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QUICkBOOkS® Intermedio

Crear una nueva compaiia en QuickBooks Online

Pueden existir las siguientes situaciones y ambos casos debera haber escogido el nivel de
suscripcion de QB online que mas se ajusta a las necesidades de su negocio, donde usted
podra ingresar en la pagina web de QB online.

1. Es una empresa nueva

2. Es un usuario de QB Desktop y podra hacer el cambio a QB Online

www.quickbooksonline.com

C & httpsy//quickbooks.intuit.com/sign-in-offer/2cid=ppc_G_e_US_.QBO_US_GGL _Brand_Retention+-+Log+In_Exact Search_Desktop_SC._ quickbooks%20online%20login_txt * O
£ Apps @ QuickBooks login-© & Asana [ Reverse Percentages [l SmartVault:Signin s« Scotiabank Colpatria [ Posts|PiedmontCor  [3 Posts|PiedmentCor P Spectrumnet  §f§ Link & Learn Taxes,
@b qliickbooks
. .
Sign up for savings O
Save on your first three months of @ quickbooks @ turbotax

QuickBooks Online.

Signin
fecomme Sign in to your Intuit account to access all our In resar Ia
Save 50% today on products including QuickBooks, Learn mare . fg .,
QuickBooks Online informacion del

G Sign in with Google

Select your plan I o

Email address

correo electrénico

Additional QuickBooks products

Password

Feedback

PAYROLL

Pay your

El primer paso por realizar es la configuracién de la empresa
- En el icono de engranaje ingresar a la opcion Account and Settings

&« C & https//c23.gbo.intuit.com/app/homepage e % O

# Apps @ QuickBookslogin-©  f Asana [l ReversePercentsges [ SmartVault:Signin s« Scotisbank Colpatia [ Posts |PiedmontCor  [J Posts|PiedmontCor P Spectrumunet  §il Link & Learn Taxes

adb Accountant = =] Craig’s Design and Landscaping S S

Craig's Design and Landscaping Services

Your Company Lists Tools Profile

Al Lists Import Deta User Profile
Manage Users Praducts and Services Export Data Feedback
Custom Form Styles Recurring Transactions Reconcils Privacy
Chart of Accounts Anachments Budgsting

~
QuickBooks Labs AuditLog 3 Sign Out

Qrder Checks (£

SmartLook
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Ingresar en cada
uno de los campos
del lado derecho

< c

S Apps @ QuickBooks Login -

@ https://c23.gbo.intuit.com/app/accountsettings

& Asana [ ReversePercentages [ Smartvault:Signn

|Acc:c|unt and Settings

Company
Company name
Sales
Expenses
Company name
Advanced Legal name
EIN/SSN
Company type _
ax form
Industry

Contact info Company email

Customer-facing email
Company phone

Website

o Revision de Menus e Iconos

Tan pronto como inicie sesion,
inmediato en su Dashboard.

s+ Scotiabank Colpatria  [Y Posts | Piedmont Co

Craig's Design and Landscaping Services

Not sure/Other/Ncne

noreply@quickbooks.com

[3 Posts | Piedmant Ce
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Ingresar la
informacion basica
de la Empresa, dar
clic en el icono del
lapiz al lado

izquierdo

P Spectrum.net]

vera la informacién mas importante sobre su negocio de

@» Lola's Landscaping

Setup guide

Profit and Loss v Expenses

$350 $50

Invoices Sales

850 $400

400 450

e _________ B=d s
ss0 o
fow - e

Tuw v

Bank accounts

Checking

Conmect sccount Gom wgiens v

Tips

—0-=§

Stop waiting by the mailbox

GUIA BASICA — QUICKBOOKS® ONLINE

N

En la pagina
inicial,
QuickBooks
muestra sus
ganancias y
pérdidas, cuanto
gasto, su resumen
de ventas y lo que
la gente le debe.
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Y si necesita agregar algo, como una factura de venta o una factura de compra, puede
hacerlo en el icono + Create

& > C @ https//c23.qbo.intuit PP, - fr O

21 Apps @ CQuickBooks Login - & Asana [ Reverse Percentages [ Smartvault:Signin s« Scotiabank Colpatria [J Posts|PiedmontCor [ Posts|PiedmontCor B Spectrumnet §30 Link & Learn Taxes

db Accountant = i Craig's Design and Landscaping Services °

Customers Vendors Employees Gther

Invoica Expense Payroll Bank Deposit

Recaive Payment Check Single Time Activity Transfer

Estimate Bill Weskly Timashser Journal Entry
Credit Memo Pay Bills Statement
Sales Recsipt Purchase Order Inwentary Qty
Adjustment
Refund Receipt Vendor Credit

Delsyed Credit Credit Card Credit

Delsyed Charge Print Checks

¥ Show less

hitps://c23.gbo.intuit.com/appfinvoice

QuickBooks tiene muchas cosas buenas en la barra de navegacién izquierda. En Sales,
puede ver a sus clientes, ventas y productos o servicios que esta vendiendo para su
negocio.

También puede acceder a los informes de QuickBooks aqui a la izquierda.

Un lugar mas donde puedes buscar cosas es el icono de engranaje en la parte superior
derecha. Es probable que no necesite usar estas herramientas tan a menudo, pero es
bueno saber que estan ahi.

Lola’s Landscaping

Your Company Lists Tools Profile
Account & Settings All Lists Import Data User Profile
Manage Users Products and Services Import Desktop Data Feedback
Custom Form Styles Recurring Transactions Export Data Refer a Friend
y Chart of Accounts Attachments Reconcile Privacy

QuickBooks Labs Budgeting

Audit Log

Order Checks & & Sign Out

Puede acceder a la configuracion de su empresa y a la informacion de su cuenta de
QuickBooks aqui.
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Aqui es también donde puede encontrar herramientas de contabilidad avanzadas como
Conciliacién, Presupuesto y el Registro de auditoria.

Lola’s Landscaping

Your Company Lists Tools Profile
Account & Settings k All Lists Import Data User Profile
Manage Users Products and Services Import Desktop Data Feedback
Custom Form Styles Recurring Transactions Export Data Refer a Friend
sy Chart of Accounts Attachments Reconcile Privacy

QuickBooks Labs Budgeting

Audit Log

Order Checks @ & sign Out

In QUICKBOOkS 3L 1O REVIEW

e Elaboracion del plan de cuentas
o Revisar plan contable
o Creacion de nuevas cuentas y subcuentas contables
o Anadir cuentas de banco

Durante el proceso de configuracion inicial, QB creara por defecto un plan de cuentas, este
puede ser personalizado a las necesidades de su empresa. Ingresar por el icono de
engranaje a la opcién Chart of Accounts

<« C @ https/c23.qbo.intuitcom/app/chartofaccounts o Y O :

i Apps (@ QuickBookslogin-© 4% Asana [ Reverse Percentage SmartVault: Sign In 5= Scotisbank Colpatria [ Posts | PiedmontCor [ Posts | PiedmontCor b Spectruminet  §i§ Link & Learn Taves

ab Accountant = E Craig's Design and Landscaping Services ¥ e <§_> @ Help L}

Dashbosrd Chart of Accounts  Reconcile
Banking
-
Sales -
Expenses
Workers
Take a peek under the hood
Reports
Taxes This is the nuts and bolts of your aceounting-your Chart of Accounts
It's already set up and customized for you.
I Accounting Chart of Accounts
See your Chart of Accounts

My Accountant Reconcile

hitpsi//c23.qbo.intuit com/app/chartofaccounts
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En el icono New
podra crear una
nueva cuenta

2. El tipo de cuenta determina en cual Estado 1.
Financiero se reflejara por lo cual es importante
es importante escoger correctamente.

hartofaccounts

i Apps @ QuickBooks Login everse Perce SmartVault: SignIn 5= Scotiabank Colpatria  [Y Posts | PiedmontCor [ Posts| PiedmontCor P Spectuminet  §3§ Li

Account

Account Type

Bank

*Detail Type

Cash on hand

Use a Cash on hand account to track
cash your company keeps for occasional
expenses, also called petty ash.

To track cash from sales that have not
been deposited yet, use a pre-created
account called Undeposited funds
instead.

*Name

Cash on hand

Description

[] 1s sub-account

Balance as of

12/13/2018

Configuracion de Nuevos Clientes
o Como crear un nuevo cliente (customer)
Ir a Menu de la parte izquierda en la seccion Sales Center y seleccionar Customer.

< c

2 Apps @ QuickBooks Login -

ab Accountant

@ https//c23.gbo.intuit.com/app/customers

So Asana [ Reverse Percentage

esign and Landscaping Sel

SmartVault: Sign In s= Scotiabank Colpatria

[ Pests | Piedment Co

[ Posts | Piedmont Co

- % O

P Spectrumnet §R Link & Learn Taxes

Dashboard All Sales Invoices Customers Products and Services
Banking —_—
Customers | customertypes | [
I Allsles
Unbilled Last 365 Days Uny 365 Deys ai
Expenses Invoices
F $750 $1,526 3,136
3 UNBILLED ACTIVITY 10 OVERDUE 12 PAID LAST 30 DAYS
Workers Customers
Reports Products and Services
A~
Taxes

Accounting

‘ Batch actions |

CUSTOMER & / COMPANY

7
|
D Amy‘rsﬁBild:Sfr:\::t:Jary =
|

PHONE

OPEN BALANCE

ACTION

My Accountant (650) 555-3311 $239.00 Recsiva paymant v
l?l\l szdsurf Shop [ (415) 444-6538 $85.00 Recsiva paymant v

Cool Cars
([ = (415) 555-9933 $0.00 Create invoice ¥

hitpsi//c23.gbo.intuit.com/app/customers

GUIA BASICA — QUICKBOOKS® ONLINE



/2. Solo es

requerido

diligenciar el o
ps://c23.gbo.intuit.com/app/customers

nombre Yy slogin-© & Asna [ Reverse Percentage:

posteriormente

podra editarlo e
incluir

Customer information

Company

B SmarVault:Signin 5= Scotiabank Colpatria  [3 Posts | Piedmont Co
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1. En la opciéon New Customer
desplegara una ventana con la

informacion que debera llenar

[ Posts | Piedmont Co P Spectrun' arn Taxes,

informacion

Title  Firstname

*Display name as

Print on check as Use display name

Address | Notes

Billing address mzp

Ll

‘ Cancel ‘

Middle name Last name

Tax info | Payment and billing | Attachments | Additional Info

Suffix ~ Phone Mobile

Website

[Jts sub-customer

Bill with parent ¥

Shipping address mep [¥/|Same as billing address

o Como agregar un trabajo o proyecto a un cliente (Job)
Para cada cliente podra clasificar los trabajos realizados si asi lo requiere, creando
un trabajo o proyecto, esta opcion le permitira realizar un seguimiento de los

trabajos segun su clasificacion.

< c

& https;//c23.gbo.intuitcom/app/customers

Ingresar en el Menu izquierdo — Customers.

b4

i Apps @ QuickBooks Login -

ab Accountant

& Asana [ Reverse Percentage

B SmartVeult:Signln s« Scotiabank Colpatria [ Posts | Piedmont Co

&

Craig's Design and Landscaping Services ¥

[ Posts | Piedmont Co

» Spectrumnet  § Link & Learn Taxes

Dashboard AllSales  Invoices  Customers Products and Services
Banking )
Customers [ customertypes | [
Allsates
Unbilled Lest 365 Days Unpeid Last 365 Days Paid
Expenses Invoices
3 $750 $1,526 $3,136
o 3 UNBILLED ACTIVITY 10 OVERDUE 12 PAID LAST 30 DAYS
Workers ustomers
Reports Products and Services
~
Taxes .
| Batchactions v Q
Accounting D CUSTOMER & / COMPANY PHONE OPEN BALANCE ACTION

My Accountant Amy's Bird Sanctuary [

Bill's Windsurf Shop [~

J/00

Cool Cars [Z]

hitps://c23.qbo.ntuit com/app/customers

(650)555-3311 $239.00 Raceive payment v
(415) 444-6538 585.00 Racaive payment v
(415) 555-0933 50.00 Create invoica ¥

Ingresar a la opcion New customer

GUIA BASICA — QUICKBOOKS® ONLINE
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<« C @ nitps//c23.qbo.intuit.com/app/customers @ % @ :
t Apps @ QuickBookslogin-© &% Asana [ Reverse Percentage: [ SmartVault:Signln s« Scotiabank Colpatria [} Posts|PiedmontCor [} Posts|PiedmontCor B Spectrumnet il Link & Learn Taxes

ab Accountant 5] Craig's Design and Landscaping Services zg

1. Ingresar en la
opcién New

Dashboard All Sales Invoices Customers Prod

Bankin
° Customers Customer
Sales
Unbilled Last 365 Days Unpaid Lest 365 Days Peid
Expenses
$0 $750 $1,526 $3,136
0 ESTIMATE 3 UNBILLED ACTIVITY 10 OVERDUE 12 PAID LAST 30 DAYS
Workers
Reports
~
Taxes .
[ | Batchactions v Q
Accounting [] cusTOMER « 7 comPANY PHONE OPEN BALANCE ACTION
My Accountant ] Amy's B"‘{SE”Q“EW & (650) 555-3311 $239.00 Receive payment v
D Job1 [ (650) 555-3311 $0.00 Create invoice v
[l '?'H s Windsurf Shop. (] (415) 444-6538 $85.00 Racolve paymant v
&« C & https://c23.qbo.intuit.com/app/customers [CUR- N < ]

t Apps @ QuickBookslogin-© & Asana [ ReversePercentages [ SmertVault:Signin = Scoticbank Colpatria [ Posts | PiedmontCor [ Posts | PiedmontCor B Spectrumnet  §8 Link & Learn Taxes,

este caso
“Job 1”

4. Ingresar el
nombre del
trabajo, en

Customer information

Company

3. Clicenla
opcioén Is sub-
c

Job 1

Middle name  Last name Suffix Mobile

Title  First name

* Display name as Other Website

Job 1

Print on check as /] Use display name

[]1s sub-customer

2. Seleccionar
el cliente

Job 1

Address | Notes | Taxinfo | Paymentand billing | Attachments | Additional Info

Billing address mep Shipping address map [v]Same as billing address

“ »

oot |

GUIA BASICA — QUICKBOOKS® ONLINE | 7
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En el listado de clientes, el Job 1 que fue creado se encuentra asociado al cliente,
en este caso toda la informacion del cliente sera clasificada segun el trabajo o
proyecto que es facturado.

&« C @& hiips//c23.qbo.intuitcom/app/customers @ % @
! Apps @ QuickBooks Login - & Asana [ ReversePercentage: [l Smartvault:Signin  se Scotisbank Colpatria [ Posts|PiedmontCor  [) Posts|PiedmontCor B Spectrumnet  §ifl Link & Learn Taxes,

ab Accountant = (5] Creig's Design and Landscaping Services v

Dashboard All Sales Invoices Customers Products and Services
—_—

Sales

Trabajo o proyecto

Expenses
-~
Workers g [ scions = asociado al cliente
Reports [[] cusToMmER 2 / coMPANY 'OPEN BALANCE ACTION
Amy's Bird Sanctual
Taxes o v & (650)555-3311 5239.00 Receive payment v
Amy’s Bird Sanctuary
Accountin Job 1
9 O = (650) 555-3311 $0.00 Create invoice ¥
Job 1
My
O B_'“ sw'"ds"vﬁs'“’" = (415) 444-6538 $85.00 Recsive payment ¥
Bill's Windsurf Shop
Cool Cars
D = (415) 555-9933. $0.00 Create invoice v
Cool Cars
7] Dieao Rodri = 50155544 0.00 Crenteinvnice hd

o Como crear cotizaciones para clientes y trabajos en especifico
En el icono + Create en la parte superior, esta la opcién Estimate en la columna
Customers.

< C @ hitpsy/c23.qbo.intuit.com/app/homepage @ o w 0

32 Apps @ QuickBooks Login - & Asana [ Reverse Percentages [l SmartVault:Signln 5= Scotiabank Colpatria [} Posts|PiedmontCor [ Posts|PiedmontCor B Spectrumnet  § Link & Learn Taxes,

ab Accountant

Vendors Employees Other

Expense Payroll §* Bank Deposit

Check Single Time Activity Transfer

gill Weekly Timeshest Journal Entry

Fay Bills Statement
Ssles Recsipt Purchsse Order Inventory Qty
Refund Receipt Vendor Credit Adjusmant
Delsyed Credt Credit Card Credit

Deleyed Cherge Print Checks

https.//c23.qbo.ntuit.com/app/estimate

Ingresar la informacion del Cliente, direccion, email, fecha del estimado, fecha de
expiracion, el producto o servicio, la cantidad. El estimado quedara en estado
pendiente hasta que sea aceptado y actualizado su estado.

GUIA BASICA — QUICKBOOKS® ONLINE | 8
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< C @ https//c23.gbo.intuit.com/app/estimate @ >~ 7 6

Apps @ QuickBooksLogin-© &% Asana [l Reverse Percentage: SmartVault: SignIn = Scotiabank Colpatria [ Posts|PiedmontCor  [) Posts|PiedmontCor B Spectrumnet § Link & Learn Taxes,
@ v X

AMOUNT

$0.00

[ sendmer CefBee

Billing addrass Estimats date Expiration date
12/13/2018
Crew #
# PRODUCT/SERVICE DESCRIPTION arty RATE AMOUNT TAX
1 ]
2 i
[ Addiines || Clearalilines || Addsubtotal | Subtotal 50.00
Cancel Print or Preview Make recurring Customize Save Saveandsend v
o Emisién de nuevas facturas desde cero
Ir al Menu de la izquierda en Sales, elija la opcién Invoices.
& C @ https//c23.gbo.intuit.com/app/customers @ o % O
i Apps @ QuickBooks login -~ &% Acana [ Reverse Percentage: SmartVault: Sign In  s= Seotiabank Colpatria [ Posts | Piedmont Cor  [J Posts | Piedmont Co P Spectrumnet § Link & Learn Taxes,

@b Accountant = [5] Craig's Design and Landscaping Services ¥

Dashboard Al Sales Invoices Customers Products and Services

Customers | customertypes | -
L
_ Unbilled Last 365 Days Unpeid Last 365 Days Paid
Expenses
$750 $1,526 $3,136
3UNBILLED ACTVITY 10 OVERDUE 12 PAID LAST 30 DAYS
Customers

Banking

Workers
Roports Products and Services
N
= | Batchactions « Q
Accounting [ | customeR a / company PHONE OPEN BALANCE ACTION
My Accountant 0O A'“VS;B"d’S‘*"“‘“"/ = (650) 5553311 $230.00 Receive payment v
Bill's Windsurf Sh
[ Bil's Windsurf Shop = (415) 444-6538 $85.00 Recsive payment v
Cool Car
[ CoolCars [ (415) 555-9933 $0.00 Creata invoice v

httpsi//c23.qbointuitcom/app/invoices

Ingresar la informacién requerida nombre del cliente, email, direccion, términos de
pago, fecha de la factura, fecha de vencimiento, producto o servicio, descripcion,
cantidad, tarifa, esta factura sera enviada por correo electronico.

GUIA BASICA — QUICKBOOKS® ONLINE | 9
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&« C @ https//c23.gbointuit.com/app/invoice @ o K 8

i Apps @ QuickBooks Login & Asana [ Reverse Percentage: SmartVault: Signin s Scotiabank Colpatria [ Posts | Piedmont Cor [ Posts | Piedmont Co P Spectrumnet G Link & Learn Taxes,

(S Invoice B @ Hep X
BALANCE DUE

v $0.00

Billing addrass Torms Invoica date Dua dete
Net30 v | 127132018 01/12/2019
Crow #

#  PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT | TAX

! ul

2 ul

[ Addiines || Cisaralilines || Addsubtotal | Subtotal $0.00

Cancel Print or Preview Make recurring | Customize Save Saveandsend

o Organizar una factura desde una cotizacion
Si contamos con un estimado que ya se habia realizado, se podra realizar una
factura tomando la informacion. Para lo cual podemos crear la factura normalmente
y cuando ingresamos el nombre del cliente, automaticamente QuickBooks
desplegara en la parte derecha de la pantalla los estimados asociados al cliente.

Seleccionar el estimado que es
requerido y dar la opcion Add

& (¢} @& https;//c23.gbo.intuit.com/app/invoice

@ o N O

P Spectrumnet §A Link & Learn Taxes,

& @ X

i Apps @ QuickBookslogin-© & Asana [l ReversePercentages [l SmertVault:Signln s« Scotiabank Colpatra [} Posts| Piedmont Ce

(% Invoice

‘ Am d cts v ‘ Birds@Intuit.com Add te Invoice
[] sena Filter by
All dates -
Billing addrass Terms Invoics date Due date
Net 30 v 12/13/2018 01/12/2019 —
| addall |
Bayshore, CA 94326
Crow #
Billable time
Nov 14 5:00
5$375.00
Custom Design
# PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT  TAX Add Open
1 i
2 o
| Addiines || Claaralilines || Addsubtotal | Subtotal $0.00
Cancel Clear Print or Preview Make recurring ‘Customize Save Saveandsend v

o Recepcién de pagos desde una factura

En el menu izquierdo Sales — Invoices, se podran observar las facturas de venta que
se han elaborado, asi como su estado.

GUIA BASICA — QUICKBOOKS® ONLINE | 10
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En la columna Action dar clic
en el link Receive Payment

&« C @ hitps//c23.qbe.intuit.com/app/invaices @ o~ w 6

bpectrumnet  § Link & Learn Taxes

[l O & @ 4

i Apps @ QuickBookslogin-© e Asana [l ReversePercentages [ SmartVault:Signln  #= Scotiabank Colpatria [1 Posts | PiedmontCor [ Posts

ab Accountant = 5] Craig's Design and Landscaping Services ¥

Dashboard All Sales Invoices Customers Products and Services

Beiling $5,281.52 UNPAID  LAST 365 DAYS $3,602.22 PAID  LAST 30 DAYS

NOTDUE YET NOT DEPOSITED

Workers Customers

$1,629.70

DEPOSITED

Reports Products and Services

Taxes

CUSTOMER DATE DUE DATE BALANCE TOTAL | STATUS ACTIONS
Accounting Shers BernewBarnent[ 11/03/2018  12/03/2018 $274.50 $274.50 Overdue 10 days (Not sent) v Receive payment |y

My Accountant Kaokies by Kethy 09/29/2018  10r29/2018 $75.00 $75.00 Overdue 45 deys (Not sent) v Receive payment | v
Sushi by Katsuyuk 11/08/2018  12/08/2018 $80.00 $80.00 Overdue 5 days (Not sent) v Receive payment | v
Jeff's Jelopies 10/26/2018  11/25/2018 $81.00 581.00 Overdue 18 days (Not sent) v Receive payment | v
hitpsi//c23.qbointuit.com/app/invoices /2018 10/09/2018 $156.00 $156.00 Overdue 65 days (Not sent) v Receive payment | v -

Ingresar la fecha de pago, el método de pago, y si el deposito ha sido recibido en
efectivo — cash, se ha consignado en una cuenta de cheques o de ahorros, relacionar
las facturas que han sido pagadas.

Cuando los pagos son recibidos en cheque o
efectivo y estos van a ser consignado en el
Banco, se debera elegir la cuenta de Bancos
para posteriormente ser cruzada con el Banco

&« C @ hitps//c23.gbo.intuit.com/app/recvpayment?srcTxnl @ - ¥ 6

iabank Colpatria [ Posts | Piedmont Co [ Posts|Piedmont Co B Spectum.net §8 Link & Learn Taxes,

@ Hep X

AMOUNT RECEIVED

$274.50

2! Apps @ QuickBookslogin-© o Asana [ ReversePercentage: [

(5 Receive Payment

Shars Barnett:Bames Design - Find by invoice no.

Payment date

12/13/2018
Payment method Refarance no. Depositto Amount received
- Undeposited Funds | ¥ 27450
Outstanding Transactions
Filter v | A
[] noescipTioN DUE DATE ORIGINAL AMOUNT OPEN BALANCE PAYMENT
Invoice # 1012 (11/03/2018) 12/03/2018 27450 27450 27450
1-1 01 ~
Cancel Print Saveandnew v

GUIA BASICA — QUICKBOOKS® ONLINE | 11



e Configuracién de Proveedores

o Crear un nuevo proveedor (Vendor)
En el menu izquierdo ir a Expenses — Vendors

< c

i Apps @ QuickBooks Login

@ https://c23.gbo.intuit.eom/app/vendors

& Asana [ Reverse Percentages [ SmartVauit:

S

= Craig's Design and Landscaping Services

ab Accountant

Sign In

METROCITY

BOOKKEEPING

@ > % O i

D Spectrumnet §f Link & Learn Taxes,

[0 Posts | Piedmont Co

& Quw &

s Scotiabank Colpatria [ Posts | Piedmont Co

Dashboard Expenses  Vendors
Banking
Vendors Prepare 10995 | v | [ILCURISEEY
Sales
Unbilled Last 365 Days Unpeid Last 365 Days Paid
| e oo
$848 $3,892
Vi 4 OVERDUE 21 PAID LAST 30 DAYS
Workers Vendors
Reports
~

Taxes N

| Batchactions v Q
Accounting [] | vENDOR 4 / company PHONE EMAIL OPEN BALANCE ACTION
My Accountant [T] Bob's Burger Joint 50.00 Create bill v

O l?ouks by;Bessle = (650) 5557745 Books@Intuit.com $0.00 Creata bill v

() Brosnahan Insurance Agency (s50)555.0012 $241.23 Make payment v

hitps://c23 gbo.ntuit com/app/vendors

2. Diligenciar la
informacion del
proveedor, nombre de la
compaiiia, direccién,
email, teléfono, términos

SmartVault : Sign In

Vendor Information

Company

5o Scotisbank Colpatria  [) Posts | Piedmont Co

1. En la opciéon New Vendor
se desplegara la ventana

para incluir la informacién

@ - & O

[} Posts|PiedmontCor P Spect Link & Learn Taxes,

Email

Title Firstname  Middle name  Last name
“Display name as

Print on checkas Use display name

Address map

@)

Suffix

Phone Mobile

Other Website

Billing rate (/hr)

Terms

Opening balance

Account no.

Crear una orden de compra (purchase order)

En el icono + Create, en la columna Vendors, encontrara la opcion Purchase order

GUIA BASICA — QUICKBOOKS® ONLINE
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&« C @ https//c23.gbo.intuit.com/app/homepage @ o~ w O i
i Apps @ QuickBooks Login - & Asana [ ReversePercentage: [ SmartVault:Signin s= Scotisbank Colpatria [ Posts|PiedmontCor [ Posts | Piedmont Co P Spectrumnet il Link & Learn Taxes,

db Accountant = [5] Creig's Designand Landscaping Services ¥

Create

Customers Vendors Employees Other
Expense Payroll Bank Deposit
Check Single Time Activity Transfer
Bill Weskly Timeshest Journsl Entry
Fay Bills Sterement
Purchasa Ordar Inventory Qry
Vendor Credit Adjustment
Credit Card Credit

Frint Checks

hitps://c23.qbo.intuit.com/app/purchaseorder

Ingresar la informacién relacionada con el proveedor, nombre, email, direccién, fecha de la
orden, direccion de entrega, cuentas contables relacionadas, productos o servicios,
descripcion, cantidad, tarifa, monto y en el caso que las compras sean asignadas a un
cliente para su cobro.

@ o 6

&« C @ nttpsy//c23.qbo.intuit.com/app/purchaseorder
i Apps @ QuickBookslogin-© % Asana [ ReversePercentage: [l SmartVault:Signin se Scotiabank Colpatria [7 Posts|PiedmontCor  [J Posts|PiedmontCor B Spectruminet 80 Link & Learn Taxes,

~

(% Purchase Order 8 @ Hep X

AMOUNT

: $0.00

@ Open v
Meailing addrass Ship to Purchass Order data
v | 12130018
Shipping address Ship via

» Account details

v ltem details

& P ary RATE AMOUNT = CUSTOMER

Print Make recurring Save Saveandsend v

o Recibir una orden de compra y registrarlo como una factura por pagar

Tan pronto la orden de compra ha sido aprobada, en QuickBooks se procede a
generar la factura de compra, se debe buscar la orden de compra que debera
encontrarse en estado abierto en el menu izquierdo Expenses — Expenses se listaran
todas las ordenes de compra, facturas de compra, en la opcién Filter por tipo de
transaccion y estado abierto y el rango de fecha se buscara la orden de compra.
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<« C @ nttpsy//ca3.gbointuitcom/a @ o~ v O

5 Apps @ QuickBooks Login B smatvauit:Signin  s= Scotiabank Colpatria [ Posts | Piedmont Cc [ Posts | Piedmont Co P Spectrumnet £ Link & Learn Taxes,

b Accountant = 5] Craig's Design and Landscaping Services Q & @rHp L

Dashboard Expenses  Vendors
Bankin .
2 Expense Transactions [ rnt Checks | v |
Sales
I ‘ Filter v | Last 365 Days Purchase order X Open X  Clear filter / Viewall
Expenses L=
Type
Work
orkers Purchase order v | View deleted/voided transactions O DATE +oraw | Eman LASTDELIVEREE [  ACTION
Repoart: Status
eports 11/15/2018 $125.00 Send w
Open -
Taxes $125.00
Date From To
Accounting Lest 365 Days - | | 121132017 11 of 1
P:
My Accountant eyee
Al -
Category
Al -
[ oems L

En la opcién Action dar clic en Copy to Bill de esta
manera toda la informacién de la orden de compra sera
ingresada automaticamente en la factura de compra Bill.

< C @ hips//c23.gbointuitcom/ap, @& o~ % @

i Apps @ QuickBookslogin-© &% Asana [l ReversePercentage: [0 SmartVault:Signin s Scotisbank Colpatria [ Pasts |PiedmontCor % mnet G Link & Learn Taxes

ab Accountant = [5] Craig's Designand Landscaping Services ¥ ©Q© & @rp L
Dashboard Expenses Vendors
Banki .
erene Expense Transactions |
Sales
‘ Filter = ‘ Last 365 Days Purchase order X Open X Clearfilter / View all
Expenses Ly

J‘ Batch actions v

Workers
[ oate~ TvPE NO.  PAYEE CATEGORY  PODATE TOTAL EMAL LAST DELIVEREC AcTION
R rt:
G [[] 11715/2018  PurcheseOr.. 1002  TimPhilipM... Foumainen.. = 11/15/2018 $125.00 Send [+
Copy o bil
TS Tota! 5125.00
Print
Accounting ViewEdh
C
My Accountant o
Delete

Verificar que sea la orden aprobada y dar clic en Save.
o Emision de nuevas facturas de proveedor desde cero

Cuando no existen ordenes de compra relacionadas y llegan facturas de compra, estas
pueden ser ingresadas en el menu izquierdo Expenses — Expenses
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ab Accountant

ana B R

& https//c23.gbo.ntuitcom/app/expenses

n and Landscaping Ser

bank Colpatria

[ Posts | Piedmont Co

[ Posts | Piedment Co

METRO

BOOKKEEPING

@ o % ©

8 Link & Learn Taxes,

Dashboard Expenses Vendors
Banking q - °
Expense Transactions Print Checks | v | [ R e
Sales
Expenses Expenses Days
Workers Vendors
L e Ea NO. PAYEE CATEGORY ToTAL ACTION
Reports
P [[] 11772018  Purchase Order 1003 Hicks Hardware “split- 522875 Print w
Taxes [] 1171772018 | Purchese Order 1004  Norton Lumberand Build... = -Split- Print v
Accounting [C] 1171572018 Purchase Order 1002 Tim Philip Masonry Fountsin and Garden Lig $125.00 Send w
My Accountant [ 111772018 B Robertson & Associates Legal & Professional | v $315.00 Make payment v
] 111772018 B Norton Lumber and Build . -Split- $205.00 Make payment w
[ 117152018 B Diego's Road Warrior Bo Msintenance and Re | * $755.00 Make payment w
bointuit.com/app/expenses Nlmrmmm | imnkar and Dol Iab Eemmmmmn LAl R - c107 =R Views/Folit -

< c

@ QuickBooks Login -

qb Accountant

& https://c23.gbo.intuit.com/app/expenses

& Asana [l Reverse Percentage

=] Craig's Desion and Landscaping Services =

Bl Smortoult: Signin 5o Scotisbank Colpatra

[ Posts | Piedmont Co

En la opcion New
Transaction - Bill

[ Posts | Piex

B © ¢ o O

@ > n 6

P Spectrumnet §l Link & Learn Taxes,

Dashboard Expenses  Vendors
Bankin: .
¢ Expense Transactions Print Checks _
Sales Bill
‘ Filter ~ ‘ Last 365 Days Expense
Expenses T
y Check
T Batch actions v
Workers — Purchase order
[] oare TYPE & NO.  PAYEE CATEGORY TOTAL
Vendor Credit
R r:
GFEe [] 1171772018 Purchese Order 1003 Hicks Hardware Split- 522875 Print v
Texes [] 1171772018 Purchase Order 1004 Norton Lumber and Build Split- Print v
Accounting [] 1171572018 Purchase Order 1002 Tim Philip Masonry Foumsin and Garden Lig.. $125.00 Send w
My Accountant [ 172018 sl Robertson & Associates Legal & Professionsl | v $315.00 Make payment v
[ 172018 sl Norton Lumber and Build Split- $205.00 Make payment v
[ 11572018 sl Diego's Road Warrior Bo Maintenance and Re | + $755.00 Make payment v
1 avmnmare om " [ I camo =x Vsl = <

En el Bill ingresar la informacion de la factura de compra, nombre del proveedor,
direccion, términos de pago, fecha de la factura, fecha de vencimiento, cuentas
contables relacionadas, detalle de los items comprados, descripcion, si sera facturable
al cliente.
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<« C @ https//c23.qbo.intuit.com/app/bill @ o ¥ O :
i Apps @ QuickBookslogin-© % Asana [l Reverse Percentage: [l SmartVault:Signln s= Scotiabank Colpatria [ Posts|PiedmontCor  [J Posts|PiedmontCer B Spectruminet Link & Learn Taxes,
~ q
< Bill @ Help X
BALANCE DUE

v | Paybills directly from QuickBooks $U UU
.

Mailing addrass Terms Bill date Due dat Bill no.

- 12/13/2018 12/13/2018

v Account details

# ACCOUNT DESCRIPTION AMOUNT BILLABLE TAX = CUSTOMER

| i

2 [u}
Addlines || Clearall lines

Make recurring Save Saveandnew v

o Como pagar las facturas pendientes
En el icono + Create, en la columna Vendors escoger la opcién Pay Bills

< C @ hitps/c23.gbo.intuit.com/app/expenses @ o W O

i Apps @ QuickBookslogin-© 4% Asana [ ReversePercentage: [ SmartVault:Signin se ScotisbankColpatria [ Posts|PiedmontCor [ Posts|PiedmontCor P Spectrumnet  §l Link & Learn Taves,

ab Accountant

Customers Vendors Employees Other

Payroll Bank Deposit

Single Time Activity Transfer
Estimate Weekly Timeshest Journal Entry
Credit Memo ills Statement
Sales Recsipt urchase Order Inventory Gty
Refund Receipt Adjusment
Delayed Credit Credit Card Credit

Delsyed Charge Print Checks

https://c23.qbo.ntuit.com/app/paybills

El sistema listara todas las facturas que se encuentren pendientes de pago, en la opcion
Filter se podra seleccionar la factura a pagar, se debe ingresar el método de pago en
Payment Account (Checking, Savings, creditcard), la fecha de pago, el valor a pagar dar
clic Save.
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En la opcion Filter se
podra seleccionar la
factura a pagar

@ o O

Bl SmartVault:Signin s Scotisbank Colpatria [} Posts | Piedmont Cor [ Posts| PiedmontCor B Spectrumnet &G Link & Learn Taxes

TOTAL PAYMENT AMOUNT

Payment date

$0.00

5 open bills, 4 overdue @

‘:‘ PAYEE REF NO. DUE DATE & OPEN BALANCE CREDIT APPLIED PAYMENT TOTAL AMOUNT

\:\ PG&E 11/02/2018 @ $86.44 ot available $0.00
117172018 €@ $205.00 50.00
111172012 € $315.00 ot svsilable 5000

\:\ Brosnahen Insurance Ag. 11/20/2018 @ $241.23 ot available $0.00

[} oiegors Road warrior Bo 12/15/2018 $755.00 ot available 50.00

0 bills selected $0.00 $0.00 $0.00 $0.00 -

Cancel Save ¥

e Configuracion de Productos y servicios
o Entender la diferencia entre cuentas (Accounts) y articulos (Productos y servicios)
Las cuentas contables son utilizadas para clasificar las transacciones realizadas y
son ingresadas o modificadas en el Menu izquierdo Accounting - Chart Accounts.

< C & https;//c23.qbo.intuitcom/app/chartofaccounts & e % O :

! Apps @ QuickBooks Login & Asana [ Reverse P

ab Accountant = [S] Craig's Design and Landscaping Services ¥ e 5@5 @ Help LL

B smartvault:Signin s« Scotiabank Colpatria [ Posts | Piedmont Cc [ Posts | Piedmant Co B Spectrumnet § Link & Learn Taxes,

Dashbosrd Chartof Accounts  Recondile

Banking
Sales
Expenses
Projects
Take a peek under the hood

Waorkers

Reports This is the nuts and bolts of your accounting-your Chart of Accounts.
I¢'s alreadly set up and customized for you

Taxes
See your Chart of Accounts

I Accounting Chart of Accounts

My Accountant  Recencils

hitps://c23 gbo.intuitcom/app/chartofaccounts

Los productos y servicios corresponden a el listado de articulos o servicios que la
empresa vende. Para adicionar y modificar productos y servicios ingresar en el
Menu izquierdo Sales — Productos y servicios.
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< C @ hitpsy//c23.qbo.intuitcom/app/items @ o x O

i Apps @ QuickBooks Login & Asana [ Reverse Percentage i Smertvault:Signin s« Scotisbank Colpatria  [3 Posts | Piedmont Co [ Posts | Piedmont Co P Spectrumnet  FIR Link & Learn Taxes,

ab Accountant = 5] Craig's Design and Landscaping Services ¥

Dashboard All Sales Invoices Customers Products and Services

Banki . —
rene Products and Services ] " | - |

Allssles

Expenses Invoices
Projects Customers U 0
: LOW STOCK OUT OF STOCK

~
Reports
Tores @ Keep tabs on your inventory with reorder points. Know what's running low and what's out of stock so you'll always have what your customers want.
Learn more
Acgaunting
My Accountant
D NAME + SKU TYPE SALES DESCRI SALES PRICE COST TAXABLE QTY ON HANC REORDER POI ACTION

Design

https://c23.qbo.intuit.com/app/items

o Trabajar con diferentes tipos de articulos (servicios, piezas de inventario, grupos,
etc)

Para ingresar productos y servicios ingresar por el menu izquierdo — Sales —
Products and services.

Clic en la opcion New
para crear nuevos
productos y servicios

% O

& C @ https//c23.gbo.intuit.com/app/items

o Asana [ Reverse Percentage: SmartVault: Signln 5= Scotiabank Colpatria [J Posts | Piedmont Cor [ Posts | Piedmont Co P Spectrum.net

 Apps @ QuickBooks Login

db Accountant = (5] Creig's Design and Landscaping Services ¥ )

Dashboard All Sales Invoices Customers. Products and Services
Banki . —

— Products and Services wore ~ | n
Sales All Sales

Gparees Invoices
Workers Customers U 0
LOW STOCK OUT OF STOCK

Taxes
Accounting @ Keep tabs on your inventory with reorder points. Know what's running low and what's out of stock so you'll always have what your customers want.
Learn more
My Accountant
D NAME ~ SKu TYPE 'SALES DESCRI SALES PRICE COST TAXABLE QTY ONHANL REORDER POI ACTION
Design
https://c23.gbo.ntuit.com/appfitems . N N . _ -

Se debera seleccionar el tipo segun la clasificacion Inventario, no inventario, servicio
o Bundle.
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< G @ hitpsy//c23.qbo.intuit.com/app/items @ - % 0
i Apps @ QuickBookslogin-© &% Asana [ Reverse Percentage: SmartVault: Signln  s= Scotiabank Colpatria  [] Posts|PiedmontCor [} Posts|Piedmont Cor B Spectrumonet {1 Link & Learn Taxes

Product/Service information

Selecta type:

Non-inventory
Products you buy and/or sell but don't need to (or can't)
track quantities of, for example, nuts and bolts used inan

Inventory
Products you buy and/or sell and that you track quantities of.

installation.

Service
é Services that you provide to customers, for example,
landscaping or tax preparation services.
Bundle
A collection of products and/or senices that you sell
together, for example, a gift basket of frutt, cheess, and >

Posteriormente ingresar la informacién de nombre, el tipo de cuenta contable de
inventario, precio, cuenta de ingreso, si el producto tendra impuestos, la
informacion del proveedor, la cuenta del costo.

Los productos y servicios pueden ser clasificados por categorias, en el ejemplo la
categoria Design agrupa Fountains, es decir que se podra agrupar los items de
inventario segun alguna caracteristica que sea similar.

< C @ hitps//c23.qbo.intuit.com/app/categories * O

i Apps @ QuickBookslogin-© &% Asana [ Reverse Percentage SmartVault: Signln s« Scotiabank Colpatria [ Posts|PiedmontCer [ Posts|PiedmontCor P Spectrumanet  § Link & Learn Taxes,

ab Accountant g Craig's Design and Landscaping Services ¥

Dashboard Product Categories -

€ Products and Services

Banking
Sales

NAME ACTION
Expenses Design Edit v
Workers Fountains Edit v
Reports Lendscaping Edit v
Taxes Sorinklers Edit w
Accounting Pest Control Edit w

15

My Accountant

o Diferencia entre piezas de inventarios (inventory parts) y piezas que no forman
parte del inventario (non Inventory parts)

En la creaciéon de productos debera tener en cuenta si el articulo que va a crear
hace parte del inventario de la empresa, esto quiere decir que son los productos
que seran vendidos por la empresa, algunos articulos que no seran vendidos pero
que hacen parte de las actividades de la empresa podran ser creados como no
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inventario, podria ser el caso de una empresa que se dedica a la prestacion de
servicios de limpieza y compra uniformes, los uniformes en este caso podran ser
creados como no inventario.

En el tipo Bundle podra crear un articulo que contenga un conjunto de articulos
que se vendan juntos, por ejemplo, si vende una canasta de regalo, podra crear un
solo item que relacione los articulos que lo componen, en este caso vino, queso

<« C & https//c23.qbo.intuitcom/app/items f O :

i Apps @ QuickBookslogin-© & Asans [ Reverse Percentage: ) SmamVault:Signin se Scotisbsnk Colpatria [ Posts | PiedmontCor [ Posts|PiedmontCor b Spectruminet 4l Link & Learn Taxes,

Product/Service information

Select a type:

Inventory
Products you buy and/or sell and that you track quantities of.

Non-inventory

Products you buy and/or sell but don't need to (or can't)
track quantitizs of for example, nuts and belts used inan
installation.

Service
Services that you provide to customers, for example,
Iandscaping or tax preparation services

Bundle
A collection of products and/or services that you sell
together, for example, a gift basket of fruit, cheese, and -

e Bancos
o Emisién de cheques
El primer paso para imprimir cheques corresponde a la configuracién del cheque
para realizar la impresion.

En el Menu izquierdo seleccione Expenses — Expenses

<« C @ httpsy//c23.qbo.intuit.com/app/expenses w 6
5! Apps @ QuickBookslogin-© &% Asana [ Reverse Percentage: SmartVault: Sign In  s= Scotiabank Colpatria [} Posts | PiedmontCor  [7) Posts| PiedmontCor B Spectruminet  §f§ Link & Learn Taxes,
ab Accountant = F[=] Craig's Designand Landscaping Services ¥ Search B © & @Hep L0
Dashboard Expenses  Vendors
Banking p - X
Expense Transactions PayBills | v | IR T
Sales
I Expenses ” Expenses | Days
Workers Vendors —
L e ~E NO. PAYEE CATEGORY TOTAL ACTION
Reports
12/13/2018 © Credit Card Expense Automobile - 534.00
Taxes
12/02/2018 ~ Credit Card Credit Checking - 5-900.00
Accounting
/3012018 | Credit Cerd Expense Squesky Kleen Car Wash Automobile - 51999
My Accountant
11/24/2018 = Credit Card Expense Hicks Hardware Job Expenses:lob b | ¥ 54240

11/23/2018  Credit Card Expens:

- Squesky Kle=n Car Wash Avtomabile - s19.99

11/23/2018 | CreditCs oint Mesls snd Entertsini | ¥ 51897

‘Dolololo o
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Seleccione la
opcion Pay Bills
— Print Checks

SmartVault: Sign In 5= Scotiabank Colpatria

< C & httpsy//c23.gbo.intuit.com/app/expenses

% O

P Spectrumnet  §f Link & Learn Taxes,

@ QuickBooks Login-© &% Asana [l

se Percen [3 Posts | Piedmont’

qb Accountant = Craig's Design and Landscaping Services ¥

Dashboard Expenses Vendors
Banki .

anking Expense Transactions ‘:BF"’ Bl
Sales Print Checks

‘ Filter w ‘ Last 365 Days Order Checks

Expenses

I | Batch actions v
Workers

[] oae~ TYPE NO. PAYEE CATEGORY TOTAL ACTION
Reports

[ 121132018 Credit Card Expenss Automobile - $34.00
Taxes

[[] 12/02/2018  Credit Card Credit Checking - §-900.00
Accounting

[[] 11/30/2018  Credit Card Expense Squecky Kleen Car Wash Automobile - $19.99
My Aceountant

[ 117242018 Credic Card Expense Hicks Hardware Job Expensestlob | ¥ 842,40

[[] 11232018 Credit Card Expense Squesky Kleen Cor Wesh Automobile - $19.99

[[] 1232018  Credit Card Expense Bob's Burger Joint Meals and Entertsin | ¥ $18.97

Seleccione el tipo de cheque que utilizara: Voucher o Standard

< C @ https//c23.qbo.intuit.com/app/printsetupchecks * 6
51 Apps @ QuickBookslogin-© &% Asana [ Reverse Percentage SmartVault: Signln 5o Scotiabank Colpatria  [3 Posts | PiedmentCor [ Posts | Piedmont Cc P Spectrumnet i Link & Learn Taxes,
Print checks setup X

PRINT SAMPLE SET UP

Select a check type and print a sample

I Select the type of checks you use: y do this?

Voucher ® Standard

Print a sample on blank paper to see if text
lines up correctly on preprinted checks. If you
need to make adjustments, you won't waste
any of your actual checks.

You can order checks from Intuit

Load blank paper in your printer.

Cancel Are the fields lined up properly? | No, confinue setup Yes, I'm

Puede tener una vista previa de la impresién en la opcién View preview and print
sample.
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&« C & hitpsy/c23.gbo.intuit.com/app/printsetupchecks?ftu=true w6

HoApps @ QuickBooks Login - Jo Asana [ Reverse Percentage: [l SmartVauit:Signin 5o Scotiabank Colpatria [ Posts|PiedmontCor [ Posts | Piedmont Co P Spectrumnet  §§ Link & Learn Taxes,

Print preview

To print, right-click the preview and select Print. Or, click the Print icon if you see one below.

P—

Ron Sage

‘One thousand four hundred twenty-five and 25/100

Ron Sage
123 Main Street
Anytown, USA 12345

Realice una prueba de impresion en un papel en blanco con el fin de alinear el
contenido al formato del cheque y confirme en el recuadro verde si ha finalizado la
configuracion.

Ahora, ya podra iniciar la impresion en los cheques.

Seleccione el jcono + Create en la barra de herramientas, en la Columna Vendors
ingrese a Check.

<« C @ https//c23.gbo.intuitcom/app/expenses * O

B apps @ Quickookslogin- < & Assna [ ReversePercentager [ SmarVault:Signin s Scotiabank Colpaia [ Posts | PiedmontCor  [3 Posts| PiedmontCor B Spectumnet @l Link & Lesm Taxes

@b Accountant = 5]  Croig's Design and Landscaping Services

Create

Customers Vendors Employees Other

Invoice Expense Payroll #+ Bank Deposit

Estimate Bill Weekly Timesheet Journal Entry

Credit Mema Pay Bills Stetement
Purchese Order Inventory Qty
Vendor Credi Adjustment

Delayed Credit Credit Card Credit

Delsyed Charge Print Checks

Escoja el proveedor de la lista desplegable si ya se encuentra creado en
QuickBooks, en el caso que no se encuentre creado podra ingresarlo eligiendo en
la lista desplegable la opcion Add new.
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&« C @ hitpsy//c23.gbo.intuitcom/app/check w 6
i Apps @ QuickBookslogin-© &% Asana [ ReversePercentages [ SmartVault:Signln e Scotisbank Colpatria [Y Posts|PiedmontCor  [J Posts|PiedmontCor P Spectumnet § Link & Learn Taxes,
N
(% Check #71 @ Help X
AMOUNT
E— ] iz $0.00
.
+ Add new

Bob's Burger Joint

Chack no.
Books by Bessie
7
Brosnsha Ag:
[] Print later
Cal Telephons
Cl Gse and O
Cigne Heskth C
AMOUNT  BILLABLE  TAX CUSTOMER
o m
2 i
| addiines || ciearalilines |
Cancel Print check Order checks Make recurring More Saveandnew v

Seleccione la cuenta de Banco donde el dinero sera pagado

Complete los campos de fecha, la cuenta contable apropiada segun el item o
servicio que se compro, ingrese la descripcion y el monto del cheque, dar clic en
Save.

o Registro de Gastos e Ingreso a través del Banco

Otra opcién para realizar el registro de ingresos y gastos es a través de la informacién
descargada de los Bancos.

1. Conecte las cuentas de Bancos y tarjetas de crédito con QuickBooks para descargar
las transacciones directamente.

En el Menu izquierdo la opcion Banking — Banking.

<« C @& https//c23.gbo.intuit.com/app/banking * B

e Percentage: B smartvauit:Signin s« Scotiabank Colpatria [ Posts | Piedmant Co [ Posts | Piedmont Co P Spectrumnet  §8 Link 8 Learn Taxes,

Bl O & @ O

£ Apps @ QuickBooks Login S Asana

Accountant = (5] Craig's Designand Landscaping Services ¥

Seleccione la
opcion Add
I Banking " BTy | tCards Checking~ Account

Dashboard Banking  BankRules

Sales Bank Rules
s Savings Mastercard
Eqperzes $-3,621.93 $200.00 $304.96
BANK BALANCE BANK BALANCE Moments ago BANK BALANCE
Weize $1,201.00 $800.00 1 $157.72 7
N QUICKBOOKS N QUICKBOOKS IN QUICKBOOKS
Reports
~
Taxes
For Review In QuickBooks Excluded Go to Register
Accounting
My Accountant < ‘ Batch actions v v A All (25) Recognized (14)
D DATE v DESCRIPTION PAYEE CATEGORY OR MATCH SPENT RECEIVED ACTION
[] 01132019 Books By Bessie Books by Bessie $55.00 Add
hitpsy//c23qbeintuitcom/app/banking Uncategorized Income $200.00 Add o

GUIA BASICA — QUICKBOOKS® ONLINE | 23



METRO

BOOKKEEPING

Seleccione el Banco o
tarieta de credito

<« C @ https//c23.qbo.intuit.com/app/bankconnect?launchPoint=dtx&origin=addaccount % @
i Apps @ QuickBookslogin-© e Asana [ Reverse Bl SmartVault: SignIn  #= Scotiobank Colpatria  [7 Posts | Posts | PiedmontCor B Spectruminet @l Link & Learn Taxes
Connect an account @ X

Let’s get a picture of your profits

Connect your bank or credit card to bring in your transactions.

Here are some of the most popular ones

Bankof America .
é CHASEO >

JPMorgan cap}fay)‘,,y ' (Ebank

PayPal

Ingrese el usuario y contrasefia que usted utiliza para acceder a su Banco. Clic en Sign in
cuando haya finalizado.

Una vez se ha conectado se listaran las cuentas de bancos que tiene.

Escoja cada una de las cuentas de Bancos y seleccione que tipo de cuenta de Banco
(Checking, saving, tarjeta de crédito)

QuickBooks descargara todas las transacciones de los ultimos 90 dias, pero estas aun no
han sido registradas.

Las transacciones se descargaran en la columna For Review, para lo cual es necesario
clasificar o cruzar una a una las transacciones. QuickBooks intentara realizar las
clasificaciones a algunas transacciones, es importante verificar si esta clasificacién es la

adecuada.
& C @& https//c23.gbo.intuit.com/app/banking * 6
2 Apps @ Qui e Perc SmartVault: Sign In s« Scotiabank Colpatria [ Posts | Piedmont Cc [ Posts | Piedmont Cc P Spectrumnet § Link 8 Learn T:

: o -
Accountant = 3 Craig's Design and Landscaping Services ¥ ©Q B @DHp L1

Dashbosrd Banking  BankRules

I Banking Bank and Credit Cards Mastercard - z ‘ Update "

Sales

Checking Savings Mastercard z
Epemmes $-3,621.93 $200.00 $304.96

BANK BALANCE Moments ago BANK BALANCE lements 252 BANK BALANCE Moments ago.

\Workers $1,201.00 25 $800.00 1 $157.72
N QUICKBOOKS N QUICKBOOK: N QUICKBOOKS
Reports
~

Taxes

@ Success! You connected your credit card account.
Accounting To ksep your books accurats, thers ars some iMPOMaNt steps you Nead to take when you transfer monsy between accounts. Learn how
My Accountant | For Review I In QuickBooks Excluded Go to Register

T ‘ Batch actions v | v Al All(7) Recognized (3)

D DATE v DESCRIPTION PAYEE CATEGORY OR MATCH SPENT RECEIVED ACTION
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Para clasificar una transaccion, dar clic en la transaccién y se desplegaran los espacios que
deben ser diligenciados, la transacciones pueden ser Add — Adicionadas, Find Match —
Transacciones que ya se encuentran registradas en QuickBooks y deben ser cruzadas para
evitar que estas queden repetidas o Transfer — Transacciones de traslados entre cuentas.
Seleccionar el proveedor, la cuenta contable asociada al tipo de gasto o ingreso que
corresponde, si el gasto es facturable al cliente puede ser marcado en la opcion Billable,
seleccionado el nombre del cliente. Para finalizar Dar clic en el icono verde Add.

< c

i Apps @ QuickBooks Login -

Accountant

& hitpsy,

/c23.qbo.intuit.com/app/banking

& Asana [ Reverse Percentage SmartVault : Sign In

= [ Craig's Design and Landscaping Services v

5o Scotichank Colpatria [} Posts | Piedment Co

O

[3 Posts|PiedmentCor B Spectruminct §G8 Link & Leam Taxes,

Dashboard
I Banking
Sales
Expenses
Workers
Reports
Taxes
Accounting

My Accountant

Banking Bank Rules
T | Batch actions v v A A7) Recognized (3)
[]  oaE~ DESCRIPTION PAYEE CATEGORY OR MATCH SPENT RECEIVED ACTION
[] 127142018 Amszon Uncategorized Expense $89.99 Add
@ Add Find match Transfer
wldee « | | AMAZON SOFTWARE
BANK DETAIL AMAZON SOFTWARE | Create rule from this transaction | @ Add Attachment
[] 121132018 Lare's Lamination Uncategorized Expense $150.00 Add
[[] 11302018 squeskyKlsen Cer Squeaky Klsen Car Wash $10.99 View
[] 117232018 Bob's Burger Bob's Burger Joint 518.97 Match

En el caso que la transaccion corresponde a dos cuentas diferentes de gastos o ingreso,
dar clic en el icono Split, se desplegara una ventana para ingresar la informacién del
proveedor, las categorias en que sera clasificada y el valor por cada una de ellas.

<« (&}

i Apps @ QuickBooks Login -

& hitpsy//c23.gbo.ntuitcom/app/banking

& Asana [ ReversePercentage: [l SmartVault:Signin s« Scotisbank Colpatria

Split Transaction
Downloaded Transaction
Lara's Lamination on 12/13/2018 for $150.00

Payes

CATEGORY DESCRIPTION

CUSTOMER BILLABLE

Cool Can

Add lines Split amount
Original amount
Difference

Memo

| cancel |

GUIA BASICA — QUICKBOOKS® ONLINE

[ Posts | Piedmont Co

[ Posts| Piedmont Co

$150.00

AMOUNT

$0.00|
$150.00
$-150.00
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o Diferencia entre escribir cheques a proveedores (write checks) y el uso de la opcién
de pago de facturas (pay bills)

Existen dos opciones para registrar los pagos de gastos en QuickBooks, la primera
corresponde a girar cheques e imprimirlos desde QuickBooks como lo vimos
anteriormente, la segunda corresponde a pagar las facturas con otro medio de pago
como tarjetas de crédito o con efectivo para lo cual se utiliza la opcion Pay Bill.

o Introduccion a la conciliacién bancaria

La Conciliacion bancaria le permitira confirmar que las transacciones que estan en
el Banco son las mismas que estan en QuickBooks.

En la pantalla inicial ir al Menu de engranaje en la parte superior derecha y en la
columna Tools la opciéon Reconcile.

<« C @ hitps//c23.qba.intuit.com/app/expenses * O

i Apps @ QuickBookslogin-© &% Asana [ ReversePercentages [l SmartVauit:Signin  s= Scotisbank Colpatria [} Posts|PiedmontCor [ Posts|PiedmontCor B Spectruminet  §G#l Link & Learn Taves

Craig's Design and Landscaping Services

Your Company Lists Tools Profile
Account and Setings Al Lists Import Data User Frofile
Menage Users Products and Services Export Date Feedback
Chart of Accounts Asachments Budgeting

o
QuickBooks Labs AuditLog & sign Out

Order Checks [

SmartLook

hitps://c23.qbointuit.com/app/reconcile

Seleccionar la cuenta que se va a reconciliar de la lista desplegable.
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& C @ htipsy//c23.gbo.intuit.com/app/reconcile?accountld=35 “ 6

i Apps @ QuicBookslogin - & Asana [ ReversePercentages | SmartVault:Signln s« Scotisbank Colpatiia [3 Posts|PiedmontCor  [4 Posts|PiedmontCor P Spectrumnet g Link & Learn Taxes

ab Accountant = E Craig's Design and Landscaping Services ¥ e qéﬁ @ Help LL

Dashboard Chart of Accounts Reconcile
Banking Sel . |
.
- Reconcile an account 1. Seleccione la
ales
Open your statement and let's get started. Cuenta
Expenses .
‘ ‘ bancaria o
Which account de you want to reconcile?
Workers 1
Aecount tarjeta de
s qe
Reporss Checking crédito que
Checking m
Taxes va a conciliar
Savings
I Accounting Inventory Asset
late *
Prepeid Expense
My Accountant
Uncstegorized As
Truck
- [
&« C @ hitps//c23.qbo.intuit.com/app/reconcile?accountld=35 * 8
S apps @ QuickBooks Login o Asana [ Reverse Percentage [ smartvault:Signin  s= Scotisbank Colpatria [ Posts | Piedmont Co [ Posts | Piedmont Co P Spectrumnet §§R Link & Learn Taxes,

ab Accountant = 5] Craig's Design and Landscaping Services ¥ e §'§_S @ Help L\

Dashboard Chart of Accounts Reconcile 3. Ingrese el
Banking R | saldo de la
e econclle an account cuenta
Open your statement and let's get started.

Expenses

Which account do you want to reconcile?
Workers ! 2. Ingrese la
Reports Checking feCha Segl,ln
Toxes el extracto

bancario

Enter the following from your stat nt
Accounting

Beginning balance @ Ending balance *,

Ending date *

My Accountant 5,000.00

En la ventana de conciliacion, cruzar cada transaccion que esta en el extracto bancario
con las transacciones de la lista, haciendo clic en el circulo del lado derecho de cada
transaccion.
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4. Clic en cada transaccion
cuando ha sido cruzada
con el extracto bancario

& C @ htips//c23.gboiintuitcom/app/reconcileAccount?accountld=35

ops @ QuickBooks Login - [ Reverse Percentage SmartVault: Sign In s« Scotizbank Colpatria [ Posts | PiedmontCor [ Posts | Piedmont Cor B Spectrum

Craig's Design and Landscaping Services ¥

Accountant

Chart of accounts > Bank register > Reconcile

Dashboard Reconcile Checking

‘ Edit info ‘
Statement ending date: November 30, 2018
Banking
$2,101.00 _ $5,000.00
STATEMENT ENDING BALANCE CLEARED BALANCE
Sales ARED B $-2,899.0
DIFFERENCE
E $5,000.00 _ $0.00 + $0.00
E{pEEEs BEGINNING BALANCE 0 PAYMENTS 0 DEFOSITS Your selected transactid
your statement yet. Whe}
rana ;n:r'g have a difference of
Reports Vs X Statementendingdate Clear filter / View a Payments Deposits All
Taxes DATE CLEARED DATE TYPE REF NO. ACCOUNT PAYEE MEMO PAYMENT (U DEPOSIT (US

08/17/201

o

10 Accounts Paysbl...  Robertson ..

Accounting

08/25/2018 Accounts Recaiv. Bill's Winds 175.00
My Accountant 09/08/2018 12 Legal & Professi Robertson . 250.00

09/20/2018 Check 4 Automobile:Fuel Chin's Gas .

10/06/2018 Sales Ta. - Split- Q1 Payment

10/06/2018 Sales Ta. Spli Q1 Payment

10/09/2018 Expense k4 Job Expenses:J.. Tania's Nurs. 89.09

6. Cuando el valor
de la diferencia
sea $0.00

5. Dar clic en Finish
Now

@ Chart of Accounts
&« C @ htips//c23.gbo.intuitcom/app/reconcileAccount?account

* O

ctrumnet  §0l Link & Learn Taxes,

: Apps @ QuickBooks Login - o Asana [ Reverse Percentage: B smartvault: sign ank Colpatria  [7) Posts | Piedmont Cc [ Posts | Piedmont C&

b Accountant 5  Craig'sDesign and Landscaping Services ~

Chart of accounts > Bank register > Reconcile

Dashboard Reconcile Checking

Statement ending date: November 30,

018

Banking
$2,101.00 _ $2,101.00
STATEMENT ENDING BALANCE CLEARED BALANCE
Sales - S D . DU
DIFFERENCE
E $5,000.00 _ $6,170.35 + $3,271.35
<penses BEGINNING BALANCE 31 PAYMENTS 11 DEPOSITS
~
Workers
Show me around

Reports Y+ X Statement ending date Clear filter / View al Payments Deposits All S @
Taxes DATE CLEAREDDATE  TYPE REFNO.  ACCOUNT PAYEE MEMO PAYMENT (U DEPOSIT(US @

08/17/2018 Bill Pay 10 Accounts Paysbl..  Robertson .. 300.00 V]
Accounting

08/25/2018 Receive ... 1053 Accounis Receiv...  Bill's Winds... 175.00 /]
My Accountant 09/08/2018 Expenss 12 Legal & Professi Robertson .. 250.00 V]

09/30/2018 Check 4 Automobile:Fuel  Chin's Gas . 54.55 /]

10/06/2018 Sales Ta Splic Q1 Payment 3850 V]

Sales Ta. Split Q1 Paymem 38.40 (/]
Expense 9 Job Exper Tania's Nurs. 89.09 (V]

ﬂ O Type here to search

.z .

Para ver el reporte de conciliacion, ir a la opcion Reconcile y dar clic en la opcion History
by accountant.
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. 7. Para ver el reporte de
conciliacion

@ QuickBooks Login

Dashboard Chartof Accounts  Reconcile

Banking Chart of accounts > Bank register > Reconcile

Reconcile

Sales

Expenses

AGNN

Workers

Reports
Reconcile an account

I Open your statement and let's get started.

Taxes

Accounting

Which account do you want to reconcile?
My Accountant

METRO

BOOKKEEPING

* 0
Piedmont Co P Spectrumnet § Link & Learn Taxes,
B W o O

Summary | History by sccount | Show me around

Account

Checking -

Welcome! Grab your X
statement and we'll get
started.

=ctthe sceount you want 1o recancle
Enter the following from your statement =
Next
Se listaran todas las conciliaciones bancarias que sean realizado.
& C @ https://c23.qbo.intuit.com/app/reconcile?accountld=358&showHistory=true * O
@ QuickBooks Lagin & Asana [ Reverse Percentage [l Ssmartvauit: Signin s« Scotiabank Colpatria  [*| Posts | Piedmont Co [ Posts | Piedment Co P Spectruminet  El Link & Learn Taxes,

Accountant
Dashboard Chartof Accounts  Reconcile
Banking Chart of accounts > Bank register > History by account

History by account

Sales
Expenses Account Report period
Checking - Since 365 Days Ago v
Workers
STATEMENT ENDING DATE ENDING BALANCE CHANGES
Reports
2018
Taxes
11/30/2018 2,101.00 0.00
Accounting
My Accountant H H
8. Dar clic en View

para visualizar el

reporte

Summary | Reconcile | Show me around

AUTO ADJUSTMENT ACTION

View report | ¥

Report

GUIA BASICA — QUICKBOOKS® ONLINE
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@ https;//c23.qbo.intuit.com/app/reconcile?accountld=358ishowHistory=trueBdisplayReport=true&sessionld=djQuMToxMjMxNDYyMjAwNTQyODOQEMTNKOTKSNTEAMQ: 1 a % 6
P Spectrumnet i Link & Learn Taxes,

< c

@ QuickBooks Login-© &% Asana

Bl Reverse Percentage: SmartVault: Sign In  #= Scotiabank Colpatria  [§ Posts | Piedmont Co [ Posts | Piedmon

Craig's Design and Landscaping Services ¥

Dazhboard of Accounts Reconcile . . .
9. Visualizacion del

Banking

Seles Reporte de mrary | Reconcile
Account Ststement ending dats HH *

i T Conciliacion =

Workers

Repor Craig's Design and Landscaping Services

B Chacking, Period Ending 11/30/2018

RECONCILIATION REPORT

I Accounting

Wy Accountan:

Summary

Details

e Introduccién y analisis a los informes financieros

En el Menu izquierdo Reports, encontrara los reportes standard que podra utilizar.

@ Chart of Accounts X @ How to Reconcile Accountsin @ X | 4+

< C @ httpsy/c23.qboiintuit.com/app/raports * O
[ Posts | Piedmont Co P Spectrumnet  §f Link & Learn Taxes,

@ QuickBooks Login-© &% Asana [ Reverse Percentages [} SmartVault:Signln s+ Scotisbank Colpatria [ Posts | Piedmont Ce

gn and Landscaping Services

Dashboard RBpOrtS
Banking Q
Sales Standard Custom Reports Management Reports
Expenses
Workers v Favorites

Accounts receivable aging summary w

Taxes

Balance Sheet *

Profit and Loss L 3
Accounting

My Accountant
v Business overview

Audit Log Profit and Loss Detail

ttps://c23.qbo.intuit.com/app/reports Profit and Loss year-to-date comparisen
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Dentro de los mas utilizados tenemos el Estado de ganancias y perdidas
y el Balance General.

o Analisis del Estado de ganancias y pérdidas / balance general
En la categoria de Favoritos encontraremos Profit and loss

<« CG @ httpsy/c23.qbo.intuitcom/app/reports * @ :

i Apps @ QuickBooks Login - & Asana [l Rev

@b Accountant = (5] Creig's Design and Landscaping Services ¥ © & @Hp L3

i smartVault:Signln s« Scotiabank Colpatria [ Posts | Piedmont Cc [ Posts | Piedmont Co P Spectum.net § Link & Learn Taxes

Dashboard Reports
Banking Q
Standard Custom Reports Management Reports
Sales
Expenses
Workers v Favorites
I Reports Accounts receivable aging summary W
n +

Taxes Balance Sheet w

Profit and Loss () w
Accounting

Your income, expenses, and net income (profit or loss). Also
My Accountant called an income statement, o l

v Business overview

httpsi//c23.abo.intuit.com/app/reportv2?rptld =PANDLE -

En el reporte podra ingresar la fecha, seleccionar las columnas, seleccionar las
cuentas que tienen saldo cero o cuentas sin saldo, seleccionar si el reporte sera
comparado con otro periodo contable, el método contable y dar clic en Run Report.

€« C @& https://c23.qbo.intuit.com/app, 27token=PANDL&show_logo=false@idate_macro=thisyeartodate&low 2018&high_date=12/15/2018&wcolumn=total&showro.. s @ §

i Apps @ QuickBooks Login - o Asana [l Reverse Percentage: B smartvauit:Signln  s= Scotiabank Colpatria [ Posts | Piedment Cc [ Posts | Piedmont Ce P spectrumnet  § Link & Learn Taxes,

ab Accountant = 5] Creig’s Designand Landscaping Services ¥ e <L§5 @ Help Ls

Dashboard Profit and Loss Report
< Beck to reportfist
Banking Report period ) .
i Customize Save customization
This Year-to-dete v | | 01012012 o | 12/15/2018
Sales
Display columns by ive only Compare another period Accounting method
Expenses Run report
Total Only M Active ctive columns ¥ Select period M Cash @ Accrual
Workers
Reports Collapse Sortw Add notes B8BTS
Para

Craig's Design and Landscaping Services

generar el
reporte dar
clic en Run

Accounting
PROFIT AND LOSS

January 1 - December 15,2018
My Accountant

TOTAL

~ Incom: R
Design income 2,250.00 eport
Discounts given -89.50
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o Modificaciéon de la vista de un informe (columna, orden)
Podra realizar personalizaciones a el reporte, dar clic en la opcién Customize.

@ hitps;//c23.qbo.intuit.com/app/reportv27token=PANDLE&show_logo=false&date_macro=thisyeartodate&low_date=01/01/2018&high_date=12/15/2018&column=total&showro.. ¥ &
P Spectum.net  § Link & Learn Taxes,

< c

2 Apps @ QuickBookslogin-© &% Asana [ Reverse Percentage

B SmartVault:Signin s« Scotiabank Colpatria [} Posts | PiedmontCor [ Posts | Piedmont Co

and Landscaping Servi

Dashboard Profit and Loss Report
< Back o reportfist
e R
: _ [ ———
This Yesr-to-date. v 01/01/2018 to 12/15/2018
Sales
Display columns b Show nen-zero or active oy Compare another period Accounting method
Expenses
Tersl Only v | | Active rows/sciive columns v | | Selectperiod - Cash @ Accrual
Workers Para realizar
2 2
Reports Collapse Sortw Add notes = personallzaC|°nes
Taxes
Craig's Design and Landscaping Services
Accounting
PROFIT AND LOSS

January 1 - December 15, 2018

My Accountant

TOTAL
- Income
Design income: 2,250.00
£9.50 .

Discounts given

Se desplegara la ventana, donde se listan las personalizaciones que podra realizar
a nivel General, la informacién en columnas, filtros y la informacion de los titulos en

el encabezado.

t 1/01/20188high_date=12/15/20188&column=total&showro... ¥ @

v2?token=PANDL&ishow_| & >_macro=thisyeart

rep

& [e] @ https//c23.gbo.intuit.com/:

i Apps @ Quich edmontCor [} Posts | Piedmont Cor P Spectrumonet  §i Link & Learn Taxes

kBooks Login - & Asana [ Reverse Perc SmartVault:SignIn  s= Scotiabank Colpatria  [J Posts

Customize report
w General
Report period
This Yesrto-date ¥ | | 01/01/2018 to | 12/15/2018
Accounting method
Cash ‘@ Accrual
Number format Negative numbers
[ bivide by
[ without cents [ showin red

Except zero amount

00 v

» Rows/Columns
» Filter

» Header/Footer

Need help customizing your P&L?
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Para generar el reporte del Balance General, ir al Menu izquierdo, en la opcion
Balance Sheet.

&« C @ hitps//c23.gbo.intuit.com/app/reports * O

s @ QuickBooksLogin -~ &% Asana [ Reverse Percentage: SmartVault: Sign In s« Scotiabank Colpatria [} Posts | PiedmontCor [ Posts |PiedmontCor B Spectrumnet  §38 Link & Leamn Taxes

ab Accountant = g Craig's Design and Landscaping Services ¥ 0 <§> @ Help L\

Dashboard RBFIOTtS
Banking Q
Standard Custom Reports Management Reports
Sales
Expenses
Workers v Favorites
| Reports Accounts receivable aging summary w
Taxes Balance Sheet *
Profit and Loss *
Accounting

My Accountant

v Business overview

Audit Log Profit and Loss Detail

Balance Sheet Comparison Profit and Loss year-to-date comparisen -

En el reporte podra ingresar la fecha, seleccionar las columnas, seleccionar las
cuentas que tienen saldo cero o cuentas sin saldo, seleccionar si el reporte sera
comparado con otro periodo contable, el método contable y dar clic en Run Report.

<« C & https//c23.gbo.intuitcom/app/reportv2?token=BAL SHEET&show_logo=falseBdate_macro=thisyeartodate&ow_date=01/01/2018&high_date=12/15/2018&column=total&sho.. % @

£5 Apps @ QuickBooks Login &% Asana [ Reverse Percentage: Bl smartvault:Signin s« Scotisbank Colpatria  [%) Posts | Piedmont Co [} Posts | Piedmont Co P Spectruminet  §ifil Link & Learn Taxes,

ab Accountant = |§| Craig's Design and Landscaping Services ¥ e <§_> @ Help b

Dashbosrd Balance Sheet Report

Back to report list

Banking Report period B e
Customize Save customization

This Yesrto-date = | | oror2018 to | 1211522018
Sales
pisplay columns b Show non-zero or activa only Compare snother period Accounting msthod
Exponses [ anrepon |
Totel Only - Active rows/active columns ¥ Select period - Cash @ Accrual R
Workers )
Reports Collapse Sortw Add notes =SB S
Taxes Para
Craig's Design and Landscaping Services I
o :
SR BALANCE SHEET generar €
As of December 15,2018
T e— reporte dar
.
= clic en Run
~ ASSETS
Report

~ Current Assets

~ Bank Accounts
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Informes de cuentas por cobrar y cuentas por pagar

Los reportes de cuentas por cobrar y cuentas por pagar, listaran las facturas de
venta y las facturas de compra que no han sido pagadas respectivamente,
agrupadas por cada cliente y por dias de vencimiento.

En el Menu izquierdo en Reports, seleccionar en la categoria de favoritos Accounts
receivable aging summary.

< C @ httpsy/c23.qbo.intuit.com/app/reports * 6
i Apps @) QuickBookslogin-© & Asana [ Reverse Pecentsges  [) SmartVauft:Signln se Scotisbank Colpatra [} Posts |PiemontCor [ Pests|PiedmontCor B Spectumnet {30 Link & Learn Taxes

ab Accountant = g Craig's Design and Landscaping Services ¥ e <L§$ @ Help L\

Dashboard REpOrtS

Banking Q
Standard Custom Reports Man ent Report

Sales

Expenses

Vs v Favorites

S *

Unpaid balances for each customer, grouped by days past due.
Taxes

Accounting Balance Sheet *

Profit and Loss
My Accountant oltandtos * O l

v Business overview

Al an Profit and 1 ace Mta -

En el reporte podra ingresar la fecha, seleccionar las columnas, seleccionar las
cuentas que tienen saldo cero o cuentas sin saldo, seleccionar si el reporte sera
comparado con otro periodo contable, el método contable y dar clic en Run Report.

activelishowcols=active&udiv.. ¥ @ !

b Spectru

< C @ htpsi//c23.gbo.intuit.com/app/repo
22 Apps @ Quid

g & e centage: tVoult : S otiabank Colpatria ce o
Accountant = g Craig's Design and Landscaping Services ¥ e iéﬁ @ Help L‘

et §l Link & Learn Taxes,

Dashboard A/R Aging Summary Report

¢ Back 1o reportlis

Banking Roport period N o
Customize Save customization
oday s 2/15/2018

Sales
Aging method Days per aging period Number of periods
Expenzes . Current @ Reportdate [ . | Run report |
Workers -
Reports Collapse Sortw Add notes =28 B {,::,3,
Taxes
Craig's Design and Landscaping Services
Accounting
A/R AGING SUMMARY
As of December 15, 2018
My Accountant
CURRENT 1-30 31-60 61-90 91 AND OVER TOTAL
Amy's Bird Sanctuary 239.00 $239.00
Bill's Windsurf Shop 25.00 $85.00
~ Freeman Sporting Goods $0.00
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o Como exportar a forma Excel y PDF

Los reportes que genere podran ser exportados en los formatos Excel y PDF, para esto
seleccionar en cualquiera de los reportes generados en la parte superior derecha el
icono export.

< C & https//c23.qbo.intuitcom/app date_macro=today&low_date=&high date=12/15/2018&showrows=activeshowcols=activefdiv

i Apps @ QuickBookslogin-© & Asana [ bank Colpatria [} Posts | PiedmontCor [} Posts | Piedmont Cc

@b Accountant = [=] Craig's Design and Landscaping Services ¥ © B @rp LI

Dashboard A/R Aging Summary Report
€ Back to report list
Banking Report period ) e
— ‘ Customize | Save customization
Today v | asof | 12/15/2018 o
Sales
Show non-zero or sctive only Aging method Days per aging period Number of periods
Eppeess . ) Current @ Reportdate | | Runreport |
Aciive rows/ective columns ¥ 3 4 L
Waorkers -
Reports Collapse Sortv Add notes 3
Export to Excel
Taxes
Craig's Design and Landscaping §
Accounting

A/R AGING SUMMARY
As of December 15,2018
My Accountant

CURRENT 1-30 31-60 61-90 91 AND OVER TOTAL

Amy's Bird Sanctuery 235,00 $239.00
Bill's Windsurf Shop 85.00 585.00
~ Freeman Sporting Goods 50.00

o Otros informes

Existe una gran variedad de reportes que podra encontrar en el Menu izquierdo
Reports, clasificados por:

- Favoritos que corresponde a los mas usados
- Vista del negocio — Bussines Overview

- Cuentas por cobrar — Who owes you

- Ventas y clientes — Sales and Customers

- Cuentas por pagar — Who you owe

- Gastos y proveedores — Expenses and Vendors
- Impuestos de ventas — Sales tax

- Empleados — Employees

- Para Contadores — For my Accountant

- Payroll — Nomina.

e Opciones de busqueda
En el momento que necesite buscar un documento registrado en QuickBooks, podra
utilizar la opcién de busqueda ubicada en la parte superior derecha de la Barra de
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herramientas, en esta casilla podra escribir lo que esta buscando y el sistema listara las
posibles coincidencias.

&« c @ https//c23.qbo.intuit.com/app/homepage

HioApps @ Qui

ab Accountant

ickBooks Login -

Craig's Design and Landscap

Craigea7s+Desig.. sk A~

& Asana [ Reverse Percentage: [ SmartVault:Signln  se Scotiabank Colpatria [Y) Posts | Piedmont Co.

Credit Card Expense 12/14/2018 $34.00
Credit Card Expense 11/25/2018 $42._..
Credit Card Expense 12/01/2018 $19._..
Credit Card Expense 11/24/2018 §19....
Credit Card Expense 11/24/2018 18 .
Credit Card Credit 12/03/2018 $900.00
Check No.Debit 11/17/2018 $19.995.._
Cash Expense 11/15/2018 $3.86 Bob'...
Cash Expense 11/10/2018 $19.99 Squ
Cash Expense 11/10/2018 $5.66 Bob'
1099 Contractor Balance Detail

r:1099 Contractor Balance Summary

r:1099 Transaction Detail Report

w 0@

[ Posts|PiedmontCor B Spectrumnet  §8 Link & Learn Taxes,

Busquedas
avanzadas

Advanced search .

| showan | x

También podra realizar una busqueda Avanzada, ingresando filtros mas especificos que le
permitiran que la busqueda sea mas efectiva.
Tipo de transacciones, referencia, valor, descripcién. Dar clic en la opcién Search.

< c
i Apps @ Qui

ab Accountant

& hitps;//c23.qbo.intuitcom/app/search

ickBooks Login -

Craig's Design and Landscaping Sel

& Asana [ Reverse Percentages [l SmartVault:Signin s Scotisbank Colpatria  [3 Posts | Piedmont Co

* O

[ Posts|PiedmontCor P Spectrumnet g Link & Learn Taxes

=

Dashboard

Banking

Sales

Expenses

Workers

Reports

Taxes

Search  allTenssctions

Referencenc. ¥ Contsins

Accounting

My Accountant

Craig%27s+Desig..xsx ™

e Transacci

Show all x

ones recurrentes

Las transacciones recurrentes son aquellas que se repiten en un periodo de tiempo, por
ejemplo: los pagos de servicios publicos o las ventas de productos o servicios que se han

GUIA BASICA - QU

ICKBOOKS® ONLINE
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contratado para ser facturados en plazos. Esta opcién le permite agilizar el proceso de
generacion por que el sistema la realizara automaticamente segun la personalizacién que

haya realizado.

Ingresar la informacién de la factura que quiere que aparezca en cada factura, en la opcién
Payment Options, escoja el tipo de pago.

< C

5 Apps @ QuickBooks Login -

¢ Invoice

& hitps;//c23.gbo.intuit.com/app/invoice

oo Asana [l Reverse Percentage:

& r @

B Spectrumnct R Link & Learn Taxes

$ (@ Help X

BALANCE DUE

Bl SmartVault:Signin 5= Scotisbank Colpatria [ Posts |PiedmontCor [ Posts | Piedmont Cc

| Amy’s Bird Sanctuary:Job 1|

Billing address

Job 1
4581 Finch St.
Bayshore, CA 94326

# PRODUCT/SERVICE

1

2

v Birds@Intuit.com
\_\ Send late: CefBee $ U . U U
Terms Invoice date Due date
Net 30 - 12/16/2018 01/15/2019
p_— Opcioén para
transacciones recurrentes
DESCRIPTION Qary RATE AMOUNT TAX
|| Add subtotal Subtotal 50.00

Addlines || Clearall ines

Print or Preview Customize

Make recurring

En la parte inferior seleccionar Make recurring, personalice la factura recurrente,
ingresando el nombre del template, ingrese el tipo de programaciéon (Schedule), en el
campo options (enviar automaticamente por email, imprimir después, incluir como un cargo
sin facturar), seleccione el intervalo en que requiere la repeticion (Monthly, Weekly, Daily,
Yearly). Seleccione la fecha de inicio y la fecha de terminacién, Seleccionar Save Template.

<& c

i Apps @ QuickBooks Login -

(5 Invoice

@ httpsy//c23 gboiintuitcom/2pp/invoice @ % @

Scotibank Colpatria [ Posts |PiedmontCor  [] Posts|PiedmontCor B Spectrumnet  §f Link 8t Learn Taxes

Asona [l Reverse Percentoges [} SmortVoult: Signln &

Recurring Invoice

Template name

Interval

Billing address

Job 1
4581 Finch St
Bayshore, CA

Cancel Clear

GUIA BASICA — QUICKBOOKS® ONLINE

94326

& @rer X
hedules v | Create days in advance
Email Opti
. [ ] Automatically send emails
[] Print later
CefBee | [ include unbilled charges
Start date End End date
12/17/2018 B; v 12/31720¢

Term:

Net 30 v
Crew #

Customize Save template
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GRACIAS POR SU INTERES

SI DESEA MAS INFORMACION O NECESITA MAS AYUDA
NO DUDE EN CONTACTARNOS

BRINDAMOS ENTRENAMIENTO
Y
ASESORIA INDIVIDUAL O GRUPAL

VISITE NUESTRA PAGINA
WWW.METROCITYBOOKKEEPING.COM
O LLAMENOS AL

704-681-3469

ATENTAMENTE
EL EQUIPO DE METROCITY BOOKKEEPING
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