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What’s New in QuickBooks® Desktop 2017

INTRODUCTION: ABOUT THIS COURSE

In this guide, you will find a summary of each of the new and improved features in the just released
QuickBooks Desktop 2017. Learn how these features can save you and your client’s data entry time,
improving the overall experience with QuickBooks. Your clients will find it easier to work with QuickBooks
in 2017 with many end-user focused features and improvements. Learning about these features will help
you recommend the right software solution for your clients.

WHAT WE WILL COVER IN THIS GUIDE

This guide details the new and improved features of Intuit QuickBooks Desktop 2017 including Pro,
Premier, Accountant and Enterprise.

This guide is divided into the following sections:

® What's New and Improved for QuickBooks Desktop 2017
® QuickBooks ProAdvisor Program

® Using QuickBooks Accountant ToolBox

LEARNING OBJECTIVES

After attending this course, you will be able to:

® |dentify new and improved features that will help you and your clients work more efficiently using
QuickBooks Desktop 2017

® Recognize the value of the QuickBooks ProAdvisor Program

® | st the steps to using the Accountant ToolBox at your client’s site
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INTUIT QUICKBOOKS DESKTOP 2017: OVERVIEW

Designed to improve efficiency with data entry and improve access to critical information.

Businesses that use QuickBooks love to work with software that is easy to use and provides a variety of
dashboard tools helping the business owner make informed management decisions. With QuickBooks
Desktop 2017, small businesses can complete their financial and accounting responsibilities with a
minimum amount of effort so they can focus on growing their business.

@qmckbooksr ’ @ §liickbooks,

USIN

Desktop Pro

¥| Organize your business finances
allin one place

Professional

MALL BUSINESS ACCOUN

DeSktop Premier General Contractor

|¥] Industry-specific tools and reports Choose Manufacturing

! Business planning tools ONE

 at install

¥! Instant reports on sales,
expenses and profit

¥/ Includes all the features of Pro

General Business

@c'i't"l"lckbooks.- i @ quickbooks.

Enterprise

{ Master progrom for occountants |
wh e b i Payrrent

A A v ——
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WHAT’S NEW AND IMPROVED FOR QUICKBOOKS
2017

QuickBooks Accountant Desktop 2017 adds even more tools and improvements to empower you and
your clients to work more efficiently. These features include:

NEw! SCHEDULED REPORTS

Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017. Note: Scheduled Reports
does not function in a multi-user or hosted mode, or if multiple versions of QuickBooks Desktop 2017
are installed on the same computer.

How to access it: From the menu bar select, Reports, Scheduled Reports, Schedule Setup. The
report schedule can later be modified from the menu bar by selecting, Reports, Scheduled Reports,
Scheduled Report Center. Individual email preference must be completed from the menu bar by
selecting, Edit, Preferences, Send Forms and completing the required information

What this feature does: Get timely insight with automated Scheduled Reports. With the Scheduled
Reports feature, your client can schedule automatic email delivery of reports to you or others that
need to stay informed. Accountants can also schedule reports for automated delivery to their clients.

Note: Scheduled Reports does not function in a multi-user or
hosted mode, or if multiple versions of QuickBooks Desktop 2017
are installed on the same computer.

Scheduled Reports uses Microsoft's Task Scheduler to complete
the automated sending of the reports.

Note: The initial setup of a Scheduled Report requires the user to
run QuickBooks with Windows Administrative Rights.

Additionally, only the QuickBooks Admin user can create, edit,
inactivate or delete a Scheduled Report setup.

Open file location

Run as administrator
Scan with AVG
in to Taskbar

Scheduled Reports can only be setup when QuickBooks is in
Single-User mode.
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To Run QuickBooks as the Windows Administrator, right click on the QuickBooks icon with a windows
mouse and select Run as administrator. This is only required initially when a Scheduled Report is setup.

There are a couple of preferences that need to be set appropriately for this feature to work: First, make
sure the My Preferences for Keep QuickBooks running for quick startups is not selected.

Preferences x

B2 Accounting A My Preferences Company Preferences “
B sis

m ["] Pressing Enter moves between fields Bring back all one time messages Cancel
Calendar
Aut : : 3 products Hel
BZ Checking “ wh Keep QuickBooks running for quick e

% Desktop View v Be startu psS Default

v Finance Charge 7 Au ction or

n Genera @ Warn when editing a trans A e
% < - S uickBooks running for quick

... Integrated Applications =~ startups Reminders

| i ttems & Inventory AUTOMATICALLY RECALL INFORMATION

Make sure preference to “Keep QuickBooks running for quick startups”is not selected

Secondly, the Send Forms preference will need to be completed. Scheduled Reports works with Web
Mail or Outlook. But will not work with the QuickBooks E-Mail option.

Note: If Outlook is selected it will need to be running at the time selected for sending the scheduled
report(s).

Abcountng A My Preferences Company Preferences “

By sis

Cancel
m Calendar @ Auto-check the "Email Later” checkbox . Use "Plain Text” format
| if customer's Preferred Delivery Method is e-mail. ~ for e-mailed invoices. Help
=$ Checking
" Desktop View SEND E-MAIL USING: Default
Finance Charge
@ General Also See:

:' Integrated Applications

& ltems & Inventory
£ Jobs & Estimates

General

@ Muttiple Currencies
‘g Payments SEND E-MAIL USING:
Ef Payroll & Employees §h0W
@ Reminders @ Web Mail
.||| Reports & Graphs
ﬁ Sales & Customers O Outlook
i?g S O QuickBooks E-mail Check for valid subscriptions
Search
B®  Send Forms Please refer to the 'Send email using’ section in Help to understand how to
88 service Connection configure a default e-mail client
Speliing
v

Scheduled Reports will work with Web Mail or Outlook E-mail settings




What’s New in QuickBooks® Desktop 2017

To schedule a report, it must first be memorized. To memorize a report, customize as needed and then
select the Memorize button at the top of a displayed report window. The memaorized report(s) can now be

included in the Schedule Setup.

Customize Report

Comment on Report

| Memorize | =

- -

E-mail

Dates This Fiscal Year-to-date

~ From 017014

Show | Applied Filters

10:21 AM
12115121

Accrual Basis

Total Income

¥ Job Expenses

Job Materials

Rock Castle Consti

Profit & Loss
January 1 through December 15, 2021

¥ Cost of Goods Sold
Cost of Goods Sold

how Columns

To 12/15/20

Total Construction Income
¥ Reimbursement Income
Permit Reimbursement Income
Reimbursed Freight & Delivery

Total Reimbursement Income

Equipment Rental
Freight & Delivery

ru

>~

Jan 1 - Dec 15, 21
447 537.34

1,223.75
896.05
2,119.80
44965714

14,766.19
1,850.00

787.10
98,935.90

Scheduled Reports must first be memorized

After you are logged into the file with Windows Administrative rights and as the QuickBooks Admin user
and you have completed the aforementioned preferences you are ready to schedule your report(s). The
selected reports will be attached as individual, password protected PDF’s to a single email.

Schedule Setup

SELECT REPORTS

Memorized Reports
Report Group:  <All Reports>

REPORT

Vendors:A/P Aging Summary

Profit & Loss This Fiscal Year to Last Month

Profit & Loss by Job

Missing Invoices

Balance Sheet This Fiscal Year to Last Moni

Employees:Payroll Summary

Employees:Payroll Liabilities

Employees:Payroll ltem Detail

] Customers:Open Invoices

Customers:Customer Balance Summary

Cancel Help

-

DATE RANGE
Today

This Fiscal Year-to-Last Month
All

All

This Fiscal Year-to-Last Month
This Month-to-date

Custom

This Month

Today

Al

Selected Reports (2)
@ Balance Sheet This Fiscal Yearto La... X
@ Profit & Loss This Fiscal Year to Last... X
| Next

Memorized Reports can be selected on the Schedule Setup window
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After choosing the reports to include in the Report Schedule, you will need to select the schedule time for
delivery of the reports. Schedule Reports offers a variety of pre-defined frequencies including:

o Daily ° Monthly
o Weekly ° Quarterly
° Every Two Weeks

Reports can be sent on the hour, either a.m. or p.m. times using Microsoft's Task Scheduler.

® Schedule Setup

(2]

REPORTS SET SCHEDULE COMPOSE EMAIL
@ 2 reports selected

* Schedule name Accountant Year to Last Month

* Frequency Daily -
* Start date |9/6/2016
*Time 7:00 v PM v

[¥] Notify me 4 hours before sending this email

[ We'll email these reports every day at 7:00 pm, starting on 09/06/2016
(2] Next email will be sent after 46 minutes.

A We can email reports even if you've closed QuickBooks, but make sure to:
{_1J e Keep your computer on (Turn off sieep mode).

e Open Outlook if you use it for email in QuickBooks.
e Close other company files.

* Required

Define a scheduled time for the automated delivery of the reports

The last step in creating a schedule is to compose the email that will accompany the reports. In this last
step you complete the following:

® Type the email(s) for distribution, separating them with a semi-colon
® Optionally edit the default email Subject line content

® Required — assign a password that will be required to open and view the attachments

® Optionally edit the default email Body content
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ab Schedule Setup x

SELECT REPORTS SET SCHEDULE COMPOSE EMAIL
*To whatsnewgb@gmail.com
You can also email reports to yourself. Use a semicolon to separate multiple email addresses

Subject Report(s) from Best Builders

Attachment(s) {m} Balance Sheet This Fiscal Year to Last Month (3} Profit & Loss This Fiscal Year to Last Month

* Attachment(s) password eeeessee esssecce (7]
Body ' Hello,
Please review the attached report(s). Feel free to contact us if you have any questions.
Thank you.
Sincerely,

Laura Madeira
Best Builders

* Required

Cancel ‘ Help Back m

Assign a required password (does not need to be complex) needed to open the attachments

After the Report Schedule is setup, the Admin user for the QuickBooks file can view the Schedules,
Modify the Schedules, Delete the Schedule or Inactivate a Schedule from the Schedule Report Center.

Scheduled Report Center

Scheduled Report Center Schedule Setup
SCHEDULE NAME SCHI D FOR LAST EMAIL NEXT EMAIL STATUS ACTION

Cash Flow Statement ‘Weekly, on Tuesdays 7:00 pm 9/6/2016 7:00:26 pm 9/13/2016 7:00:00 pm [¥] Active

Admin user in QuickBooks can view, modify, inactivate and delete a Schedule Setup

QuickBooks will also provide notifications of Upcoming scheduled reports if that option was selected in
the Set Schedule window.
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If for some reason the scheduled reports do not send successfully, a message will display with the reason
and a recommendation for successfully completing the process.

) Scheduled Reports Notificatior N ==

@ Reports didn't send
We can't send Accountant YTD Financials from sample_product-based
business file because two QuickBooks windows are open.

To send your scheduled reports:
Close both QuickBooks windows, then click Continue.

g

@ Scheduled Reports Notification (o @ |[=] Continue

‘

Upcoming scheduled reports.

J We'll email reports even if QuickBooks is closed.
Keep your computer on (with sleep mode off) and other company files closed at these times.

COMPANY FILE SCHEDULE NAME SCHEDULED TIME
Best Builders Accountant Year to Last Month 07:00 PM
Best Builders Cash Flow Statement 07:00 PM

Schedule Reports provides notifications of success or failure of the automated send

A few technical details about working with Scheduled Reports:

Original setup of a Report Schedule must be done by launching QuickBooks with the “Run as
Administrator” windows option, or with User Account Controls set to “Never Notify”.

Preference must not be selected to Keep QuickBooks running for quick startups.

Automated reports will be sent even if QuickBooks is closed. Computer where QuickBooks is stored
must have sleep mode in power settings disabled.

If you are using Outlook as your email delivery option, Outlook must be running to permit the report(s)
to be sent at the scheduled time.

The following are not supported scenarios for Scheduled Reports:

The company file is open in multi-user mode at the time of the scheduled report. QuickBooks must
either be closed or launched in single-user mode to send the scheduled report(s).

If multiple QuickBooks files are used, the reports will only be sent if the scheduled time aligns with the
currently open QuickBooks file.

Using QuickBooks as your email delivery option. Please change your preference to either webmail or
Outlook.

Multiple editions of the same version of QuickBooks 2017 installed on the same computer. For
example, if you have QuickBooks Pro 2017 and QuickBooks Enterprise 2017 installed.

Scheduled Reports is not supported for QuickBooks in a hosted environment with roaming profiles.

10
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Available with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.

Accessible: When adding a customer or job to a transaction.

What this feature does: In QuickBooks 2017, the Smart Search is extended to look for a match in the
first few characters of any part of the list name. That is looking for a match in the first word, second

word, and third word and so on.

=10= | Custom Kitchens of Bayshore 12152020 &
<.c | Custom Kitchens of Bayshore L

Butch Brown

923, Industrial Way

Suite 101

Bayshore, CA 94326

DUE 12,10000

02113120
< Net6

Expenses 5000 tems $2,100.00

CabbotsCisin, =[Ol fl()’\i < Add Now>
o>
I
Q\)\ Allard, Robert

.

S /o Allard, Robert:0425{ [T ~

042516 Remodel

Save & Close

Now, in QuickBooks 2017, when
characters are typed, the resulting
display will find all listings where the
first few characters of any of the words
in a list name match.

In this example, 042 was typed and
two listings displayed. One with the
same characters in the third word of a
name, the other with matching
characters in the first word of the
name.

Contractor’s often using naming
conventions that include the job start
date

Previous versions of QuickBooks, when you
would search for a name, and typed a few
characters, the resulting display would only
be those list names where the first few
characters of the first word of the full name
would match.

In this image, | have typed 0425 and one list
match was displayed, the one where the first
word in the name had the same characters.

ENDOR  Custom Kitchens of Bayshore

~es= | Custom Kitchens of Bayshore
Butch Brown
923 8. Industrial Way
Suite 101
Bayshore, CA 94326

S Net 60

Expenses $000 items

121152020 @
8569

£ 12,100.00
02113/

(] L2516 Remodel e

$2,100.00

~ Custom
Cabinets

Cabinets - Custom

1 210000 /—" <Add New >

Abercrombie, Kristy
Family Room 042516
Allard, Robert
042516 Remodel

Smart Search will find matches to the first few characters in any word in the list

For this feature to work make sure you and your client have the My Preference, General Preference to
Automatically open drop-down lists when typing with the checkbox selected. This preference is not
checked when starting new in QuickBooks so it will need to be reviewed for each individual user.

11




What’s New in QuickBooks® Desktop 2017

Preferences x

A

EZ Accounting My Preferences

Company Preferences

B sis

m Calendar

EZ checking

ﬁ Desktop View

Finance Charge

:‘ Integrated Applications
E% ftems & Inventory

Pressing Enter moves between fields
utomatically open drop-down lists

Automatically p

Automaticall
when typing

« Warn when edi

AUTOMATICALLY R

——
Bring back all gne time messages Cancel
Turn off pop-up messages for products Help
and senvices
i Default
y open drop-down lists Also See:
Reminders

Smart Search will only work when this preference is selected

NeEw! IN BETWEEN AMOUNT SEARCH

Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.

How to access it: From any displayed report, select Customize Report, and from the Filters Tab, select

Amount on the left. A search option is offered for an amount range. You can also access this from
the menu bar by selecting, Edit, Find or Edit, Search.

What this feature does: Now you can search between values to find a transaction without having to

ModfieRenort: Sales by Customer Detail

Display Fonts & Numbers
Modify Report: Sales by Customer Detail
CHIOSE PR CURRENT FILTER CHOICES . 2
f Display Filters Header/Footer Fonts & Numbers
Search Filters LTEF :
‘ Date || TEHO0sE FILER CURRENT FILTER CHOICES
|Account e Al [Search Fiters Amount FILTER SETTO
{Aging Name o | [N — i Amount 1,000.00t0 5,000..
— y
Account A Date This Month-to-date
Aging ' e=- @<= @ Item All sales items
Billing Status Name All customers/jobs
| Al prrre—— e
i SRS RSPSIS— L ® From 1'OOOUD To 5,000.00
. B-Day
AMOUNT FILTER
Billing Status
Enter the specific amount of the Tramsereworr(QuickBooks ,\6
ignores positive and negative signs here.) 0 lected Filter
’L AMOUN
o
(8) _En(er —
0P oo @ From 1,000.00 To 5,000.00
Tell me more...

New From amount range in filters, modify, find and search windows

12
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NEW! VENDOR AND CUSTOMER TYPE FILTER

Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.
How to access it: From the Customer or Vendor Center.

What this feature does: Efficiently filter the Customer or Vendor Center displayed list by Type, with new
filter option included.

How does this feature help you or your client work more efficiently? We have had a field where we
could define a type for customers and vendors. We could filter reports for the type assigned, that was
about all we could do with that field. In QuickBooks 2017 the displayed list in the Centers can be
filtered for the type assigned. This filter options can be useful for any QuickBooks user that would like
to see the list for a specific type, and then manage the filtered information that displays.

Customer Center: Abercrombie, Kristy

gb New Customer & Job ¥ % New Transactions ¥ Lj; Print ¥ Excel ¥ EE] Word ¥ a Income Tracker
Customers & Jobs Transactions C t | f t V4
ustomer Information 6 p—
Custom Filter... v > 5
Company Name Main Phone 415-555-6579 9/15/2003: Send Kristy
Main Email Kristy@samplename.com estimate for den remodel.
9/20/2003: Called Kristyto ...
(e Search  Search Within Results
o e REPORTS FOR THIS CUSTOMER
+Family Room [Customer Type - QuickReport
siiicien All common fields Open Balance
+Remodel Ba.. Name fields n Cancel Help Show Estimates
Allard, Robert | by — ] ar@nane - M
siAllard, Robel : Address fields o=z = ==
+Remodel 14,510.(
Phone fields ons Contacts ToDo's Notes Sent Email
+ Babcock's Musi. 0.0
“Remodel ol All Transactions ~ = riersy Al ~ pate  This Fiscal Year ~ | 01/01/2020 - 12/31/2020
Customer.Job Name
+ Baker, Chris 0.0 DATEY i ACCOUN T T
+Family Room t 12/15/2020 10100 - Checking 763328 =
+Garage Rep... 2 613 12/12/2020 90200 - Estimates 7,676.13
+ Balak, Mike 1091 12/10/2020 11000 - Accounts Receivable 4522.00
+Utility Shed 476 12/01/2020 10100 - Checking -711.15
» Barley, Renee emo S B 210112020 41000 - Z1148 o
REpaIE Phone fields il
e Transactions|| | C3! Gas & Electric 122€
Cal Telephone 91 ons Contacts To Do's Notes
CalOil Compan:
Ry All Transactions ~  Firersy Al
City of Bayshore
City of East Bays... =
D
City of Middlefield et £230
Custom Kitchen... e 208
Daigle Lighting
Davis Business ...
Vendof Type ransactions v Run Reports -

Filter displayed data in Centers by Customer or Vendor Type Assigned

13



What’s New in QuickBooks® Desktop 2017

NEW! VISUAL REMINDER TO RECORD MAKE DEPOSITS

Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.
How to access it: Displayed on the Home Page when there is an Undeposited Funds balance.

What this feature does: QuickBooks users are now notified with a badge on the Make Deposits on the
Home Page when there are funds recorded as received for customer invoices but not yet recorded as
deposited to the bank account. This feature is a visibility improvement and does not change the
workflow in QuickBooks for recording payments and making deposits.

Sample Rock Castle Construction - Intuit QuickBooks Enterprise Solutions: Accountant 17.0 - X%
Eile Edit View Lists Favorites Company Cu: Vendors Inventory Banking Reports Window Help v ]a
¢ |3 Home x
You are using a sample
company file VENDORS COMPANY
Create a new company file ED @ B @
Purchase Receive Enter Bills Manage Chart of Inventory
Orders Inventory Against Sales Accounts Activities
My Shortcuts Inventory Tax
® @, Eg
§ flomo Items & Order
Enter Bills Pay Bills Services Checks

‘* My Company

® Income Tracker % CUSTOMERS

Y il ke Sales &= Create Sales
Orders Receipts
. N Accept
il Catendar Credit Cards
= =
@ My Shortcuts % @
= View Balances Estimates Create Receive
Invoices Payments
M Run Favorite Reports R eco rd
B Open Windows B B Deposits
Statement Finance Statements Refund:
Charges Charges & Credits
Do More With QuickBooks
EMPLOYEES
g Turn on Payroll a . a E !E! - @
= E Print Enter Credit
€9 Freeodeas Somp Quols Payroll Enter Pay Pay Process  HR Essentials Checks Card Charges
Center Time Employees Liabilities Payroll and Insurance
&5 Order Checks & Supplies Forms

@ Finance with Confidence

New badge to remind users to Record Deposits to bank accounts

14
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NEw! CREDIT CARD CLEARED STATUS

Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.
How to access it: From the menu bar select, Banking, Enter Credit Card Charges.

What this feature does: View easy to read credit card charge status resulting from reconciliation of credit
card statement in QuickBooks.

Enter Credit Card Charges - QuickBooks Credit Card

Main = Repors 2 oA
5 & .
& D s E S@ B Create a Copy @ &8 Download Card Charges & 0) @
Find New Save Delete @ Memorize Attach elect E Clear Recalculate »
4 File Spiits
ez
S IC M ickBooks Credit Card IR IORITIS FELY 94.20

URCHASED FROM  Express Delivery Service 12702020 @
VOUNT  69.20
Expenses $69.20 ltems $0.00 Ready to pay a credit card bill?
63100 - Postage 69.20 Overhead (=

Cleared status displays on credit card charge and credit transactions

NEw! FEATURE TOUR

Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.

How to access it: Opens automatically with the install of QuickBooks 2017. Can also be opened on
demand from the menu bar by selecting, Help, New Features, New Feature Tour.

What this feature does: Want a quick way to see the new features in QuickBooks? Easy to share with
your clients by instructing them to view the Feature Tour.

- ==
Easity Schedule Reports
e
Save Time On Search
Easier Amount Search 8 N
Amount Search
Find Customer/Vendor Faster eoy p . \
i) » 10100 Checking i
Report Fiters Made Easy P 10300 - Savegs
[ o0 -prarcomn
i Y o
Insight into Deleted Users drop-dow st Indicats whether of nat jou wa)| 1000/ Acomnis Recsioie
[ a0
[ 20 tmtonsese
Quickly SelectFilers b1 [ i oo it
[+ 1300. P emassis
Keep Deposits in Order I/ 13400  Retainage Recenatle
Track Creatt Cara Status Select All Clear AR
KN o
Select or exclude filter values faster using Select All and Clear All
See it in action: From any report, click Customize Report. Choose a filter (like Account or Name) and click Multiple accounts.
Leam more
s

Direct your clients to the new Feature Tour
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IMPROVED! REPORT FILTERS VIEW AND MODIFICATION

Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.

How to access it: Select the Show Applied Filters located in the top left corner of any displayed report.
Optionally select Hide Applied Filters to remove them from view.

What this feature does: On a displayed report, users can select Show or Hide the Applied Filters. Users
can easily modify the filters, by clicking the filter description on the displayed report to open the
Modify Report with the selected filter active. It is also easy to remove a selected filter by clicking the
X next to the filter.

If the report is printed when Show Filters is selected, the filters will print on last page added to the report.
If Hide Filters is selected, the filters will not be included in the printed report.

= Profit & Loss by Class - X
Customize Report Comment on Report Share Template Memorize Print v E-mail v Excel v Hide Header | Collapse Refresh
Dates This Fiscal Year ~ From 01/01/2020 E To 12/31/2020 E ShowColumns Class ~ SortBy Default -

Hide | Applied Filters: Account: All income/expense accounts X Class: Multiple classes... X Date: This Fiscal Year X

313 PM
12/15/120

Accrual Basis

Hide | Applied Filters: Account: All income/expense accounts X Class: Multiple classes... X Date: This Fiscal Year X

- >

¥ 40100 - Construction Income

40110 - Design Income 3,152.74 33,576.51 36,729.25
40130 - Labor Income 52,696.44 155,528.98 208,225.42
40140 - Materials Income 68,401.16 51,519.51 119,920.67
40150 - Subcontracted Labor Income 58,492.30 24218.05 82,710.35
40199 - Less Discounts given 0.00 -48.35 -48.35
40100 - Construction Income - Other 0.00 0.00 0.00
Total 40100 - Construction Income 182,742.64 264 79470 447 537.34

Show or Hide filters on a displayed or printed report
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IMPROVED! DELETED USERS ON AUDIT TRAIL

Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.
How to access it: From the menu bar select, Reports, Accountant & Taxes, Audit Trail.

What this feature does: Improvement is for instances where a User Name was deleted by the Admin
User. The Audit Trail will now retain user names association with transaction changes for deleted users.

9:22 PM Rock Castle Construction
s Audit Trail
ntered/Last Modified December 15, 2020 ,\
Num Entered/Last Mg State Date Name ng o Account Split
Check 491 60
491 12/15/2020 21 12/08/2020 '\)\(‘J .alefield VOID: 10100 - Checking 54000 - Job E..
wnnny Melton, DD...  Building permit 54000 - Job Expen... 10100 - Chec..
491 12/15/2019 11:00:2 ob E..
Admin (logged on) Add User... Chec..
John Smith )
Edit User...
Delete User
Delete User
ﬂ Are you sure you want to delete "John Smith™?
Setth v [HEN
Earlier versions of QuickBooks would report “Unknown user” for deleted users
Show | Applied Filters
3:42PM odified by Rock Castle Construction
120 Audit Trail
ered/Last Modified December 15, 2020
Num Entered/Las Name Memo Account Split Debit Credit
936 Jacobsen, DougiK... 12000 - Undeposit... 10100 - Chec... 2,000.00
Transactions entere)y JONN Smith [Deleted User]
Bill 1234
1234 12/15/2020 A Cheung Limited 20000 - Accounts... 54000 - JobE... 500.00
Baker, Chris:Family...  Painting 54000 - Job Expen... 20000 - Acco... 500.00
W0 Smith [Dele...  Latest
Check 515
515 12/15/2020 15:39:46 020 Vu Contracting 10100 - Checking 54000 - JobE... 500.00
Kristy Abercrombi... 54000 - Job Expen... 10100 - Chec... 500.00
515 12/15/2019 11:04:17 Admin Prior 12/15/2020 Vu Contracting 10100 - Checking 54000 - JobE... 1,000.00
Kristy Abercrombi... 54000 - Job Expen... 10100 - Chec... 1,000.00

QuickBooks 2017 retains deleted user names with transaction activity
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IMPROVED! QUICKLY SELECT FILTERS

Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.

How to access it: From any displayed report, click Customize Report, then select the Filters tab. From
the selected filter, choose Multiple.... at the top of the drop-down menu choices.

What this feature does: Easily view and select multiple report filters. In previous year’s versions of
QuickBooks desktop, users had to carefully scroll through a list to pick the individual filtered elements.
Now, in QuickBooks 2017 when selecting multiple items in a filter for a report, the list is displayed
clearly, and a Select All or Clear All option is provided.

Modify Report: Profit & Loss by Job

Display Filters Header/Footer Fonts & Numbers

CHOOSE FILTER CURRENT FILTER CHOICES

nam Name FILTER : SET TO

Account All income/expen...

Date This Fiscal Year-t...

'Multiple names... -

Name

e S Select Name

Name Addre{™

Name City o Mzl Abercrombie, Kristy

- >

Selectthe name from the list, then click

Name E-Maif ok Family Room

0’\6 Kitchen

7 Automatic

NAME FILTER *6 Remodel Bathroom
Enter the exact namr - then click
Choose th OK. 6 O “ Allard, Robert
drop-down \G\(s Remodel
O.\) Babcock's Music Shop
Apply v
| oK \
Cancel

Selecting multiple list items in prior versions looked like this

18
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Modify Report: Profit & Loss

Display Filters Header/Footer Fonts & Numbers

CHOOSE FILTER CURRENT FILTER CHOICES

name Name Fl

= Account }AII incomelexpen...
| Multiple names...

' Active St

Date ‘This Fiscal Year-t..

Name

Name Acc.Num/Note iAll customers/jobs

L)

Name Address
Name City 'S
Name E-Mail

Search

NAME FILTER Abercrombie, Knsty

- >

Family Room
Choose the types ofnames ora Kitchen

drop-down list. Remodel Bathroom
/'  Allard, Robert

v Remodel

' Babcock’s Music Shop
I Remodel 1 Revert
| Baker, Chris —

Select All Clear All Help

Selecting multiple list items offers a new Select Name window

IMPROVED! MULTI-USER MODE IN QUICKBOOKS ENTERPRISE
Included with: QuickBooks Enterprise 2017.

How to access it: When working in Multi-user mode

What this feature does: Two improvements were made when working in Multi-user mode in QuickBooks
Enterprise:

First, the Admin user can communicate efficiently with the end-user on timing for logging out of the
file. A timer will display on the end-users computer. Also, that Admin user can force users out of the
company file. This solves for the case when an employee left QuickBooks running when they left their
office.
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Switch to Single-user Mode

All users need to log out before you can use single-user mode. You can log them
out later if necessary.

USERS IN COMPANY FILE

Laura Send a request for users to log out and give:;
— = Time for users to save theirwork: 10 min -
| %, Chat with Admin
: ;
[11:06 AM] Save all work and log out. Admin will switch Estimate of how long you'll be in 120
to single-user mode and can log you out in: single-user mode: _ min
Any unsaved work will be lost. B | —— |

Admin thinks it'll take 30 minute(s) to switch back to
multi-user mode.

Me [11:07 AM] Ok, thank you. -

Me [11:09 AM] I will need a few more minutes,
would that be ok?

The Admin user can notify logged users to log out for a specified length of time

Warning

[09/13/2016 11:17:24] You cantwork in the company file because Admin switched
to single-user mode. Admin thinks it will take 30 minutes to switch back to
multi-user mode.

QuickBooks

You're in single-user mode now. Enjoy your
alone time with QuickBooks!

User is notified that they cannot work in the file while the Admin has Single-user access
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IMPROVED! COMPANY FILE NAME ON DEPOSIT SUMMARY
Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.
How to access it: From the Make Deposits window, select Print, Deposit Summary. The company

name is from the My Company information. Accessible from the menu bar selecting, Company, My
Company. When opened, click the pencil icon to modify the Company Name.

What this feature does: The Deposit Summary report, printed from a displayed Make Deposits window,
now includes the Company Name.

Deposit Summary 8/122016 12:47 PM
Rock Castle Construction
00 - Checking on 121572020

ChkNo, PmtMethod Amount
440,00
936 2,000.00
hesCan Bk Deposit Summary
Deposit Total: Rock Castle Construction 2.440.00
Summary of Deposits to 10100 - Checking on 12/1572020

Company file name now included on Deposit Summary reports

To add or modify the company name, from the menu bar, select Company, My Company and select the
pencil icon in the top right.

Rock Castle Construction

COMPANY INFORMATION

Contact Name & Address Rock Castle Construction
1735 County Road
Bayshore, CA 94326

Company Information

Legal Information Company Name | Rock Castie Construction ‘
Company Identification 1735 Couriy Road e
; Address OLITRY. 1e0cK
Report Information Bayshore, CA 94326
Payroll Tax Form Information
Ship To Address...
5
ARRGEGL Phone No. 650-555-1234
FaxNo. 650.555-5678
q E-mail rockcastie@samplename.ct
Web Site www.samplename.com

To add or edit the Company name

21



What’s New in QuickBooks® Desktop 2017

Improved! TIME SHEET LINE COPY AND PASTE

Included with: QuickBooks Pro, Premier, Accountant and Enterprise 2017.

How to access it: From the menu bar by selecting Employees, Enter Time, Use Weekly Timesheet or
from the Home Page by selecting the Enter Time, Use Weekly Timesheet icon.

What this feature does: QuickBooks users can now streamline their entry of time in timesheets by the
use of a Copy Line then Paste Line function for individual lines on the Weekly Timesheet.

Previous versions of QuickBooks had these same menu options listed, but they were not able to be
used in this window.

@ Previous ® Next () Print -‘ B2 Edit Single Activity
T" | Iesheet NAME | Gregg O. Schneider ~ | WEEK OF Dec 13 to Dec 19,2021 [
Abercrombie, Kristy:Fa... | Blueprints 8:00 8:00 v -
[RristyFamily Roor [ T 8:00 8:00 4 |

Cut

Paste Line
nsertLine

Efficiently Copy / Paste Line details in time sheets
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QUICKBOOKS PROADVISOR PROGRAM

Included in this course about What's New for QuickBooks Desktop 2017 are details around improvements
made to the QuickBooks ProAdvisor Program.

PROADVISOR MEMBERSHIP LEVELS

The ProAdvisor Program has been around for a very, very long time. As the author of this document | can
tell you that | have benefited from membership in this program since it was very first introduced. | know
that makes me “ancient” for some!

My business would not be where it is today without the many benefits afforded to ProAdvisors. This table
represents the more important benefits afforded with each level in the program. This course guide is
about What's New for QuickBooks Desktop 2017, so most likely you are either a member of, or interested
in the ProAdvisor Deluxe or Premium membership levels.

More details can be found by visiting: https://quickbooks.intuit.com/accountants/proadvisor/

2 ProAdvisor ProAdvisor Deluxe ProAdvisor Premium
Program Benefits FREE $349/year $545/year
Phone and chat support v v v
QuickBooks Certification v v v
QuickBooks Training {including CPE oedits) v v v
Find-a-ProAdvisor Directory Listing to grow your After Certification After Certification After Certification
practics
Discounts on QuickBooks products v v v
Exclusive 3rd party app offers: v v v
Tsheets, Bill.com, Receipt Bank, HubDoc, Fathom
QuidkBooks Online Accountant v v v
QuickBooks Accountant Desktop Flus {3 $499 list v v
price)*
QuickBooks Desktop Enterprise Accountant v
QuickBooks Mac Desktop v
QuickBooks Point of Sale Desktop Multi-Store v

QuickBooks ProAdvisor Membership Levels
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PROADVISOR PROGRAM BENEFITS

Saves Time — Helps me solve client’s issues with U.S. based
technical support

Grow My Practice — Business
owners find me on the

Find-a-ProAdvisor website

Make a Difference — Certification and training helps me better serve
my clients and differentiates me from others

My business would not be where it is today, truly, without the ease in which the business owner finds me.
And lastly, you might think that | just was “handed” what | know. Quite the opposite. | took the time to take
the offered courses and certification trainings to better my skills.

Yes, now | am part of group that prepares these courses for accountants but trust me lots of time goes
into the learning about the features so that | can teach others.

| cannot imagine not taking advantage of the benefits of the ProAdvisor Program.

https://quickbooks.intuit.com/accountants/resources/training-certification/
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PROADVISOR PROGRAM ACCESS

It is as easy as signing up for your FREE QuickBooks Online Accountant access.

From your QuickBooks Online Accountant access you can choose which membership tier suits your
needs for working with clients. Complete the QuickBooks Certifications to advance levels and unlock

more member benefits.

https://quickbooks.intuit.com/accountants/proadvisor/

@ Accountant Go to client’s QuickBooks ¥ +

v

ProAdvisor Diamond member

Get all Gold benefits plus premium technical support and many more benefits.

Clients

DIAMOND v
35 clients,
advanced certified

Certification Profile Training Software and Discounts

Resources

QuickBooks Online Accountant offered FREE!
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TRAINING AND CERTIFICATION

@ Accountant Go to client’s QuickBooks ¥

Lesson #1:
OUR BOOKS [ POF

Lesson #2:
O PoOF
Lesson #3:
O PoF
Lesson #4

[ PoF

Lesson #5:
0 PoF

Lesson #6:
0O PoF

Lesson #7:
O rorF

»  Training for Your Clients: QuickBooks Online

¥ Training for Your Clients: QuickBooks Desktop 2016

Getting Started

Setting Up

Working with Lists

: Working with Bank Accounts

Using Other Accounts in QuickBooks

Entering Sales Information

Receiving Payments & Making Deposits

What’s New in QuickBooks® Desktop 2017

Access courses offered with your
level of ProAdvisor Membership.
Because this guide is about
QuickBooks Desktop, | have
provided a view of just some of the
course information you have
available.

Make use of the time training, not
only to differentiate yourself but
many courses also offer CPE credits.

Sampling of training courses offered with your membership

Choose a certification level that best meets the needs of the client’s you wish to service. It's your choice
to make. And what a difference in can make in differentiating yourself from others!

@

quickbooks.

Certified ProAdvisor

Online

@

quickbooks.

Certified ProAdvisor

Advanced
Online

@

quickbooks.

Certified ProAdvisor

Point of Sale

@ @

quickbooks. quickbooks.
Certified ProAdvisor Certified ProAdvisor
Desktop Advanced

Desktop

(0>

quickbooks.

Certified ProAdvisor

Enterprise

You decide what Certification tier best meets your needs!
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FIND-A-PROADVISOR WEBSITE LISTING

The Find-a-ProAdvisor site has truly been instrumental in our business growth over the years. In fact, |
have lived in three different geographical locations in the past several years | have been QuickBooks
Certified ProAdvisor. With each move to a new state, if it were not for the Find-a-ProAdvisor site | could
not have established myself as easily | did each time.

Listed here is a link to a document that can help guide you in making the best first impression when
setting up your profile.

https://quickbooks.intuit.com/accountants/resources/training-certification/

infurt
@ guiickbooks.
Narrow my results 318 certified accountants found within 30 miles of Dallas, TX Sortby Bestmatch
Choose an industry from the “Industry served” dropdown to narrow results further
Location
Dallas, T
= LAURA MADEIRA /zpcen Cettications Dallas, TX 75247 HhRER
= S ING -Top 10 Profdvisors 0000
S gLee
Distance
30 miles v Agriculture/Farming, Automotive Sales/Repair and 22 more.
Industry served
Select an industry N MAUREEN DIEM ' souceo Certifications: Garland, TX 75044 i 22227
{ EMERALD QB CONSULTING, ING DD O 35 reviews
Accounting VWV W
Audits / review
Payroll Agriculture/Farming, Automotive Sales/Repair and 21 more.
Bookkeeping
Write-up
QuickBooks Consulting DEBRA BURCH sowencen Ceftifications: Addison, TX 75001 L 2 23 3
>
QuickBooks setup % t ®© 0 0 O 6 reviews
; VWV VN
Agriculture/Farming, Automotive Sales/Repair and 22 more.
QuickBooks

Results on the Find-a-ProAdvisor website
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ACCOUNTANT TOOLBOX ACCESS

:’ Included in this guide on What's New for QuickBooks

f Desktop 2017 and your ProAdvisor Program options are
‘ some basic instructions on working with your QuickBooks
Desktop client’s files while at their place of business.

As a member of the QuickBooks Deluxe or QuickBooks
Premium level membership, you have the privilege of
working with accountant specific tools while at your client’s
whom use QuickBooks Pro, Premier or Enterprise 2017.

Accessing Your Accountant ToolBox: Access the Accountant ToolBox in any client's QuickBooks Pro
2017 or Premier 2017. The accounting professional must have an active Deluxe or Premium
ProAdvisor Membership. To access the Accountant ToolBox, accountants must log into the file with
an External Accountant user permissions. Note: This feature is accessible in all QuickBooks
Enterprise 2017 editions, when logged into the file as the Admin or with External Accountant user
permissions.

With the Accountant Toolbox, you can unlock access to powerful accountant tools while working with
client data.

For accountants who work on their clients books “on site” (physically, remote in, or hosted)

Work more efficiently with tasks required to complete a tax return or easily make global changes
to transactions

Unlock the QuickBooks Accountant tools, including write off multiple invoices, batch enter and
reclassify transactions, and record incorrectly recorded sales tax payments.

A sampling of the tools available when working at the client site using the Accountant ToolBox

include:

® Reclassifying Transactions in Batch

® Troubleshooting Prior Account Balances
® \Write off Invoices

® Batch Delete/Void Transactions

® Fix Incorrectly Recorded Sales Tax

)

Troubleshoot Inventory

If you would like more detailed information on these tools and more, you can download two free chapters
from the author’s book. Visit this website: http://www.quick-training.com/quickbooks-2014-in-depth/
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Set up user password and ace

Access for user: John Smith

Reports  What do you want this user to have access to?

7 All areas of QuickBooks
" Belected areas of QuickBooks
O Mou will make the selections in the screens that follow)

# iExternal Accountant
(Access to all areas of QuickBooks except sensitive customer data, such as
credit card numbers)

External Accountant type users are required to login and unlock Accountant ToolBox in a client’s file

Cgsmmers Vendors Employees Banking Repors Window Help

Home Page

Company Snapshot

Calendar

Documents » Unlock Accountant ToolBox

Lead Center Accourtant ToolBox allowes Prosdvizors and GuickBooks
Accountant Plus subscribers to usetools they have in
GuickBooks Accountant when they are warking in their client's

My Company non-accounant edition of GuickBooks.

Advanced Senvice Administration...
Sign into your Prosdvizor or QuickBooks Accountant Plus

SetUp Users and Passwords L4 account to access your QuickBooks Accountant tools.
Customer Credit Card Protection...
Set Closing Date. .. Email Address |rrr:.remai|@m:.rurl.n:um |

Pazzward |“*“** |

View Conversation List...

Planning & Budgeting 3
- Forgat your password?
To Do List ) | Cortinue | I Cancel l
. Privacy
Reminders =

Alerts Manager

Chart of Accounts Cirl+A
Make General Journal Entries...

Accountant ToolBox
Manage Currency 3

Enter Viehicle Mileage...

Tools accessible when logged into your client’s file with External Accountant Permissions
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Customers Vendors Employees

Home Page

Company Snapshot

Calendar

Documents »

Lead Center

My Company

Advanced Service Administration...

Users »
Customer Credit Card Protection...

Change Your Password...

Set Closing Date...

Bulk Enter Business Details...

Ask Accountant about Transaction..

View Conversation List...

Planning & Budgeting »
To Do List

Reminders

Alerts Manager

Chart of Accounts Ctrl+A

Make General Journal Entries...

Accounting Tools »

!nventory Banking Reports Window Help

Reclassify Transactions

Troubleshoot Prior Account Balances

Review List Changes

Write Off Invoices

Fix Unapplied Customer Payments and Credits
Clear Up Undeposited Funds Account

Fix Unapplied Vendor Payments and Credits
Fix Incorrectly Recorded Sales Tax

Compare Balance Sheet and Inventory Valuation
Troubleshoot Inventory

Find Incorrectly Paid Payroll Liabilities

Working Trial Balance

Batch Delete/Void Transactions...

Log in with External Accountant permissions to access your Accountant ToolBox
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