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Get Started

If you’re new to QuickBooks, there are a few things you
need to know to get started in the right direction. In
this module, we’ll walk through accessing QuickBooks
and explore the interface. We'll also focus on a few set-
up tasks, including setting up a Company and updating
your Account Settings.

You'll be introduced to the very important Chart of
Accounts and learn how to run a Chart of Accounts
Report. We'll also work on creating new Accounts,
Service Products, and Non-Inventory Products. Finally,
we’ll touch on how to report on an Item in QuickBooks.

Objectives

QuickBooks Online Login
QuickBooks Interface
QuickBooks Online Help
Company Set Up

Account Settings

Chart of Accounts

Create an Account

Create a Service Product

Create a Non-Inventory Product
Edit and Inactive an Item

Report on an Iltem

© 2022 CustomGuide, Inc.
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QuickBooks Online Login

QuickBooks Online Login

Since QuickBooks Online is an online, web-based application, you’ll need to sign in to start using it.

o Go to the QuickBooks Online

Login page. L.
INTUIT

e Enter yOUF User ID. @ quickbooks @ turbotax
If you’re using your Google Sign In
account to sign into B o
QuickBooks, you can click the [T G summmncoone J
Sign in with Google button. o

e Enter your Password. Ve

kayla@customguide.com

If you want to automatically
enter this information next
time, you can check the
Remember me box. v fememberme

@ Clicksignin.
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QuickBooks Logout

QuickBooks logs you out of the system.

Click your profile image.

Click Sign Out.

® Giiickbooks

+ New

Dashboard
Banking
Sales.

Cash Flow
Expenses
Projects
Payroll
Reports
Taxes
Mileage
Accounting

My Accountant

% Guickbooks

+ New

Dashboard

Banking

Cash Flow
B
Proj

Payroll

= Larry's Landscaping & Garde...

ons Larry's Landscaping & Garden Supply

Get things done Business overview

SHORTCUTS

8 MyExpens

Qe Q 2 & ©

rrvacy ()

BANK ACCOUNTS rl

Barter Account

Cash Expenditurss

$99,250.02

CalQil Card

QuickBooke Credit Card

InQu s $70.00

= Lamy's Landscaping & Garde..

B Wy Expers

woso | Larry's Landscaping & Garden Supply PRIVA

Gt things done Business ovarview

SHORTCUTS

Add receipt Add bil

Kayla Claypool
kayla@customguide.com

Mansge your Int

Sign out

Rassive paymant

Pay bill Run payroll

Cash Expanditures |
In Quickacis

Checking
In QuickBaoks $99,250.02

Savings
In QuickBaoks

CalOil Card
In QuickBooks 5140399

QuickBooks Credit Card
In QuickBooks £70.00

Connact sceaunts Gote ragisars v
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QuickBooks Interface

There is a lot going on with the QuickBooks screen, so let's kick it off by taking a tour to get comfortable with
the interface!

We're looking at the QuickBooks Home screen, it’s what appears when you first log into QuickBooks.

® iL:|“|-.lilCkl:il)oks Larry's Landscaping & Garde... 8 My Experts @ Help {é} °

Q Q

erview All Sales Invoices Psyment Links Customers Products a

Dashboard Customers ( Customer types ﬁm

Banking

e )

4

Sales 4 S ]
$0 SR Ty
Cash Flow 10 UNBILLED AC OVERD A L
S
Expenses
Projects ~
g .
Payroll I [ Batch actions » Q
Reports |_| CUSTOMER / PROJECT « / COMFANY = PHONE OPEN BALANCE ACTION
Taxes ] Adam’s _Ca“dy Shop 707 555 5734 $40.00 Receive payment v
Mileage
|:| Andres, Cristina 415-555-2174 $0.00 Create invoice ¥
Accounting
My Accountant |:| Balak, Mike 415-555-6453 $180.00 Receive payment
[] E30 Main e 415-555-6453 $150.00 Recsive payment ¥
|_ Residential 415-555-6453 $0.00 Create invoice w
|:| Black_wall, E(_iward 415-555-3221 $1,125.00 Receive payment
|_| Chapman, Natalie 415-555-3232 $0.00 Create invoice w -

o Home (QuickBooks logo): You can always Q Search (Magnifying glass): The magnifying
navigate back to the home screen by glass is used to search transactions in
clicking the QuickBooks logo. QuickBooks.

New Button: Right below the QuickBooks G Setting (Gear): Click the gear icon to

logo is the New button, which you use to display QuickBooks settings, view lists—
create new invoices, checks, and other including your company’s Chart of
transactions. Account—and manage other users.

G Navigation Bar: Below the New button is
the Navigation bar, which you use to get to
other areas of QuickBooks.

10 [Your Company Name]



QuickBooks Online Help

If you don’t know how to do something in QuickBooks, help is generally just a few clicks away.

Search for Help

Click Help.

If necessary, click the Search
tab.

Enter the keywords related to
your question.

A list of help topics related to
the selected keyword will
appear.

@ guickbooks

l + New

Dashboard
Banking
Seles

Cash Flow
Expenses
Projects
Payroll
Reports

=

Accounting,

My Accountant

@ gliickbooks

Dashboard
Banking
Sales

Cash Flow
Expenses
Projects
Payroll
Reports

Taxes

Mileage

Accounting

My Accountant

= Lany'sLondscaping & Garde...

B My Epers

oeo Larry's Landscaping & Garden Supply

Getthings done Business ovarview

SHORTCUTS

@wr QA O & ©

ot 4./'

BANK ACCOUNTS &

= Lamy's Landscaping & Garde..

B wybpers @ Help

Q Q@

oeo | Larry's Landscaping & Garden Supply

Get things done Business overview

SHORTCUTS
A i~ Add estima Add
Add recaipt Add bil Paybill

(@ Assistant Q search

| Q_ Deposit Funds| ‘

- depositfunds
deposits
bank deposits
direct deposits
owner's deposits
deposit payment
deposit receipt
refund a deposit
deposit invoice

deposit payments

Online subscription, whether you need to

update the card on file, chang

subscription, or jus

ew your billing
history.What do you want to do?Learn about
your

Contact Us

© 2022 CustomGuide, Inc. 11




Click on the desired help topic.

Click Close when you're
finished.

The Help panel closes.

@ gliickbooks

+ New

Dashboard
nking
les
Cash Flow
Expenses
Projects
Payroll
Reports
Taxes
Mileage
Accounting

My Accountant

= Lany'sLendscaping & Garde...

B Wy Expens

@ Help

Qo0 @ e

oeo Larry's Landscaping & Garden Supply

Get things done

SHORTCUTS

&

Business ovarview

(M-

<3 Jump to Recurring transactions

Add, edit, or manage recurring
transactions

Deposit payments into the Undeposited
Funds account in QuickBooks Online

by QuickBooks «+ y 1323

+ ® Updared 1 week ago
Explain to them itis money received that
is waiting to osited. ... payments
into the Undeposited Funds account
before you combine them into a deposit.

Get instant deposits in QuickBooks
esktop
by QuickBooks + J &
+ @ Updated March 08, 2021
You need a QuickBooks Payments
account to gatinstant deposits.
QuickBooks uses your debit card to

deposit the v into your checking

Contact Us
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Company Set Up

No matter if your business has years’ worth of transactions, clients, and vendors, or you're just getting
started with nothing at all, it’s fairly easy to set up a new company with QuickBooks.

Set Up a New Company

Go to the QuickBooks website.
Find and click Buy now.

Review the QuickBooks plans
and select the one that best
fits your needs.

Buy now & save

Simple Start

$25-
$1250fmo
«<» €

¥ Track income & expenses

<

Inveice & accept peyments
¥ Maximize tax deductions

v Run genersl reports

v Capture & organize receipts
Treck miles

Menege cash flow

7 Track sales & sales tax

# Send esumetes

Feedback

# WMenege 1099 contrectors

Small Business ©

Essentials

$50
$25m.
«<=»

V Track income & expenses
¥ Invoice & eccept peyments
¥ Meximize tex Geductions

~ Run enhanezd reports

~ Capuure & organize receipts
Treck miles

Menege cesh flow

v Track sales & sales tax

v Send estmates

~ Mensge 1099 contractors
¥ Includes 3 users

~ Manage & pay bills

Vv Track time

MOST POPULAR

Plus

$89
$40/mo
«=D

 Track income & expenses
¥ Inveice & sccept peyments
¥ Maximize tax deductions

v Run comprahensive reports

<

Capture & orgenize receipts

Track miles

< <

Menege cash flov

<

Track sales & sales tax

<

Send esimates

~ Menzge 1099 contractors

<

Includes 5 users

<

Manage & pey bills
v Tracktims
~ Track inventory

~ Track project profitability

= s 2
= ®gqtiickbooks Pricing
LIVE BOOKKEEPING
Feel confident with a QuickBooks-certified
bookkeeper dedicated to you, who understands
your business.
dva
Bookkecper
forz0ysars |
Explore Live Bookkeeping
x
H See all plans
3
kil
@
&
Live Manage Accounting for Payroll Payments
Bookkeeping expenses for business
freelancers
>
inturt Pl & Wh S
@guickbooks.  Products ans o v Support Talkto Sales: v oo
Pricing QuickBooks 1.800.242.8097 in

Advanced

$180
$ 90’mo
«<=»

 Track income & expenses
 Invoice & sccept peyments
~ Maximize tax deductions

~ Run most powerful repants
~ Capuure & organize receipts
~ Track miles
~ Menzge cesh flow

~ Track sales & sales tax

Vv Send sstmates

~ Mensge 1099 contractors
 Includes 25 users
~ Manage & pay bills
v
Track tme Need hela?
~ Track inventory We're here for you

~ Track project profibiliyy
 Business analytics & insights

v Batch invoices & expenses

© 2022 CustomGuide, Inc.
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Either create a new Intuit
account, or sign in if you
already have one.

Follow the online instructions
and provide QuickBooks with
the requested information,
such as:

e Business name
e Legal Structure

e Feature you want to use

In'i'ul'i' For sales: (888) 566-4770

@ quickbooks @ turbotax

Create an Intuit account
Use for QuickBooks and all Intuit products.

Email address (User ID)

kayla@customguide.com @

o Mobile number

== - (612)555-1212

Standerd call, message, or deta rates may apply.

Password —

« Use 8 or more

1 6ur Terms, Peyment

< our Globel Privecy

Adding & company to & existing account? Sign in

@ﬁﬂmckbouks GET STARTED

Welcome! We're glad you're here.

Here's what we'll do together right now.

c™ <

Tell us what you need Well ask a few We'll bring in your
help with questions to get to transactions and
know your business organize your money

Ne—
A

el

14
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Account Settings

You can change QuickBooks settings so it matches the unique accounting needs of your company.

Change Account Settings

Click the Gear icon.
Select Account and Settings.

The Account and Settings
screen appears. There are a lot
of settings, organized into
categories.

Click the desired settings
category:

e Company to change your

company name and address.

e Billing & Subscription to
change your QuickBooks
subscription.

e Sales to change features
related to your products,
services, and sales forms.

o Expenses if you track and
bill your customers for
them.

e Advanced to change
accounting settings and
enable/disable features,
such as if you bill your
clients for projects.

Change the settings you want
and click Save.

Click Close when you're
finished.

@ gliickbooks

Dashboard
Banking
Sales

Cash Flow

Payroll
Reports
Taxes

Mileage

= Lony'sLendscoping & Garde... 8 wy @OHe Q [ &
'YOUR COMPANY LISTS TOOLS PROFILE
1 4
Bo
P2
esolution cene
ewing QuickBaoks in Accountant view. Learn more Switch to Business view P9

Accounting

My Accountant

DT o

(]

|Account and Settings

Compan:
Accounting
Billing & Subseription
Usag |
Company type Tax form
dvanced Chart of accounts. Ensble sccount numbers

Shipping account
Tips account

Markup income account

Projects

Shipping Income

Markup Income

Categories Track classes on
Track locations off
Automation Pre-fill forms with previously entered content off
Autometically spply credits off
Autometically invoice unbilled activity off
Automatically apply bill payments off

Organize all job-related activity in one place on

© 2022 CustomGuide, Inc.
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Chart of Accounts

One of the most important items in QuickBooks—and accounting in general—is your company's Chart of
Accounts.

Open the Chart of Accounts

Click the Gear icon.

Select Chart of Accounts.

@ gliickbooks = Lany's Landscaping & Garde...

YOUR COMPANY LSTS

Aczc,n:and;e—mgso All lists
Dashboard

Mensge users

Products and services

Banking .
Custom form Recurring transsctions

Chartof sccol Anschments
Peyroll settings Custom fields
QuickBooks lsbs Tags

You're viewing QuickBooks in Accountant view. Lesr more

Import deskop data

Export data

Auditlog

$manlook

Resolution center

Qs Q[ B

PROFILE
Feedback
Refer & friend

Privacy

Switch to Business view

TurckEocks CredR Card

16
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Common Account Types

The chart of accounts is a list of your company's accounts and their balances. You use these accounts to

categorize your transactions, such as expenses and sales.

Bank: Checking & savings

@ gliickbooks = Leny'sLandscaping & Garde...

accounts.
+ New Chart of Accounts
credit Cards: Visa, Mastercal’d. Dushboard Chart of Accounts
< All Lists

Banking
Income: Sales of products,
services or other revenue. Cash Flow Name vee « DETAILTYPE

Expense: Money you spend on
things like advertising, rent,
and office supplies.

Liability: Money you owe, like
a loan.

Asset: Things you own that
have value, such as equipment,

vehicles, or a building.

Run a Chart of Accounts Report

B MyExpents

QUICKBOOKS BALAN BANK BALANCE

@ Help

S

&

ACTION

View register

View register

View ragister

View rogister

View rogister

View ragister

Run report

Run report

View register

View register

View ragister v

View ragister v

View ragister v

When you're first setting up QuickBooks, it's a good idea to print a copy of your chart of accounts, so it's

easy to reference.

Open the chart of accounts.

0 @ gliickbooks = Lany'sLandscaping & Gardo...
e Click Run Report. -
Dashboard Chart of Accounts
< All Lists
Banking
NAME TYPE » DETAILTYPE

My Accountant

8 MyExpens

QUICKBOOKS BALAN BANK BALANCE

0.00

@ Help

Qg @

[ ]

ACTION

View register ¥

View register v

View register v

View register v

View register v

View ragistor v

Run report ¥

Run report ¥

View ragister ¥

View register v

View register v

View register v

View register v

© 2022 CustomGuide,

nc.
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(Optional) To share or export
the report, click:

e Email to send the report as
a PDF attachment.

e Print to print the report.

e Export to download the
report as an Excel
spreadsheet or PDF.

@ guickbooks

Dashboard
Banking

Sales

9

My Accountant

= Leny'sLondscaping & Garde...

Account List Report
< Backwo C =

ACCOUNT

8 wyEpes @ue Q (3 & @

= & ol

Larry's Landscaping & Garden Supply

Account List

TYPE DETAILTVPE DESCRIPTION

18
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Create an Account

QuickBooks creates basic accounts when you create a company, but it's unlikely these initial accounts will be
suitable for your business.

Create an Account

CliCk the Gear iCOI"I. @ gliickbooks = Lany'sLandscaping & Garde... & My Experts () Help Q f,\' & [ )

Select Chart of Accounts. YOUR CoMPANY usts To01s J—

Account and settings Al lists Order checks 2 Feedback

. Dashboard
C||ck New Msnage users Products snd services mport dsts Refer s friend

Custom forr

P
Chart of sccounts o Anachments Export data

Payroll settings Custom fields Reconcile

Recurring transsctions mport deskiop dats Privacy

Select the Account Type you
want to create.

QuickBooks lsbs ags Budgeting
Auditlog

Select a Detail Type.

$manlook

Resolution center

The Detail Type field helps you
select and name accounts
more appropriately.

You're viewing QuickBooks in Accountant view. Lesr more Switch to Business view B9

TorckEocks Cred Card
n Qy ks $70.00

Connectaccouns  Gotoregien v
@ gliickbooks = Lemy'sLandscoping & Garde... B wepers @ree Q0 & O
x

+ New

Account

bt AccountType - Nome [ . -
. |0. singPromotions] r

‘ Expenses ertisi e
Banking
. *Datail Type Doscription 6

Advertising/Fromeional .

o . ACTION

Use Advartising/promotional to track —

money spent promoting your company. Is sub-sccount .
jow register v

You may want different sccounts of this
1ype to track different promotional jow register ¥
efforis (Yellow Pages, newspsper, radio,
flyers, events, and 5o on).

low ragister v

If the promotion effortis a meal, use
Promational moals instesd. jow register ¥
jow ragister ¥
jow register v
Run report v
Run report v
low rogister v

(" cancel ) savoandClose  ~ BRI

jow ragister v

12,025.00 View rogister v

View register v

© 2022 CustomGuide, Inc. 19



000

Enter an account Name.
(Optional) Enter a Description.

(Optional) Specify an optional
sub-account.

Sub-accounts are used to break
down transactions in an
account. For example, maybe
you want to track email
marketing under marketing.

Click Save and Close.

@ Ghiickbooks =

Larry's Landsceping & Garde...

8 MyExpens

@ Help

Q- @ e

+ New

Account

Account Type
Expenses

*Detail Type

Adventising/Promotional -

Use Advartising/promotional to track .
money spent promoting your company| Is sub-sccount

You may want different accounts of this
type to track different prometions|

affors (Yellow Pages, newspaper, radio,

flyers, events, and so on).

If the promotion effort is 8 meal, use
Promotional maals instead

Cancel

*Name

QL ]

Description

0

Q

Savoand Close v

x

ACTION
jow register ¥
jow register v
low register v
low ragister v
low register v
jow rogistor v
Run report v
Run report
jow ragister v

jow ragister ¥

jow ragister ¥

View register ¥

View register v =

20
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Create a Service Product

In QuickBooks, services are intangible things that you sell, such as landscaping services, hourly rates, and

accounting fees.

Create a Service

Click the Gear icon.

Click New.

Select Products and Services.

@ gliickbooks

Dashboard
Banking

Sales

Accounting

My Accountant

@ gliickbooks

+ New

Dashboard
Banking
Salos

Cash Flow

You're viewing QuickBooks in Accountant view. Lesrn more

@ Help

Q 8 & o
PROFILE

Feedback ’

Refer & friend

Switch to Business view

Run report v

Run roport ¥

Run report ¥

Run report ¥

Run report ¥

Run report v

Run report ¥

Run report v

= Lany'sLandscaping & Garde...

<Al Lists

NAME «
10% Discount

Assassmant

Counyy, SanThomas

Deck Lumber

B MyExpens

Products and Services

® Help

Q ¢ @ e

Products and Services C &£ Multi-channel inventory )CMore v) “

SALES PRICE ACTION
0.10 Edit v
0.02 Edit w

0 Edit ¥
0.07 Edit v
0 Edit v
20 Edit v
o Edit v
55 Edit w
o Edit v
189 Edit v
149 Edit v
o.10 Edit w
o Edit v
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Select Service.

You can also enter a SKU if it's
required, or upload a picture of
the service as well.

Enter a Name for the service.

If it's applicable, check the |
sell this product/service to my
customers box, and enter a:

e Description on sales forms
e Sales price/rate

e Income account & sales tax
category

If it's applicable, check the |
purchase this product/service

from a vendor box, and enter a:

e Description

e Cost

e Expense Account
e Preferred Vendor

Click Save and Close.

@ Giiickbooks

+ New

My Accountant

Products and Services
€ All Lists

NAME .
10% Discount

Asses

Concrate
Couny, San Thomas

Dack Lumber

Product/Service information x

Payment Lin Non-inventory

Products you buy and/or sell but don‘t need to (or can't) track
( quantities of, for example, nuts and bolts used in an installation.
Service
o Services that you provide 1o customers, for exsmple, landscaping or

. tax preparation services
Bundle
A collection of praducts and/or services that you sell together, for
example, a gift basket of fruit, cheese, and wine

Invantery
Products you buy end/ersell.and that you track querities of.

Turn on inventory tracking )

= Lany'sLandscaping & Garde...

Products and Services
< All Lists

Product/Service information x

( Name*

Labor

SKU

[]ts sub-preducv/service

Description
<)\ sell this product/service 1o my customers.

Laber

Sales price/rate Incoma account
ssod]| | sles .

Sales tax category ©

Taxable - standard rate v

Purchasing information

22
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Create a Non-Inventory Product

A non-inventory product is something you buy and/or sell but don’t need to (or can’t) track quantities of.

Examples of non-inventory parts might include nails used during a construction project, or a special product

a customer asks you to buy that you don’t normally sell.

Create a Non-inventory product

Select the Gear icon.

@ gliickbooks

YOUR COMPANY LISTS

Select Products and Services.

Dashboard

Click New.

Banking

Projects

Payroll

ewing QuickBooks in Accountant view. Learn more

= Lamy'sLlandscaping & Garde...

My Accountant

Brrere @ Q (5 & O
PROFILE

| 4

Bo

P2

Switch to Business view B

@ gliickbooks

<All Lists

NAME »

Concrate

Larry's Landscaping & Garde...

County, San Thomas

® Help

B MyExpens

Products and Services

Products and Services C &£ Multi-channel inventory )(Mcre v) “

sku TveE SALES DESC SALESPRICI  COST  TAXABLE
Sarvice 0% i 0.10 v
Service 5% Disc v
T 0.02
Non - .
- ca 007
° Deck Lu M

S

& o

ACTION

Edit »

Edit v

Edit ¥

Edit ¥

Edit v

Edit v

Edit v

© 2022 CustomGuide, Inc.
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@ Giiickbooks

Select Non-inventory.

+ New

Enter a Name for the product.

If it's applicable, check the |
sell this Product/Service to My
Customers box, and enter a:

e Description on sales forms
e Sales price/rate

e Income account & sales tax
category

If it's applicable, check the |
purchase this product/service
from a vendor box, and enter
a:

Description

e (Cost

@ Guiickbooks

Expense account

+ New

Preferred vendor

Dashboard

Click Save and Close.

<All Lists

| NAME ~

Larry's Landscaping & Garde...

Assessment

County, San Thomas

Product/Service information x

n Non-inventory
Products you buy snd/or sell but don't need to (or can't) track
( quentties of, for exsmple, nuts end bolts used in an installstion.
Service
Services that you provide o customers, for exsmple, landscaping of
- tax preparation services
sku
Bundle
Acollection of praducts for
exsmple, 8 ikt basket of fruit, cheese, and wine.

d/or services that you sell together, for

Invantory

Products you buy end/or sell and thet you track quantities of

Turn on inventory tracking )

Products and Services

< All Lists

nvoices  Payme:

SKU

Product/Service information x

e Non-inventory Change type
E Name*
4

Widgets

Is sub-preductiservice

Assessment

Description

Sales price/rate

)1 sell this product/service 1o my customers.

Qality Widgeds)

Income account

Salas tex catagory ©

Taxable - standard rate v

Caunty, San Thomas

Purchasing information

| purchese this product/service from a vendor.

Q

24
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Edit and Inactive an Item

Sometimes you'll find you need to edit an item in QuickBooks, such as a product or an account. Editing an
item is similar to creating one.

Edit an Item

o Click the Gear icon.  Gickbooks =Y S 8 v

o Open the list where the item is |8
Saved Account and settings All lists. Order checks 3 Feedback
: Deshboard Menage users Products and services 0 Import data Refer & friend

Banking
e Find the item and select Edit
from its Action menu. Cash Flow Payroll setings Cosomflds e

QuickBooks labs

@Hpr Q 3 & ©

YOUR COMPANY LISTS TOOLS PROFILE

Rezurring transsctions Impert deskiop data Privacy

Sales

Budgeting
Auditlog
$mertLook

Resolution center

You're viewing QuickBooks in Accountant view. Learn more Switch to Business view J

TuiekEscks Cradh Card

In QuickBooks $70.00
Accounting o

My Accountant

c : e
@ gickbooks = Lony'sLandscoping & Gorde..) B MyEpes @Hp Q [ & ©
+ New Paymentsoverview . AllSales  Invoices  Paymentlinks  Customers  Products and Services
Doshboamd Products and Services ( & Multi-channel inventory )(Mme v) m
<All Lists
s
Sales
Cash Flow v
1.53
NAME = TYPE SALES PRICE ACTION
10% Discount Service -0.10 Edit »
5% Discount Service 0 Edit
Assessment Service 0.02 Edit v
Conerata Nen-invantary o Edit v
Service 0.07 Edit »
Non-invent ory 0 Edit v

o
m
3 a
l

Deposit Credit Service 0 Edit v
(] Desig S 55 Edit v
O il Non-inusnt tory 0 Edit v
] Non 1.89 Edit v
O Non 1.49 Edit v
] Chg s. 0.10 Edit v
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Make your changes.

Click Save and Close.

@ giickbooks

Banking
Salas

Flow

Projects
Payroll
Reports
Taxes
Mileage
Accounting

My Accountant

Larry's Landscaping & Garda...

Payments overview  All Sales

Invoices

Products and Services

<Al Lists

NAME =
10% Discount
5% Discount
Assessmant
Concrate
County, San Thomas
Deck Lumber
Delivery
Daposic Cradic
Design
Fartilizer
Lawn & Garden
Plants & Trees

FinChg

Product/Service information

e Service Change ype
< Name*

Delivery
i
SKU
[T]1s sub-product/service
Deseription
[¥]1 sell this product/service to my customers
ry Sarvice
« for orders
Salas prica/rate Income account
20 Service

Salos tax catagory @

Taxable - standard rate

Purchasing information
[Tt purchese this product/service from & vendor.

26
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Make an Item Inactive

You can't delete existing items in QuickBooks Online, but you can hide them by making them inactive.

0 Click the Gear icon.

e Open the list where the item is
saved.

e Find the item and select Make

Inactive from its Action menu.

QuickBooks makes the item inactive
and hides it.

@ gliickbooks

Dashboard
Banking

Sales

My Accountant

@ gliickbooks

+ New

Dashboard
Banking
Sales

Cash Flow

= Lany'sLandscaping & Garde...

YOUR COMPANY LISTS
Account and serings Alllists

Manage users Products end s

Custom form styles Recurring transsctions
Chart of sccounts Azschments
Peyroll setrings Custom fields

QuickBaoks labs Tags

You're viewing QuickBooks in Accountant view. Learn more

B WEpes @np QL2

TooLs PROFILE
Order checks [ Feedback

0 Import data Refer & friend
Import deskiop data Privacy

Export data

Budgeting
Auditlog
Smanlook

Resolution cente;

Switch to Business

{0,

3 :

view

(]

= Leny'sLandscaping & Garde...

Payments overview  AllSales  Invoices

Products and Services
< All Lists

Aasessment

Conerate

B MyExpes @ Hap Q3

tlinks  Customers  Products and Services

Paymen
(& maisromtmenery ) (v~ ) (D

TYPE

Senvice

Service

Service

Nen-invantary 3
Service 0.0
Non-invan tory o
s 15
Service o
S 55
Non-invan tory o
Non- 1.89
Non 149
Serv 0.10

el

Edit v

Edit v

Edit v

Edit v

Edit v

Edit v

Edit «

(]
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Report on an Item

QuickBooks can run detailed reports on any item, account, or product.

Run a Report on an Item

Click the Gear icon.

quickbooks

YOUR COMPANY

Open the list where the item is
saved.

Account and setiings
Dashboard
Manage users

Banking .
ustom form

Chart of sccounts 0

Payroll setings

Find the item and select Run
Report from its Action menu.

Sales

QuickBooks lsbs

Payroll
Reports
Taxe

Mileage

Larry's Landscaping & Garde...

Products and s

Recurring transactions
Attachments

Custom fields

You're viewing QuickBooks in Accountant view. Learn more

Qur QA & & 0

B MyExpents

ToOoLs PROFILE 6

Order checks [ Feedback

Import data Refer s friend

Import deskiop dats Privacy

Export dsta

Reconcile 2

Budgeting

Smartlook z

Resolution center R
Switch to Business view b9

Accounting

My Accountant

OuickBooks Credit Card

@ Gtickbooks

Chart of Accounts

Dashboard
< All Lists
nking

Sales

Flow

Expe

Projects Cash Expenditures

Payroll
o Checking

Reports
Savings

Texes

Accounts Recaivable
Mileage

Employee advances
Accounting

Invartory Asset
My Accountant e
Inventory Asset-1
Prepaid Insurance
Uncategorized Asset

Undaposiad Funds

Truck

Larry's Landscaping & Garde. .

Chart of Accounts

TYPE & DETAILTYPE
Bank Checking

Bank Checking

Sank Checking

Bank Chacking
Accounts receiva... | Accounts Receiv

Other Current As. her Current As

Othar Curran As. har Current s
Othar Currant As...  Invantory

Othar Curran As. har Current A
her Current As

Other Currant As.

Other Currant As.

=

indepasitad Fun

o4

Fixed Assets her fixed assets

Qur Q & & ©

B MyExpens

QUICKBOOKS BALAN BANKE  Connect bank

5000 Edit

Make inactive (won't reduce usage)

1223

99,009.02 View ragister v 0
558750 View register v
35,810.02 View register v
100.00 View ragistor v
6,937.08 View ragister v
0.00 View rogister v
500.00 View rogister v
0.00 View register v
200.00 View rogistor v
12,025.00 View register v
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Sort a Report

Click the Sort arrow.

Select a sort option.

@ quickbooks

+ New

Dashboard
Ba

Sales
Cash Flow
Ex

Proje
Payroll
Repor

Taxes

Accounting

My Accountant

= Larry's Landscaping & Garde..

Account QuickReport

Report pe:

Since 90 Days Ago -

Rows/eolumns

Group by

Filters: Distribution Account

Sort by

Defoult ¥

Ascending

Descending order |

8 MyEpes (D Help

Q¢ @

Customize m

(]

03/23/2021
Run report
-
Larry's Landscaping & Garden Supply
Account QuickReport
Since Mey 22,202
TRANSACTION TYPE NUM NAME MEMO/DESCRIPTION

1000
1001
1002
1003
1004
1005

Bayshora Watar

Computar Senica:

Conner Garden S,
Cal Gas & Electric

t Statevide Bank

Opening Balance
3409

8409

13K90

R 594

769369-370R

© 2022 CustomGuide, Inc.
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Change the Reporting Period or Grouping

Specify the reporting period by

clicking the Report Period

arrow and selecting a reporting

period.

OR

Enter a start date and end date

for the reporting period.

Click the Group arrow and
select the item to group by.

Click Run Report.

@ Guiickbooks

+ New

Dashboard
Banking
Sales

Cash Flow

Taxes
Mileage
Accounting

My Accountant

@i ckbooks

Dashboard
Banking
Seles

Cash Flow
Expenses
Projects
Payroll
Reports
Taxes
Mileage
Accounting

My Accountant

= larry's Landscaping & Garde..

Account QuickReport

0 Chart of Accounts

Reportperied

B MEpes @DHp Q 3 & O

| _Customize m

( Run report
-
Since 90 Days Age 1
Since 365 Days Age .
Larry's Landscaping & Garden Supply

Account QuickReport

Since Merch 23, 2021
Nexz Quaner
UAIE ] TRANSACTION TYPE NUM NAME MEMO/DESCRIPTION

* Checkin

Beginn

12/15/2023 Check

Conner Garden Supplies

Smallsor

Middlefield Nursery 09876

Shane B. Hamby

= Lany'slandscaping & Garde...

Account QuickReport
Ch s
y

Since 30 Days Ago g | | 05/22/2021

( Runreport )
Group by - S

None
Filters: Disy| Aeccount
Name.

Sortw Ad
Transaction Type

Employee

Product/Service

B MyEpes @Hp QA [ & @

Larry's Landscaping & Garden Supply

Account QuickReport
Since March 23, 2021

TION TYPE NUM

NAME MEMO/DESCRIPTION

5/2023 Chack
2/15/2023 Check

2/15/2023 Bill Paymens
271512023 5ill Paymen
12/15/2023 Bill Paymen
12/15/2023 Chazk

12/15/2023 Bill Payment (Check)
12/15/2023 Deposit
12/15/2023 Check

Jenny Miller
Shane B. Hamby
Conner Garden Suppliss 594

Smallson &

tes 2907
Sena Lumber & Building Materials

Jenny Miller

Middlefield Nursery 09876
Deposit

Shane B. Hamby
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Share a Report

Click a button in the top right

of the screen to share a report:

e Email to send the report as
PDF attachment.

e Print to print the report.

e Export to download the
report as Excel spreadsheet
or PDF.

@ gliickbooks

Dashboard

Cash Flow
Expenses
Projects
Payroll
Reports
Taxes
Mileage
Accounting

My Accountant

= Larry's Landscaping & Garde...

Filters: Distribution Account

@Hpr QU [ & ©

8 MyExpens

B8 & &S

Larry's Landscaping & Garden Supply &

Account QuickReport
Since Mey 22, 2021

DATE

TRANSACTION TYPE NUM NAME MEMO/DESCRIPTION

~ Andrs:

06/16/2023
Total for Andi
- ATMW

117182023
Total for ATM Withdrawal

12/10/2023

Total for Residential

Bank of Anycity
Caloi servica

2023

Total for Bayshore Caloil Sarvice

Check ATM Withdrawal

Payment Balak, Miks:Residentia

Check
Check
Check 1112
Check 1089
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Change Report Settings

Click the report’s gear icon.

Click Show More to view all

the settings.

Check the desired report

settings.

@ giiickbooks

Dashboard
Banking
Sales

Cash Flow
Expenses
Projects

Payroll

Accounting

My Accountant

@ Gtickbooks

+ New

Dashboard

Cash Flow
Expenses
Projects
Payroll

Reports

Mileage

Accounting

My Accountant

= Lamy's Landscaping & Garde.

Filters: Distribution Account X

B MyEpes @QHp QU 3 & @

Display densi

[F]compan ¥

o

henge columns

/| pae

N

DATE TRANSACTION TYPE
- Andres,
06/16/2023 Deposit
Total for Andres, Cristina
- ATM Wi al

117182023 Check
Total for ATM Withdrawal
~ Balak, Mike

- Rasidermizl

12/10/2023

Total for Residential
k. Mike

~ Bank of Any

Total for &

117282023 Chack
11/22/2023

104282023

10722 Check
Total for Bank of Anycity

11/29/2023 Check

10/31/2023 Chazk

Total for Bayshore CalGil Service

ATM Withdrawal

Balsk, Mike:Residentia

1112 Bayshore CalGil Service

1089 Bayshars C2lO] Sarics

Lerry's Landscaping & Garda...

Fikeers: Distribution Account

B MyEpes @QHp Q [ & ©

Display density

DATE TRANSACTION TYPE N
~ Andre
06/16/2023 Deposit
Total for Andres, Cristina
Total for ATM Withdrawal s
S Amaunt
~ Balak, Mike 7
Total for Residential
Total for Balak, Mike
Check 1462 P 12
Check 1450 - Pmu# 31
Check 1461 - Pmt
Check 1459 52 Pmzs 30
~ Bayshors Cal
11/29/2023 Check 112 Bayshore CslOil Service
10/31/2023 Check 1089 Bayshore CalQil Service

Total for Bayshore CalQil Service
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