WELCOME TO

SPARK

Help yourself to lunch and make yourself comfortable in
the back left section. You're welcome to place any items
at the front instructional area.
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QUICKBOOKS 101

Avoid Common Errors & Master Efficiency

Presented by:

Ray Brown, CPA Cierra Neil, CPA
Garrett Ofenloch Lisa Kelly

Ben Bostic, CPA
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Agenda

Team Introduction
QuickBooks
Tax Update

Closing Remarks
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Business overview

CASH FLOW H

$16,000

Current cash balance

525K
$20K.
S15K
S10K
$5K I
S0K
FEB AR anr
® Monsyin @ Monayout
INVOICES

$5,281.52 Unpaid Last 385 days
$1,525.50 $3,756.02

Overdue Not due yet

$3,692.22 Paid Last 30 days

$2,062.52 $1,629.70
Not deposited Deposited

8 Myepers @DrHep QO B @

EXPENSES Last month =
$14,000
Last month
* 56,500
Rent & mort..,
* $5,250
Automative
* $2,250
Meals & entert...
SALES Lastmonth w
$3,500
Last month
$3K
52K
SIK
50
Mar 2 Mar 31

Privacy (_JP)
PROFIT AND LOSS Last manth w
$20,000
Netincome for March
$100,000 8 ta review
$80,000 15 1o review

Ercenses 7

BANK ACCOUNTS Vd

Checking 94 to review
Bank balance  $12,435.65
in QuickBooks $4,987.43

Mastercard 94 to review
Bank balance $-3,435.65
in QuickBooks $157.72
Connect accounts Go to registers ¥

Boyer &Ritter LL.C
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Meet Today’s Team

Ray Brown, CPA Cierra Neil, CPA Garrett Ofenloch Lisa Kelly Ben Bostic, CPA

Principal Manager Manager Paraprofessional Principal

© Boyer & Ritter LLC. All Rights Reserved.
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@

Why
QuickBooks? Cinertsce

QuickBooks has become one
of the most widely used
accounting solutions for small

. . . Powerful
to medium sized businesses. Integrations

© Boyer & Ritter LLC. All Rights Reserved.



B

Boyer &Ritter LLC

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

e Real-Time Collaboration “ 1 2 App Integrations
e’_‘e Multiple users can log in and L.“ Syncs with payroll, Shopify,
work at the same time & 1 Lo Square, spreadsheets & more

Automatic Bank Feeds Automatic Backups & Security
Pulls in transactions automatically

to speed up reconciliations

Your data is saved without
any extra steps

Easy Invoicing & Payments ?"\' Ongoing Updates

E Send invoices and accept .(_/. No manual updates needed
payments in one place

© Boyer & Ritter LLC. All Rights Reserved.
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9 Common QuickBooks Errors & Fixes

#1 Duplicate Transactions
(Especially from Banking Feed)

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

© Boyer & Ritter LLC. All Rights Reserved.



Example of Duplicate Transaction:

After finding the duplicate make sure you delete the other one.

DATE

06/02/2025

05/22/2025

05/20/2025

05/14/2025

05/13/2025

TYPE

Credit card

Credit card credit

Credit card

Credit card

Credit card

© Boyer & Ritter LLC. All Rights Reserved.

REF NO. CONTACT

Squeaky Kleen Car Wash

Hicks Hardware

Squeaky Kleen Car Wash

DUE DATE BALANCE

$0.00

$0.00

$0.00

$0.00

$0.00

TOTAL AMOUNT

$34.00

$900.00

$19.99

$42.40

$19.99

MEMO

Monthly Payment

Boyer &Ritter LLLC

LAST MODIFIED DATE

Jun 3, 2025, 6:07 PM

Jun 3, 2025, 6:07 PM

Jun 3, 2025, 6:07 PM

Jun 3, 2025, 6:07 PM

Jun 3, 2025, 6:07 PM


https://qbo.intuit.com/app/vendordetail?nameId=57
https://qbo.intuit.com/app/vendordetail?nameId=41
https://qbo.intuit.com/app/vendordetail?nameId=57

Difference

U DATE v DESCRIPTION PAYEE
D 07/03/2025 Books By Bessie Books by Bessie
between O o
[] 060908 ARental
Ad d a n d [] s ARental
M l I [ ] 5/8/a0%8 Pam Seitz Pam Seiz
[] 5M08a02%
(@) Catngoriza DEED (@) BEmm ety
Type of fransaction *
I Deposit v I
Vendor/Customer/project Account * Product/service
I Books by Bassie ‘ 4 ‘ Uncategorized Income | 4 I or I Select product/service ‘ 4 ‘
Memo
| Memo ‘
BANK DETAIL BOOKS BY BESSIE
@ Add atiachment (® cCrestearule (@) Exclude 4D Categorization history Split Add

CATEGORIZE OR MATCH
Uncategorized Income
Uncategorized Income
Uncategorized Expense

Uncategorized Expense

2 matches found

Deposit
NR/NAMNTE SRAR 1R

SPENT

$1,200.00

§75.00

RECEIVED I ' AcTiON

$55.00 Add

$200.00 Add

Add

|

Add

View

§868.15 Match

1

© Boyer & Ritter LLC. All Rights Reserved.

O Categorize © Match O Record as transfer

O Record as credit card payment

Suggested match: Also -$228.75 and falls between 2/7/2025-5/28/2025.

Check 75 05/08/2025 -$228 75 Hicks Hardware

Not the right match? Find other matches

BANK DETAIL HICKS HARDWARE
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9 Common QuickBooks Errors & Fixes

#2 Bank Feed
Categorization Mistakes

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.

B

Boyer &Ritter LLLC

Example:

* Automatically accepting rules that miscategorized spending.
Fix:

* Review and edit banking rules under Banking > Rules.

* Double-check categories before clicking “Add.”

© Boyer & Ritter LLC. All Rights Reserved.



Instead of “Uncategorized” let’s find a way to categorize.

Record as credit card payment

@ Categorize O Match O Record as transfe

Vendor/Customer/project Account * Product/service Customer/project
Select payes l Uncategorized Expensze l or l Select product/service ] Select customer/project l D Billable
Memo
‘ Memo ‘
BANK DETAIL A1 RENTAL
[I]] Add attachment @ Create arule @ Exclude Split Add
s .
B Alldates v J { I§4 Antransactio ant 1.95 of 25 1 a R
Taxes & Licenses Expense
Travel Expense
:I DATE v DESCRIPTION CATEGORIZE OR MATCH SPENT RECEIVED [']] ACTION
Travel Meals Expense
j 07/03/2025 Books By Bessie Uncategorized Income $55.00 Add
Unapplied Cash Bill Payment Expense Expense
:l 06/03/2025 ARental . $200.00 Add
Uncategorized Expense Expense
:I 06/03/2025 ARental Utilities Expense $1,200.00 Add
~]  osr1/2025 ARental Gas and Electric Sub of Utilities Uncategorized Expense $800.00 Add
Telephone Sub of Utilities
@ Caregorze MR @ x
Interest Earned Other Income
Vendor/Customer/project + Other Portfolio Income Other income ¥ Customer/project
Select payee | v I Uncategorized Expense | v I or I Select product/service ‘ v I [ Select customer/project | hd I E] Billable
Memo
‘ Memo ‘

BANK DETAIL A1 RENTAL

© Boyer & Ritter LLC. \tRigHts Re @ \derre @ Sclude split Add
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9 Common QuickBooks Errors & Fixes

#3 Incorrectly Reconciling
an Account

Why it Matters: If you incorrectly reconcile an accountitis 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 areconciliation by adding an adjustment entry to “make it work.”
Fix:

* Undo reconciliation (available only in Accountant view).

* ldentify 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.

© Boyer & Ritter LLC. All Rights Reserved.



Reconcile Account:
* Some bookkeepers force a reconciliation by making an adjusting journal entry

e Please don’t do this.

Chart of accounts > Bank register > Reconcile
Reconcile Checking
Btatement ending date: May 31, 2025

$8,500.00

$5,000.00

l Edit info ” Save for later v

. {Z=3 Yes, to reconciliation.

STATEMENT ENDING BALANCE CLEARED BALANCE
$3,500.00
$5,000.00 . $0.00 4 $0.00 DIFFERENCE
BEGINNING BALANCE 0 PAYMENTS 0 DEPOSITS
Show me aroun;

E * Statement ending date  Clear filter / View all e ©
DATE & CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO [} PAYMENT (USD) DEPOSIT (USD)
02/03/2025 Bill Payment 10 Accounts Payable (A/P) Robertson & Associates 300.00

02/11/2025 Receive Payment 1053 Accounts Receivable (A/R) Bill's Windsurf Shop 175.00
02/25/2025 Expense 12 Legal & Professional Fees-Ac. Robertson & Associates 250.00

03/19/2025 Check 4 Automobile:Fuel Chin's Gas and Oil 54.55

03/25/2025 Sales Tax Payment - Split- Q1 Payment 38.50

03/25/2025 Sales Tax Peyment - Split- Q1 Payment 38.40

03/28/2025 Expense 9 Job Expenses:Job Materials:. Tania’s Nursery 89.09

03/28/2025 Check 12 Legal & Professional Fees:Bo... Books by Bessie 55.00

04/03/2025 Check 5 Automobile:Fuel Chin's Gas and Qil 62.01

04/04/2023 Expense 13 Job Expenses Tania's Nursery 108.09

04/13/2025 Receive Payment 5664 Accounts Receivable (A/R) Freeman Sporting Goods:55 T. 86.40
04/13/2025 Seles Receipt 1008 Design income Katz Whelan 225.00
04/15/2025 Receive Payment Accounts Receivable (A/R) Amy's Bird Sanctuary Amy cleims the pest control did not occur 105.00
04/17/2025 Bill Payment 7 Accounts Payable (A/P) Hicks Hardware 250.00

No, to Journal

Entry unless

making an adjustment.

© Boyer & Ritter LLC. All Rights Reserved.

> Journal Entry #1 4

Journal date

| 06/04/2025

=)

# ACCOUNT

Add lines

| | Clear all lines

Total

DEBITS

$0.00

CREDITS ' DESCRIPTION

50.00




B R 9 Common QuickBooks Errors & Fixes
#4 Misclassifying Transactions

Boyer &Ritter LLLC

Why it Matters: |t 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.




@ Categorize  (*) Match  (7) Recordastrensfer (™) Record as credit card payment

Vendor/Customer/project

Account *

Product/service

Customer/project

Select payee

v ‘ ‘ Uncategorized Expense

V‘ or

Select product/service

d

A v 1 o
Select customer/project | |_.| Billable

Mema

Memo

BANK DETAIL A1 RENTAL

(I Addattachment

@ Create a rule @ Exclude

1. Go to bank feed, find the payment,
2. Click on split payment.
3. Go in and recategorize payment between principal and interest.

FULL BANK DESCRIPTION

A1 RENTAL

Amount  Customer

il

750.00 ‘ ‘ Diego Redriguez

50.00 ‘ ‘ Diego Rodriguez

BANK ACCOUNT

Checking 05/11/2025

Paid to

‘ Add who you paid v ‘

Category Description

‘ Principal v ‘ ‘ Notes payable June

‘ Interest v ‘ ‘ Notes payable June
+ Addlines

© Boyer & Ritter LLC. All Rights Reserved.
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9 Common QuickBooks Errors & Fixes

#5 Not Matching Deposits
to Invoices

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.

© Boyer & Ritter LLC. All Rights Reserved.



Example of an invoice where you would apply payment.

Balance due (hidden). $85.00

INVOICE _

Bils Windsushop [ v | -g:g
[surf@intuit.com
CclBcc
Bill to Invoice no. 1027
Bill Lucchini jlems
Bill's Windsurf Shop Invoice date 012025 ()
12 Ocean Dr. Due date 04202025 [
Half Moon Bay, CA 94213 v
Edit Customer
Product or service
# Product/service Description Qty Rate Amount | Tax
it 1 Landscaping:Gardening \Weekly Gardening Service 2 25.00 $50.00 D m
it 2 Pest Control:Pest Control Pest Cantrol Services 1 35.00 $35.00 D m

0 a

]

Add productorservice | v Clear all lines

© Boyer & Ritter LLC. All Rights Reserved.



Use Receive Payment to match invoices before depositing.

49 Receive Payment

Customer

Get paid 2 times faster Accept payments online
Bill's Windsurf Shop | v I Find by invoice no.
Credit card |&pay| Visa @ pocaeg E BANK

Payment Date

06/04/2025 B

Payment method Reference no. Deposit To

l Choose payment method ‘ v l [ l [ Undeposited Funds | v l

Outstanding Transactions

IFind\nvoiceNo. “ Filter > I All

DESCRIPTION DUE DATE ORIGINAL AMOUNT

Invoice # 1027 (03/21/2025) 04/20/2025 $85.00

© Boyer & Ritter LLC. All Rights Reserved.

) Feedback

®

$85.00

Customer balance
$85.00

Amount received

$85.00 ]

OPEN BALANCE

$85.00

1-10f1

Amount to Apply
Amount to Credit

@

PAYMENT

$85.00

$85.00
$0.00

Clear Payment



Put into undeposited funds when adding a group of payments.

(] Checking 2 Bank 2 Checking $1,864.00 §3,621.93 View register Vv
[:] Savings = Bank o Savings $800.00 $200.00 View register v
[:] Accounts Receivable (A/R) Accounts receivable (A/R) BAL Accounts Recsivable (A/R) £5,281.52 View register v
E] Inventory Asset Cther Current Assets Inventory §596.25 View register Vv
D Prepaid Expenses Other Current Assets BAL Prepaid Expenses £0.00 View register v
[:] Uncategorized Asset Other Current Assets BAL Other Current Assets £0.00 View register v
E] Undeposited Funds Other Current Assets BAL Undeposited Funds $2,062.52 View register v
— —

© Boyer & Ritter LLC. All Rights Reserved.
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B R 9 Common QuickBooks Errors & Fixes
#6 Incorrectly Applying

Boyer & Ritter LLC

Customer Credits or
Overpayments

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:
* Goto Receive Payment > Apply open credits manually.

* Usethe Customer Balance Detail report to identify mismatches.

© Boyer & Ritter LLC. All Rights Reserved.



Example?

© Boyer & Ritter LLC. All Rights Reserved.

(2 Bill Payment #4

Bank'Crad account

Balance $222.2

Yaing sddren

AMOUNT PAD

$0.00

Ref ra
Print loter
OQutstending Transactions
Fiker > &
DESCRIPTION ouE DATE ORIGINAL AMOUNT PAYMENT
v B4110 0 C 5.000.0
Credits
| Fiker > A
DESCRIPTION ORIGINAL AMOUNT OPEN BALANCE PAYMENT
v e Creg1 09 3.00009 700000 0000
endes Credt (10
Memo

Amount o Apply

Amsurt s Cude

Claar Payment

v

" S——

Add to Bill Payment

Vendor Credic




9 Common QuickBooks Errors & Fixes
B R #7 Incorrect Sales Tax

Boyer &Ritter LLLC

Setup or Application

Why it Matters: This is crucial for staying compliant with tax laws,
ensuring accurate financial reporting, and avoiding costly penalties.

Example:

* Notturning on sales tax or applying incorrect rates to invoices.

Fix:
é;s-"éo * Setup Automated Sales Tax (Settings > Taxes > Sales Tax.)
o e * 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.

© Boyer & Ritter LLC. All Rights Reserved.
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Adding Sales Tax

Craig's Design and Landscapin norepl uickbooks.com |
5? g ping ply@q | Add logo
Services i
123 Sierra Way
San Pablo CA 87999

Max size: 1 MB

Edit company

[55 Twin Lane ‘ ' ] il\lt"

[Sporting _goods@intuit.com

Cc/Bee

Bill to Invoice no. 1005

Amelia a| Terms Net 30
Freeman Sporting Goods I Invoice date 04/29/2025 ﬁ
370 Easy 5t Due date 051292025 [

Middlefield, CA 94482 L

Edit Customer

Product or service

# Product/service Description Qty Rate Amount  Tax

1 Landscaping:Gardening Weekly Gardening Service 2 25.00 $50.00 -

Add product or service | v Cloar all lines

[§]

© Boyer & Ritter LLC. All Rights Reserved.
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9 Common QuickBooks Errors & Fixes

#8 Vendor Setup

Why it Matters:

B

Boyer &Ritter LLLC

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 resultin 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.

© Boyer & Ritter LLC. All Rights Reserved.



Vendors New vendor | v Boyer &Ritter LLLC

$26,637
LR UL TEY
HETS)
VINGOR + / COMPANY 10%9 TRACKNG nont oA OPEN BaLANCE AchON

Vendors ( Prepare1099s | ~)

Unpaid Last 365 Days Paid

$0
0 OVERDUE $615
2 PAID LAST 30 DAYS

( Batch actions v ) Search Q = o
J I = )

rl VENDOR 4 / COMPAN 1099 TRACKING PHONE EMAIL OPEN BALANCE ACTION

El Office Computer 30.00 Create expense v

© Boyer & Ritter LLC. All Rights Reserved. || QBSE Subscription $000  Createexpense v




B

Boyer &Ritter LLLC

9 Common QuickBooks Errors & Fixes

#9 Failing to Close the
Books

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.

BR

Boyer &Ritter LLLC

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.

© Boyer & Ritter LLC. All Rights Reserved.
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4 Key Features
to MAXIMIZE
QuickBooks

= Recurring
&L) Transactions

2l

Customizing

Reports
Inventory

Management

Lisa Kelly Ben Bostic, CPA
Paraprofessional Principal

© Boyer & Ritter LLC. All Rights Reserved.



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

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.

© Boyer & Ritter LLC. All Rights Reserved.

@ Accountant

Home

Customers

Vendors

Employees

Transactions

Reports

Taxes

Marketing

@ My Company ¥

Reports rrofit and Loss

Recommended Management Reports

Accountant Reports

NAME

Bills to Pay This Week

Profit and Loss with Percent

B

Boyer &Ritter LL.C

v
Frequently Run My Custom Reports All Reports
S —
CREATED DATE RANGE EMAIL ACTION
This Week Unscheduled Edit | v
All Dates Unscheduled Edit | »
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Recurring Transactions

Why it Matters:

e Savestime and ensures you never miss a payment
or invoice.

® glickbooks = Sample Compeny @ Hele Q (s &

Recurring Transactions Remindar List | » o

< All Lists

What You Can Do:

* Set up recurring templates for:

- Invoices (e.g., monthly subscriptions)

- Bills (e.g., rent or utility payments) o ~

27430 Edit v

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

 Choose frequency: Daily, weekly, monthly or
custom.

 Setreminders or auto-posting: Choose whether
QuickBooks should prompt you or automatically
post.

© Boyer & Ritter LLC. All Rights Reserved.



Set up Recurring Payments

Boyer &Ritter LLLC

Customers
Invoice

Receive payment
Statement
Estimate

Sales order
Credit memo
Sales receipt
Recurring payment
Shipping label
Refund receipt
Delayed credit
Delayed charge

Add customer

© Boyer & Ritter LLC. All Rights Reserved.

Vendors

Expense

Check

Bill

Pay bills

Purchase order

Wendor credit

Credit card credit
hecks

Add vendor

Team

Payroll
Add employee

Add contractor

RECURRING PAYMENT

e

Craig's Design and Landscaping  noreply@quickbooks.com

Services
123 Sierra Way
San Pablo CA 87999

Edit company

Add customer

Product or service

#  Product/service

Recurring payment no.

Description

5-00001

Rate

Add logo
Max size: 1 MB

Amount  One-time Tax

0

When to charge

I Select future date

Sta

|

Customer must accept recurring payment before

this date.

End

INever v I
Every number of

Repeat months

IMontmy vl [1

On Day

Iday v I [ 1st




Integrations

Why it Matters:

* Centralizes your tools and automates workflows.

What You Can Do:

* Connect with payment processors:
- Paypal
- Square
- Stripe - to sync sales automatically
* LinkeCommerce platforms:
- Shopify
- Amazon
- WooCommerce - sync inventory and sales data.

* Use CRM Integrations:

- Salesforce

- HubSpot-align financial and customer data.
* Connectto payroll & HR tools:

- Gusto
- TSheets - simplify payroll and track employee time

© Boyer & Ritter LLC. All Rights Reserved.
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version. Training. Bookkeeping

S H‘i‘?\

|

& Hubdoc é

QuickBooks.
Online e

/5
8,
RECEIVE PAYMENTS &g

SIIA0NIN3 AVd——

! plooto

Brieg Your Wrkkrce o



©)

Shopify Online Back-
Connecto. .. up a...

85 Go to apps overview

Recommended

From Intuit

€

Payroll Mailchimp

Payments

@ Find apps

© Boyer & Ritter LLC. All Rights Reserved.

Quinci - Consalidation, BI,
KPIs and Financial...

ik odr (212)

Leading Reporting App in the
CuickBooks App Store.

ree apps built by QuickBooks

amagon
business

Amazon Business
Purchases
o i e A7 iy (545)

Easily track purchases from
Amazon Business

ree QuickBooks Connectors apps for eCommerce

Comme

Apps _

. =

I Fothom

Fathom - Financial

Reporting, Forecasting,...

i dedr (575)

Reporting, analysis, cash flow
forecasting & consolidations

€

maiichimg

Mailchimp

iy O iy (49)

Bring together your marketing
and financial data to help spee

®

QuickBooks Time

WAt (12721)

Simplify payrell and invoicing
with QuickBooks Time

amazon
Amazon Seller Connector
by QuickBooks

i ity (147)

Sync products, erders and
payouts into QuickBooks to

Amazon Business

Bulk Import / Export Excel |
CSV | PDF | IIF | Receipt...

W i oy (4103)

Batch Uplead files, Download,
Export, Delete, Modify, Cleanu...

0

Connect to Square

¥ i vy ¥ (768)

Automatically import your sales
transactions from your Square

On the left, go to Apps and select Apps. Find the app you need and
connect it.

and financiz

Eraa OnirkRnnke Cannartnre anne far



Best Practices

 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

© Boyer & Ritter LLC. All Rights Reserved.

B

Boyer &Ritter LLLC



Schedule Routine Reviews

** Routine checks help catch errors early. **

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
Boyer & Ritter ...

© Boyer & Ritter LLC. All Rights Reserved.



Organize Your
Chart of Accounts

e Archive unused accounts.

e (Consolidate redundant or
unnecessary categories.

* Maintain consistent naming
conventions.

Boyer & RItter ..

© Boyer & Ritter LLC. All Rights Reserved.



Organize your chart of accounts.

Chart of accounts :
< All lists
Batch actions v l ‘ Q Filter by name or number ‘ ‘ All v
|':| NAME £ ACCOUNTTYPE @ 2
|:| Checking o Bank
|7| Savings o Bank

|_ | Accounts Receivable (A/R)

|_ | Inventory Asset

L] Prepaid Expenses

L] Uncategorized Assst

L] Undeposited Funds

L] Truck

|_ | Depreciation

© Boyer & Ritter LLC. All Rights Reserved.

Accounts receivabls (A/R)

Other Current Assets

Other Current Assets

Other Current Asssts

Cther Current Assets

Fixed Assets

Fixed Assets

DETAILTYPE

e Checking

-

&= GSavings

Accounts Recsivable (A/R)

Inventory

Prepaid Expenses

Other Current Asssts

Undepesited Funds

Vehicles

Accumulated Depreciation

1. Start by-Transactions
2. Chart of accounts

3. View

4. Edit

™,
™,

QUICKBOOKS BALANCE

BANK BALANCE &

$1,864.00 -$3,621.93

$800.00 $200.00

$5,281.52

$596.25

50.00

$0.00

£2,062.52

$13,495.00

50,00

4

1-75

ACTION
View register
View register
View register
View register
View register
View register
View register
View register

View register

o @

Mext »



Use Classes, Locations
and Tags Wisely

$$3,210.00

T Balence 5322 33187

These features help with detailed .
tracking and should be: /A=

 Consistently applied

* Periodically reviewed for
redundancy J ooy /ﬂ ﬁ
4 200000 TETL? Clagw 3 i}

Boyer &Ritter ..
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Account Settings <::|

‘ompany

Isage

ales

Xpenses

ime

dvanced

Accounting

Company type

Chart of accounts

Categories

First month of fiscal year
First month of income tax year
Accounting method (2)

Close the books (2)

Tax form

Enable account numbers
Discount account
Tips account

Billable expense income account

Track classes

Track locations

Once turned on locations and
Classes will appear on the invoices.

© Boyer & Ritter LLC. All Rights Reserved.

January
Same as fiscal year
Accrual

Off

Not sure/Other/None

of 3. Advanced settings

Discounts given

Billable Expense Incomr

On :
On

|Kookies by Kathy | v | -‘.El\'f

\_qbwebsamp\ecompany@yahuc.com

Cc/Bee

Bill to Invoice no.
Kathy Kuplis Terms
Kookies by Kathy Invoice date
789 Sugar Lane Due date

| Middlefield. CA 94303

Edit Customer

Product or service

# Product/service Description

1 Landscaping:Gardening

Add product orservice | v Clearall lines

Weekly Gardening Service

1016

|Net 30 v |

(osiozo2s ()

[oanazozs B

Location (hidden):

4. Turn on classes and locations

R =

Qty

Rate

25.00

Amount  Class (hidden)

$75.00

1. Go to the gear icon at the top of your screen
2. Accounting settings

=



Use Integrations &
Apps Cautiously

* Vet apps through the QuickBoolks App Store.
 Limitintegrations to what’s necessary.

* Regularly audit app permissions.

Boyer & RItter ..
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Maintain User Access
& Security

* Review user permissions quarterly.

* Revoke access for former employees
immediately.

e Enable 2-factor authentication for all users.

Boyer & RItter ..
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Boyer &Ritter LLLC

Manage Users

Manage users ==

Users — Accounting Firms 1

Q Search ‘

NAME § EMAL & ROLE & STATUS % BILLABLE & ACTION

nereply@quickbooks.com Acive No

Audit Log
User Date Changed Events
Craig Carlson | v ] [ This Month v I [ All events ~

1. Click Gearicon at the top e - .
2 . M a n a ge u S e rS Jun 4, 2025, 1:41 pm Eastern Daylight Time Craig Carlzon Changed semings

3 . Vi eW u S e r a Ct i Vity Jun4,2025, 12:51 pm Esstern Daylight Time Craig Carlson Completed Deposit of 5408.00 View
4

. E d it a n d u p d ate, u S e r, p e r m i S S i 0 n S , Jun 4, 2025, 12:49 prn Esstern Daylight Time Craig Carlson Completed Deposit of 5200.00 View

Jun 4,2025, 12:49 pm Eastern Daylight Time Craig Carlson Completed Deposit of $55.00 to Books by Bessie View
etc..

Jun4,2025, 12:36 pm Eastern Daylight Time Craig Carlson Added account Interest View

Jun 4,2025, 12:35 pm Eastern Daylight Time Craig Carlson Added account Principal View

Jun 4, 2025, 10-07 am Eastern Daylight Time Craig Carlson Edited user Craig Carlson View

Jun 4,2025, 8:11 am Eastern Daylight Time Craig Carlson Reconciled eccount Checking View

© Boyer & Ritter LLC. All Rights Reserved.



Regular Data Backups
& Updates

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: Export reports monthly or quarterly:
« Rewind or SafetyNet for automated * Balance sheet
daily backups * Profitand Loss
* These allow point-in-time restores . General Ledger

which Intuit doesn’t offer.
e Customer/Vendor Lists

Boyer & RItter ..
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When to Seek
Professional Help

* You’re unsure how to classify certain transactions.
* Preparing for tax season or filing compliance documents.
* Performing year-end closes.

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

* Migrating data or transitioning from another system.

* Errorsinreconciliations that you can’tresolve.

Boyer &Ritter ..
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B

Boyer &Ritter LLC

&A

* What can we answer for you?
* QuickBooks Issues?
 Solutions you may need?

© Boyer & Ritter LLC. All Rights Reserved.



Receipts @ Soles @ Orders

Boyer &Ritter LLLC

Tax Update

* Proposed Federal Legislation

* PA Annual Business Reporting

© Boyer & Ritter LLC. All Rights Reserved.



Boyer &Ritter .

Thank you for
joining us!

Presented by:

Ray Brown, CPA Cierra Neil, CPA
Garrett Ofenloch Lisa Kelly

Ben Bostic, CPA

Camp Hill | Chambersburg | State College www.cpabr.com

© Boyer & Ritter LLC. All Rights Reserved.




THANK YOU FOR ATTENDING

SPARK

Scan the QR code to visit our
Annual Reporting Resource Center

© Boyer & Ritter LLC. All Rights Reserved.
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