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QuickBooks has become one 
of the most widely used 
accounting solutions for small 
to medium sized businesses.

Robust
Features

Powerful 
Integrations

User-Friendly
Interface
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QuickBooks Online, the cloud-based version of QuickBooks, has amazing user 
features, including:

Real-Time Collaboration
Multiple users can log in and 
work at the same time

Automatic Bank Feeds
Pulls in transactions automatically 
to speed up reconciliations

Easy Invoicing & Payments
Send invoices and accept 
payments in one place

App Integrations
Syncs with payroll, Shopify, 
Square, spreadsheets & more

Automatic Backups & Security
Your data is saved without 
any extra steps

Ongoing Updates
No manual updates needed
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Why it Matters: They can significantly affect the accuracy of your 
financial records.  They can create inaccurate financial reports, bank 
reconciliation issues, incorrect tax reporting, cash flow 
mismanagement, and audit compliance risks. 
Example:
• Manually entering an expense, then matching the bank feed again – 

causing a duplicate.
Fix: 
• Regularly reconcile accounts.
Tip:
• Use the “Find Match” tool rather than “Add” when matching 

transactions.
• Delete the duplicate by clicking into the transactions and 

selecting More > Delete
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DATE TYPE REF NO. CONTACT DUE DATE BALANCE TOTAL AMOUNT MEMO LAST MODIFIED DATE

06/02/2025 Credit card $0.00 $34.00 Jun 3, 2025, 6:07 PM

05/22/2025 Credit card credit $0.00 $900.00 Monthly Payment Jun 3, 2025, 6:07 PM

05/20/2025 Credit card Squeaky Kleen Car Wash $0.00 $19.99 Jun 3, 2025, 6:07 PM

05/14/2025 Credit card Hicks Hardware $0.00 $42.40 Jun 3, 2025, 6:07 PM

05/13/2025 Credit card Squeaky Kleen Car Wash $0.00 $19.99 Jun 3, 2025, 6:07 PM

After finding the duplicate make sure you delete the other one.
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Why it Matters: They directly impact the accuracy of your 
accounting, which can lead to serious problems in financial 
reporting, tax filing and business decision making.

Example:

• Automatically accepting rules that miscategorized spending.

Fix: 

• Review and edit banking rules under Banking > Rules.

• Double-check categories before clicking “Add.”
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Why it Matters:  If you incorrectly reconcile an account it is a serious issues 
because it undermines the accuracy and integrity of your entire accounting 
system.  Your books won’t match reality, financial reports become unreliable, 
there are tax filing problems and cascading errors in future periods.

Example:

• Forcing a reconciliation by adding an adjustment entry to “make it work.”

Fix: 

• Undo reconciliation (available only in Accountant view).

• Identify and correct wrong transactions before reconciling.

• Avoid using the Reconciliation Discrepancy account unless it’s intentional.

Tip:

• Never force reconciliation; always investigate the source of the difference.
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• Some bookkeepers force a reconciliation by making an adjusting journal entry
• Please don’t do this.  

Yes, to reconciliation.

No, to Journal Entry unless 
making an adjustment.
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Why it Matters:  It can cause serious problems across your 
financial records, reporting, and tax filings.   

Example:

• Recording a loan repayment as an expense instead of splitting 
between principal and interest.

Fix: 

• Edit the transaction in the register or banking feed.

• Split the repayment: principal (balance sheet-liability), interest 
(profit & loss-expense).

Tip: 

• Use account descriptions and reference a chart of accounts 
guide to properly categorize.

© Boyer & Ritter LLC. All Rights Reserved. 



1. Go to bank feed, find the payment,
2. Click on split payment.
3. Go in and recategorize payment between principal and interest.
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Why it Matters: Ensures your financial records are accurate, clean 
and trustworthy.  When you skip matching and just add deposits 
manually, it can cause multiple issues across your accounting 
system.

Example:

• Entering a bank deposit without applying it to an existing invoice – 
making income look duplicated and invoices remain open.

Fix: 

• Use Receive Payment to match to invoices before depositing.

• Use Undeposited Funds if batching multiple payments into one 
bank deposit.

• Check A/R reports after payments applied as a good check and 
balance system.
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Why it Matters: This is essential for keeping your accounts accurate, 
compliant and customer friendly.  If done incorrectly, it can create 
confusion, throw off your financial reports and damage customer 
relationships.

Example:

• Leaving overpayments unapplied, leading to customer statements 
showing balances due.

Fix: 

• Go to Receive Payment > Apply open credits manually.

• Use the Customer Balance Detail report to identify mismatches.
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Why it Matters:  This is crucial for staying compliant with tax laws, 
ensuring accurate financial reporting, and avoiding costly penalties.  

Example:

• Not turning on sales tax or applying incorrect rates to invoices.

Fix: 

• Set up Automated Sales Tax (Settings > Taxes > Sales Tax.)

• Regularly update tax rates based on location and nexus rules.

• Review the Sales Tax Liability Report monthly.

Tip: 

• Collect and maintain customers’ sales tax exemption forms on file.
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Why it Matters: 

• IRS Compliance: The IRS requires businesses to report certain payments to non-
employees (independent contractors, freelancers, etc.) on Form 1099-NEC or 1099-
MISC.

• Avoid Penalties: Incorrect or missing 1099s can result in IRS fines.

• Clean Books: Properly set up vendors ensure your expenses and reports are accurate 
and well-organized.

• Smooth Year-End Filing: Correctly flagged vendors make 1099 preparation in QBO 
faster and less error-prone.

Fix:

• Collect Form W-9: Always request a W-9 form from the vendor before issuing payment. 
This gives you their legal name, tax classification, TIN (Taxpayer Identification Number), 
and address.

• Mark as 1099 Eligible: In the vendor’s profile, check the "Track payments for 1099" box.

• Enter Tax Information: Input the vendor’s TIN (EIN or SSN).

• Enter the vendor’s legal business name exactly as it appears on their W-9.

• Assign Expense Accounts: Use consistent, appropriate Chart of Accounts categories. 
QBO uses these to determine box mapping on the 1099 form.
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Why it Matters: It is an essential part of good accounting hygiene.  It 
locks your financial data for a completed period (like a month, 
quarter, or year) and protects it from accidental or unauthorized 
charges.  Prevents accidental changes, protects audit trail Integrity, 
Ensures consistent financial reporting and keeps taxes accurate.

Example:

• Making changes to previous months or years’ transactions without 
tracking or locking periods.

Fix: 

• Close the books (Settings > Advanced > Accounting > Close the 
Books).

• Set a password to prevent changes.

• Use Audit Log to review changes.
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Why it Matters:

• Custom reports help you focus on the metrics that 
are most important to your business.

What You Can Do:

• Modify existing reports: Change filters, groupings 
and columns (e.g., filter by date, customer, or 
project. 

• Create new reports: Tailor reports to specific needs 
such as cash flow, profit by project, or sales by rep.

• Memorize reports: Save customized reports for 
future use.

• Schedule email reports: Automate report delivery 
to team members or accountants.
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Why it Matters:

• Saves time and ensures you never miss a payment 
or invoice.

What You Can Do:

• Set up recurring templates for:

– Invoices (e.g., monthly subscriptions)

– Bills (e.g., rent or utility payments)

– Journal entries (e.g., monthly depreciation)

• Choose frequency: Daily, weekly, monthly or 
custom.

• Set reminders or auto-posting: Choose whether 
QuickBooks should prompt you or automatically 
post.
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Why it Matters:
• Centralizes your tools and automates workflows.

What You Can Do:
• Connect with payment processors:

– Paypal
– Square
– Stripe – to sync sales automatically

• Link eCommerce platforms: 
– Shopify
– Amazon
– WooCommerce – sync inventory and sales data.

• Use CRM Integrations: 
– Salesforce
– HubSpot – align financial and customer data.

• Connect to payroll & HR tools:
– Gusto
– TSheets – simplify payroll and track employee time
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On the left, go to Apps and select Apps.  Find the app you need and 
connect it.
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• Schedule Routine Reviews
• Organize your Chart of Accounts
• Use Classes, Locations, and Tags 

Wisely
• Use Integrations & Apps Cautiously
• Maintain User Access & Security
• Regular Data Backups & Updates
• Seek Professional Help
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** Routine checks help catch errors early. **

Task Frequency
Reconcile bank/credit card accounts Monthly

Review unpaid invoices and bills Weekly or Bi-weekly

Close books for previous month Monthly

Check for duplicate transactions Monthly

Run financial reports (P&L, Balance Sheet) Monthly
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• Archive unused accounts.

• Consolidate redundant or 
unnecessary categories.

• Maintain consistent naming 
conventions.
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Organize your chart of accounts. 1. Start by-Transactions
2. Chart of accounts
3. View
4. Edit
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These features help with detailed 
tracking and should be:

• Consistently applied

• Periodically reviewed for 
redundancy
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1. Go to the gear icon at the top of your screen
2. Accounting settings
3. Advanced settings
4. Turn on classes and locations

Once turned on locations and
Classes will appear on the invoices.
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• Vet apps through the QuickBooks App Store.

• Limit integrations to what’s necessary.

• Regularly audit app permissions.
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• Review user permissions quarterly.

• Revoke access for former employees 
immediately.

• Enable 2-factor authentication for all users.
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1. Click Gear icon at the top
2. Manage users
3. View user activity
4. Edit and update, user, permissions, 

etc..
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While QBO is cloud-based and automatically 
backed up by Intuit, it’s wise to maintain your 
own backups for extra peace of mind.

Use third-party apps like:

• Rewind or SafetyNet for automated                 
daily backups

• These allow point-in-time restores                  
which Intuit doesn’t offer.

Export reports monthly or quarterly:
• Balance sheet

• Profit and Loss

• General Ledger

• Customer/Vendor Lists

© Boyer & Ritter LLC. All Rights Reserved. 



• You’re unsure how to classify certain transactions.

• Preparing for tax season or filing compliance documents.

• Performing year-end closes.

• Setting up complete payroll, inventory, or multi-currency 
features.

• Migrating data or transitioning from another system.

• Errors in reconciliations that you can’t resolve.
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• What can we answer for you?
• QuickBooks Issues?
• Solutions you may need?
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• Proposed Federal Legislation 

• PA Annual Business Reporting 
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