desktop data Feedback

Chart of accounts Attachments Export data Privacy

Payroll settings Custom fields Reconcile

Woarkers’ comp Rules Budgeting
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The gear icon is where you configure your company’s setup and core accounting
settings.

Account and Settings

YOUR COMPANY LISTS TOOLS

All lists Order checks (5
Manage users Products and services Impon data
Custom form styles Recurring transactions Impeon desktop data
Chart of accounts Attachments Export data

Here you set up your company information, including: Logo, Business name, Address
and contact details, Website, Industry, EIN/SSN, and Business structure and tax
details

* Usage Limits: Shows your plan’s restrictions on features such as billable
users, chart of accounts size, and class/location tracking.

Account and settings
Company

Usage

Sales

Expenses

Tirma L]

Advanced

+» Sales, Expenses, and Time Settings: Customize how your forms appear, set
default terms, and configure expense tracking options.

% Advanced Settings: Choose between cash or accrual accounting, enable
multicurrency, and adjust automation preferences.

Manage Users

YOUR COMPANY LISTS TOOLS PROFILE

Account and settings Alllists Order checks (3 Subscriptions and billing

Produets and services Import data What's new

Custom form styles Recurring transactions Import desktop data Feedback

19



Add, remove, or edit users and assign different levels of access depending on their
role (admin, standard user, accountant, etc.).

Chart of Accounts

YOUR COMPANT usTs Te0Ls PROFILE
Account and settings Allists Order checks & Subscriptions and billing
Managa users B Produasa Import data What's nowe
Cu: o5 Recurring transactions Import dosktop data Fasdback
Payeall settings Custam fields Reconcile

iy

This is the backbone of your accounting system. It lists every asset, liability, equity,
income, and expense account in your business. Proper setup is crucial. If you're
unsure how to structure your accounts, consult an accountant before making
changes.

wnrur - ~
(D fuickbooks | Sample Company (10, show me open nvoices forthe last 30 days x) Rcomcapets @ 0 & @ O
® s =
© Accounting .
Q < Alllists
Bank tiansact = -~
Bk ( f !
Bateh actions v | | Q Filter by name o num | Al v 2 e s
o
i8
Dashbound Receipts
175 Next »
e Reconcile
5 HAME & ACCOUNTTYPE (D & DETAILTYFE & AQUICKBOOKS BALANCE & BANKBALANCE & | seTion
Feod @
i Rules =
4 Chtof seoune [ checing = Bank = Checking 5120100 $362193  Viewregister W
Repotts
i Raguping mosacions [0 swings = b = Swing s300.00 520000 Viewrogister M
o My acceuntant
[ e e (k) 3526152 View register ™
remeo ) Fupensos &Bills v
[ iwentory Asser s IS 850625 View register v
Q @ Sales & GetPaid v = m i
| Ac<ounting
o Q CustomerHub v 5000 View register ™
Fapentes @ Team v O Ot BAL 30,00 View register W
9 o v
S Q Timo [ undeposived Funds Other Curneat A Undeposied Funds $206252 View register
© solosTox v -
[ ek Fixed Assots Vehicl §13.495.00 Viewregister v
Q) Businoss Tox -
[ Dep Fixed A Accumulated Depreciatian 4000 View register
€ Londing b3
[ Criginal Cot Fised At BN venl $13.475.00 View register
Q) Payeall ®

Additional Tools in Settings: Keyboard Shortcuts



Additional information

You're viewing QuickBooks in Accountant view

Your Company |0 is 9341 4555 6915 5216 0, Copy

Keyboard Shortcuts

To use a shortcut, press and hold carl/contrel and altfeption at the sarmar time. Then press one of tho koys Gelow,

G main pages, like the dashboard or customers ©On transactions, lke an Invoice or expense
SHORTCUT KEY ACTION SHORTCUT KEY L ACTION
[ Enaoried ® Exit trandaction vt
w Chack © Camncol out
L] Estimate s Savd aned mow
= Expansa [ Savwa and close
[ Rocone payrmaent m v and sond
i Journal cntry (=3 Frina
[ Customers T This dialog
u Fun payroll
w Wandars
a Chart of pccounts
I Lists
L} Haolp
L] Globhal sparch
-] Focus the laft menu
cteilfernd + . Teggle ZenkMaode
Fors This dialog

O

QuickBooks offers a set of keyboard commands to speed up navigation. Print the list
and keep it handy—great for power users.

Products and Services List

nTuIr Qe : A
(D quickbooks | Sample Company {1 showme opan invsices forthe st 30 days x) A comctepens @ 0 & O O
Poducs and enices (e ) IEEENCE
CAll Lists
foskmarts
- 0
oa
ST LOW STOCK OUT OF STOCK
Food
foport v
113
it [ mames sk e SAESCESCHIPTIC  SALESPRICE COST | TAXABIE | GIYONMAND | REORDERPONT acrion
Myapn
Design
FRowED —
° Il | o= Dasign Sorvice Custom Dasign 75 Edit =
accouncng
Fountain
Eiperses al I Conceate Service Concrota for fo. (] v Edit v
Sues
0 | Pumnp P4§1-17 Inveniory Fountain Pump: 15 10 v 5 Edit v
3 | frock Fountain RIS4.68 Inventory Reck Fountain b33 125 v z Edit v
[J |2~ tghing Senvice Garden Lighting [ v Edit v




Create or edit the items you sell. This makes invoicing faster and ensures accurate
tracking of inventory, income, or service activity.

Recurring Transactions

InTuIT

@ fiiaooks | SempleCompany

@ Mrass =
Croate -

Q

@ Accounting

Bank transaction's

(Q Show me opan invoices for the Last 30 days

Recurring Transactions:
Al Lists.

A conactoxpes. @ 0 B @ O

Sales channals
QuickBooks payauts
Channel payouts:

Products & services

Baakiiars
Filter by Name Filter A
Doshboard Receipts. 5 @
e Reconcile TEMPLATENANE Tree ITXNTYPE INTERVAL | PREVIOUSDATE NEXTOATE | CUSTOMERNENOOR AMOUNT AcTioN
Feed i Morihly BuldimgLoste Schodulod 6 Hall ropartios 900,00 Edit| -
4 i R | X Ll iz
4 ChanaF seccuinis Telophone Bil Schaduled Bl lect Tr tai CalTelaphone 7436 et -
e - Select Transactio i
Saclies samsctent Type 12< ] >
onie My accountant Select the type of template to create
nsaction Type
4 E & Bil - rorie s
el O et 8ill v
Q @siecanu ~ x
| Accountng
o Overview
=l |
e (o]
() Invoicas.
e
Sales ordors

Use templates and automation rules to create repeating invoices or automatically
categorize bank transactions. These tools save time and improve consistency.

Check Ordering, Importing/Exporting Data & Bank Reconciliation

Under the Tools section you can:

YOUR COMPANY

Account and settings
Manage users
Custom form styles
Chart of accounts
Payroll settings
Woaorkers’' comp

Get the desktop app

Additional info

LISTS

All lists

Products and services
Recurring transactions
Attachments

Custom fields

Rules

TOOLS

Order checks (4
Import data

Import desktop data
Export data
Reconcile &
Budgeting

Audit log

Share screen

Resolution center

PROFILE

Subscriptions and billing
‘What's new

Feedback

Privacy

(P)Video tutorialsSwitch from Accountant view to Business view (2)

** Order checks

% Import or export lists and data
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R/

** Reconcile your bank accounts

R/

% Set up budgets

R/

** View the audit log to see who made changes

R/

+* Share your screen with support

R/

¢ Access the resolution center for billing or account issues

Left Navigation Menu

At the top of the navigation bar is the Create (+) button, which allows you to quickly
create: Customer invoices, Vendor bills, Estimates, Expenses, Time entries, Journal
entries, And more

inTurT = —
@D quickbooks Sample Company (A Show me open invoices for the last 30 days
craSG Customers Vendors Team Other
| Invoice Expense Payrall # Task
Search
Ecok = ive pay Check Add contractor Bank deposit = J [’o\

82 Statement Bill Transfer

Estimate Pay bkills Journal entry

2k Sales order Purchase order Inventory gty adjustment
Credit merms Veridor eradit Pay down cradit card

Sales receipt Credit card credit Add product/service

Refund receipt Print checks
Delayed credit Add vendor
Delayed charge

Add customer

Oct 24, 2025, 1:45 pm Australian Eastern Daylight Time Craig Carlson

Creating a Sales Invoice
To create an invoice:

Select Create -» Invoice.

Choose an existing customer or add a new one.
Select the product or service sold.

Enter the quantity and rate.

Add any discounts or sales tax.

Click Review and Send.

AN

QuickBooks generates a clean PDF of the invoice and prepares an email you can
customize before sending. This is the standard process when recording a sale to a
customer.



From Lavns & Paws <quickbooks@notification intuit com>

To copee | Cool_Cars@intit.cam

) send me acopy
Subjoct Inveice from Craig's Design and Landscaping Services, | INVoICR SRR
123 S
§ Invoice POF S P, Ch 1O
Emailbody | Dear Grace Pariente,
Your hod. you -
Thank you for your business - v appreciate it very much. Graco Pariente
Gool Cars
85 Ccaen .
Sincerely, Hi Moo By, A 94213
Craig's Design and Landscaping Services
Tnvoico detits
invoca o 1038
Termactiet 30
Invcicn e 102472025
Dua date 11232005
" Preductorsenics Oeseription oy Rate Aot
T Gursening Wossy Bardenng Servcn ' LT
Subwtl 2000
Note to customer Osemrs 10% 000
Thark you ey b ravea gmit o3
o o Y B 0 v et 3y cre s
Tour $194.40
Monige nline delivery settings

Back

Vendor Transactions
Recording Purchases

You can record purchases in two ways:

Customers Vendors X Team Other

Inveice Payroll # Task

Receive payment Check Add contractor Bank deposit

Estimate Pay bills Journal entry

Sales order Purchase order Inventory qty adjustment

®,

+* Expense: Use this when the money has already left your bank account. Al can
autofill details from uploaded receipts.

9 Expense (B et 8 ® X
Payoe Fayment accoumt AMOUNT
% Autofill this expense with 5D .
(o sayonpont [v] [cnecting V] i g1 20000 $0.00
Vot
Faymmei Date Payimant Mathod Rafo
[wmms g | T=10( |
v Category deats @
ordreg and drop b 2
k » CATEGORY DESCRIPTION AMOUNT  BILLABLE Tax CUSTOMER

5 1

2 \

Add ines, Clear alltines

> Item details Total 50.00

Bema Antachments.

Try with

rocoipts Add attachmant

s

Show existing
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AMOUNT  BiLLABLE

)

> Item details

temo

o S - -y chﬂksWuussic I VJ lﬁh\kag |1 I Balance $1.201.00
Raceipt - Baoks by Bassie x| ¥
| Rolno.
ﬁ [1onazes @) | [~] [z |
~ Category details
RECEIPT
w1
B prres +|carzconr oEscrpTION
oo CRIED [~ ’E@ by Bessic| £1,00000
Jots ‘
omen Wiz
o
Camration ]
ems

Make reeurring

31,000.00

il
(=41:]

I — T

=11}

Total $1,000.00

==

¢ Bill: Use this when you owe money and will pay later. Enter payment terms

or due dates. This increases your Accounts Payable balance until paid.

Paying Bills

BILL

~ Category details

Bill dato

wer |~ [toziors

Due dus
B [uwees @) (@
AR s

g s10000

$100U.U0
]
@
[=4-2]
[]
Total $100.00

Click Save or Schedule Payment after entering bill details.

Other Important Forms

Journal Entries

€D quickbooks | Sample Company. (4 Show me opan invoices for the I
(2, Vendors Team Other
(=] Expanse Payeall F Task
Bookmarks Check Add contractor Bank depo 1
i) Bill Transfer
.
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Use these only when necessary. They bypass the normal workflows, so consult an
accountant before creating one.

£ Journal Entry #1 @ rvatnk B @ @

Go

Bookmarks & Dashboard

Customize your bookmarks

IATUIT
@q;lckbwks Sample Company Select pages to bookmark, and drag and reorder them to it the

way you work

® (=

O rex aers

Croatn i Feed

m @ Standard reports
o] Bookmarks g : ) Dashboard

Bookmares

71 Custom reports

Add a bookmark to get stared
le] ) Mansgemantrepors
Daskbosrd —| Cash flow planner
+ Bookmark current page p s
al Budgets

Feed
[ Integration transactions

Cwver 51,525.50 worth of invaice re

[f_f are ready for you to review and sen k& [ sove |
Eenouts ol 5

You can bookmark your most frequently visited pages.
The Dashboard brings you back to your homepage,
Business Feed

The Business Feed—powered by Al—shows tasks, alerts, and personalized insights.



o
@ quckbosks
[©]

[m]

o
8

Dasbboud

14

Roports

My appn

FaneD

Accouning

Sample Company

(" Show me open inveices for the last 30 days.

Business Feed

3% Hi, I'm Intut Assist, I'll share work dona for you to halp run y:

Filter ¥ | E3 Snoozed

Overdus Invoiees

Review reminders

Over $1,525.50 worth of invoice reminders are ready for you to review and send

+ You

10 overduo in fram 9 customars. Give them more

ray. Setup payments

Customer Ivaice ¥ Amount
John Mekan 1007 $45000
Baren Design mz $274.50
Amy's Bird Sanetuary 1024 $239.00

Hide details ~

Profitand loss
Review transactions

11}

. Check back often.

Status

22 days overdue

s ov

19 days ove

rdue

Action

Review

Review

Review

A conactexpens

Autofill et

Bill ~

Seleetafile er drag and drop

here
Supported formats. pdl, jpg,
g
Or forward bill-related emalls here
lawens_paws@assist intuit. com (0]
{8 Manage settings
Intuit's Al agents A

3 active agents included in your plan.
Gy Accounting Agent
Autamates categorication and
expense racking Laarn more

@ Poyments agamt
Suggests laster ways 1o get poid by

208 00

Reports

Reports now have their own menu category.

nruir
@ fuickbooks

®

Craaty
Boakmarks
o0
0o
Bashbord

7

Foed

Sample Company

(1@ show me opan inveices for the last 30 days

)

Show details

© $6,292.00 in new invaices are ready for you to review

Just now

B FWD: Quote for maintenace

Review

& Go to payments

Forwarding emails to autofill transactions can help you cut down on

Reparts

My ape

E REPORTS
Standard reports
Custom reports.

Managemant reports

Q@ [riencialpaning & >

Tal work
" ifls and estimates, send 1o

paws+sales@assistintuit.com l:*

Cash flew planner

Budgets

You're all caught up!

Looks like you've reached the end of your feed. Come back soon

& Generate a bill
(@) Roceiptupload

[ Generate an invoice

For bil

d expanses, sand to!

lawns_paws+expenses@assistintuit.com | )

£l Contac

You can access:

7

7

+* Standard Reports
%* Custom Reports
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% Management Reports

R/

+* Financial Planning Reports

Key examples include:

...... 2 =
@D quickbooks | Sample Company (@ Show me open invoices for the et 30 days %) A conactex pes R O @ D O
® REPORTS & ANALITICS = |T-,w T+1
o | Standard repors n
0 e ~ Favorites
Geskmars
s i _— sging summary B) * i
88
perpawa | Financial planning -~ Balance Sheot B) L 1
P Gash fiow planner. Proftagitoss B @ * i
e Budgers
w ~ Business overview
Repors Audiclog Prfit and Loss by Month B
* i Frofit and Loss by Tag Graup.
o

balb AR A AR R ]

e Sh R AR

ww
o

~ Who owes you
Acee: aging summary B * Invei d Receivad Payment: g
Acc able aging dewal B) tr OpenInvoices B r

Balance Sheet: Snapshot of assets, liabilities, and equity.
Profit & Loss Statement: Summary of income and expenses.
Cash Flow Statement: Details of cash movement in and out of your business.

K/ R/
R X X4

R/
X4

)

You can “favorite” reports for quick access.

My Apps

fu] o

dockmars ~ | [oworzos )
82
E23

Y APPS
© Acceun ting >
© Expenses &Bills >

P @ Soles & Ger Paid >

o @ customer Hub >
| . N
® e :
O soiesox >

© Business Tax >

© Londing >

© Fayrsll ®

= o moeing e




This section houses all your connected and pinned apps. Customize it as needed.

Accounting

MY APPS

@ sales & Get Paid *
© Expenses L Bills >
© customer Hub >

O Team »

;.-3‘-, Q@ Time 5

ﬂ Sales Tax >

Bau\Sraasacuans (]
Imtegration transactions
Receipte

Reconcile

Rules

Chart of accounts

Recurring transactions

This is where you manage bank feeds:

Connect new accounts
Review downloaded transactions

Categorize uncategorized items

R/ K/ K/ R/ K/
L X X SR X R X 4

Match QuickBooks transactions with bank activity

Create bank rules for recurring transactions

X form bank iliati
% Perfor ank reconciliations
intuir 7 ~

(D quickbooks | Sample Company (Q Navigate or search for tansactions, contacts, reonts, and mera )} A comcepers @ O @ O
] .

U] v Bank transactions

St | @ ecouning P
Bank transactions. e Checking v Try new banking page | | Link aceount |v ‘ { £ Updata “% Explore |

[ Savings Mastercard =

wshbaaad

$200.00 $304.96

P BANK BALANCE Upd | BANKOALANCE upa

£ Ruls 1 7

1 Chartof accaunts G

Rapers .

(@ Videowtorials B Tokeatour  Goto bank register

Rocurring tansaction

m TG Spiteasgions For review(25) Excluded

e My accountant

oo ) Sales & Get Pald -

° € Expensos & Bills v

ountng | B Andnes

o © CusiomerHub v
O Teom v —~

[] oare~ DESCRIPTION PAYEE
@ rime v —
iy ] 12412025 | Books By Bossie
© Salos Tax v =R
| | 00252025 ARental
© Business Tox v
] 252025 | ARemal
© Londing ~ =
[0 roozrz02s  ARentl
© Payooll b [] | osmzomzozs Pam Seitz Pam Seitz

v || M Altansacionst,. v || Q Search by description, chock number, or amaunt

1250125 1 e B %
CATEGORIZE OR MATCH sPENT RECEIVED 8  acmon
Unetegorized Incarne $55.00 Add
Uncategorizad Income 520000 Add
Uncaregoritad Exparse $1.200.00 Add
ired Expere $800.00 Add
$75.00 View




