Preface

Computer Accounting with QuickBooks Online: A Cloud-Based Approach
teaches you how to use QuickBooks Online (QBO?) software which is
accessed via an Internet connection. Using the sign-on information
provided in this textbook, QBO can be used for five months.

Being “in the cloud” means data is stored on web servers instead of your
computer. Cloud software is always accessible, up to date and has
similar features to QuickBooks desktop or other accounting software
installed locally on computers. QB desktop files can be converted to QB
Online.

QuickBooks Online is used by more than 1 million customers and is
the number one cloud-based accounting software for small business.
QBO provides an easy-to-understand interface for students to grasp
accounting concepts while honing cloud computing skills. Intuit’'s Chief
Executive Officer (CEO), Brad Smith said:

We are fully committed to winning in the cloud, with more
than 30 million Intuit customers using these offerings
anywhere, anytime across a variety of devices. The benefits
are clear — online experiences are better for customers,
expand the total market, and generate more predictable,
recurring revenue streams. More new customers choose
QuickBooks Online than QuickBooks desktop.

For more information about Intuit’s revenue growth, go online to
http://www.mhhe.com/QBO, link to Intuit's QBO. Read the article about
QuickBooks Online’s subscriber growth.

With this textbook, access to QB Online Plus includes five months
of use. This is enough time to complete Chapters 1 through 12 and Case
Problems 1, 2, and 3.

Words that are boldfaced and italicized are defined in Appendix B, Glossary.
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When customers buy QBO, they pay monthly or yearly subscription fees.
QuickBooks Online includes full use of the version’s features, secure
storage of data, automatic upgrades and support at no extra cost. At any
time, features can be added for additional fees
(http://quickbooks.intuit.com/online/).

As of this writing, subscription costs for customers are:
e QuickBooks Online Simple Start, $12.95 per month
e QuickBooks Online Essentials, $26.95 per month

e QuickBooks Online Plus, $39.95 per month

You have five months of QuickBooks Online Plus access to complete the
textbook. Chapter 2 includes sign-in information for setting up a product
and services company.

With the cloud, you are a click away from seeing your work. Information
is available wherever you are and with whatever device you use — smatrt
phones, tablets, desktop or laptop computers. All you need is an Internet
connection. Here is why businesses use QuickBooks Online for their
accounting needs.

e Computer Accounting with QuickBooks Online: A Cloud-Based
Approach includes access to the software for five months.

e Always up-to-date: The cloud automatically updates to the latest
version so you always have the most current features.

e Always secure: The cloud uses the same encryption as leading
financial institutions so your data is safe. For example, QBO uses the
same technology used by banks and brokerage firms to transmit your
private data over the Internet. Intuit trusts the same system to submit
millions of TurboTax returns every year.

e Always backed up: The cloud keeps your data backed on Intuit's
web server. This means even if your computer has problems, your
data is still there. All you need to do is start an Internet browser to
access your company.

e Always accessible: The cloud lets you sign in from any place at any
time so you can define your own schedule.
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e No software installation hassles: Simply sign in and get to work.
ACCESS THE CLOUD

A high-speed Internet connection is recommended, such as DSL or cable
modem. You can use a slower connection, but it will take longer to
process data. For more information, go online to www.mhhe.com/QBO >
System Requirements.

Compatibility
Computers: Windows 7, 8, 10; Mac OS X 10.8 (Mountain Lion),
10.9 (Mavericks), 10.10 (Yosemite); Chromebooks
Supported Browsers: Google Chrome (updates automatically),
Mozilla Firefox (updates automatically), Internet Explorer 10 or later,
Safari 6.2 or later
Mobile Browsers: Android, Chrome, iOS, and Safari
QuickBooks Online mobile app is available on the iPhone, iPad and
Android smartphones and tablets, and Surface tablet

TEXTBOOK FEATURES

e Start your Internet browser to use the software. No desktop or hard-
drive installation hassles.

e Use software anywhere/anytime from devices with Internet access.
e Complete the QuickBooks Online test-drive.
e Sign in to QuickBooks Online with a unique user ID and password.

e Set up a products and services company, chart of accounts, enter
beginning balances.

e Journalize and post transactions and complete the accounting cycle
for the fourth quarter.

e Journalize and post adjusting entries, print financial statements, and
complete the closing process.

e Start the new year, and complete the accounting cycle for the first
quarter.

e Check Your Data: Chapters begin with a Trial Balance so you can
make sure you are starting with correct account balances.
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e Check Your Progress assignments review accounting processes
and software features. These assignments can be turned in for a
grade. They are available online at http://www.mhhe.com/QBO >
Student Edition > select the appropriate chapter > Check Your
Progress.

e Check Your Figures: After the chapter exercises, key figures are
shown to make sure you have completed the work accurately.

e Each chapter includes work within the chapter and two additional
exercises at the end of the chapter.

e Each chapter ends with an index with keywords and chapter sections.

e The Online Learning Center at http://www.mhhe.com/QBO includes
additional chapter resources, videos, interactive multiple-choice and
true/false quizzes, analysis questions, going to the net exercises,
check your progress assignments, narrated PowerPoints, and QBO
certification.

In Computer Accounting with QuickBooks Online: A Cloud-Based
Approach, you learn about the relationship between the software and the
accounting cycle. The diagram below illustrates the QuickBooks Online
accounting system.

QBO
sign-in

Reports Business

Processes

Record
transactions, post
to the General
Ledger and
Subsidiary Ledgers
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Business processes are completed in this order.
+« Start your Internet browser and sign into QuickBooks Online.

+ Set up the products and services company, Cloud_Ware Student
Name.

+ Record transactions, post to the general ledger and subsidiary
ledgers, and prepare reports.

% Complete the accounting cycle for the fourth quarter and end the
fiscal year. Complete the accounting cycle for the first quarter of the
next year.

Once entries are recorded and checked for accuracy, posting is a click of
the mouse. All entries are posted to the correct accounts in the general
ledger and account balances are calculated — fast, easy, and accurate.
Think of it as a process where journalizing and posting is the first step,
then ledgers and financial statements are next. The diagram below
illustrates this workflow — the sequence of processes through which
work passes from initiation to completion.

Financial

Journalize and
Post

General Ledger

Statements

FAVORITE QBO FEATURES

Access on multiple devices

Online access anytime, anywhere

Backup data automatically on Intuit’'s web server.
Track income and expenses

Create estimates and send invoices

Export data to Excel

Import data from Excel into QBO

Save reports as PDF files

Email reports.

Access data from tablet or Smartphone
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Invite two accountants to access your data
Manage and pay bills from vendors

Enter bills and schedule payments
Compare sales and profitability with industry trends
Control what users can access

Create and send purchase orders

Track inventory

Create budgets

Categorize income and expenses

More than 65 built-in reports

Accept online and mobile payments
Convert data from QB desktop to QB Online

Computer Accounting with QuickBooks Online: A Cloud-Based Approach
includes 12 chapters and 3 case problems. Students work with three
companies.

In Chapter 1 and Case Problems 1 and 2, the sample company,
Craig’s Design and Landscaping Services, is used.

In Chapters 2 through 10, students complete work with a products
and services business, Cloud_Ware Student Name.

In Chapter 11, Certification, QuickBooks Labs and Report
Customization, learn about QuickBooks Online User Certification, QB
Labs, and how to customize reports.

In Chapter 12, Apps, Updates and QB Blog, learn about third-party
apps and automatic software updates.

In Case Problem 3, students convert data from a QuickBooks desktop
company file to QuickBooks Online and complete work with a service
business, The Accounting Company. For CP3, QuickBooks 2014 or
2015 desktop software is required in the classroom or on students’
computers. The Online Learning Center includes Your Name
Accounting, which can be completed without QB 2014 (or higher)
desktop software.

Included with Computer Accounting with QuickBooks Online: A Cloud-
Based Approach is five months of access to the Internet-delivered

software, QuickBooks Online Plus. In Chapters 2 through 10, students
set up a products and services company, Cloud_Ware Student Name
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(students use their first and last name).

After the company is set up and beginning balances are entered, the
accounting cycle is completed for the fourth-quarter and first quarter of
the next year. Source documents are used for real-world accounting
practice. For five months, students can sign in to their company from any
device with Internet access.

For QuickBooks Online retail versions, monthly, or yearly, subscription
fees are paid for access to one company. No additional fee is required for
accountant access to their clients’ QBO companies.

CHAPTERS, CASE PROBLEMS AND APPENDICES

Chapter 1: QuickBooks Online Test-drive

In Chapter 1, you take a QBO test-drive. The sample company, Craig’'s
Design and Landscaping Services, is used to show you the QuickBooks
Online interface. To start the sample company, go online to
https://gbo.intuit.com/redir/testdrive.

Using the sample company, you complete company settings, add
account numbers to the chart of accounts, use Quick Links to record
entries, and look at reports.

The sample company is used to explore the software rather that to test
accounting knowledge. The subsequent chapters in the book show you
how to set up a products and services company called Cloud_Ware
Student Name — use your first and last name after Cloud_Ware.

Chapter 2: New Company Setup and the Chart of Accounts
To begin, you go online to https://quickbooks.intuit.com/start/retail _sui.

After setting up your account and completing information about your
company, you start using QuickBooks Online.

In Chapter 2, you set up a products and services company called
Cloud_Ware Student Name (type your first and last name after
Cloud_Ware). After navigating the Home page and learning about its
features, you complete company settings and a Chart of Accounts. The
Chart of Accounts is saved as a PDF file and exported to Excel.
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Chapter 3: Beginning Balances and October Transaction Register

In Chapter 3, you continue using Cloud_Ware. After entering beginning
balances, you record cash sales, write checks, and display reports,
financial statements, and the audit log. Reports are saved as PDF files
and exported to Excel.

Chapter 4: Vendors and Inventory

In Chapter 4, you add vendors and inventory and complete accounts
payable transactions for November. You record vendor purchases of
inventory on account, make vendor payments, display accounts payable
reports, display financial statements, filter the audit log, and complete
account reconciliation. Reports are saved as PDF files and exported to
Excel.

Chapter 5: Customers and Sales

In Chapter 5, you add customers and complete accounts receivable
transactions. You record customer sales on account, receive payments
from customers, display accounts receivable reports and financial
statements, and complete account reconciliation. Reports are saved as
PDF files and exported to Excel.

Chapter 6: December Source Documents

In Chapter 6, you analyze source documents, then record transactions.
The source documents trigger transaction analysis for accounts payable
(vendors), inventory, accounts receivable (customers), cash and credit
card sales, checks for expenses, and account reconciliation. Reports are
saved as PDF files and exported to Excel.

Chapter 7: Analysis and Reports -- End-of-Fourth Quarter and Year

In Chapter 7, you complete transactions for the end of the fourth quarter

and the end of the year. At the end of December, you complete adjusting
entries, print financial statements, and close the fiscal year. Reports are

saved as PDF files and exported to Excel.
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Chapter 8: January Source Documents

January source documents are analyzed for transaction entry. The
source documents prompt transaction analysis for issuing checks,
accounts payable, inventory, accounts receivable and cash and credit
card sales. You also use the January 31 bank statement to reconcile
Account 101 Checking. The general ledger accounting cycle is completed
for the first month of the new year.

Chapter 9: February Source Documents

After analyzing source documents, you complete transactions. You also
use February’s bank statement to reconcile the checking account.

Chapter 10: March Source Documents and End of First Quarter

Using March’s source documents, you analyze source documents,
complete account reconciliation, record first-quarter adjusting entries, and
prepare financial statements. You also use March’s bank statement to
reconcile the Account 101 Checking.

Chapter 11: Certification, QuickBooks Labs and Report
Customization

In this chapter, QBO User Certification and the Online Learning Center’s
practice tests are explained. Students access QuickBooks Labs to use
several plug-ins, complete report customization, and learn how to send
feedback to Intuit.

Chapter 12: Apps, Updates and QB Blog

Students learn about additional applications for QuickBooks Online,
software updates and use the QB Blog.

Computer Accounting in the Cloud with QuickBooks Online: A Cloud-
Based Approach ends with three case problems:

e Case Problem 1: Payroll and Importing Excel Data. Using the
sample company, Craig’s Design and Landscaping Services, payroll
settings and employee transactions are shown. Case Problem 1 also
includes importing data from an Excel file to QBO.
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e Case Problem 2: Budgeting. Using the sample company, Craig’s
Design and Landscaping Services, QBO’s budgeting feature is
shown.

e Case Problem 3: Convert a QuickBooks desktop company to
QuickBooks Online. You start by restoring a QB file from the Online
Learning Center at http://www.mhhe.com/QBO.

Appendix A: Troubleshooting — Tips and suggestions for workarounds
are shown in the Troubleshooting appendix.

Appendix B: Glossary — Words that are italicized and boldfaced in the
textbook are defined in the glossary.

Index: At the end of the textbook, the end-of-chapter indexes are
organized into one index.

ONLINE LEARNING CENTER: http://www.mhhe.com/QBO

Each chapter includes additional resources at
http://www.mhhe.com/QBO. These resources include:

«» Narrated PowerPoints

X/
°e

Going to the Net Exercises

X/
°e

Interactive multiple-choice and true or false questions

X/
L X4

Analysis questions

X/
L X4

Videos

X/
L X4

Glossary of terms

X/
L X4

QuickBooks Online Support at https://help.quickbooks.intuit.com/

X/
°e

QuickBooks Certification and ProAdvisor Program at
http://accountants.intuit.com/accounting/cloud-proadvisor/
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QUICKBOOKS ONLINE UPDATES

Each time you start QBO, the latest version is used. QuickBooks Online
updates automatically. This is similar to other websites that you may be
using. Automatic updates are a built-in feature and cannot be changed.

When learning how to use QBO, what does this mean? Updates can be
checked each time you go to http://gbo.intuit.com to Sign in. The Sign in
window includes links to QuickBooks updates and the QuickBooks Online
blog. On the blog, an update archive is included.

db QuickBooks

QuickBooks update: October 2015 Slgn in
Oct 22, 2015
Qur October QuickBooks update includes improvements to
inventory tracking, bank feeds, registers, and more! User ID
Try now: vendor list split view
November QuickBooks tshirt giveaway
CluickBooks Connect 2015 conference Password
( QuickBooks update: October 2015 ) ®
R ore at the QuickBooks Onling Blog
( ead more at the 1] ) Please enter password
¥  Remember my user ID

The Online Learning Center at www.mhhe.com/QBO also includes a Text
Updates link for checking major QB Online updates. Remember, as you
work through the textbook, screen images may not match exactly.
Usually these changes are insignificant. If you want to review updates,
link to QuickBooks updates on the Sign in window.

CONVENTIONS USED

As you work through Computer Accounting in the Cloud with QuickBooks
Online: A Cloud-Based Approach, you should read and follow the step-
by-step instructions.

Numerous screen illustrations help you to check your work. The following
conventions are used in this textbook.
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1. Dates are shown with XXs, for example, 10/1/20XX. Substitute the
current year for the XXs.

2. Information that you type appears in boldface; for example, Type
Prepaid Insurance in the ACCOUNT field.

3. Keys on the keyboard that should be pressed appear in angle
brackets, for example, <Tab>.

4. Buttons and icons are shown as they appear.

Examples:

-’:é} Cloud_Ware Student Name . .
— gear/company icon to go to Settings

menu.

Create Transactions

E Search Transactions

-

0

Recent Transactions

oHome

I Navigation bar selection for Home page

5. Step sequences are separated by a greater-than sign. Examples:

.
Click > Chart of Accounts
Goto > All Reports > Accountant Reports > Account

List
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6. To remind you to check data, a cloud icon is used.
Make sure you are starting with the correct trial
balance amounts.

7. When inputting data for a transaction, this
image is shown next to the date and Analyze
description. transaction
Date Description of
Transaction Transaction
date
10/1/20XX The owner invested <
$50,000 cash along with Input
$10,000 in computer transaction
equipment in the company

in exchange for common
stock.

8. Continue work completed in the chapter with the end-of-chapter
exercises. This image is shown next to the first end-of-chapter
exercise.

Continue

with

Exercises

KEYBOARD SHORTCUTS

You can use the keyboard instead of a mouse or trackpad to save time.
To help speed you through common tasks and workflows, QBO has
many keyboard shortcuts. To see the keyboard shortcuts, from any
QBO page, press <CtrI>+<Alt>+</>.
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One of the first decisions is whether to use the mouse or keyboard. The
instructions in this book assume that you are using a mouse. When the
word click or select is used, it means to use the mouse, but you can also

use the keyboard.

Go To:

To quickly go to...

Press

*Customers page

<Ctrl + Alt + C>

*Vendors page

<Ctrl + Alt + V>

*Lists page

<Ctrl + Alt + L>

*Chart of Accounts page

<Ctrl + Alt + A>

*Search transaction window

<Ctrl + Alt + F>

*Help window

<Ctrl + Alt + H>

Work with forms:

To...

Press

*Start a new invoice

<Ctrl + Alt + |>

*Start a new check

<Ctrl + Alt + W>

*Start a new estimate

<Ctrl + Alt + E>

*Start a new expense

<Ctrl + Alt + X>

*Receive a payment

<Ctrl + Alt + R>

*Save current form and start a new one

<Ctrl + Alt + S>

Save current form and send it

<Ctrl + Alt + M>

*Unavailable when a form is onscreen (any form from the Create (+) menu)

Move between fields:

1. Press <Tab> to move forward from one field to the next.

2. Press <Shift-Tab> to move backward through fields.

» Mac users: You can control whether the Tab key lets you move
through text boxes and lists only or through all controls.

To change this setting:

a) From the Apple menu, click System Preferences.

b) Choose Keyboard, and then click the Keyboard Shortcuts tab.
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c) At the bottom of the dialog box, in the Full Keyboard Access

section, choose All controls.

Enter dates in fields:

To Change the Date to...

Press

Next day

+ (plus key)

Previous day

- (minus key)

Today

First day of the week

Last day of the week

First day of the month

Last day of the month

First day of the year

Last day of the year

T|<|T|Z|x|s|H

You can also Press <Alt + down arrow> to open the popup calendar icon

at the right of a Date field.

Change dates in a calendar:

To Change the Date to... Press
Any surrounding date Left, Right, Up, Down arrow keys
Same day next month Page Down
Same day previous month Page Up

Same day next year

<Ctrl + Page Down>

Same day previous year

<Ctrl + Page Up>

First day of the month

Last day of the month

First day of the week

Last day of the week

First day of the year

Last day of the year

o|<|x[s|T|Z

Select data

<Enter>
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Calculate amounts and rates:

In any Amount or Rate field, you can enter a calculation. When you press
<Tab>, QuickBooks calculates the result.

You can... Using Example
Add + 1256.94+356.50
Subtract - 48.95-15
Multiply * 108*1.085

You can... Using Example
Divide / 89.95/.33
Group @) 13.95+(25.95*.75)

Choose items in drop-down lists

1.

2.

3.

4.

Press <Tab> until you reach the field.
Press <Alt + down arrow> to open the list.

Press <up arrow> or <down arrow> to move through the items in the
list.

Press <Tab> to select the item you want and move to the next field.

If you don't want to open the whole list, but just want to scroll through the
items in the text box, press <Ctrl + down arrow> or <Ctrl + up arrow>.

If the list has sub-items:

1.
2.

Type the first few characters of the parent item until it is selected.
Then you can:

o Type : (colon) to jump to the list of sub-items, and then type the
first few characters of the sub-item until it is selected.

o Press <Alt + down arrow> to open the list of sub-items, and then
press <down arrow> or <up arrow> to scroll through the sub-items.

Press Tab to select the item you want and move to the next field.
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Respond to messages:

When a message pops up and the button names have underlined letters,
type the letter to select the button you want.

Enter transactions in an account register:
To select a transaction type:

1. In a new, yellow transaction row, press <Shift + Tab> to select the
transaction type field.

2. Press <Alt + down arrow> to open the list.

3. Press <up arrow> or <down arrow> to move through the list, or type
the first letter of the transaction type you want.

If there are two types that start with the same letter, you can type the
letter twice to select the second one. For example, type C once to
select Check, and type C the second time to select Cash Purchase.
4. Press <Tab> to select the type you want and move to the next field.
Once you're familiar with the transaction types available, you can tab to
the field and type the first letter to select the one you want without
opening the list.
When the Ref No. field is selected:
e Press + to increase the Ref No.

e Press - to decrease the Ref No.

e Type T to enter To Print in the Ref No. field for a bill payment (from a
checking account), check, or paycheck.

To save or edit the selected transaction:
¢ Press <Shift + Alt + S> to save.

e Press <Ctrl + S> to save.
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o Press <Shift + Alt + E> to edit a saved transaction. This opens the
transaction form.

e Press <Ctrl + E> to edit a saved transaction. This opens the
transaction form.

To move between transactions within the register, selecting the Date field
as you go:

o Press <up arrow> to select the transaction above.

o Press <down arrow> to select the transaction below
Adjust print alignment:

When aligning checks, invoices, deposit slips, payroll forms, or 1099-
MISC forms (QuickBooks Plus only):

o Select the Vertical or Horizontal field and press + to raise the number
and - to lower it. (You must use the keys on the numeric keypad
instead of the regular + and - keys.)

Move around in journal entries:

In a Journal Entry, press <up arrow> to move to the distribution line
above and <down arrow> to move to the one below.

GLOBAL USE

To learn more about the countries where QuickBooks Online is used, go
to http://global.intuit.com/choose-country.jsp and choose a country.
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Choose your country

Americas

Brasil (Portugués) i*i Canada (English) i"i Canada (Francais) E United States

Asia Pacific

Bl Australia Hong Keng (English) B (ET) =2 India
E Malaysia j Philippines == Singapore
Europe
l i z SIS G 5
France (Francais) = United Kingdom

Middle East and Africa

ﬁ United Arab Emirates

International

(-4‘-, International
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