




QuickBooks® 
Online

2023 Edition

by David H. Ringstrom, CPA



QuickBooks® Online For Dummies®, 2023 Edition
Published by: John Wiley & Sons, Inc., 111 River Street, Hoboken, NJ 07030-5774, www.wiley.com

Copyright © 2023 by John Wiley & Sons, Inc., Hoboken, New Jersey

Published simultaneously in Canada

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or by any 
means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permitted under Sections 
107 or 108 of the 1976 United States Copyright Act, without the prior written permission of the Publisher. Requests to 
the Publisher for permission should be addressed to the Permissions Department, John Wiley & Sons, Inc., 111 River 
Street, Hoboken, NJ 07030, (201) 748-6011, fax (201) 748-6008, or online at http://www.wiley.com/go/permissions.

Trademarks: Wiley, For Dummies, the Dummies Man logo, Dummies.com, Making Everything Easier, and related 
trade dress are trademarks or registered trademarks of John Wiley & Sons, Inc., and may not be used without written 
permission. All other trademarks are the property of their respective owners. John Wiley & Sons, Inc., is not 
associated with any product or vendor mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: WHILE THE PUBLISHER AND AUTHOR HAVE USED THEIR BEST 
EFFORTS IN PREPARING THIS WORK, THEY MAKE NO REPRESENTATIONS OR WARRANTIES WITH RESPECT TO 
THE ACCURACY OR COMPLETENESS OF THE CONTENTS OF THIS WORK AND SPECIFICALLY DISCLAIM ALL 
WARRANTIES, INCLUDING WITHOUT LIMITATION ANY IMPLIED WARRANTIES OF MERCHANTABILITY OR 
FITNESS FOR A PARTICULAR PURPOSE. NO WARRANTY MAY BE CREATED OR EXTENDED BY SALES 
REPRESENTATIVES, WRITTEN SALES MATERIALS OR PROMOTIONAL STATEMENTS FOR THIS WORK. THE FACT 
THAT AN ORGANIZATION, WEBSITE, OR PRODUCT IS REFERRED TO IN THIS WORK AS A CITATION AND/OR 
POTENTIAL SOURCE OF FURTHER INFORMATION DOES NOT MEAN THAT THE PUBLISHER AND AUTHOR  
ENDORSE THE INFORMATION OR SERVICES THE ORGANIZATION, WEBSITE, OR PRODUCT MAY PROVIDE 
OR RECOMMENDATIONS IT MAY MAKE. THIS WORK IS SOLD WITH THE UNDERSTANDING THAT THE PUBLISHER 
IS NOT ENGAGED IN RENDERING PROFESSIONAL SERVICES. THE ADVICE AND STRATEGIES CONTAINED HEREIN 
MAY NOT BE SUITABLE FOR YOUR SITUATION. YOU SHOULD CONSULT WITH A SPECIALIST WHERE APPROPRIATE. 
FURTHER, READERS SHOULD BE AWARE THAT WEBSITES LISTED IN THIS WORK MAY HAVE CHANGED OR 
DISAPPEARED BETWEEN WHEN THIS WORK WAS WRITTEN AND WHEN IT IS READ. NEITHER THE PUBLISHER 
NOR AUTHOR SHALL BE LIABLE FOR ANY LOSS OF PROFIT OR ANY OTHER COMMERCIAL DAMAGES, INCLUDING 
BUT NOT LIMITED TO SPECIAL, INCIDENTAL, CONSEQUENTIAL, OR OTHER DAMAGES.

For general information on our other products and services, please contact our Customer Care Department within 
the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or fax 317-572-4002. For technical support, please visit 
https://hub.wiley.com/community/support/dummies.

Wiley publishes in a variety of print and electronic formats and by print-on-demand. Some material included with 
standard print versions of this book may not be included in e-books or in print-on-demand. If this book refers to 
media such as a CD or DVD that is not included in the version you purchased, you may download this material at 
http://booksupport.wiley.com. For more information about Wiley products, visit www.wiley.com.

Library of Congress Control Number: 2022946641

ISBN 978-1-119-91000-8 (pbk); ISBN 978-1-119-91002-2 (ebk); ISBN 978-1-119-91001-5 (ebk)

http://www.wiley.com
http://www.wiley.com/go/permissions
https://hub.wiley.com/community/support/dummies
http://booksupport.wiley.com
http://www.wiley.com
http://Dummies.com


Contents at a Glance
Introduction  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 1

Part 1: Getting Started with QuickBooks Online  .  .  .  .  .  .  .  .  .  .  .  .  . 5
CHAPTER 1: Welcome to QuickBooks Online  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 7
CHAPTER 2: Creating a QuickBooks Online Company  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 19
CHAPTER 3: Importing from QuickBooks Desktop and Sage 50  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 51

Part 2: Managing Your Books  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 59
CHAPTER 4: Customer, Vendor, and Employee Lists   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 61
CHAPTER 5: Managing Sales Tax, Services, and Inventory  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 87
CHAPTER 6: Invoicing Customers and Receiving Payments   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 121
CHAPTER 7: Paying Bills and Writing Checks  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 157
CHAPTER 8: Paying Employees and Contractors  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 181
CHAPTER 9: Working in Registers  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 209
CHAPTER 10: Administering Bank and Credit Card Accounts  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 225
CHAPTER 11: Synchronizing with Financial Institutions  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 239
CHAPTER 12: Working with Purchase Orders, Estimates, Projects, and Tags  .  .  .  .  .  .  . 275

Part 3: Budgeting, Reporting, and Analysis   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 311
CHAPTER 13: Creating Budgets in QuickBooks  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 313
CHAPTER 14: Utilizing QuickBooks Reports  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 321
CHAPTER 15: Analyzing QuickBooks Data in Excel  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 343

Part 4: Features for Accountants  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 359
CHAPTER 16: Introducing QB Accountant  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 361
CHAPTER 17: Managing Your Clients’ Books   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 387
CHAPTER 18: Practice Management   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 421
CHAPTER 19: Automating QuickBooks Analysis with Power Query  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 435

Part 5: The Part of Tens  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 453
CHAPTER 20: Ten Cool Chrome Shortcuts Plus Ten Bonus Excel Shortcuts  .  .  .  .  .  .  .  . 455

Index   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 463





Table of Contents      v

Table of Contents
INTRODUCTION   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 1

About This Book  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .1
Foolish Assumptions  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .3
Icons Used in This Book  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .3
Beyond the Book  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .4
Where to Go from Here  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .4

PART 1: GETTING STARTED WITH QuickBooks ONLINE  .  .  .  . 5

CHAPTER 1: Welcome to QuickBooks Online   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 7
What Is QuickBooks Online?   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .8
Checking on QuickBooks Pricing  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .10

QuickBooks subscription pricing  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .10
Payroll and time track pricing  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .11
Other add-on pricing  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .13

Comparing QuickBooks Features  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .13
QuickBooks Online Self-Employed  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .14
QuickBooks Simple Start   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .14
QuickBooks Online Essentials  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .15
QuickBooks Online Plus  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .15
Usage limits for QuickBooks Simple Start,  
Essentials, and Plus  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .16
QuickBooks Online Advanced  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .17
QuickBooks Online Accountant  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .18

CHAPTER 2: Creating a QuickBooks Online Company  .  .  .  .  .  .  .  .  .  .  .  . 19
Signing Up for QuickBooks Online  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .19
Exploring Your New Company  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .22
Reviewing the QuickBooks interface   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .25
Updating the Chart of Accounts   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .28

Editing or inactivating accounts .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .33
Adding account numbers  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .36
Importing a chart of accounts  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .37

Reviewing Company Settings  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .38
Company preferences   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .39
Billing & Subscription preferences  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .39
Usage statistics   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .40
Sales preferences   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .40
Customizing sales forms   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .41
Expenses preferences  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .44



vi      QuickBooks Online For Dummies

Payments preferences  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .44
Time preferences  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .45
Advanced preferences   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .45

QuickBooks Online Apps   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .46
QuickBooks Online Desktop app  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .47
QuickBooks Online Mobile apps  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .48
QuickBooks App Store   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .48

QuickBooks Labs  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .48

CHAPTER 3: Importing from QuickBooks Desktop  
and Sage 50  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 51
Knowing the Ins and Outs of Converting Data  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .51

Using an online tool to migrate QuickBooks  
Desktop online  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .54
Using an online service to migrate Sage 50 to  
QuickBooks Online   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .55

Double-Checking Your Data After Conversion   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .56

PART 2: MANAGING YOUR BOOKS  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 59

CHAPTER 4: Customer, Vendor, and Employee Lists .  .  .  .  .  .  .  .  .  .  .  .  .  . 61
Adding New Records to a List   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .61

Creating a new record .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .62
Using customer types  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .66

Working with Records  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .67
Searching lists   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .68
Accessing attachments  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .69
Switching from record to record  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .70
Sorting a list on the Customers and Vendors page   .  .  .  .  .  .  .  .  .  .  .  .  .71
Working with a batch of records  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .71

Changing Settings for Lists  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .72
Accessing Other Lists   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .73
Importing Customers and Vendors   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .74

Downloading the sample file  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .75
Importing lists   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .77
Exporting lists to Excel or Google Sheets  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .80

Introducing Spreadsheet Sync  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .81
Installing the Spreadsheet Sync add-in   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .82
Managing list records with Spreadsheet Sync  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .84
Uninstalling Spreadsheet Sync   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .86

CHAPTER 5: Managing Sales Tax, Services, and Inventory   .  .  .  .  .  . 87
Setting Up Sales Tax  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .88

Understanding sales tax liability  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .88



Table of Contents      vii

Enabling the Automated Sales Tax feature  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .89
Converting sales tax from QuickBooks Desktop  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .91
Switching from manual to automated sales tax  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .91
Exploring the Economic Nexus Feature  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .92
Custom sales tax rates  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .93
Auditing your customer list  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .94
Reporting and paying sales taxes  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .95

Working with Products and Services   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .97
Adding inventory, non-inventory, and  services items   .  .  .  .  .  .  .  .  .  .  .98
Reordering inventory items  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .103
Creating inventory adjustment transactions  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .104
Establishing categories  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .108
Changing item types  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .110
Simplifying your invoicing process  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .110
Using pricing rules  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .111
Working with bundles  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .112

Importing and Exporting Products and Services   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .114
Downloading the sample file  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .114
Importing lists   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .116
Exporting lists to Excel or Google Sheets  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .116

Managing Products and Services with Spreadsheet Sync  .  .  .  .  .  .  .  .  .  .117

CHAPTER 6: Invoicing Customers and Receiving Payments  .  .  .  . 121
Getting Oriented with Sales Transactions  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .122
Creating Invoices  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .123
Configuring Automatic Subtotals   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .129
Creating Billable Time Entries  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .131

Entering time activities  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .131
Adding billable time and expenses to an invoice  .  .  .  .  .  .  .  .  .  .  .  .  .  .134

Printing a Batch of Invoices or Packing Slips  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .136
Recording Customer Payments  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .137

Understanding the Payments to Deposit account  .  .  .  .  .  .  .  .  .  .  .  .  .138
Recording invoice payments  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .138
Entering a sales receipt  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .140

Recording Bank Deposits  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .142
Keeping Tabs on Invoice Status and Receiving Payment  .  .  .  .  .  .  .  .  .  .  .144
Giving Money Back to a Customer  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .146

Recording a credit memo  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .147
Issuing a refund to a customer  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .148

Writing Off Bad Debt  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .151
Setting up a bad debt account and item  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .151
Creating bad debt write-off transactions  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .152

Reviewing and Creating Transactions with Spreadsheet Sync  .  .  .  .  .  .153



viii      QuickBooks Online For Dummies

CHAPTER 7: Paying Bills and Writing Checks  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 157
Looking at Expense and Bill Payment Methods  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .157
Understanding the Transaction Types  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .158
Entering an Expense  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .159
Writing a Check   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .163
Entering a Bill  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .164
Paying Bills  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .166

Paying two or more bills at once  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .166
Writing a check to pay a bill  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .169

Recording Vendor Credits and Refunds  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .171
Entering a vendor credit  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .171
Applying vendor credits against bills   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .172
Recording vendor refund checks and payments   .  .  .  .  .  .  .  .  .  .  .  .  .  .172

Managing Recurring Transactions   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .174
Reviewing and Creating Transactions with Spreadsheet Sync  .  .  .  .  .  .179

CHAPTER 8: Paying Employees and Contractors  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 181
Getting Started with QuickBooks Payroll  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .182

Turning on QuickBooks Payroll  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .182
Setting payroll preferences   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .187
Setting up payroll taxes   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .189

Preparing Payroll  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .191
Recording payroll information  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .192
Enabling employee time tracking  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .193
Reviewing and generating payroll checks  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .194
Establishing or correcting payroll exemptions  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .197
Printing payroll reports  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .199

Managing Payroll Taxes  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .200
Paying payroll taxes   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .200
Viewing payroll tax forms  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .202

Paying Contractors   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .202
Setting up 1099-eligible contractors  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .203
Paying contractors  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .205
Reporting on 1099 vendor payments  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .205
Preparing 1099s  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .207

CHAPTER 9: Working in Registers  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 209
Understanding Registers  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .209
Customizing the Register View   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .211
Entering and Editing Transactions   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .214

Entering transactions  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .215
Editing a transaction  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .219

Performing Other Register Activities   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .220
Sorting transactions   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .220



Table of Contents      ix

Filtering transactions   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .220
Printing a register   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .222
Exporting a register  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .223

CHAPTER 10: Administering Bank and Credit Card Accounts   .  .  . 225
Setting Up a Bank or Credit Card Account  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .225
Making a Bank Deposit  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .228
Making a Credit Card Payment  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .230
Recording a Credit Card Credit  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .231
Reconciling a Bank or Credit Card Account  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .233

CHAPTER 11: Synchronizing with Financial Institutions  .  .  .  .  .  .  .  .  .  . 239
Connecting QuickBooks Accounts to Financial Institutions   .  .  .  .  .  .  .  .239

Connecting . . . or not connecting  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .240
Accessing bank and credit card–related pages in QuickBooks  .  .  . 241

Being Direct: Connecting a Bank or Credit Card Account  .  .  .  .  .  .  .  .  .  .244
Managing uploaded or downloaded activity  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .247
Reviewing transactions  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .249
Automating downloaded activity with rules   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .253
Fixing mistakes in uploaded or downloaded transactions  .  .  .  .  .  .259

Using Indirect Connections to Financial Institutions   .  .  .  .  .  .  .  .  .  .  .  .  .  .261
Downloading Web Connect and text files  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .261
Opening text files in Microsoft Excel or Google Sheets  .  .  .  .  .  .  .  .  .262
Editing text files  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .263
Saving CSV files   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .265
Uploading Web Connect and CSV files  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .266

Connecting to Online Providers through App Transactions  .  .  .  .  .  .  .  .269
Converting Paper Receipts to Electronic Transactions   .  .  .  .  .  .  .  .  .  .  .  .269

CHAPTER 12: Working with Purchase Orders, Estimates,  
Projects, and Tags   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 275
Working with Purchase Orders  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .276

Enabling the purchase order feature  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .277
Creating purchase orders  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .278
Copying an existing purchase order  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .281
Receiving items against purchase orders   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .281
Closing purchase orders  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .284
Tracking open purchase orders   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .285

Working with Estimates   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .286
Preparing an estimate   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .286
Copying an estimate to a purchase order  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .288
Converting an estimate to an invoice  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .291
Copying an existing estimate  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .293
Creating a progress invoice for an estimate  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .294



x      QuickBooks Online For Dummies

Managing Projects  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .296
Turning on the Project feature   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .296
Contrasting projects with sub-customers  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .298
Creating a new project  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .299
Adding transactions to a project  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .302
Reporting on projects  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .302
Updating project status   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .304
Deleting projects  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .304

Tagging Transactions   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .305
Creating Tag Groups and Tags   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .307
Tagging existing transactions   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .308
Tagging new transactions  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .310
Disabling the Tags feature  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .310

PART 3: BUDGETING, REPORTING, AND ANALYSIS  .  .  .  .  .  .  . 311

CHAPTER 13: Creating Budgets in QuickBooks  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 313
Creating a Budget  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .313
Importing Budgets .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .316
Basing Spreadsheet Budgets on Actuals  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .318
Deleting Budgets  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .320

CHAPTER 14: Utilizing QuickBooks Reports   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 321
Looking at the Reports Page  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .321
Finding the Report You Want  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .323

Examining standard reports   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .323
Finding customized reports  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .324
Reviewing management reports  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .325
Contemplating Multi-Co reporting  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .326
Searching for a report  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .327

Printing a Report  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .327
Customizing Reports  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .329

Saving a customized report  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .332
Taking actions with custom reports  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .334

Exporting Reports from QuickBooks   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .336
Exporting to Excel   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .336
Exporting to PDF  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .338
Exporting to Google Sheets  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .338

Custom Reporting with Spreadsheet Sync   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .339

CHAPTER 15: Analyzing QuickBooks Data in Excel  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 343
Automatically Opening Excel Reports Exported from  
QuickBooks  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .344
Sifting through Excel Reports   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .346

Filtering data   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .348



Table of Contents      xi

Guarding against a tricky trap  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .350
Slicing your data   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .351
Sorting data   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .354

Creating Custom Reporting with Pivot Tables  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .355
Understanding pivot table requirements   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .355
Adding fields  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .356
Removing fields  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .356

Spreadsheet Sync   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .358

PART 4: FEATURES FOR ACCOUNTANTS   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 359

CHAPTER 16: Introducing QB Accountant  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 361
Getting Started with QuickBooks Online Accountant   .  .  .  .  .  .  .  .  .  .  .  .  .362

Setting Up Your Team  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .363
Assigning lead accountants  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .366

Examining the QB Accountant Interface   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .367
Using Your Practice commands  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .368
Toolbar commands  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .369

Adding Companies to the Client List .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .371
Inviting you to be the accountant user  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .371
Adding a client to your practice  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .373
Accepting primary admin rights from your client  .  .  .  .  .  .  .  .  .  .  .  .  .  .375
Transferring primary admin rights to your client  .  .  .  .  .  .  .  .  .  .  .  .  .  .376

Working with the Client List  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .377
Customizing the Client List  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .378
Removing Clients from Your Client List  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .379

ProAdvisor Preferred Pricing versus ProAdvisor Revenue Share  .  .  .  .380
Signing Up for ProAdvisor Preferred Pricing  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .381
Adding existing clients to your consolidated billing  .  .  .  .  .  .  .  .  .  .  .  .382
Removing clients from your consolidated billing  .  .  .  .  .  .  .  .  .  .  .  .  .  .383
Stopping consolidated billing .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .384
Signing up for ProAdvisor Revenue Share  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .384

Using Your Free QuickBooks Online Advanced Subscription  .  .  .  .  .  .  .386

CHAPTER 17: Managing Your Clients’ Books  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 387
Opening a Client’s Company  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .387

Utilizing the Client Overview page   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .390
Examining company setup information  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .393
Taking a look at the chart of accounts  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .396
Reviewing list information  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .397

Discovering QuickBooks Online Accountant Tools  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .398
Reviewing reports  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .399
Examining voided and deleted transactions  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .401
Looking at Books Review  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .404



xii      QuickBooks Online For Dummies

Reclassifying transactions   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .408
Writing off invoices  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .409
Closing the books   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .411
Understanding the Prep for Taxes page   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .413
Taking a brief look at other accountant tools  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .419

CHAPTER 18: Practice Management   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 421
Introducing the Work Page   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .421

Creating templates   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .425
Creating client requests  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .427
Managing projects and tasks  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .429
Looking at Work page views   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .431

Communicating with Team Members about Work   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .433

CHAPTER 19: Automating QuickBooks Analysis  
with Power Query  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 435
Introducing Power Query  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .435
Connecting to QuickBooks Reports   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .436

Removing header rows  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .438
Promoting headers  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .439
Removing unwanted columns  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .440
Filtering unnecessary rows   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .442
Returning the data to Excel  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .443

Creating Self-Updating Reports  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .445
Setting Power Query to refresh automatically   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .445
Adding a total row  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .449
Transforming QuickBooks data  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .449
Unpivoting columns   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .451
Refreshing reports  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .452

PART 5: THE PART OF TENS  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 453

CHAPTER 20: Ten Cool Chrome Shortcuts Plus Ten 
Bonus Excel Shortcuts  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 455
Chrome Keyboard Shortcuts  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .456

Opening and activating a new tab   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .456
Closing the current tab  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .456
Navigating to web sites faster  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .456
Saving open tabs as a bookmark group  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .457
Toggling full-screen mode  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .457
Opening your home page in the current tab .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .457
Activating a specific tab   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .457
Displaying the Downloads page   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .458
Displaying the History page  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .458
Creating a tab in a new profile   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .458



Table of Contents      xiii

Microsoft Excel Keyboard Shortcuts  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .458
Switching between open documents  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .459
Switching between worksheet tabs   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .459
Closing an open workbook .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .459
Moving to cell A1 of a worksheet   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .459
Saving your work  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .460
Undoing your work  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .460
Toggling absolute or mixed references  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .460
Toggling Enter versus Edit mode  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .461
Calculating a portion of a formula   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .461
Summing a range of cells  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .461

INDEX   .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  .  . 463





Introduction      1

Introduction

Welcome to QuickBooks Online! In this book, my goal is to help you get 
up and running quickly if you’re new to QuickBooks, and then carry out 
tasks in QuickBooks in the most efficient way possible. Accounting pro-

grams such as QuickBooks Online are designed to take the pain out of accounting, 
and in some cases, they even make it easy. In other cases, they may infuriate you. 
I point out the good, the bad, and the ugly of QuickBooks Online, which is aimed 
at business users, and QuickBooks Online Accountant (QB Accountant), which is 
aimed at — you guessed it — accountants and bookkeepers. Both programs are 
web-based products that offer mobile versions, so your accounting records can be 
at your fingertips no matter which device you have at hand. Business owners can 
share access with their accountants, and accountants can gracefully support mul-
tiple clients who use QuickBooks Online.

Intuit, the maker of QuickBooks Online and QB Accountant, also offers QuickBooks 
Desktop, which is a version of the software that you must also subscribe to but 
then install locally on individual computers. I discuss migrating QuickBooks 
Desktop to QuickBooks Online in Chapter 3 and Appendix B. If you’re in need of a 
QuickBooks Desktop reference, please get a copy of Stephen L. Nelson’s QuickBooks 
All-in-One For Dummies 2023 (John Wiley & Sons, Inc.).

About This Book
Everything that can be done in QuickBooks Online can be accomplished in QB Accoun-
tant as well. QB Accountant offers additional tools that are useful to accountants who 
manage multiple clients and/or multiple companies. As you’ll see, QuickBooks Online 
requires a subscription fee for every set of books you want to maintain, whereas 
accountants get free access to QB Accountant for overseeing their clients’ books.

QuickBooks Online and QuickBooks Online Accountant aren’t for everyone. Before 
you commit to Intuit’s web-based solution, you need to explore the available edi-
tions and examine the requirements for the products. In that regard, I’ve divided 
the book into five parts:

 » Part 1, “Getting Started with QuickBooks,” helps you choose a subscription 
level, set up your company, and if needed, migrate your accounting records 
from QuickBooks Desktop.



 » Part 2, “Managing Your Books,” covers the nuts and bolts of using QuickBooks, 
such as adding customers, vendors, employees, and inventory items, plus all 
of the transactions related to each.

 » Part 3, “Reporting and Analysis,” shows you how to run reports within 
QuickBooks Online, and then how to crunch your numbers in Excel.

 » Part 4, “Working in QuickBooks Online Accountant,” helps accountants set up 
shop in QB Accountant and explore the software’s accountant-specific features.

 » Part 5, “The Part of Tens,” covers ten features of the Chrome browser that 
help you optimize your use of QuickBooks.

As I discuss in Chapter 1, QuickBooks Online offers different subscription levels.  
I used QuickBooks Online Advanced to write this book because it is the most  
feature-laden offering.

Before diving in, I have to get a few technical conventions out of the way:

 » Text that you’re meant to type as it appears in the book is bold. The exception 
is when you’re working through a list of steps: Because each step is bold, the 
text to type is not bold.

 » Web addresses and programming code appear in monofont. If you’re reading a 
digital version of this book on a device connected to the Internet, note that you 
can tap or click a web address to visit that website, like this: www.dummies.com.

 » You can use QuickBooks Online and QB Accountant in a web browser or a 
mobile app. Example web browsers include Microsoft Edge, Google Chrome, 
Mozilla Firefox, and Apple’s Safari. QuickBooks and QB Accountant mobile 
apps are available for Android and iOS. QuickBooks Advanced subscribers 
and QB Accountant users also have a desktop app available.

 » When I discuss a command to choose, I separate the elements of the 
sequence with a command arrow that looks like this: ➪. For example, when 
you see Sales ➪   Invoices, that command means that you should click Sales in 
the left bar and then click Invoices in the drop-down menu that appears.

 » You may be surprised to learn that QuickBooks Online has more than one 
version of its Navigation bar that appears along the left-hand side. Your naviga-
tion is mostly likely set to the Business View, which consolidates commands into 
fewer top-level choices. In this book, I used the Accountant View, which provides 
more top-level choices. To change your view, click the gear-shaped Settings 
button at the top right-hand corner of the screen, and then toggle the view 
setting at the bottom right-hand corner of the menu that displays.

Note that you don’t have to change to Accountant View to follow along in this 
book. When necessary, I list the Accountant View commands first, and then 
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parenthetically list the Business View commands. For instance, a reference to 
the Invoices screen looks like this: Sales ➪   Invoices (Sales & Expenses ➪   Invoices).

If you have identified yourself as an owner or partner, your Business View 
may differ even more. If you have any problems finding a command that I 
reference, you can briefly switch to Accountant View to carry out your task 
and then toggle back to Business View if that’s more your speed.

Foolish Assumptions
I had to assume some things about you to write this book, so here are the educated 
guesses I made:

 » You know that you need to manage a set of accounting records for one or 
more businesses, and you might even have some sort of setup in place already. 
I did not assume that you know how to do all those things on a computer.

 » You may want to analyze some of your accounting data outside QuickBooks, 
which is why I include a couple of chapters on using Microsoft Excel, some of 
which translate to Google Sheets as well.

 » You have a personal computer running Windows 10 or 11 (I wrote this book in 
Windows 10) or a Mac running macOS 10.11 or later.

 » You have a copy of Microsoft Excel on your computer, or you plan to use 
Google Sheets at https://sheets.google.com.

Icons Used in This Book
Throughout the book, I use icons to draw your attention to various concepts that 
I want to make sure that you don’t skip over in the main part of the text. Some-
times, I share information to help you save time; in other cases, the goal is to keep 
your accounting records safe.

This icon points out time-saving tricks or quirks that you may encounter in 
QuickBooks.

This icon points out tricky aspects of QuickBooks that you’ll want to keep in mind.
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This product can burn your eyes. Oh, sorry, wrong type of warning. Don’t worry, 
you’re safe! Pay careful attention to warnings that you encounter so that you can 
avoid problems that could wreak havoc in your accounting records or more often 
simply cause you frustration.

At some points, I may include some geeky stuff about QuickBooks, your web 
browser, or your computer. You can safely skip over the technical stuff if that’s 
not your cup of tea.

Beyond the Book
In addition to the book content, this product comes with a free, access-anywhere 
Cheat Sheet that lists keyboard shortcuts for QuickBooks Online (QBO) and Quick-
Books Accountant and handy toolbar buttons in QBO as well as info on using the 
multicurrency feature, Desktop conversion tips, and entering payroll history. To 
get this Cheat Sheet, go to www.dummies.com and search for “QuickBooks Online 
For Dummies Cheat Sheet.”

You can keep the learning going with the most up-to-date information and tuto-
rials from School of Bookkeeping (https://schoolofbookkeeping.com/). The 
folks there (one of whom is the technical editor of this book) have broken down 
every version of QuickBooks Online, QuickBooks services (Payments and Payroll), 
and other tasks into bite-sized lessons that you can watch and get back to busi-
ness. Use promo code QBO4DUMMIES to save 20 percent on any membership. If 
you’re looking for video-based Excel training, please visit my site at http://www.
professionalsexcel.com.

Where to Go from Here
Simply turn the page. Seriously. You can dive in anywhere you want and come 
back as often as you like. You don’t have to read through this book cover to cover, 
as you would a John Sandford thriller, because each chapter stands alone and pro-
vides step-by-step instructions for common tasks. You should consider this book 
to be a reference that you can use when you need it.

That said, if you’re getting started with QuickBooks Online or QuickBooks Online 
Accountant, you may want to read the chapters in Part 1 in order. Then feel free to 
explore any chapter you want, using the table of contents or the index to find top-
ics that interest you.
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Chapter 1
Welcome to QuickBooks 
Online

Welcome to QuickBooks Online! Why devote a whole book to this soft-
ware? First of all, I’m going to assume that you’re most likely not an 
accountant but are either the owner or the employee of a business that 

has chosen to keep their accounting records in QuickBooks Online. Or maybe 
you’re an accountant and you want to understand the ins-and-outs of QuickBooks 
Online better. No matter where you fall on this continuum, my goal is to empower 
you to use QuickBooks Online more effectively. To do so you’ll find that I some-
times broaden the discussion to include Microsoft Excel and Google Sheets, 
because no accounting software can meet every single need that you may have. 
Another complicating factor with QuickBooks Online that accountants in particu-
lar may notice is that the functionality available varies widely between the differ-
ent subscription levels. Throughout the book I help you keep tabs on what you 
can, and cannot, accomplish within each level of QuickBooks.

In this chapter I explain some differences between QuickBooks Online and Quick-
Books Desktop, and then I give you a sense of what your annual costs might look 
like if you choose to use QuickBooks. Pricing and features are directly related, and 
most businesses may find the Plus and Advanced subscriptions are best suited to 
their needs, but less expensive options are available for those who don’t need 
quite as much functionality. I briefly touch on QuickBooks Online Accountant 
here, but rest assured, that version gets full-bore treatment in Chapters 16 to 18.

IN THIS CHAPTER

 » Unveiling what QuickBooks Online is

 » Pricing for subscriptions, payroll, and 
other add-ons

 » Finding QuickBooks features and 
looking at usage limits

 » Meeting QuickBooks Online 
Accountant
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What Is QuickBooks Online?
QuickBooks Online is a cloud-based accounting software, as opposed to Quick-
Books Desktop, which is a traditional accounting software installed locally, along-
side your data, on your office computers. Conversely, with QuickBooks Online, 
both the software and data are housed securely in remote data centers and accessed 
securely over the Internet. Working in the cloud can increase your efficiency by 
offering you the opportunity to work anywhere, communicate easily with others, 
and collaborate in real time. Further, your data is backed up automatically, which 
can help you avoid disasters such as fire or flood, which can take out both your 
workspace and your accounting records. Traditionally, QuickBooks Desktop 
allowed you to choose when to pay for a software upgrade, but starting with 
QuickBooks 2022, the desktop version became subscription-based, just the same 
as QuickBooks Online.

Some folks see the “anywhere, anytime” aspect of the cloud as a potential disad-
vantage because it makes information too readily available  — and therefore a 
target for hackers. Rest assured that Intuit stores your data on servers that use 
bank-level security that creates encrypted backups of your data automatically.

Perhaps you’re currently using QuickBooks Desktop and wondering, “Should  
I switch to QuickBooks Online?” The answer, as you might expect, is that it 
depends. Because QuickBooks Desktop is no longer offered on a perpetual license 
basis, the cost distinction between the two has been somewhat removed.  Chapter 3 
describes the conversion process, and Appendix B offers a nuts-and-bolts analy-
sis of what data you can move to QuickBooks Online from QuickBooks  Desktop, 
and what you can’t.

QuickBooks Desktop enables you to create unlimited companies at no additional 
charge, while QuickBooks Online subscription fees are on a per-company basis.

On the other hand, using web-based software can be attractive simply because 
you always have immediate access to your accounting records from any device as 
long as you have an Internet connection. The QuickBooks Online mobile app 
allows you to track your mileage, and keeps your accounting records in the palm 
of your hand. Further, your accountant and/or bookkeeper has access from any-
where as well. As you’ll see, QuickBooks Online Accountant (QB Accountant) 
empowers accountants and bookkeepers to quickly toggle between their clients’ 
accounting records and to keep up with deadlines and tasks, and provides a cen-
tralized communication hub. Conversely, QuickBooks Desktop requires you to 
send an electronic Accountant’s Copy to your accountant, and specify a dividing 
date before which you cannot make any changes until your accountant returns the 
Accountant’s Copy to you. QuickBooks Desktop also requires you to install periodic 
software updates, which are a thing of the past with QuickBooks Online. Most 
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modern computers should easily exceed the minimum requirements for Quick-
Books Online, but you can get the nitty gritty computer specification details here: 
https://intuit.me/3yEaSJL.

Because updates occur so frequently in QuickBooks, by the time this book is pub-
lished, some features (and screens) may have changed. Make that will have 
changed.

My technical editor extraordinaire Dan DeLong has created a free QuickBooks 
Chooser chatbot that will help you choose the right version of QuickBooks Online 
based upon your specific business needs. Check it out at https://sob.drift.
click/QBChooser.

SHOULD YOU MOVE TO THE CLOUD?
Before you decide to move your accounting records to the cloud, you should consider 
the needs of your business in the following areas:

• Invoicing, point of sale, electronic payment, and customer relations management

• Financial and tax reporting

• Budgeting

• Time tracking and payroll

• Inventory, job costing, and job scheduling

• Management of company expenses and vendor bills

Beyond the advantages described in this section, the needs of your business may dic-
tate whether you can use QuickBooks Online. The platform won’t work for you if your 
business has industry-specific needs or is midsize, for example. In addition, QuickBooks 
Online won’t work for you if you need to do any of the following things:

• Track your balance sheet by class.

• Manage a robust inventory that supports making and selling finished goods.

In any of these cases, you’d probably be better off with Intuit’s desktop-based 
QuickBooks Enterprise or perhaps QuickBooks Premier. Another consideration is the 
speed and quality of your Internet connection. You will be mightily frustrated if you  
can’t get to your books simply because the Internet is out again.

https://intuit.me/3yEaSJL
https://sob.drift.click/QBChooser
https://sob.drift.click/QBChooser
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Checking on QuickBooks Pricing
QuickBooks subscriptions can be canceled at any time, but the service is billed in 
monthly periods with no refunds or prorations. You can no longer create new 
transactions once your subscription expires, but you can view your accounting 
records and run reports for up to one year. As you see in the next three sections, you 
may find that using QuickBooks costs much more than the base subscription price 
that you pay. Further, pricing is per company, so if you maintain the books for two 
or more entities, you’ll have to pay for two or more subscriptions. Add-ons such as 
payroll and specialized apps are generally priced on a per-company basis as well.

QuickBooks subscription pricing
As shown in Table 1-1, QuickBooks Online is available in six different versions and 
price points, but most likely you’ll need to choose one of the three shaded options. 
QuickBooks Online Self-Employed and Simple Start are best suited to fledging 
businesses, while QuickBooks Online Accountant is a free portal that accountants 
and bookkeepers can use to support their clients. You can get more details and 
start a QuickBooks Online subscription at https://quickbooks.intuit.com/
pricing/ or start using QuickBooks Online Accountant at https://quickbooks.
intuit.com/accountants/products-solutions/accounting/online.

QuickBooks allows you to choose either a 50 percent discount for the first three 
months of your subscription, or a free 30-day trial. You may also be offered a dis-
count during the 30-day trial. If so, take the deal immediately if you plan to move 
forward with QuickBooks, as it’s unlikely that it will be offered again during your 
trial period. The 50 percent discount will save you more money, but the 30-day 
trial lets you test drive the software without making a financial commitment. You 
will have to cancel your subscription if you opt for the discount and decide 
 QuickBooks isn’t right for you, whereas the 30-day trial simply expires at the end.

TABLE 1-1 QuickBooks Online Subscription Pricing per Company
Version Monthly Annually Users

Self-Employed $15 $180 1 billable user + 2 accountant users

Simple Start $30 $360 1 billable user + 2 accountant users

Essentials $55 $660 3 billable users + 2 accountant users

Plus $85 $1,020 5 billable users + 2 accountant users

Advanced $200 $2,400 Up to 25 billable users + 3 accountant users

Accountant $0 $0 No limit

https://quickbooks.intuit.com/pricing/
https://quickbooks.intuit.com/pricing/
https://quickbooks.intuit.com/accountants/products-solutions/accounting/online
https://quickbooks.intuit.com/accountants/products-solutions/accounting/online
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Payroll and time track pricing
It’s best to think of the amounts in Table 1-1 as the base cost for QuickBooks, as 
it’s likely that you’ll need to add additional functionality, such as payroll process-
ing. As shown in Table 1-2, QuickBooks offers three different payroll options. I’ve 
calculated the associated costs for a hypothetical team of five employees to give 
you a frame of reference.

All QuickBooks Payroll plans include the following features:

 » Paying employees with printed checks or by direct deposit

 » Calculating tax payments automatically and paying them electronically

 » Processing federal and state quarterly and annual reports, and preparing  
W-2 and 1099 forms

PROADVISOR PREFERRED PRICING
Accounting professionals can arrange a 30 percent discount on QuickBooks Online (all 
versions except QuickBooks Self-Employed), QuickBooks Payroll, and QuickBooks Time. 
The 30 percent discount is ongoing for accountants who agree to be billed directly by 
Intuit. Accountants can pass all or part of the savings on to their clients if they wish. As 
discussed in Chapter 16, Intuit sends you a single consolidated bill for all the QuickBooks 
subscriptions you manage. Conversely, accountants also use the ProAdvisor Preferred 
Pricing program to arrange a 30 percent discount for 12 months for charges billed 
directly to their clients.

If your client initially sets up their own QuickBooks subscription, you can move it to your 
consolidated bill at the discounted wholesale rate. If your arrangement with your client 
doesn’t work out, you can remove the client from your consolidated bill, which means 
that the client resumes paying for their own subscription.

TABLE 1-2 QuickBooks Payroll Subscription Pricing for Five Employees
Version Monthly Annually

Core $65 ($45/month + $5/employee x 5 employees) $780

Premium $115 ($75/month + $8/employee x 5 employees) $1,380

Elite $175 ($125/month + $10/employee x 5 employees) $2,100
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 » Processing payroll for employees who work in your company’s state or 
another state

 » Keeping payroll tax tables up to date without having to install updates (as you 
do with the QuickBooks Desktop product)

 » Using the QuickBooks Payroll mobile app to pay employees, view past 
paychecks, file tax forms electronically, and pay taxes electronically

The Core tier offers next-day direct deposit, while the Premium tier enables 
same-day direct deposit and adds time tracking. The Elite tier also adds project 
tracking, tax penalty protection, and a personal human resources advisor. You can 
get more details and start a payroll subscription at https://quickbooks.intuit.
com/payroll/pricing/ or you can choose Payroll from the left-hand menu within 
your QuickBooks company.

A QuickBooks company is a set of accounting records for a single business entity. 
Each QuickBooks company entails separate subscription fees, and you will need to 
establish a QuickBooks company for each company that you own or maintain 
accounting records for.

You can test-drive the QuickBooks payroll service at no charge for up to 30 days.

When you establish QuickBooks Payroll, you must connect your bank account and 
provide your tax identification numbers. Make sure that you’re ready to start pro-
cessing payroll immediately before you embark on a QuickBooks Payroll subscrip-
tion. If you’d like to try before you buy, use the online test drives I mention later 
in this chapter in the sections, “QuickBooks Online Plus” and “QuickBooks Online 
Advanced.”

Table 1-3 shows the additional annual cost for the Premium plan for five employ-
ees, which provides time and attendance tracking. The Elite tier adds project 
tracking as well. It’s worth running the numbers for the various offerings, because 
QuickBooks Core Payroll for five employees at $65 per month plus QuickBooks 
Premium Time at $60 per month is $125 per month versus paying $115 per month 
for QuickBooks Premium Payroll, which also offers time tracking.

TABLE 1-3 QuickBooks Time Subscription Pricing for Five Employees
Version Monthly Annually

Premium $60 ($20/month + $8/employee x 5 employees) $720

Elite $90 ($40/month + $10/employee x 5 employees) $1,080

ProAdvisor Free for accounting professionals $0

https://quickbooks.intuit.com/payroll/pricing/
https://quickbooks.intuit.com/payroll/pricing/
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You can add time tracking on an á la carte basis by adding QuickBooks Time (for-
merly known as TSheets). Think twice before doing so, as it typically makes more 
financial sense to use the time tracking bundled into the upgraded payroll service 
tiers. Further, you may encounter complications if you start out with QuickBooks 
Time and then try to switch to a QuickBooks Payroll tier that offers time tracking.

Other add-on pricing
QuickBooks Payments enables you to accept electronic payments from customers, 
and entails per-transaction fees instead of a monthly subscription. Table  1-4 
shows the current rates as of this writing.

QuickBooks Payments deposits money from qualifying credit or debit card 
transactions into your bank account the next business day. Your payments and 
deposit transactions are recorded into your books automatically, based upon the 
funding date.

Companies with e-commerce offerings might opt for QuickBooks Commerce, an 
add-on that allows you to position your inventory products on a variety of major 
shopping platforms for $100 per month or $1,200 per year. You can find out more 
or start a QuickBooks Commerce subscription at https://quickbooks.intuit.
com/quickbooks-commerce. In Chapter  2, I discuss the QuickBooks App store, 
which offers dozens of free and paid apps that add even more functionality to 
QuickBooks.

Comparing QuickBooks Features
As you can see, the ongoing expenses for QuickBooks can add up fast. You can 
upgrade or downgrade your subscription at any time, although downgrading can 
entail disabling inventory and/or removing users. Use the search term downgrade 

TABLE 1-4 QuickBooks Payments per Transaction Fees
Payment Type Rate per Transaction

ACH Bank payments 1% up to a maximum of $10 per transaction (customer enters  
bank information online)

Swiped credit card 2.4% plus 25 cents (mobile reader available)

Invoiced credit card 2.9% plus 25 cents (customer enters credit card online)

Keyed credit card 3.4% plus 25 cents (you key the credit card information online)

https://quickbooks.intuit.com/quickbooks-commerce
https://quickbooks.intuit.com/quickbooks-commerce
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at https://quickbooks.intuit.com/learn-support/en-us for more details. 
Let’s take a look at the various tiers so that you can find the right fit for your 
needs.

I used a QuickBooks Online Advanced subscription as I wrote this book because it 
offers the whole enchilada with regard to QuickBooks functionality. Accordingly, 
there’s a good chance that you’ll see references throughout the book to features 
you don’t have.

QuickBooks Online Self-Employed
This version of QuickBooks is aimed at freelancers and self-employed people who 
file Schedule C of IRS Form 1040 (https://www.irs.gov/forms-pubs/about- 
schedule-c-form-1040). Unlike the higher-level offerings, QuickBooks Self-
Employed allows you to mix business with pleasure, meaning that you can track 
personal and business expenses, as well as mileage. It’s best suited to someone 
with a side hustle who wants to keep track of their business and simplify income 
tax filing.

QuickBooks Simple Start
A QuickBooks Simple Start subscription is great for a new business with basic 
bookkeeping needs. With Simple Start, you can

 » Track your income and expenses

 » Download transactions from your bank and credit card accounts

 » Create an unlimited number of customers

 » Send estimates and invoices

 » Print checks and record transactions to track expenses

 » Track and pay sales taxes

 » Track mileage

 » Categorize expenses by taking pictures of receipts

 » Pay contractors and send 1099 forms

 » Import data from Microsoft Excel or QuickBooks Desktop

 » Integrate with available apps in the QuickBooks Online App Center

 » View and customize over 50 reports
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