Guide: Using QuickBooks Online to make DBL actionahle

We’ll cover four buckets of activities in QuickBooks Online to integrate
DBL into your accounting system:

1. Verify that you have the required subscription level in QuickBooks Online
2. Configure lists to enable DBL accounting
3. Cateqgorize transactions

4. Access and configure reports




(1) Verify that you have the required subscription level in QuickBooks Online




(1) Verify that you have the required subscription level in QuickBooks Online

Select the gear
icon in the upper
right-hand corner

Select
“Subscriptions
and billing”

YOUR COMPANY
Account and settings
Manage users
Custom form styles
Chart of accounts
Contractor payments
Get the desktop app

Additional info

LISTS

All lists

Products and services
Recurring transactions
Attachments

Custom fields

Tags

Rules

TOOLS

Order checks &
Import data

Import desktop data
Export data
Reconcile
Budgeting

Audit log
SmartLook

Resolution center

You're viewing QuickBooks in Accountant view. Find out more

PROFILE

I Subscriptions and billing I

Feedback
Privacy

Switch company

Switch to Business view




(1) Verify that you have the required subscription level in QuickBooks Online

INTUIT
qab quickbooks

On the next page
you will see your
organization’s

Add a bookmark
subscription level

Dashboards

This must be
either “Plus” or -
“Advanced” in EEETTEL
order for this e
method to work

BOOKMARKS

Budgets

£§3 Menu settings

&

Company ID

Payment Method

Allow billing transfer to your

accountant?

QuickBooks Plus

SUBSCRIBED Next charge on 04/16/2024

$90Kmo

+ applicable taxes

View payment history
Downgrade your plan
Cancel subscription
Upgrade your plan

Switch to annual billing

a Contact experts

Contractor Payments & 1099
filing

SUBSCRIBED Next charge on 04/16/2024

$1 5/mo

+52 estimated fee for your team

+applicable taxes and fees
View payment history
Cancel subscription

Upgrade to Payroll

@ Help

Q 0 © O




(2) Configure lists to enable DBL accounting




(2) Configure lists to enable DBL accounting

Select the gear
icon in the upper
right-hand corner

Select “Account
and settings”

YOUR COMPANY

I Account and settings I

Manage users
Custom form styles
Chart of accounts
Contractor payments
Get the desktop app

Additional info

LISTS

All lists

Products and services
Recurring transactions
Attachments

Custom fields

Tags

Rules

TOOLS

Order checks &
Import data

Import desktop data
Export data
Reconcile
Budgeting

Audit log
SmartLook

Resolution center

You're viewing QuickBooks in Accountant view. Find out more

PROFILE

Subscriptions and billing
Feedback

Privacy

Switch company

Switch to Business view




(2) Configure lists to enable DBL accounting

Along the Ieft_ Account and Settings @ Hep X

. C A
ha nd Slde Of the e Accounting First month of fiscal year January

Usage First month of income tax year Same as fiscal year

Screen, CI iCk Accounting method (%) Cash
“Advanced” oucitecks gem Glose the books © o

Sales Company type Tax form Small business corporation, two or more owners (Form 11205)
Expenses Chart of accounts Enable account numbers off
(13 C t M 99
a egorles Tips account Enter Text
ayments

rack locations Sn

“Track Classes.” [..... |
C I iC k th e pe n O r Automation Pre-fill forms with previously entered content On

Automatically apply credits On

edit icon On the Automaticali'nvoice unbilled activiti Off

right-hand side of
the screen




(2) Configure lists to enable DBL accounting

When the section
expands, toggle
the button next to
“Track Classes”
so that it is turned
to the “On”
position (you can
tell it is “On”
when the button

turns [F)

Account and Settings

Close the books (2) Off
Company type Tax form Small business corperation, two or more
Chart of accounts Enable account numbers Off

Tips account

[ — |
Categories Track classes (@) ]
—
Track locations (@) [ @)
Location label
Locatio v
[ Cancel | Save
Automation Pre-fill forms with previously entered content
Automatically apply credits On

owners (Form 11205)

@ Help X




(2) Configure lists to enable DBL accounting

You’'ll see additional Account and Settings @ Hep X
options appear. We Company
Company type Tax form Small business corporation, two or more owners (Form 11205)

recommend the below .
Se|eCti0nSI Chart of accounts Enable account numbers Off

QuickBooks

Checking = Tips account Enter Text
Leave the “Warn me

. Sales Categories Track classes () ()

When a transaCtlon @arn me when a transaction isn’t assigned a class
. . Expenses
isn’t assigned a class” ’ Assign classes (3)
bOX blank Payments I One to each row in transaction ¥ I

Time Track locations (@) ()
U nder “Assig n N . Location label
classes,” select “One e T
toeachrowin ( cancel Save

rensaction

Click “Save”




(2) Configure lists to enable DBL accounting

Verify that “Track
classes” is now in
the “On” position

Select the “Done”
button at the
bottom of the
screen

10

Account and Settings
Company

Company type
Usage

Chart of accounts
QuickBooks
Checking

Sales Categories
Expenses
Automation
ayments
Time
Advanced

Projects

Tax form

Enable account numbers

Tips account

Track classes

Track locations

Pre-fill forms with previously entered content
Automatically apply credits
Automatically invoice unbilled activity

Automatically apply bill payments

Organize all job-related activity in one place

Small business corporation, two or more owners (Form 1120S)

OCn

Cn

On

@ Help X




(2) Configure lists to enable DBL accounting

Once again click
on the gearicon

Click on “All lists”

1

YOUR COMPANY
Account and settings
Manage users
Custom form styles
Chart of accounts
Contractor payments
Get the desktop app

Additional info

LISTS

All lists I

Products and services
Recurring transactions
Attachments

Custom fields

Tags

Rules

TOOLS

Order checks &
Import data

Import desktop data
Export data
Reconcile
Budgeting

Audit log
SmartLook

Resolution center

You're viewing QuickBooks in Accountant view. Find out more

PROFILE

Subscriptions and billing
Feedback

Privacy

Switch company

Switch to Business view




(2) Configure lists to enable DBL accounting

Select “Classes”

12

C|b INTUIT

quickbooks

BOOKMARKS p74

Add a bookmark
MENU
Dashboards
Transactions
Sales
Expenses
Customers & leads
Reports
Payroll

Taxes

@ Menu settings

= A contact experts @ Help 33 Q Q e @

Lists

Chart of Accounts Payment Methods

Displays your accounts. Balance sheet accounts track your assets and liabilities, and Displays Cash, Check, and any other ways you categorise payments you receive from
income and expense accounts categorise your transactions. From here, you can add or customers. That way, you can print deposit slips when you depaosit the payments you
edit accounts. have received.

Recurring Transactions Terms

Displays a list of transactions that have been saved for reuse. From here, you can schedule  Displays the list of terms that determine the due dates for payments from customers,
transactions to occur either automatically or with reminders. You can also save or payments to suppliers. Terms can also specify discounts for early payment. From
unscheduled transactions to use at any time. here, you can add or edit terms.

Products and Services IClasses I

Displays the products and services you sell. From here, you can edit information about a Displays the classes you can use to categorise your accounting transactions.

product or service, such as its description, or the rate you charge.

Attachments

Product Categories
Displays the list of all attachments uploaded. From here, you can add, edit,

A means of classifying items that you sell to customers. Provide a way for you to download, and export your attachments. You can also see all transactions linked to a
quickly organise what you sell, and save you time when completing sales particular attachment.
transaction forms.



(2) Configure lists to enable DBL accounting

Click “New” in the R&Ee

a Contact experts

@ Help

see
see
see

Gl N

Q o @ 0O

ACTION

Runreport =

i
upper right-hand Clopses
TR 0 < All Lists
corner
Add a bookmark
MENU K ( Batch actions Vv ) ‘ Filter by name ‘ ‘ All v ‘
Dashboards
(] ‘ NAME a ‘
Transactions
Sales |:‘ Business
Expenses |:‘ Social

Run report w

Customers & leads
Reports
Payroll

Taxes

(@3 Menu settings
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(2) Configure lists to enable DBL accounting

Under “Name”
enter “Business”
and hit “Save”

Repeat the steps

on the previous

slide and this
slide but for
“Name” enter
“Social”

14




15

(3) Categorize transactions




(3) Categorize transactions

From the qb :]nl.ll-lﬂi;rbooks ‘ a Contact experts @ Help HH q [;] @3 e
Q u IC k B OO kS . Run Report
account home sookmARKs «
pag e’ Se | ect Add a bookmark ‘ ‘ _ . ‘

“Transactions” B |

‘ ACTION

along the left-
hand side and
click “Bank

transactions”

Runreport =

Runreport =

1
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(3) Categorize transactions

° Use the drop-down qb tl:m-lzi;rbooks = a Contact experts @ Help H Q Q @ @
to select the Transactions
account whose - s
Bank transactions App transactions Receipts Reconcile Rules Chart of accounts Recurring transactions
transactions you e ;
WOUId Iike to MENU & el Checking \/I Link account v H G Update Explore
. Dashboards )
review Checking - m

Transactions

$50,594.38

Sales BANK BALANCE Updated 17 hours ago >

- Select “For review”
to See the Customers & leads
transactions in the [
register that have EEEL
not yet been e
Cateqorized 83 Menu settings

Expenses

|
‘ | For review (258) ICategorized Excluded ) (® Video tutorials B Takeatour  Go to bank register
|

17




(3) Categorize transactions

Select a transaction to @ " =1 B contact experts

quickbooks
review (in this case
we’ve selected a
purchase at Target for

Transactions

BOOKMARKS pZ4

@ Help i

Q 0 8 0

Bank transactions App transactions Receipts Reconcile Rules Chart of accounts Recurring transactions
$2 2 5) Add a bookmark [ || 02/27/2024 Target -$225.00 I
MENU — — _
L. (@) Categorize () Match () Record astransfer (_) Record as credit card payment
In addition to your usual |[—-—E——
accounting procedures Transactions Vendor/Customer S —igzie]
tO Cateqorize the Sales ‘ Select payee v ‘ ‘ Select category v v
transaction, select
Expenses Thkes
“Class” and select ‘ i ‘
X Customers & leads
whether this was a .
[13 M kil [13 H 9 RePortS o
Social” or “Business o Manage tags
usiness = -
. Payroll
transaction ot
Budgets
Memo

Split

SCrOII down and CIiCk @ Menusettings

“Add” when complete
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(3) Categorize transactions

If a single transaction [ ia = A contactexpers @QHelp 3 Q O @ O

has a portion that is Transactions
“Social” and a portion

BOOKMARKS pZ4

HP 1 H ” Bank transactions App transactions Receipts Reconcile Rules Chart of accounts Recurring transactions
that is “Business -
Add a bookmark [ | 02/27/2024 Target : -$225.00 A -
you can also split the
MENU
. (@) Categorize () Match (_) Record astransfer (_) Record as credit card payment
transaction _
Dashboards
Transactions Vendor/Customer celiat Loben
|n Order to do thls’ Sales ‘ Select payee v ‘ ‘ Select category v | v
H 13 Rl
click “Split ﬁ
Expenses Thkes
Customers & leads ‘ M ‘
Reports + Add new
Business Manage tags
Payroll
Social
Budgets
Memo Spllt

@ Menu settings

19




(3) Categorize transactions

On the next screen
you can split the
transaction total
into different

Downloaded transaction
amounts and Target
assign “Social” or PAID TO Location
“BUSIH@SS” to eaCh “Addwhoyoupaid v‘
total as needed CATEGORY DESCRIPTION

Split transaction

02/27/2024

‘ Select category v ‘ ‘

‘ Select category v ‘ ‘

Add lines Reset

+ Add new
Business

Social

Dif'ferem[

AMOUNT

o
| ®

$0.00
$225.00

-$225.00

20




(3) Categorize transactions

Target

‘ Verlfy that the PAID TO Location
totals of the “Split | Add who you paid |
amount” equal the CATEGORY DESCRIPTION CLASS AMOUNT

“O rlginal amou nt” ‘ Office Supplies & Softw | ‘ Business M ‘ 125.00 ‘ i

‘ Office Supplies & Softw ‘ Social v ‘ 100.00 ‘ E

- Click “Apply and
accept”

Split amount $225.00
Original amount $225.00
Difference 50.00

Add lines Reset ‘

p

‘ Apply and accept ‘

[[j] Add attachment

21
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(4) Access and configure reports




(4) Access and configure reports

In order to see the [ ‘ A conectopers @Heb  H QA B O
“Social” and New

“Business” oAk

financial Add  bookmark Home — Cashflow — Planner

performance of W Costomize lyout | Pivacy

Dashboards

your organization,
click “Reports”
along the left-hand [u—_

Transactions SHORTCUTS f

Sales

Side Of the Screen Customers & leads ;
Re Get paid Create Record Add bank Create
eports . . . .
online invoice expense deposit check
Payroll
Budgets
Show all
ntfP3://app.qoo.ihtuit.com/app/reports »
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(4) Access and configure reports

INTUIT

On your “Reports” P quickbooks

dashboard, you can use

the “Find report by

name” option in the BOOKMARIS

upper right-hand corner Add a bookmark

or scrolldown to LELD

(13 M M 2 -
Business overview” to Dashboards

see the typical reports Transactions

that you would want to Sales

review. These include: e

Customers & leads
Profit and Loss ——
Statement of Cash Flows
Balance Sheet

Payroll

Budgets

@ Menu settings
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Reports
4

Standard Custom reports Management reports

v Business overview

Audit Log

Balance Sheet

Balance Sheet

Balance Sheet

Balance Sheet

Comparison

Detail

Summary

a Contact experts @ Help

Q Q4 ® 0

I ‘ Find report by name




(4) Access and configure reports

Once you’ve
selected a report
to view, click the
“Customize”
button on the
right-hand side

25

INTUIT
q quickbooks

BOOKMARKS

Add a bookmark
MENU
Dashboards
Transactions
Sales
Expenses
Customers & leads
Reports
Payroll

Budgets

@ Menu settings

174

€ Back to report list

Profit and Loss Report

Report period

a Contact experts

@ Help

QA 0 B8 0O

I [ Customize

e

This Year-to-date v 01/01/2024 to 04/17/2024
Display columns by Show non-zero or active only Compare another period Accounting method )
[ Runreport
Total Only v Active rows/active columns ¥ Select period v @ Cash Accrual S
A
Collapse Sortv Add notes Edittitles = B~
Profit and Loss
January 1 - April 17, 2024
TOTAL
+ Income
»




(4) Access and configure reports

- On the next 3
screen, along the [ Distribution Account | Allincome/Expense Ac | =
right-hand side, [ customer Al .
scroll down to [ Vendor Al .

“Filter” ] Employee . ’
|| Location Al -

- Nextto “Class”
select if you would
like the “Social” or
“Business” view of
the report

I || Class I I‘ All .
Al

|:| Product/Service
Not Specified

» Header/Footer Specified

Need help customizing your P& |_

| | Business v

|_| SOCIaI
| S—

- Click “Run Report”
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(4) Access and configure reports

On the next screen, @ o books = B contactexperts @ Hep . QO @ O
in order to have quick P

access to this
updated report
format, click “Save

COOKMARKS » Profit and Loss Report

Report periad ; . e
| Customize Save customization
Add a bookmark : :

This Year-to-date v 01/01/2024 to | 04/17/2024

MENU i i . i Custom report name
t . t i O n 9 Display columns by Show non-zero or active only Compare another periocd Accounting method
customiza Profit and Loss - Socal |
Dashboards Total Only v All Rows/active columns v Select period v ® Cash Accru rontand boss - sock
Transactions Add this report to a group o
Enter d unlque report Sal Filters: Class None v
Sales
13 A W ar
name under CUStom Expenses Collapse Sortw Add notes Edit titles = Accnew group
” Share with
re po rt name Customers & leads
Reports
CIiCk “Save” Profit and Loss Save
Payroll January 1 - April 17, 2024
Budgets
This report will now ToraL
. @3 Menu settings . -
be accessible from s

your Reports
dashboard
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