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Today’s speaker

Leanne Davis
Director — Sort it out Office Assist

www.sortitoutoffice.com.au
@LeanneSortitOut

Joint founder of QBO Business Hub
www.gbohub.com.au
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Today’s speaker

Lauretta Finis
Director — Quick Bizness Bookkeeping Solutions

www.qgbbs.com.au
@LaurettaBYBB

Joint founder of QBO Business Hub
www.gbohub.com.au

@ quiickbooks.

CONNECT

4 @QboHub #QBConnect


http://www.sortitoutoffice.com.au/
http://www.qbohub.com.au/

About today’s speakers

LAy s QuickBooks Online (QBO) Gurus

Leanne Davis from Sort it Out Office Assist and
. Lauretta Finis from Quick Bizness Bookkeeping Solutions,

Both the co-founders of QBO Hub & QBO Business Hub
bring you advanced features and procedures.

www.gbohub.com.au

Leanne and Lauretta
Intuit HQ
Silicone Valley 2017 QBC
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Agenda

You'll learn today about
Projects
Progress invoicing

Purchase order & receiving partial purchase orders
-How to record wages & allocate to projects.

How to create reports that will allow you to track your jobs and assess
project costs

Learn how to streamline your browser’s for efficiency’s in QuickBooks

@ Guiickbooks.
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Case study

Business Name: House of Stark Creatives

Industry: Website Developers — Creative Designs

Director: Arya Stark & Sansa Stark

Employees: Jon Snow, Edmure Tully, Jamie Lannister, Cersei Lannister, Daenerys Targaryen
Projects: Iron Bank Website, GreyJoy Website, Tyrell Rebranding & Website

Customers: Iron Bank of Braavos, Greyjoy House (Theon Greyjoy), Tyrell House (Margaery Tyrell)

Suppliers: WhiteWalkers Internet Hosting, CastleBlack Marketing, Khal Drogo Copy Writer, Robert Baratheon Developer,
Tyrion Lannister Websites

Services & Products: Website Development, Website Design, Digital Marketing, Adwords Campaigns, Logo creatives,
email Marketing

GST: Yes - QTRLY accruals — PAYG quarterly

@ quickbooks
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Daily activity of a business >

« Customised Invoice: word doc — Sales Order: Template showing different terminology and the Terms of
invoices

* Quote > Sales Order > Purchase Order > partial PO to Bill > Invoice
« Batch send open invoices for the day (not sent)
« Batch reminders from overdue money bar — default message goes out to all

« Unapplied cash payment Income and Expenses (P&L on a cash report)

Expense bulk recategorize

Project — all the above in the storyline taking us through to

Billable expense delete — URL tidy up the bills not used
Payroll Journal for PROJECT COSTS

« Advanced Reporting — Management Reporting save EOM — EOQ > Project reporting > location

@ quickbooks
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Tips

Purge company less 90 days

Chrome bookmarks

Multiple Chrome users + Firefox
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Customised Invoices - docx




To use customized invoices

Turn on Customised invoices > Gear Icon > Your Company > QuickBooks Labs

}1()”\--

of Stark Creatives

B © <

qmckbooks
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Switch Import Style from Off to On

Import Style

qunckbooks
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Select the Gear Icon > Custom Form Styles

B © <

House of Stark Creatives

Your Company Lists Tools Profile

——

@ guickbooks.
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The Import Style will now appear in the drop down

Custom form styles New stvie v

<

NAME FORM TYPE LAST EDITED

@ Guiickbooks.
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Create your custom form
using a .docx file

Download a sample copy
and modify it to use as
your own

Upload your file

Save and upload your file

S —

<John Smith>
. 1 Main Sy

Save and upload your file
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Match the fields from your
.docx file to the fields in
QuickBooks

Import form style

Mate

)’l'lll

flelds with Quickbooks fields

YOUR FifLD

CUICKBOOKS FILD
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Import form style

Select the
dropdown to
choose the correct

mapping

Check for the
correct name in the
preview to the right

@ Quiickbooks.
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Impoet form style

Preview and save
your Invoice

@ guickbooks.
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Give your
customized style
a name Name your style

House Of Stari]

=l -
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Using Projects




The Projects feature can be turned on in QuickBooks Online Plus

» Select the Gear Icon > Company Settings > Advanced > Projects > Switch to On

"
11

@ Quiickbooks.
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« Each Project has its own Dashboard showing an overview, transaction listing, time activity and
project reports

ASO.00 AS0.00

N

@ guickbooks.
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» Transactions specific to the project can be added from the project Dashboard
* From here we will create a quote for this project

AS0.00 ASO.00 ASO0.00

@ guickbooks.
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* We have created this quote broken down into each stage of the project, every stage is on a new
line item and each Product / Service will report back to a specific account in our Profit & Loss

Quete na 1001

A$7.590.00

@ guickbooks.
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* Once the quote has been accepted by the client the quote can be updated from Pending to
Accepted

(“) Quote no.1001

Customer

Email
Estimate status
- v AtA
Pending @
Pending
Billing address Guote date

Expiration date

T Y

@ quiickbooks.
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» The quote will then sit in the transaction tab within the Project Centre
* From here you can create the invoices directly from the quote

'
roe Ra-t (vebeta
e '::m
.

@ guickbooks.
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Purchase Order & Receiving
Partial Purchase Orders




« From the original quote you can create a Purchase Order directly to the supplier for any
Products / Services you need to purchase or Outsource Services, Select the Copy to Purchase
Order button

 Products / Services that will be purchased will need to have the item ticked to say

"you purchase this Product"
Bszsgo.oo

||||||

qulckbooks

28 @QboHub #QBConnect RN ECT




» Create the purchase for each Supplier
 All products/services available to order will appear on the purchase order
» Select the ones you want to order for that supplier

A$1,375.00
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» The purchase orders will have a status of Open until all items on the order have been received

and billed

(' Purchase Order

Supplier

Mailing addross

Ema-l

Purchase Order 9

e TU

tatus

Ship to

Shipping addross

’ -‘p;’_p',

Purchase Order date

Ship via
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» When products/Services have been received you can copy the Purchase order directly to a
Supplier Bill

réer na 1000 x

@ Guiickbooks.
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« Purchase orders can be partially filled by changing the quantity received, any difference will
remain on the purchase order for when the balance of the order comes in or is complete

£ B no 1204SE - g X

A$275.00

@ guickbooks.
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» Select that the item is billable back to the project to ensure the transaction shows in the
transaction tab within the project

A - 1] D X

A$1,375.00

v Category detalls

+ CATRRORY MEACRETION AMOUNT PUANME  CUITOMER  MOEDTY O

¥ Rem cata's

¢ PROOUCT IERVICE SEICRP NHION oy A AMOUN" o

@ quiickbooks.
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» The Bill and the Billable charge will now show in the transactions tab within the project

e Bark Wetase

DA™ o ™™ ~C K Sare BALANCE s e

5
¥

@ quiickbooks.
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» When the balance of the order
is received you can copy the
outstanding purchase order to

a bill.

* Hyperlinks will show you any
transactions that have already

been created

* The received column will show
you how many items have
previously been received on

this purchase order

Purchass Order no 1002

> C:‘o:;:"‘. ceta’s

v Rem oetals

¢ PROOUCT EVCE

OtxTr TN

Ay

AMOUNT  oar

S X

[ - hssso.00

CLTTOMER | MRAGECT  CLAMS otz

A$SE0 OC
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Progress Invoicing




» To use Progress Invoicing you will need to turn it on in your company settings
» Select the Gear Icon> Your Company > Accounts & Settings > Sales > Progress Invoicing > Switch to On

ACCOUNT GNo S8TUINGS

T

mr I

qunckbooks

37 @QboHub #QBConnect CO RN ECT




 Now when you go to create a sales
invoice from a Quote you will be asked
"How much do you want to invoice" and
you will have 3 options:

1. Remaining total of all lines
2. A% of each line
3. A Custom amount for each line

» Select your option and then select
Create Invoice

How much do you want to invoice?
Remaining total of all lines
of each line =

® ) Custom amount for each line

@ Quiickbooks.
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* From the original quote we created we can now see each stage of the project by line item
« We can select how much we want to invoice out for each stage, either as a percentage or amount
« Select the Percentage or Amount from the drop down and then the amount you want to invoice out

¢ MROOUCT eV SeLCRPFTON LA™ ANOUNT  QaY Ciaa

A . ptd ofl B A 0 e Sabtoral ASQ 00

@ Quiickbooks.
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* You can either leave the
remaining items on the
invoice or delete them
from showing on this
invoice

» Select the bin icon on
the last column

Invoice no. 1UUL

 MROoUCTMEVCE

A$3,025.00

oY st AN ot cLAse

S hronal AS275000
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» Select to remove the line , this will remove the line from this invoice but still keep the link to the quote

X

There are multiple lines for Quote #1001. Would you like to remove this
line from the invoice or unlink the whole transaction?

@ guickbooks.
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* When the invoice is created only the 2 line items will show
* You can find the link back to the original quote in the blue hyperlink

imvoice no.1001 » O X
e peunats God o8 AL AN
e * g A$3,025.00
‘ -
S wva o
ooooooo - - e - -
" MROTCT Beree carme o] — ey R aAm
Paep— e 0P boe A it Luteces AS2 TS0 00
Masen
A
Care. ASI O 0
Rawvin dm A32025 00
infurt
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« The quote total and any invoices created can be seen in the bottom right hand corner of the invoice

- o ben PP S ameren ASLTSE 00
. -
»
Totw A32 Q3% 08
Rasren dun A2 23300
-. - -
infurt
@qwckbooks.
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* Choose the custom invoice we created earlier from the customise tab at the bottom of the invoice screen
to use the template for this invoice

Frint or Preview Make recurn g Customise

mr I

qunckbooks
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Send Invoices Later and
Send Reminders in Batches




» Selecting the Send Later box on the invoices will allow you to send invoices out in batches at a later time
» Select the Sales Centre> All Sales > Filter > Filter by Delivery method and select Send Later

e a TV AT detea

A Smen W e e o0

b'..' .. " o m

Sales Transactions

e o
Tyroe
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L e 2 - - -
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-
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» Only the invoices that had the box ticked will appear on the screen

Ad Sawe W rOte Cuttarvan P 000 Lot vcet

Sales Transactions

DAy & hal ~O CotOmen ~oacT oLt oATY ALt BALANCE TOTA PO oY IR 5 TR AITOM
- . L A 4 A3 N S o\ - - Asr v paywrart @

» R -—— 4 A .t al Ada 003 e Ao v parvmel ©

Ve yo » - —— . L A ST X ALl b - B v poyrmel ©
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* From the batch Actions Select the all from the check box

AL Saley LS T ) st ond Carvaer

Sales Transactions

-~
sz a5 Dan - " . R e

L L g

:_J; el = e »o oM reORCT Oun Dare MOV BALANCE  TOTAL BERORE ¢ ot o § e ACTON
v 1 ’ -~ = *ve o= Ba —w= fome L N U el AJl 3 Al » ASI™A Qe 423 02 o e L e i et
v _ L 3 Ve e - s TS T O 48 e adtec o 438 +93 O D b oot parTert ®
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e ~

Al 4
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» Select the Batch Actions drop and select Send Transactions
« All transaction will be sent

AT Sylen B ] Zetrzmeny Mrogeem e Servene

Sales Transactions S Basbeinag ¥

e —
s laet mzeny
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* The filtered screen will now show that there are no transactions to send

A Sime .ot [ ) Prvmdate ot Servriee

Sales Transactions gt Densartume @

] ASO

B AT ey

Py - TN ~0 CumCa e res.el” Ot oaA™r alr . SALANCE TOTM MIPORE - 1o W 4 s alTeoa
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» To send reminders for overdue accounts select the Orange overdue tab on the money bar

Al Sawr —— <o Cuttere Moot o0 Servonn

Sales Transactions g Teonparsons ©

.
B PP LT ey

L WA & e AT
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» - e wm s T ‘e reuce LR 2 A3l 30C X Akt 20 ¢ AL al) 10 ¢ - ' S vve bt @
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» Select the Batch Actions drop and select Send Reminders

AL Sales e Lo ey boa 02 lerv e
| — —— o —

Sales Transactions et T pnsm Yoy ®
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3 Ve ge =" Tow teea AT ) Als 0*2 2 agy w0 o< AbY® 2O AlA 80T IC - dom e Mo atve payr—dt @

@ quiickbooks.

52 @QboHub #QBConnect CO RN ECT




« The reminder email will appear for you to modify the message to be sent to customers

Send reminder email for 1001

To Cc/Bcec

Aahalfd@amail com
qoolC@gmall.con

Subject

Reminder: Invoice [Invoice No.] from House of Stark Creatives
Message

Dear The iron Bank of Braavo

ust & reminder that we have not received a payment for this invoice

et. Letus kno ou have questions

hanks for your business

-~
House of Stark Craatives

X

53
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Unapplied Cash Payments




* An account called "Unapplied Cash Payments Income" account may sometimes
appear on your Profit & Loss report when run on a cash basis

< e
o~ o ‘
(T ™
- ew - ®

RO AND LOES

@ guickbooks.
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 This account appears when the payment applied to the invoice is dated before the invoice date

« To fix this change the date the payment is made to after the invoice date, or change the invoice
date to before the payment date

Recorve Payment ‘o ’ X

A$3,025.00

s e Dot Dt DERODGAL SO oy o ) TR S 4 Pa T

@ Quiickbooks.
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Bulk Re-Categorise Expenses




« If you have bulk expense transactions that you need to change to a different general ledger code
you can do these through the Expenses Centre. Select the Expense Centre > Expense Tab

’ &
£
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» Select the transaction you want to change from the batch actions.
* You can see the category these are currently allocated to in the category column

LT £ e
—
N . Y™

R L] (AT Pl MrOe A o e
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» Select the category you want to change the transaction to from the dropdown.

Categorise Selected

[ d

=1

Categorise Selected

Repairs and maintenance]

‘ Cancel

Categorise Selected

Repairs and maintenance

Salary and wages - staff

Shipping, Freight, and Delivery Post
Staff amenities

Subscriptions

Superannuation

Telephone & internet expenses
Travel expenses

Uncategorised Expense

Category updated to Repairs and maintenance for 4

transactions.

60 @QboHub #QBConnect
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Clean Up Unbilled Expenses




* From the transactions we created earlier we select to make the bills billable back to the project so
that they would appear in the transaction tab within the project

« These transactions may not necessary need to be billed to the client
« We can clean out billable expense up to a certain date in one go

Unbilled Time and Expenses for The lron Bank of Braavos's Iron Bank Website Report

l
@
f

UNBALID TIMAE AND TXPENSLE TOR THE MONM BANK OF BRLAAVOE 'S IOM BANE WIRTY

vy PRANA T ey - . [ e - PALAN

@ Quiickbooks.
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 Type the following url in the address bar: hitps://c17.gbo.intuit.com/app/managebillableexpense

o . House of Stark Creatives

Dhashnnasd
"N N

A$15290.00

BT )
TOT AS3 02500
At [mess s smis 2 |
B Sed Seles

ASS5.109
Vo Ay -

Eepenses

AS3.201

Thet's it For few!

| RS

» AL

o AYIAL

Mode and Loss

AS1,908
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« Select the date you would like to close all of the unbilled expenses to and select save

Hide unbilied sxperans X

Let’s clean up your unbilled expenses Whers do the expenses
.  Babde : asppear?

M A e el
wpaaes

Ve wp bere s Te wide
- e e

30 2l wl Caperrnn

v Cloned
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» Billable expenses will no longer appear in any reports or transaction lists

Unbilled Time and Expenses for The lron Bank of Braavos's lron Bank Website Report

L ]

House S olan

UNRLLED Totl AND P EnSES FOR Fall 0N BANE OF BLAAMOS S MON BANK miRsTE

@ quiickbooks.
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How to Record Wages and
Allocate to Projects




 Currently you can only use Locations and Classes from QuickBooks and link them in to Key

 This is an easy work around to allocate your wages to any projects you have
« Select Employees > Payroll Settings > PayRun Settings > Locations

[mployees
© 4vvur

$0.00

2

1T o0 QO NN

: |

sjoed
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* Add a new Location

» The name of the Location will be the Project name

 This will be a sub account of your main location which as a default is your company
» Make this location available to all employees and Save

Location

Name

Bank Websitel

is a sub location of

State

68
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 Now when you create a pay run you can allocate the amount of hours worked by employee and
by project

« Add a new earnings line from the Action tab to add hours for more than one project in a PayRun

Fay U

Letve Actrsed

Naotes for thia Pay Bus

@ Quiickbooks.
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 After you have finalised the payrun, open the journal entry from the search box, it should be the first
transaction in the list

. C 0 o 1T R R GO g * B8 -~ =0 .

@ Giickbooks.
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* The location you created in KeyPay will now appear in brackets within the description on the
journal entry

Jourrasl Entry no o X

¢ Ao cee™ O™ DO Soa Sare e L AT oA

[Reovitmmntiartn dore— ]

@ quiickbooks.
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« Find the line items with any Locations and then map to the project from the Name column drop down

Journal Entry mo.1 N X

LI e Man CMERTE MO T

MNP e b

ek R .

@ guickbooks.
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» Wages expenses will now appear on the Profit and Loss and can be ran per Project

House of Stark Creatives

PROJECT PROFITABILITY FOR THE IRON BANK OF BRAAVOS'S IRON BANK WEBSITE (WITHOUT

TIME COSTS)
AJ Dates
TOTAL
Totsl Services 2,750.00
Total Income AS2.750.00
AS2.750.00

Total Expenses AS9 959.09

AS -7 20909

@ quiickbooks.
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» The Wages expenses will also appear on the Project Dashboard under Expenses

\rar Bamk Webane

262.1%

AS9,959.09

e v

AS-7,209.09

@ quiickbooks.
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* You can also use the Time Billing feature in QuickBooks online for Employees and Contractors to record
time spent on a Project

» Employees and Contractors can be given access to QuickBooks through the Time Only User
» Time Activity can be entered either on a single entry or weekly entry

» Ensure the Project is select at the Customer/Project Dropdown & put the Project name in the description
here as well

75 @QboHub #QBConnect CQ F\»N ECT



* Any time recorded will now appear within the project dashboard
» This can be billed out to the client

» Or the time activity can be imported into KeyPay as employee timesheets and wages recorded against
the Project

.
rirs Rark Welate

275.2%

AS$2,750.00 AS$10,319.09 AS-7,569.09
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 To import timesheets to KeyPay — Employees > Manage Employees > Import Timesheets

Employees
© snvear

$8,322.00

D
O

O

Fwyraywes

22 U8 U0

<e U0

LM W T

@

@ quiickbooks.

77

@QboHub #QBConnect

CONNECT



» Import Timesheets from QuickBooks

Timesheets

Import Timesheets

Upload file RoWes

@ quiickbooks.
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» Select the date range you want to import the timesheets for and select whether you want them to be
automatically approved

» Select Import

Timesheea!s

Import Timesheets

@ Guiickbooks.
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* Progress of your import will appear on the next screen
» Select your next steps, here we will select Approve Timesheets

T sneatls » w

Import Timesheets

o

@ guickbooks.
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» Make any changes and/or approve your time sheets
* You can edit the location here to ensure the Project is correct

Approve Timesheets Ovete Pt | Sy |
L 4 >
o
L
@ quiickbooks.
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» Confirm your approved timesheets

x

Timesheets

o Corfum apgrtrve Tmesheets

@ guickbooks.
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* When you create your PayRun for the date range of the time sheets you imported you will be able to import
the sheets to the payrun

Import Timesheets

mr I

qunckbooks
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* The project name will appear in the timesheet box
(we added this in the description when the time activity was entered)

 Select the correct Location (Project) from the dropdown for each line item
 Finalise the payrun

A L

Leave Asirved

@ quiickbooks.
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« Open the journal entry created from the payrun and add the Project in the am column for all Projects

Journs Entry no. 2 ) X

. - tent et (™ ey me - ] T AT N L)

» » »
o Nerh Mvia e ot ot e v Row .
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« The Time Activity entered can be seen under the Time Activity tab on the Project dashboard and Wages

recorded will appear in the Wage Expense account

wae Do Welete

-286.1%

b SN - 1IN

DeLOTEL woPPLEY

wernce

fOtey g

oM

PO COnY

Af)sl 20

PLLARE Teee PLLABLE AMOUNTY
3 as0.00
@ quiickbooks.
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Questions?

#QBConnect | WiFi: QBConnect Password not required




Rate this Session on the QuickBooks Connect Mobile App

Provide feedback to help us design content for future events

2. Select Title

1. Select Sessions 3. Add Rating and Comments
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CONNECT Creating a High Performance Culture
May-30-2019 May-30:2019 10:30 AM - 1130 AM
My Profile
Best for All Audiences
fo= Activity Feed Registration & Breakfast Creating a high performance culture starts with finding the
e o el right people. Often leaders hire in their own image and miss
\ out on the value of a different perspective. The ability to find
Morning Keynote unlikety leaders and see beyond the surface behaviors
&Y ) peor esent is a key skill needed for small bus
Y/ Twitter owners looking to grow and create cultures of innovation
>4 countability and high performance
Break & Exploration

Agenda at a Glance

Sessions

Personal Programme

Speakers

i Inbox

Floor plans

Exhibrors

Beyond Word of Mouth: Winning New Clients Online

Sera Awad

Creating a High Performance Culture
Anneli Blundell

Getting Your Small Business Ready for Single Touch...
Lielette Calleja

Taking Control of Your Business Finances
Kane Munro

Ten Steps to Better Quality Data
Grant Pattison, Grant Quick. Sam Rotberg, Sholto Macpherson,

Lunch & Exhibits

In this intriguing and engaging talk, Anneli will challenge
what you think you know about finding good people for

s, especially if you don't click with them! She'll
key distortions that affect our ability 1o cuftivate
brilkance in others and find uniikely leaders and what to do
about it

Ideal Audience: Anyone who relies on others to deliver
results

Anneli Blundell
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Material Download

1. Find the session on the agenda
2. Select + for more information

3. Download PDF of slides and/or
supplemental material
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