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Chapter 10: Customizing and Extending

Capabilities of QuickBooks Online




Learning Objectives

 Customize reports

* Save and send customized reports
* Use the audit log for accountability
« Export data without using reports

* Use keyboard shortcuts and search for QuickBooks
Online integrated apps



Reports

 The Reports centre has three sections within it:
Standard, Customer Reports and Management
Reports.

* YOUu can...

« ..make any template in the Standard section a favourite for
easy access.

« ..customize reports to present the information most pertinent
to your business.

« ..schedule customized reports to be emailed to anyone you
choose.



Multicurrency

* Itis important to have the ability to invoice and
post expenses for customers/suppliers who use
other currencies.

Currency Home Currency CAD - Canadian Dollar

Multicurrency (%) . @

Multicurrency may be right for you if you have financial
transactions in more than one currency.
Need help deciding about multicurrency?

Once you turn on Multicurrency:
s You can't turn it off
s You can't change your home currency
s Extra fields, columing and more are addad 1o
CuickBooks

[ | 1 understand I can't undo Multicurrency




Budgets

* Budgets predict future expenses and income and
measure performance against the prediction.

Budget Sample X

MName *

Budget Sampls

ACCOUNTS JAN FEB MAR APR MAY JUN JUL AUG SEP ocCT NOW DEC TOTAL

» INCOME
Billable Expense Incoms e
Billable Expenses Income




Class and Location Tracking

* Class Tracking

« |t allows you to keep track of income and expenses by
department, project, event or some other segment.

« |t provides excellent reporting capabilities.

* Location Tracking

« It allows you to produce financial information reports
by location.

* It’s limited to one location per transaction form.

* |t creates location details that can be changed on a sales
transaction form.



Additional Tools

* You can export data from the QuickBooks Online
file.

Which reports and lists do you want to export?

Add or remove items and set your date range 1o get just what you need.

Reports Lists

All dates W

General ledger (@)

8

Profit and loss

Balance sheet O




Additional Tools (continued)

* To protect confidential information, you can...

e ..set user permissions.

e ..use Privacy mode on the
D as h b Ooa rd . Hide the financial info on your

dashboard.

PRIVACY

* You can track changes to forms and transactions
with:
* the audit log
* the audit history



Keyboard Shortcuts
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Keyboard shortcuts

°
W I n d OWS O r To use & shoricut, press and hold ctrl/control and alt/option st the zame time. Then press one of
the keys below.
Ctrl|+[Option |+[?] for Mac

©On main pages, like the dachboard or customers On transactions, like an invoice or expence
SHORTCUT KEY ACTION SHORTCUT KEY ACTION
to V I eW th e key b O a rd i Invoice Exit transaction view
w Chegque Cancel out
h t t 2 Estimate Save and MNew
SNOrtcuts. ; cove s G
r Recsive payment m Save and Send
Custome [= Print
Supgliers o This dialog
Chart of Accounts
| List
h Help

Search Tranzactionz

d Focus the left menu

2ar/ This dialeg




Extending Capabilities with

Integrated Applications

* Third-party applications can extend the capabilities
of your company file.

» Verify that the app can integrate with the Canadian
version of QuickBooks Online.



The QuickBooks Community

* QuickBooks Online provides a direct link to the

development staff.

You can report bugs in the software.
You can recommend added features.

* QuickBooks Labs is a testing ground for new or
improved features.
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