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100% | .

Run your firm like a business to address the challenge of
being a professional accountant while managing the
inistrative and business demands of your practice.
werful systems developed and refined over






A day in the life of QuickBooks Online Accountant (QBOA) managed firm.

- 8:00 AM: Got my coffee, what the heck is going on today?

« 8:19AM: Peggy called in sick, now what?

« 10:30 AM: How do | run that payrun?

« 1.30PM: Congratulations! We've just landed that new client!
« 319PM: s that client making me any money?

o 4:30 PM: Time to wind down with a hit of PD.




8:00 AM:

Got my coffee, now what the heck is going on today?




Go to oli

View projects, tasks,

and pending requests for the whole team
in the Work tab

N 0 @ @ w

SEF APP H(

Test Firm Extraordinaire

Sunday, September 23

Everyone r All types v From QuickBooks ‘)

SEP | APP HOUR

lLI Review Reports

: Marnthly Bockkesgsing

lf-l Review new list items

: Monthly Bookkeeping

THIS WEEK: 15

SEP

25

5CP

25

SEP

25

Ensure client has encugh cash in the
bank
Proje

Ensure no changes since previous
payrall

NEXT WEEK: 54 NEXT 30 DAYS: &

Feedback? = Motifications Manage templates Create client request

SFP AFF HOUR LAW FIRM OCT | AFF HOUR LAW FIRM
30 Pay Bills 7 Reconcile Bank Ascounts
Froject : Weskly Buokkeeping Frojedt : Weskly Bookkeeping
Tode hd To do -
SEP | CHLOFS COOKIES OCT CHLOF S C00K
SD Send payrall report to elient 7 Send payrall report to client
Project : Weekly payrol Project : Weekly payrel
Todo ¥ lodo ¥

SEP CH o ©OCT  CHLOES 5
30 Weekly payroll 7 Weekly payrol
Tedo - To do -
0o Oofd
OCT | APFHOUR LAW FIRM OCT | CHLOES COOKIE
1 Bi-waekly payroll EI Encure client has enough cazh inthe

Todo b bank
Project : Weekly payro

|r|h||i
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8:15 AM: Peggy called in sick,
now what?




Filter and sort by client, team member, type, or status

Test Firm Extraordinaire Fedback?! | Nificaiions || IIVAReS e sorobes LT

Sunday, Seplember 73

A v Feggy Fayroll-Wiz ¥ All types hd To do, in progress, blocked... ¥ Due this week r
DUE DATE &  FOR MNAME STATUS EMD DATE ASSIGNED TO TYPE
09252018 Chloa's Cookias Ensure client has enough odo Peggy Payrall-Wizard Task
09/25/2018 Chloe’s Cookies Frsure na changes since previ.. Todo Mizard Task
QR0 8 Chloe's Cookias Fay any taxes due Tedo rard Task
0F/25/2018 Chloe's Cookies Print paychecks Tedo Nizard Task

Chlos’s Cookias Request approval from clientt... wdo Peggy Payroll Tosk
Chlaea's Cankias Request imesheets from client To do Penay Payrall-Wizard Tack
09252018 Chloe's Cookiss Run Pay Todo Peggy Payrall Wizard lask
092742018 Appy Hour Lounge Pagey Payroll-Wizard Task

@ guickbooks.
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Quickly reassign tasks to keep the workflow moving

Edit project
Far Chloe's Cookies

You're sditing 3 singls Frefest in 2 s

Prejesct name ™

Weekly payro

ries. Edit Senes

Status Due date *

To do A

0/30/ 2018

Aseigned to *
Susan CPA
Me

Peqgy Payroll-Wizard

Susan CPA ‘

Jo= Bookkeeper

Tasks

SEP
2 5 previous payrol|

SEP

Far yau and your team. Tasks aren't shared with clients,

Ensure no changes since

Creats template

_(‘j Repeat

To do

| | Duplicate |

@ guickbooks.
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Use Slack with QBOA to stay in touch with your team

gbotestingSTC \ Peggy Payroll-Wizard O 8 |0 @

o chive

b

#chloescookies ® & a |@ &

i &1 | %o | & addatopic | H
You created this channel today. This is the very beginning of the # chloescookies channel.

maneymakerstudios (1
qgboanotifications |8+

& Setapurpose  + Addanapp 8 Invite others to this channel

Today

by Heather Satterley 1

joined #chloescookies.

@ QuickBooks Online Accountant AF¢ 1111 4
MNew recurring project

Monthly bookkeeping

Chloe's Cookies

Due 10/19/2018

@Heather Satterley @Joe Bookkeeper

new MEessages
| Peggy Payroll-Wizard ®

This is the very beginning of yo

® Peggy Payroll-Wizard

Peggy Payroll-Wizard 11:44

#Heather Satterey I'm not

Heather Satterley 1145 A
B | hope you feel better!

@ QuickBooks Onling Accountant AP 11754 AN
Mew recurring project

Weekly payroll

Chloe's Cookics

Due 9/30/2018

@Heather Satterley and 1 other teammate

[+

The Slack message from QBOA will Include a link to the
project so the new assignee can just click to review it!

Chloe's Cookies

Due %/30/2018
@5usan CPA s the new assignee

@Pegey Payroll-Wizard was the old assignee

@kanemunro &

@angiekarpouzis



Slack notifications for work

-
Team
Channel setup
° What Slack channel do you want to use for notifications?
Channels
e E A
Add channel of your clients.
Private Anyone in your workspace can
view or join this channel
Name
OHDANm'rc:i—:'.i-:ms{
Save
Appy Hour Lounge #appyhourlounge
Chloe's Cookies #chloesconkies
Marcia Applegate 2
Money Maker Studios #mensymakerstudios
Terry's Tech Services, LLC Select
Test Company Se
FPrevious -
infun
@quuckbooks.
kanemunro & COMEC I
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Slack notifications for work

Lnannel setup -
° What Slack channel do you want to use for notifications?
Channels . e e
#qboanotifications -

Select an existing channel or add a new one for each of your clients.

Q Find a client

CLIENT SLACK CHANNEL
App Hour Law Firm Saloct v
Appy Hour Lounge + Add New ‘

#appyhourlounge

Chloe's Cookies . .
#chloescookies

Marcia Applegate 2 rgenera
#moneymakerstudios

Money Maker Studics #gboanaotifications

. R #random

Terry's Teeh Services, LLC

Test Company Select -

PWVious E

@ guickbooks.
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adntuit ey ap;

Goto client’s QuickBooks =

Accountancy Online

hursclay, 23 WMay

. . L N P
Profdvizor Mew! Cuickslan. len Ipla.db.b_fE= rulinie wonk
and notificat ons keep you informed.

Wk

Dizshboard

O

Banking TODAY: D THIS WEEK: 11

Salez

Cxperzes

Mrojects

Crap o

Reports

35T

Accounbng

TIAY

24

Collect and argsnise data
Iraject : Yezr-zno kax

Tu cu w

Compile Special Purpose Mneancial Repors
Project = Ve ot

lcca

Fasure all items te be camricd forward are
cleardy notad
Projoct @ Yoor ond tax

Teen hd

leedback? MNotifi Manays Lerplales Creale cliel iyguesl Lreate project

NEXT WEEK: 19

LAY

30 sample manthly bookkesping for
Accountancy Online

3 do -

Tagk 3: Produce reports
: Gample manthly bockkeepin

3 Oinline

Task 4: Moot with clicnt
ample manthly hackkesping for
oy Cinline

oo
(=]=]

NEXT 30 DAYS: O




10:30 AM: I've gotta run payroll,
what am | supposed to do
again?




appyhourlounge

# chloescookies

moneymakerstudios
gboanotifications %+

#chloescookies
2| 81 %0 | ¢ Adda toplc

n Heather Satterley 10:02 M
joined #chloescookies.

@ QuickBooks Online Accountant 4#¢ 11:11 AM
MNew recurring project

Monthly bookkeeping

Chloe's Cookies

Due 10/19/2018

@Heather Satterley @Joe Bookkeeper

@ QuickBooks Online Accountant 4PF 11:24 Al
New recurring project

Weekly payroll

Chloe's Cookies

Due 9/30/2018

@Heather Satterley and 1 other teammate

QuickBooks Online Accountant APF 11:44 M

Assignee changed
Weekly payroll A ——

Chloe's Cookies
Due 9/30/2018

@Susan CPA is the new assignee
@Peggy Payroll-Wizard was the old assignee

£ Setapurpose + Addanapp 8 Invite others to this channel

e

You created this channel today. This is the very beginning of the # chloescookies channel.

Today

The Slack message from QBOA will include a link to the
project so the new assignee can just click to review it!

NEY MEeSSages

@
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Edit project
For Chloe's Cockies

You're editing =2 zingls project in 2 zerizz. Edit Series

Project name *

Weekly payroll

Status Due date *
To do = 10/14/2018 (5 Repeat

Assigned te ™

Slack reminder

Datails

Link to Payroll Procedures:
https://docs.google.com/document/d/] asycfZhwixl 6 ZokigulmZV30
3gd2dcCwddiFavTPCa/edi

Tasks

For you and your taam, Tasks aran't shared with clients,

oer Ensure no changes since
) To do
9 previous payroll
oCT . ) -
Ly Create template | Duplicate ‘

@ guickbooks.
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1:30 PM: Congratulations!
We've just landed that new
client!




Client contact information

No subscription right now

Grow your practice by bundling QuickBooks into
the services you provide clients.

Learn more about the benefits of the wholesale

® Business Individual
All Clients v é‘:é} Business name * Email *
Amazingly Awesome Client
TAX RETURNS ACTIONS Display name as Mobile
Amazingly Awesome Client
Edit client | v + Add more info
2017:1120In progress Edit client | ¥ QuickBooks subscription compare
2017- 11208 In progress Edit client | v ® Wholesale discount (firm is billed) Direct discount (client is billed)
Edit client | = Plus Change Whelesale discount
2016: 1065
2017: 10651 Edit client | v
) h progress Full Service Payroll Change discount.
TOTAL
37LI.5[].-"mo
Lol L
kanemunr
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@ Accountant

Go to clie QuickBooks ¥

© & @ @ W

YOUR PRACTICE

Clients
Team
ProAdvisar

Work

Apps

YOUR BOOKS

Dashboard
Banking
Sales
Expenses
Projects
Workers
Reports
Taxes

Accounting

Test Firm Extraordinaire
Friday, October 12

All A Everycne

TODAY: 91

SEF APP HOUR LAW FIRM

14 | Review new listitems
Preject : Monthly Bookkeeping
@ Inprogress ¥

SEP CHLOE'S COOKIES

2 5 Ensure client has enough cash
in the bank

Praject : Weekly payrall
To do v

SEP CHLOE'S COOKIES

25 Ensure no changes since
previous payroll
Project : Weekly payroll

Te de -

SEP CHLOE"S COOKIES

2 5 Pay any taxes due

Project : Weekly payrall

Feedback?

- All types hd

THIS WEEK: 0

14

Oof8

15

0ofB

15

Notifications Manage templates

| Craate client reguest | Create project

From QuickBooks (@D

CHLOE'S COOKIES

Send payroll report to client
Project : Weekly payrel|

o do -

CHLOE'S COOKIES
Weekly payroll

To do v

APFHOUR LAW FIRM
Bi-weekly payroll

To do -

MY FIRM
Bi-weekly payroll

To do v

NEXT 20 DAYS: 94

2l

QCcT

21

0ofd

ocT

23

OCT

23

CHLOE'S COOKIES
Send payroll report to client
Preject : Weekly payrol

To do -

CHLOE'S COOKIES
Weekly payroll

To do v

OKIES

Ensure client has enough cash
in the bank
Froject : Weekly payrol

To do v

CHLOE'S COOKIES

Ensure no changes since
previous payroll

@ Guirckbooks.
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Create project

Project template

Client onboarding b

Project name *

Client onboarding

Firm or client * Due date *

Amazingly Awes - 1071972018 Repeat

Assigned te ¥

Md v
Slack reminder

Details

Be a
be &

ed as you want. Yo

e got lots of room

Tasks

For you and your team, Tasks aren't shared with clients.

OCT [ T T THRSE T S

OCT

13

OCT

13

QcT

13

oCcT

13

OCT

13

OCT

13

OCT

13

QCcT

13

Meet with new client and sign

To do
contract
Gather new client data and

Tode
documents
Create new QuickBooks Online

L Todo

subscription
Setup client's com
X P . pany To do
information
Import lists T
Payroll setup Todo
Customize sales templates Todo
Connect apps Todo

13 information

ocT

1 3 Impaort lists

o do

Task nama * Dus data *

Fayroll setup

Assigned to *

Me ¥

Show details Collapse

101372018

OCT
1 Customize sales templates

oCT

13 Canned apps

@kanemunro &

@angiekarpouzis #QBConnect

To do

T cdo
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@ Test Firm Extraordinaire ¥

© & © @

YOURK E All Sales Invoices Customers Products and Services
Clients -
T Customers Customer types ‘
ProAdvisor Unbilled Last 365 Days Unpaid Lsst 365 Days Paid
Work
o s0 s0 $0 S0
0 ESTIMATE 0 UNBILLED 0 OVERDUE (0 PAID LAST 30 DAYS
Apps
YOUR BOOKS
-~
Dashboard [ ~ )
\E I Batch actions w Find a customer, project or company Q
Banking
I:‘ CUSTOMER / PROJECT = / COMPANY PHONE OPEN BALANCE ACTION
| Sales = =
I_I f:\maz.lrlglr‘Awesom.a ;llent = *
Expenses Amazingly Awesome Client
Projects I_I ":APPIHO"" Law _Fl-rm = 30.00 Create invoice w
J'\:\I.' 1our Law rirm
Workers
|_| !:\ppy HourLounge = 30.00 Create invoice w
Reports J'\:\I."_-' I'(:'II f.ll'\iil—
Taxes [] ?hl‘" ‘:‘""lf'“ & 50.00 Create invoice w
Lioe s LogKIes
Accounting
I_I Marcia Applegate 2 [ 50.00 Create invoice w
infuri
@quuckbooks.
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(% Invoice 0y (@ Help X

Online payments Get set up
BALANCE DUE

Amazingly Awesome Client hd Email (Separate er Wit r o
Cards visa @9 ==, £ o
$1,000.00
]
Free bank transfer B 2
Billing address Terms Invoice date Due date
Amazingly Awesome Client Net 30 - 10/12/2018 1111/
Us
& PRODUCT/SERVICE DESCRIPTION aTy RATE AMOUNT
1 Client Retainer Client Retainer 1 1,000 1,00000 [q

Bt

! 1
Add lines Clear all lines Add subtotal Total £1,000.00
Message displayed on invoice Balance due £1.000.00

Frint or Preview Make recurring CLe e Save and send

|nh||i

quuckbooks
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Assigned to *

Me v

I Slack reminder

Details

oe as gdetaled as you wanl. fou ve

Tacks

For you and your team. Tasks aren’t shared with clients.

ocr Meet with new client and sign
Done
13 contract
Task name * Dus date *
Gather new client data and de 10/13/2018
Assigned to * Status
Me b To do v
Add details Remoy 1299 ise
In progress ‘
ol Create new QuickBook: Blocked
1 ‘:l subscription Done

ﬁ 1 o - - 'n

@ guickbooks.
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3:15 PM: Is that client making
me any money?







Add transactions to projects

EEEN © & @ @nwr

YOUR PRACTICE
Clients
leam
Proddvisor
Work

Aops

YOUR BOOKS
Dashboard

Banking

Expenses
Frojects
Waorkers
Reports
laxss

Aczounting

Monthly Bookkeeping

App Hour Law Firm

DATE

Sales Receipt

Sales Receipt

Sales Receipt

1003

DUE DATE

Inweice

Receive payment

Edi‘ L1 m

Expense
Estimate
Tirne
il
TOTAL STATUS ACTION
S50 Paid Print w
Faid Print w
Faid Frint w
5500, Faid Print w
530 Paid Print w
S500.00 aid Print w
Paid Print w
Faid Frint w»

40
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Add transactions to projects

YOUR PRACTICE < All praj

Clients M““thl\" BﬂDkkEEpil’lg Edit zarias

App Hour Law Firm

Team Invoice
FroAdvisor Receive payment
Expence
Waork
Estimate
Apps Praject repaorts Transactians .
Time
——
Rill
YOUR BOOKS Eil
iitar v Last 363 Days
Bslbiss DATE » TYPE NO. DUE DATE BALANCE TOTAL STATUS ACTION
ity 110172018 1012 5000 Fid Print v
Sales
10172008 Sales Receipt 1011 50,00 £500.00 Faid Print w
Expenses
0%/0172018 Sales Receipt 1010 50.00 £500.00 Faid Print w
Prajects
03/0172018 Sales Receipt 1009 50.00 )0.00 Paid Print =
Workers
2016 Sales Receipt 1008 50,00 Faid Print w
Reports
Taxes 0&/0172018 Sales Receipt 107 50,00 500,00 Faid Print w
Ageounting 03/0zme Sales Receipt 1008 S0.00 Faid Print w
04/0172018 1005 Paid Print w

@ §liickbooks.
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countant

Project profitability report

B3 Test Firm Fxtmordinaive ¥

© & ® @

YOUR PRACTICE
Clients
leam
ProAdvizor
Work:

Apps

YOUR BOOKS
Dashboard
Bianking
Sales
Expenszes
Projects
Workars
Reports
[EVEE]

Accounting

Total Only Active rows/active columns ¥ Select period

Filters: GCustomer X

Collapse Sortw Add notes

Test Firm Extraordinaire

= = g

PROJECT PROFITABILITY FOR APF HOUR LAW FIRM'S MONTHLY BOOKKEEPING

All Dates

TOTAL

= Income
Sales
Tetal Income
{OFIT

- Expenses
Payraoll Taxes
Salaries & Wages
Software Fees
Total Expenses
MET OPERATIMNG INCOME
MET INCOME

$5.500,00
$5,500.00

5444837
£1,051.63
$1,051.63

decrual basis Friday, Ocrobar 12, 04:19 P GMT-04:00

41
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Get a free Tsheets Pro account for your firm

@ TRACK

My Time Card
Time Entries
Paid Time Off (FTO)
g RePoRT
Approvals Report
Payroll Report
Project Repart
Schedule Reports »
More b
& MANAGE
Custamers
Crployees
Schedule
Who's Working
£ seTue -~
Company Setlings
Add-ons
Advanced Tracking

Breaks

Timesheet List

+ Add Time Actlons -

Time Entries

Today i RS

@ Hour Law Firm :
kkeeping

OPTIONS w

Manual Time Care

Time Slider

> Jan 713, 2018

Sun, 1/7 Mon, 1/8

0:00 2:30 6:00

Notas:

L2018 TSheets

Wed, 1/10 Thu, 1

0.5

030

(888) B36-2720

0.25

45

000

@ QuickBooks v

User: Heather Satterley  Switch User

Sat

1/13 Cuskomer
Tolals

3:30

200

1:15

0:00 5:45

2nE

kies Contact

|nh||i

quuckbooks
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4:30 PM: Time to wind down
with a bit of professional
development.




QUESTIONS?
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