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Common 
Problems 

• Lack of general accounting background

• Not understanding common terminology

• Incorrect structural set up of general ledger (agnostic of software)

• Incorrect use of process flows leading to a costly clean up efforts

• Inability to use the existing accounting data to make decisions

• Inability to leverage processes to make back office more efficient



• Considerations for setting up Quickbooks

• Chart of accounts

• Products and services

• Adding customers

• Adding vendors

• Sales tax set up

• Customization for your business

Agenda Topics



Needs Assessment

The 8 process areas need to be 
assessed for inclusion in your 
business set up

Sales & A/R

Expenses &  
A/P

Employees  
& Payroll

Other  
Expense  
Tracking

Other Daily
Operations

Industry
Specific
Needs

Specialized  
Applications

Reporting
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Assessing Industry Trends
Some workflows are common within specific industries

Professional
services

Contractor/  
field services

Retail and  
e-commerce

B2B
wholesale
business

Not for profit
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• Time-
tracking

• Job-costing

• Time-
tracking

• Job-costing
• Mobility

• Third-party  
Integration

• Inventory-
tracking

• Inventory
• Logistics
• Shipping

• Donor  
tracking

• Fund
accounting

• Long lists



Checklist: QuickBooks Features and Solutions
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Checklist to Prepare for Quickbooks Profile
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Methods to migrate data to QuickBooks Online
There are 3 ways to get data from other systems into QuickBooks Online

Manually enter  
transactions into  
QuickBooks  
registers
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Import lists using  
the Import Utility in  
QuickBooks

Convert from  
QuickBooks  
Desktop



Importing Lists
You can import lists directly into QuickBooks Online
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QuickBooks Online Conversion Tool
Export your QuickBooks Desktop data to QuickBooks Online within QuickBooks Desktop
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Selecting the Right Subscription



Usage Limits in QuickBooks Online

QuickBooks Online Plan Limits
Simple Start Essentials Plus Advanced

Classes and locations
(combined)

0 0 40 No limit

Chart ofAccounts 250 No limit

Tags (ungrouped) Unlimited

Tag Groups 40 (each group can include up to 300 tags) No limit

Billable users 1 3 5 25

Accountant users 2 3

Reports-only users 0 No limit

Time tracking-only users 0 No limit
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Why you might need a customized Chart of Accounts
Companies have various needs based on:

INDUSTRY

• Product-based companies
• Professional services
• Real estate
• Construction

COMPANY  
STRUCTURE

• Sole owner
• Partnership
• Corporation
• Not for profit

WORKFLOWS

• Point of Sale
• Sales on account (account receivable)
• Payroll
• Sales tax
• Loans
• Job costing
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GOALS:

• Data is accurate,  
complete, and  
meaningful

• Reports can be  
generated to provide  
insight into business  
performance



Compare Chart of Accounts
Master Electrician

Contractor who needs to track
• Supplies and materials purchased directly

for customer jobs
• Supplies and materials purchased for  

general business use
• Gross profit is important!

Reports he’s most interested in are:
• Profit and Loss by Customer
• Uninvoiced Charges
• Balance Sheet
• Accounts Receivable Aging report
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As well as adding accounts, edits to a default COA can include:

• Editing the names of default accounts

• Adding account numbers

• Merging duplicate accounts

• Making unused or redundant accounts inactive (you can’t delete an account)
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Ways to customize the Chart of Accounts



Merging accounts and making accounts inactive

A cluttered Chart of Accounts confuses data and makes reports lesseffective.

Make an account inactive when it:

• Is not relevant to the business

• Has been closed and the balance is zero

• Is no longer needed

Merge an account when:

• Two accounts serve the same categorical purpose

• There are duplicates (example: misspelling)

IMPORTANT: Merging accounts is not reversible. It is permanent and cannot be undone.
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Account editing limitations

Account Name Can make  
inactive?

Can change  
name? Can merge?

Accounts receivable   

Undeposited Funds   

Opening Balance Equity   

Retained Earnings   

Inventory* / Cost of Goods Sold*   

Reconciliation Discrepancies   

Unapplied Cash Payment Income /
Expense   

Sales Tax (agency name) payable   

Sales / Services   

Uncategorized Asset / Expense /  
Income   

Owner’s Equity 

* If you try to edit or delete these accounts, any edits to Products/Services will recreate them



Chart of Accounts
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How to merge accounts
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In the account you want to KEEP

Right click to copy



In the account you want to get rid of

Right click to paste
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How to make an account inactive
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How to make an account active



The four types of Products and Services

Inventory items are only available in  
QuickBooks Online Plus and  
Advanced

All other items are available in all  
subscription levels

28



AddanewProduct andService item
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Import the Products and Serviceslist
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Importing Products andServices

31



Importing Products andServices
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Import the Products and ServicesList
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Adda PreferredVendor to a Product or Service

Benefits of adding a preferred vendor:
• Easily identify which vendor to order from

• Populates the vendor name when creating a  
purchase order for a single item from the Products/  
Services list

• Only one preferred vendor is allowed per item
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Add a new Customer
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Address tab
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Add a new Customer



Notes tab
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Add a new Customer



Tax info tab
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Add a new Customer



Payment and billing tab
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Add a new Customer



Language
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Add a new Customer



Attachments tab
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Add a new Customer



Additional Info tab
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Add a new Customer



Importing a customer list

Lists can be imported via .xlsx or .csv file format
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Importing a customer list

Lists can be imported via .xlsx or .csv file format
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Add a new Vendor
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Add a new Vendor
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Importing a vendor list
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Importing a vendor list – Able to make final edits before import
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Setting up bank feeds – 1st Connection
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Setting up bank feeds – additional connections
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Connecting bankfeeds
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New connection options – Banking API

• The API (application programming  
interface) uses Oauth2 authorization

• Maintains a more reliable connection

• No need to update user login  
credentials when they change
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Connecting bankfeeds

• Banks that do not use Oauth API connection will default to import 90 days of  
transactions

• Banks that do use Oauth API will allow you to import up to 2 years of data
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Manually importingtransactions
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Manually importingtransactions
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Manually importingtransactions
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Manually importingtransactions
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Restoring a lost bank feed connection

Step 1: Start a manual download

Step 2: Check the bank or credit card’s website

Step 3: Update the bank info in QuickBooks  
Online

Step 4: Fix specific bank errors
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Getting started with Sales Tax in QuickBooks Online
Assessing sales tax requirements

• Do you do business in more than one state?

• To which agencies do you need to pay sales tax?

• What is the filing frequency?
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Talk with a CPA to verify that 
your business has a tax nexus 
with any states with customer 

transactions



Set up sales tax
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Set up sales tax

61



Set up sales tax
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Set up sales tax
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Set up sales tax
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Set up sales tax
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Review Products and Services

66



Review Products and Services
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ReviewCustomers
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Applying sales tax
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Questions?
Grant Seshul CPA

grantseshul@apexusfinancial.com

309.472.6683

Or schedule time on our website APEXUSFINANCIAL.COM


