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Get started easily

INTUIT - QuickBooks Onfine Sign in from anywhere, anytime

Go to uk.gbo.intuit.com and simply enter your user ID and

password to securely sign in to your account. (If you purchased

UserID: thecricksen QuickBooks Online from one of our corporate partners, you might
e have to sign in to the partner’s website instead.)

Log In

Password: eessssese

i‘m Access your account from any PC or Mac with an Internet
og In

connection whether you’re at home, in the office, or at a client’s
Brrusre site. It works on Internet Explorer, FireFox, Chrome for Mac and
Windows, and Safari for Mac.”

TIP! Add uk.gbo.intuit.com to your browser bookmarks for faster
access.

010 Intuit Inc. Al rights reserved privacy | feedback | support

Stay organised with all your finances in one place

Your homepage puts all of your key tasks and information at your fingertips.

Action items appear in your
To Do List right away

QuickBooks Online Plus Repair Everything and More | Sign Out vour Account | Help  IATUIT.
Q Find

Cornpar ¢ Suppliers Banking Reports WAT

Feedback v
Welcomel Start Lere 4o
To Do Lt gt oo mest oct £ GBO Ty Quick Links @ Get to work quickly
@ Deposit undeposited payments M . . .
Take action D @ @_1 W|th JUSt a C|ICk
L g
QI printsales ranzaclions. Create an Create a Entar a Witite &
LEL BT Invoice Bales Receipt Bill Cheque
Got data? Save time and import it
Fullin yaur data from Excel, or ermail
Financial Snapshot
Get noticed with alogo and theme IncomeiExpense
Fersonalize your income and sales farms so they stand out. Yourincome and expenses in the last 2 monihs.
Show next 1 1,000
Recent Activities son
Deposit for £319.39 entered on 01/01/2012 o
CEC JAM
Invoice sent to Alex lakey for£250.00 on 0110512012 O — —_— See your recent
Invaice gentto House of Fashion for £1,236.76 on 01/05/2012 trClnSQCtionS ata
glance

* QuickBooks Online requires a computer with either Microsoft Windows (XP, Vista, or Windows 7) or Mac OS 10.5 or later, an Internet connection (high-speed
connection recommended), and at least Microsoft Internet Explorer 8, FireFox 4, Chrome, Safari 4.1.1 for Mac, or Safari 5.0.1 for Mac or Windows. Works on iPhone and
Android OS. Mobile devices sold separately. Data plan required. Not all features are available on mobile versions of QuickBooks Online.
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Create and manage invoices

[ Easily create invoices and track
e payments
e b o From your homepage, click “Invoice” to create your
Create ;
- l“:! jt!:' Al own professional-looking invoices.
MyoIce

QuickBooks Online makes tracking payments easier
than ever—with reports and the Customer Centre.

TIP! Use QuickBooks Online to automatically email
invoices—with faster delivery you get paid faster.

Add your logo for a custom look

Repair Everything and More

A0 Lo s 4 Mo -zm-
123 High Street
Msidenhcad, Berkshire 260572010
SL68AD [ TERMS | DUEDATE
1234 567 890 [ Neaso [ asosm0t0
i i ing.couk
VAT No.: GB123456789
BILLTO
Macheath's Quality Knives
Sharktooth Road
London W9 1ED
AMOUNT DUE | ENGLOSED
wow| |
pesss e o pemen
PMT METHOD
Cash
Service Activity Quantity Rate VAT Amount
Sample Service |Sample Activity 2 225.00| 20.0%S 450.00
Sample Service [Sample Activity 1 225.00) 20.0%S 225.00
VAT @ 20.0% S ' 135.00
SUBTOTAL £675.00
VAT TOTAL £135.00 '
TOTAL £810.00]

— See terms, due
dates and invoice
details clearly
organised

—— VAT and deposits
are instantly

calculated for you

Customise the details of your invoice based

on your business

Every invoice is automatically tracked, so you
know who owes money and who has paid

z..n”ll

You can import your entire
customer list automatically
from:

e Microsoft Excel

e Microsoft Outlook

e Gmail

e Yahoo! Mail

Click here to learn more about
importing customers.

Importing customers who
use a foreign currency?

We recommend you turn
on multicurrency before
you create or import your
customers. See Page 9.
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Create and manage invoices

Create an invoice in a few easy steps

1. Select the customer you’d like to invoice. If it’s your first
customer, you’ll be guided step by step.

2. Choose your payment terms. This is the date you’d like to be
paid. The default is net 30 days.

3. Enter the product or service you’re selling (e.g., design services).

4. Enter a description of the service or product for your customer
(e.g., Graphic design for Jane’s website).

5. Enter the rate or how much you’ve charged the customer.

6. Choose an income account which categorises your receivables
(the money coming in to your business).

Customise your invoices to fit your business

You can easily customise our standard invoices to fit your
business needs. Want to add discounts, show quantities, or
automatically include VAT on your invoices? No problem.

Just click the “customise” button on your invoice screen and
discover how you can tailor the invoices to meet your specific
needs.

Add your logo for a professional look

Adding a logo is easy and it makes a standard invoice look even
more professional.

To add your logo, go to the Customers menu and select
Customise Printed Forms.

TIP: You can import your entire
Products & Services list from
Microsoft Excel.

Click here to learn more about
importing customers.

[ Customise |

Click “Customise” on the
invoice form to tailor our
standard invoices.

A Repair Everything & More
123 High Street
% Maidenhead, Berkshire
N SL6 8AD

Give your invoices a
professional touch by adding
your logo.
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Track expenses

Know where you’re spending money

QuickBooks Online will keep track of each cheque, debit,
credit card transaction, and cash purchase so you can
understand where your money is going.

With everything in one place, you’ll be able to access all
past payments and bills for each supplier with just a few
clicks.

TIP! You can easily customise the account categories to
track what’s important to your business.

Entering your first expenses

For your first expense, QuickBooks Online will guide you through setting up your accounts (current, credit
cards and cash).

You’ll enter a balance for the date you want to start tracking your business. This date could be when you
started your business, the first day of the year, or any other day you choose.

@ Choose the account for
recording the expense e Enter the purchase date

Bank Account: | current ~ Balance: £21,402.00

Cheque No. :| 320

Select Date: 151108010 |50

the name _E“E_lget%’b Cathy Quon v Amount | 500.00 e Enter the
of the Five hundred and 00/100 ## ks s r ks d e ks AR R A AR R A AR RA AR RA R purChase
supplier Address amount

Cathy Quon

#23 Ardenham Court, Oxford Road
Bylesbury, Buckinghamshire
HP13 3EQ

Mema:| 2040 Tax Prep
Enter a memo for your records only.

No. Account Which? Amount VAT Description 7

Legal & Professional Fees - 500.00

| Legal & Professional Fees - Expen e
| Mealz and Entertainment - Expense
(Office Expenses - Expense

| Promotional - Expense

| Rent or Lease - Expense

© Choose an account to categorise
the expense or money out

Repair & Maintenance - Expenze
| Stationery & Printing - Expense

| Supplies - Expense

| Taxes & Licenses - Expense
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Manage customers

See all the details in one spot

Customers

The Customer Centre makes it easy to see all of
Customer Centre your customer details in one organised screen.
See contact information, open invoices, and paid
transactions at a glance.

TIP! Use the Notes box to enter any special
instructions for each customer.

Select a customer to see a Instantly see contact information
complete profile for each customer

Q u I C k B 00 ks O n | in e P I us Repair Eve ything and Maore = Log Out Your Account Help 1 n-i- u I-i-

N Company Customers Suppliers Banking Reports WAT Q, Findl

Customer Centre Incame List Invaice List ffare -
s

Sales Receipt Estirnate Charjjes Mew lnvaice Feedback ~

Customer Centre Related ¥ | How Do 17

Golden Dragon Kitchen # eat
Golden Dragon Kitchen

.|| Mew Customer

[ show Deleted

Email: makvern@goldendragonkitchen.co.uk  Open Balance: 561.25
Search for a Customer ar Company @0 g P

Phone: 012345666 7Y7 Overdue Balance: 150.00
Hame = Balance
Alex Blakey -12.00 (5] Show Details
Class-AAir Conditioning n.on
George Thomason 0.00 Transactions @ Mew Transaction «
Golden Dragon Kitchen A61.25 - . ; ;
g H Print Show |AIITransac:t|Dns n Date | This Maonth |+
Macheath's Guality Knives 1,410.00 -
Date - T No. M 1 nt

Manchester United Gear 528.75 s ° we o emo o
Pater Hartis G458 35 D 240032012 Imwaice 1011 411.25
Tawer Bridge Hotel 352 50 200032012 Payment 235.00
Trafalgar Square Bicyele. .. 176.25 0303232 Imvnice 1004 235.00

! o1rmarz012 Irvoice 1003 Cpening Balance 180,00

See open invoices and payments —
click on any transaction to show the
complete details
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Manage your bank accounts

Staying on top of the details

Banking

The bank registers in QuickBooks Online make it
Registers much easier to manage your bank account.

Enter a cheque and the register is updated—
automatically. Accept a payment on an invoice...
and the register is updated. It’s that easy.

TIP! Looking for a specific transaction? Click
“Customise” to sort through transactions in seconds.

See your cheques, payments, Write custom memos or notes
and transactions all in one spot on individual transactions

Write Cheque Cledit Card Expense Cash Expense Depaosits Registers Transfers Recaoncile More -
.

Bank Register |Current - [ Find in Reqister | [ Related Reports | [ How Do 17 |
Showing jall transactions sorted by date Go to Date: @
Date Ref Mo. Payee Payment .J Deposit Tax Balance #|
Type Account Memo Location
15/0972010 . R 30,000.00 30,000.00
Deposit Opening Balance Equity Opening Balance
2710902010 87 British Telecom 35.50 ~=plit- 29,964.50
Cheque -Split- Phone bill =
g
izl & | Customise Register | Py | 30.16:4.50
For the register:
. Sort by: Date -
Show Al Transactions - w do | add or edit transactions?
For each transaction:
— ] Show on one line instead of two
[ oK ] [ Cancel
sted sites | Protected Mode: Off

QuickBooks Online keeps a running
total—no maths needed

Quickly find specific transactions
by sorting the register
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See how you’re doing with instant reports

Be ready at tax time

Gain insights into your business with the pre-
Report List designed, customisable business reports.

QuickBooks Online organises all the information

you enter into easy-to-understand reports. You

could save hours getting ready for tax returns with
all your information in one place. Even better, your
subscription includes free access for your accountant
to make tax time easier.

TIP! One click on report totals lets you drill down to
see the detail behind the numbers.

View instant, pre-designed reports Memorise reports to have them automatically
with your information in one click available for any given date range
Report

(e
Run reports Transaction Date: | This Yearto-date | From: |01/01/2010 [ To: 16102010 |
for any date
range including
custom dates Repair Everything and More

Profit & Loss
January 1 - October 16, 2010

Total

Income

Sales 430473
Total Income £4,304.73
Gross Profit £4,304,73
Expenses [

Utilities 35.90
Total Expenses £35.80

Met Operating Income  £4,269.23

Met Income £4,269.23

Saturday, Oct 16, 2010 11:35:05 AM GMT  -JAccrual Basis

Click on any amount to see the
detail behind the number
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Manage and track VAT

Keep track of the VAT you pay and collect

Amount VAT
If you collect VAT, QuickBooks Online helps automate your VAT 10000 [200% 5 e
tracking so you can keep accurate records about the VAT you [~
collect from customers and pay to suppliers. 17.5% S
5.0% R
To manage your VAT details, go to the VAT menu and click 0.0% 7
VAT Centre List. Exermpt
0.0% ECG
If this is your first time using VAT with this company, click the After you turn on VAT tracking,
can track VAT using either a Standard VAT or Cash accounting codes for each product and service
scheme. in forms like invoices or bills.
You can return to the VAT Centre at any time to view a
snapshot of your VAT history and prepare and file your
VAT return.
VAT Centre
Click Prepare VAT oot breskdomn
Balance due for period AEEILIELRNED |2
return to file VAT £8.50 Callected in Sales £213.50
t . kl - Faid on Expenses £205.00
returns quickly Perind ends: Jun. 39 Other adjustments | £0.00
and easily. — _
QUiCkBOOkS t(]kes ® Prepare return Wiew History Run repatts - Rates &.semngs
you through the
filing process step
by step.

Click Rates & settings to update your VAT agency details and
view information on VAT codes and rates.

Getting Started 0



Work in multiple currencies

Track invoices and bills in foreign currencies Want to import customers or
suppliers who use a foreign
With the QuickBooks Online multicurrency feature, you can track currency?

transactions in more than one currency!
We recommend you turn on

To turn on multicurrency: multicurrency before you create
or import your customers and
1. From the Company tab, select Currency Centre. suppliers. Any you add before
2. Click Set up currencies. turning on multicurrency will use
your home currency, which can’t
You can assign a currency to new customers, new suppliers, and change.

new bank, credit card, debtor, and creditor accounts. (Things
you’ve already added will continue to use your home currency.)

Other account types, like income and expense accounts, always TIP! When importing customers

use your home currency. or suppliers from Outlook or Excel,
QuickBooks highlights any whose

IMPORTANT! Multicurrency affects many accounts and Country does not match your

balances in your company file. Once you’ve turned on home currency.

multicurrency, you cannot turn it off. Also, after you assign

a currency to something (like customers and accounts), you You can choose a different foreign

cannot change it. currency for these customers

before accepting the import.

QuickBooks downloads new
exchange rates hourly.

QuickBooks Online Plus

Company

Custamers Suppliers Banking Reparts
Chart of Accounts Recurring Transactions Preferences Budgets Currency Centre Mare -
S

Currency Centre

Currency & Exchange Rates © Add Mew

Add new

Currency Rate Last Updated currencies at the
ZE Gep British Pound Sterling - Home Currency 1.00 click of a button.
HE EUR Euro ¥ 0.865432 287212011 14:01:20
= usDh United States Dollar = 0.620694 25/202011 14:01:20
Edit Currency

Wiew Historical Rates
Haorme Currency Adjustrment ‘{5
Delete Currency

Click a foreign currency for a list of possible actions. You can
manually edit the exchange rate, view historical rates to see what
the currency was worth on a previous date, and more.

Getting Started o



iPhone™ and Android access

No matter where you are, you’re never far from

il Carter >__5:25 PN the data you need to run your business. Our mobile
& Tnvolce gy Sendaninvoice, feature adds one-touch access to your iPhone™
— . see who owes you  gnd Android devices so you can see and track
, money, and track your receivables, bank balances, customer contact
Customer Gl balances information and more.*
is taxable
date (oec |5 (15 | .20 (0 | You can:
e (03 (3 (1D
item ay rate VAT e Send an invoice
\i@[_ﬂ (500] O e Check who owes you money
e e Track bank balances, customer contact info
e . e and morel!

AT £0 75

Open your mobile device’s browser and sign
in to QuickBooks Online just as you would from a
desktop computer.

Getting Started @



Get more from QuickBooks Online

Give your accountant or colleague access—for free

QuickBooks Online makes it easy to work with your accountant

or connect with your partner in another county. You can add

your accountant as a user for no extra charge.

Here’s how to add your accountant:

1.

Save time by giving your
accountant access. There’s

no need to gather papers and
compile year-end reports when
everything is in one spot.

From the Company tab, select Manage Users.
2. Click New to add your accountant or business partner.

Note: If you purchased QuickBooks Online from one of our
partners, you may need to add users from the partner’s
website instead.

We’re here for you every step of the way

With all the step-by-step help built in to
QuickBooks QuickBooks Online, you may not
need any help. But if you do, we’ve got you
covered.

How Do I?—From any screen in the
product, click the How Do I? button in
the top right corner and get targeted
help for the task at hand.

Support Site—From any screen, click
the Help link at the top of the page to
go to our support site. You can search
our Frequently Asked Questions, or ask a
question in our Live Community.

Contact us—Still need help? Call our
support consultants. It’s free! Go to our
support site for details.

QuickBooks Online Support nTuit.

Laoking for deskiop support? Click here to go to QuickBooks deskiop support Tortnys ot Topice I‘@
..

Search QuickBooks Online Support Search

2 = ) 18 &

Buying & Biling Sigging In Gefing Stertect Iy portngend  Running g your Vour Business
3] Reparts
Sefting U your company file » Setting up users » (] Deleting custormers
Entering your data » Setting up customers » [} Canlrestore a deleted customer?
Geting Started Guide s Setting up products and senices

Setting up sales tax

Histarical Information

Getting help is easy with
QuickBooks Online
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