TABLE OF CONTENTS

Introduction
PART 1: CORE FUNCTIONALITY

Chapter 1: Setting the Stage in QuickBooks
Establishing Your Subscription
Seeing Double, Triple, or Not?
Refining QuickBooks to Fit Your Workflow
Exploring Your Chart of Accounts
Enabling Custom Fields
Starting Your Attachment Journey
Changing or Ending Your Subscription
Chapter 1: Test Your Knowledge
Chapter 1: Solutions and Suggested Responses

Chapter 2: Billing Like a Star, Collecting Like a Pro
Managing Customers
Putting Sales Tax in the Spotlight
Setting Up Your Goods and Services
Handling Customer Transactions
Working with Estimates
Handling Special Cases and Follow-Ups
Writing Off Bad Debt
Viewing the Sequels
Chapter 2: Test Your Knowledge
Chapter 2: Solutions and Suggested Responses

Chapter 3: Bagging Expenses, Chilling Bills, and Paying the Tabs
Managing Vendors
Handling Vendor Transactions
Restocking Your Knowledge

Chapter 3: Test Your Knowledge

Chapter 3: Solutions and Suggested Responses

Chapter 4: Tackling Payroll Chores
Choosing Your Approach
Paying Owners and Partners
Tackling Tax Forms
Setting Up QuickBooks Payroll
Preparing and Running Payroll
Compensating Contractors
Connecting the Payroll Dots
Chapter 4: Test Your Knowledge
Chapter 4: Solutions and Suggested Responses

Vii

33
33
39
45
50
56
58
61
63
65
67

69
69
73
83
85
87

89
89
91
92
94
98
101
103
105
107

i * Table of Contents



Chapter 5: Handling Bank Accounts, Deposits, and Transfers
Setting Up Bank and Credit Card Accounts
Creating Banking Transactions
Reconciling Bank or Credit Card Accounts
Going Further Down the Tubes
Chapter 5: Test Your Knowledge
Chapter 5: Solutions and Suggested Responses

Chapter 6: Exploring QuickBooks Reports
Surviving the Reports Screen
Customizing Reports Further
Charting Workarounds
Expanding Your Reporting Skills
Chapter 6: Test Your Knowledge
Chapter 6: Solutions and Suggested Responses

Chapter 7: Implementing Apps and Automation
Exploring QuickBooks Mobile Apps
Introducing Intuit Assist (for Real This Time)
Capturing Receipts Electronically
Automating the Tedious Stuff with Rules
Importing QuickBooks Data
Exporting QuickBooks Data
Connecting QuickBooks Commerce
Browsing the QuickBooks App Store
Stretching Beyond the Starting Line

Chapter 7: Test Your Knowledge

Chapter 7: Solutions and Suggested Responses

PART 2: QUICKBOOKS ONLINE ESSENTIALS FEATURES

Chapter 8: Managing Users, Multicurrency, and Custom Fields
Managing User Rights
Tracking Details with Custom Fields
Working with Multiple Currencies
Grasping the Multicurrency Ripple Effect
Going Farther Afield
Chapter 8: Test Your Knowledge
Chapter 8: Solutions and Suggested Responses

Chapter 9: Reducing Manual Data Entry
Spinning Through Recurring Transactions
Bundling Products and Services
Getting Down with Time Tracking
Other Moves You Can Make

Chapter 9: Test Your Knowledge

Chapter 9: Solutions and Suggested Responses

109
109
113
120
122
123
125

127
127
132
134
135
137
139

141
141
142
143
144
150
153
156
157
158
159
161

163

165
165
170
171
172
176
177
179

181
181
185
186
190
191
193

ii « Table of Contents



PART 3: QUICKBOOKS ONLINE PLUS FEATURES

Chapter 10: Monitoring Inventory and Managing Purchase Orders
Tracking Physical Inventory
Creating and Reusing Purchase Orders
Managing Purchase Orders
Perfecting Price Rules
Sailing Other Seas
Chapter 10: Test Your Knowledge
Chapter 10: Solutions and Suggested Responses

Chapter 11: Tracking with Classes, Locations, and Projects
Surveying Your Tracking Options
Tackling Transactions by Classes or Location
Managing Projects
Calling in Backup
Chapter 11: Test Your Knowledge
Chapter 11: Solutions and Suggested Responses

Chapter 12: Formulating Budgets
Understanding Who Can Create Budgets
Creating a Budget
Populating a Budget
Importing a Budget
Keeping Tabs and Calling the Shots on Your Budgets
Going Beyond Built-In Budgeting
Chapter 12: Test Your Knowledge
Chapter 12: Solutions and Suggested Responses

PART 4: QUICKBOOKS ONLINE ADVANCED FEATURES

Chapter 13: Mastering the Admin Tools in QuickBooks Advanced
Installing the Desktop App
Backing Up (Most of) Your Company
Navigating the Gaps in QuickBooks Backups
Customizing User Security Privileges
Going Beyond This Chapter
Chapter 13: Test Your Knowledge
Chapter 13: Solutions and Suggested Responses

Chapter 14: Generating Custom Reports and Charts
Introducing the Custom Report Builder
Exploring Further

Chapter 14: Test Your Knowledge

Chapter 14: Solutions and Suggested Responses

195

197
197
207
210
211
212
215
217

219
219
220
223
227
229
231

233
233
234
237
238
240
241
243
245

247

249
249
251
251
256
259
261
263

265
265
268
269
271

iii = Table of Contents



Chapter 15: Unlocking Advanced Tools and Taming Tasks 273

Engineering Enhanced Custom Fields 273
Managing Data in Bulk 275
Scheduling Depreciation and Recognition Entries 277
Taming Chaos with Tasks and Workflows 286
Bidding Farewell to Expense Claims 291
Continuing Your Odyssey 291
Chapter 15: Test Your Knowledge 293
Chapter 15: Solutions and Suggested Responses 295
Chapter 16: Animating Your Data with Spreadsheet Sync 297
Installing the Spreadsheet Sync Add-In 297
Getting Your Bearings in Excel 298
Creating Reports with Spreadsheet Sync 300
Adding and Editing Lists and Transactions 306
Creating or Editing Consolidated Budgets 308
Uninstalling Spreadsheet Sync 309
Pulling More Strings 309
Chapter 16: Test Your Knowledge 31
Chapter 16: Solutions and Suggested Responses 313
PART 5: QUICKBOOKS ONLINE ACCOUNTANT FEATURES 315
Chapter 17: Assembling Your Client and Team Roster 317
Joining Team QuickBooks 317
Adding, Editing, and Removing Clients 321
Getting Oriented in QuickBooks Online Accountant 325
Transferring Admin Rights 327
Setting Up Your Team 328
Staying On or Leaving the Field 330
Chapter 17: Test Your Knowledge 331
Chapter 17: Solutions and Suggested Responses 333
Chapter 18: Overhauling Books with Accountant Tools and Templates 335
Grabbing the Right Tool for the Job 335
Importing and Standardizing Charts of Accounts 340
Importing Bank Transactions Manually 344
Graphing Your Clients’ Financial Data 347
Exploring Accountant-Only Review Tools 349
Tidying the Tool Bench 352
Chapter 18: Test Your Knowledge 355
Chapter 18: Solutions and Suggested Responses 357
Chapter 19: Taming the Herd with Practice Tools 359
Introducing the Work Screen 359
Managing Projects, Tasks, and Templates 361

iv ¢ Table of Contents



Creating Client Requests
Keeping Team Members in the Loop
Rounding Up Related Topics
Chapter 19: Test Your Knowledge
Chapter 19: Solutions and Suggested Responses

PART 6: MICROSOFT EXCEL ANALYSIS

Chapter 20: Unleashing Your Data in Excel
Optimizing Reports for Data Analysis
Customizing and Exporting QuickBooks Reports
Transforming the Exported Report
Sifting Through Your QuickBooks Data
Summarizing Data with PivotTables

Chapter 20: Test Your Knowledge

Chapter 20: Solutions and Suggested Responses

Chapter 21: Automating QuickBooks Analysis with Power Query

Rolling Up Your Sleeves with Power Query
Keeping Power Query Results Current
Revisiting Your Query

Chapter 21: Test Your Knowledge

Chapter 21: Solutions and Suggested Responses

PART 7: THE PART OF TENS

Chapter 22: Ten Common Journal Entries
Documenting Ten Common Journal Entries
Creating Journal Entries
Decoding Debits and Credits
Connecting the Dots

Chapter 22: Test Your Knowledge

Chapter 22: Solutions and Suggested Responses

Chapter 23: Ten-Plus Cool Chrome Shortcuts
Speeding Up Surfing
Accessing Downloads and History
Working with Tabs

Chapter 23: Test Your Knowledge

Chapter 23: Solutions and Suggested Responses

Chapter 24: Ten Things QuickBooks Won'’t Tell You

Expecting the Rent to Go Up
Escaping Intuit's Endless Pitches
Living with Immortal List Entries

Discovering That Attachments Reproduce like Rabbits

Coping with Disappearing Features

363
366
366
367
369

371

373
373
375
376
379
385
391
393

395
395
408
412
413
415

417

419
419
425
427
427
429
431

433
433
434
434
439
441

443
443
443
444
444
444

v ¢ Table of Contents



Unearthing Hidden Fields
Resolving Character Flaws
Clicking Without a Safety Net
Untangling Interface Quirks
Mining Your Data
Chapter 24: Test Your Knowledge
Chapter 24: Solutions and Suggested Responses

Glossary
Index

Final Exam Copy

445
445
446
446
446
449
451

453

455

462

vi ¢ Table of Contents



