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Figure 2-70: The Manage Users list for a company file

���� A Standard User has customizable options.

���� A Company Admin has full access.

���� Reports Only users appear in QuickBooks Online Plus and Advanced. Users with this 
permission level can view all reports but not make any changes to the data.

���� Time Tracking Only are unlimited accounts for employees to log in and use QuickBooks 
Online’s time sheets to populate payroll as well as job costing reports in the Projects Center.

���� Payments Only Users appear when you are connected to QuickBooks Payments 
Merchant Services, to allow staff to log in through the mobile app to swipe credit 
card payments.

Figure 2-71: The Add a New User window

Step 4.	 In the Select Access Rights window, choose Limited, and check off Customers (see Figure 
2‑72). The list on the right shows what John will and won’t be able to do when he logs in. 
Click Next.
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Figure 2-72: You can restrict a user’s access

I m p o r t a n t !

If the QuickBooks Online file has an active payroll subscription, you will also see an option 
to prevent users from viewing confidential payroll data.

Step 5.	 On the Select User Settings window, leave all the 
defaults. We don’t want the employee to be able 
to manage users, edit company info, or see the 
billing. Click Next (see Figure 2‑73).

Step 6.	 Enter the user’s First Name, Last Name, and 
Email address as shown in Figure 2‑74. This will 
be their username when they log in.

By clicking Save, QuickBooks Online would send 
an invitation to the user to create a new account 
and password.

Because this is a sample company, we will not 
do this right now. Instead of clicking Save, click 
the X in the upper right to cancel the process.

Figure 2-74: Create the username and send the invitation

Figure 2-73: Can the user modify the QBO 
subscription?
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Accountant Users
QuickBooks Online also provides two Accounting 
Firms users (QBO Advanced has three). These logins 
are to be used by ProAdvisors, bookkeepers, and tax 
preparers.

Accountant logins allow financial professionals 
instant access to the company file. Not only can the 
accountant log in any time, but they also have addi-
tional tools not available to company users, including 
the ability to undo reconciliations, reclassify trans-
actions, write off bad debts, and make books-to-tax 
adjustments.

To invite an accountant, simply enter their email address, and click Invite, as shown in Figure 2‑75.

Review Questions
Comprehension Questions

1.	 Why is it important to go through Account and Settings when you first set up a new company 
file in QuickBooks Online?

2.	 What is the purpose of the Chart of Accounts?

3.	 Describe the purpose of the Products and Services List.

4.	 Describe how Classes are used in QuickBooks Online. Give an example of how a business could 
use classes.

5.	 How does QuickBooks Online calculate Sales Tax?

6.	 What are some of the reasons you might use Custom Fields?

Multiple Choice

Select the best answer(s) for each of the following:

1.	 You can create Custom Fields for:
a.	 Customers.
b.	 Templates.
c.	 Vendors.
d.	 Both a and c.

2.	 You can customize your QBO company settings under:
a.	 Gear > Account and Settings.
b.	 Left Navigation Bar > Accounting.

Figure 2-75: Invite your accountant or bookkeeper
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c.	 Left Navigation Bar > Account and Settings.
d.	 Gear > Preferences.

3.	 The Chart of Accounts contains categories for:
a.	 Products and Services.
b.	 Customer names.
c.	 Assets, Liabilities, Equity, Income, and Expenses.
d.	 Payment methods.

4.	 Which of the following is not available as a Custom Sales Form?
a.	 Invoice.
b.	 Estimate.
c.	 Check.
d.	 Sales Receipt.

5.	 Which of the following is displayed vertically on the far left side of the screen?
a.	 The Dashboard.
b.	 The Left Navigation Bar.
c.	 The Gear.
d.	 None of the above

6.	 The types of Products and Services include:
a.	 Invoices, Sales Receipts, and Estimates.
b.	 Customers, Vendors, and Employees.
c.	 Inventory Asset, Cost of Goods, and Income.
d.	 Inventory, Non-inventory, Service, and Bundle

7.	 To add a new Sales Tax to the list:
a.	 See if QBO suggests any based on your company information.
b.	 Specify the states where you do business.
c.	 Add a new service item for each sales tax rate.
d.	 Either a or b.

8.	 Where can you find Custom Form Styles to manually design the layout of an Invoice?
a.	 The Gear.
b.	 Account and Settings > Sales.
c.	 Click Customize at the bottom of sales forms.
d.	 All of the above.

9.	 Which list creates the payment due dates for sales and expense forms?
a.	 Terms.
b.	 Payment Methods.
c.	 Classes.
d.	 Tags.
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10.	 You would like your customers to pay you within 15 days. What List would you open to start 
creating this option?

a.	 Customers.
b.	 Products and Services
c.	 Payment Methods.
d.	 Terms.

11.	 What is the benefit to using Bundles on a sales form?
a.	 Save time in data entry.
b.	 Calculate quantities on several items at once.
c.	 Combine several Products and Services into one.
d.	 All of the above.

12.	 Where should you go to pay your Sales Taxes?
a.	 Write a check or enter a credit card expense.
b.	 The Sales Tax Center.
c.	 Pay a bill.
d.	 The Banking Feed.

13.	 You can rearrange the width of columns on a sales form using:
a.	 Columns.
b.	 Design.
c.	 Edit Labels And Widths.
d.	 Emails.

14.	 The Payment Methods list:
a.	 Contains the forms of payment you accept from customers.
b.	 Contains the forms of payments you use for vendors.
c.	 Should be customized to reflect your business’s needs.
d.	 All of the above.

15.	 The setting to change the time limit for your browser before you get logged out is found:
a.	 You can’t change this limit.
b.	 Account and Settings > Company.
c.	 Gear > Sign Out.
d.	 Account and Settings > Advanced.

Completion Statements

1.	 Use ________ ____ _______ to enter your company’s contact information for use across all of 
QuickBooks Online.

2.	 The _____ _____ __________ list defines the items you buy from vendors and sell to customers.

3.	 Use ________ _______ to create extra fields specific to your reporting needs.
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4.	 ____________ ____________ terms calculate based on the day of the month that an invoice or 
bill is due.

5.	 Products and Services that you both buy and sell are called ___________ ____________.

Customizing QuickBooks Online—Apply Your Knowledge
It’s time to set up Imagine Photography with the Account and Settings, Chart of Accounts, Products and 
Services, and Lists you will need throughout this course.

I m p o r t a n t !

As you enter set up information, proofread and review carefully to make sure you don’t have 
any typos or spelling errors. Remember this information will be used for all transactions and 
reports going forward, so accuracy is important.

As you work through the setup, confirm that the information on the screen matches the 
book. If a setting is not mentioned in the instructions, you don’t need to make any changes.

1.	 Sign in to Imagine Photography, your student company.

2.	 Set up the following Account and Settings > Company settings as shown in Table 2‑1. Some 
options are already set up and will not need to be changed.

Company Settings
Logo ImagineLogo.png

Company Name [Your Name]’s Imagine Photography
Legal Name Imagine Photography, Inc.

EIN 11-1234567
Tax Form Small Business Corporation, Two or More Owners (Form 1120S)
Industry Miscellaneous Store Retailers

Company Email [Your email address]
Customer-Facing 

E-Mail info@imaginephoto.biz

Company Phone +1 925-555-1111
Website http://www.imaginephoto.biz
Address 123 Main St.

Pleasanton, CA 94566
(note: be sure QBO autofills the company address. After you type “St”, 
start typing “Pleasanton” until the address shows up on the list, then 
click on it)

Table 2‑1: Company Settings
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3.	 Update and confirm the following Account and Settings > Advanced settings as shown in Table 
2–2. Click Save between sections.

Advanced Settings
First month of the fiscal year January

First month of income tax year Same as fiscal year
Accounting Method Accrual

Close the Books Off
Enable Account Numbers Off

Track Classes On
Warn Me When a Transaction Isn’t Assigned a Class Yes (check this box)

Track Locations Off
Pre-fill Forms With Previously Entered Content On

Automatically Apply Credits Off
Automatically Invoice Unbilled Activity Off

Automatically Apply Bill Payments Off
Organize All Job-Related Activity In One Place (Projects) On

Sign Me Out if Inactive For 3 Hours

Table 2‑2: Advanced Settings

4.	 Update and confirm the following Account and Settings > Time settings as shown in Table 2–3. 
Click Save between sections.

Time Settings
First Day of Work Week Monday

Show Service Field On

Allow time to be billable On

Table 2‑3: Advanced Time Settings

5.	 Go to Account and Settings > Sales and turn on Track Inventory Quantity on Hand under the 
Products and Services section. Accept all dialog boxes. Click Save. Click Done to save the settings.

6.	 Go to Taxes in the Left Navigation Bar and turn on Use Automatic Sales Tax. You only collect 
tax for California customers. File sales taxes Monthly.

7.	 Set up your Chart of Accounts. Add the account categories shown in Table 2–4. You do not need 
to enter Descriptions.
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Accounts to Add to the Chart of Accounts

Action Account Type
Save Account 

Under Tax Form Section Account Name
Add Banks Bank Accounts Checking Business Checking (1025)
Add Banks Bank Accounts Money Market Money Market (7809)
Add Credit Cards Credit Cards Credit Card Business Visa (5678)
Add Income Income Service/Fee Income Photography Income
Add Expenses Office Expenses Office/General 

Administrative Expenses
Computer Expense

Add Expenses Advertising & 
Marketing

Advertising/Promotional Marketing

Table 2‑4: Add these accounts

8.	 Continue to modify your Chart of Accounts using Table 2‑5. Merge, edit, or inactivate these 
accounts:

Changes to Make to the Chart of Accounts

Action Account Name
Save Account 

Under Edits to make: 

Merge Sales Income Tax Form Section: Sales of Product Income
Account Name: Sales of Product Income

Edit Website ads Advertising/
Promotional Account Name: Website

Inactivate Land Fixed Assets Not needed

Inactivate Supplies:Supplies & 
materials

Note: Inactivate the 
Expense but keep 
the Cost of Goods 
subcategory.

Not needed. Supplies & materials will be 
tracked under Cost of Goods Sold.

Table 2‑5: Edit or inactivate these accounts

9.	 Click the Run Report button. Compare your Chart of Accounts to the Imagine Photography 
Account List in your student QuickBooks Online Classroom Files folder.

10.	 Set up your Classes List. Imagine Photography uses classes to track income and expenses for each 
of its two stores—San Jose and Walnut Creek. Set up these two classes, along with a third class for 
Overhead.

11.	 Set up your Products and Services List by importing the ImaginePhotographyProductList.xls 
spreadsheet in your classroom files folder.

a.	 Use the Import a File link at the bottom of the Products and Services window. The fields are 
already mapped, so you can just click Next to accept the defaults. 
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b.	 In the confirmation window, update any fields the tool doesn’t recognize. In the confirmation 
window, update any fields the tool doesn’t recognize. For example, you may have to manually 
choose the Cost of Goods Sold:Supplies & Materials—Cost of Goods Sold account for the 
five Inventory Type items. Click in the three Qty of zero that are shown in red, as shown in 
Figure 2‑76.

Figure 2-76: Fix any import errors

c.	 When your screen matches the figure, click on the green Import button in the lower right 
corner of the screen. If you don’t see the button, adjust your browser settings.

d.	 After the import, close the window. This will import eight products and services, for a total 
of 10 including QBO’s default items.

12.	 Create the rest of your Products and Services List by adding the three items shown in Table 2-6.
Leave any other fields blank or accept the defaults if not shown in the table.
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Service Service Non-inventory
Name Indoor Session Videographer Photo Paper

Category Photography Photography Products
Class San Jose San Jose Walnut Creek

Description Indoor Studio 
Session Videographer Standard Photo Paper, Glossy, 

8.5"x11", Pack of 100
Sales Price/Rate 225 125 25

Income Account Photography Income Photography 
Income Sales of Product Income

Sales Tax Nontaxable Nontaxable Taxable—based on location only
Check “I purchase 
this product/ ser-

vice from a vendor”

Subcontracted 
Videographer

Standard Photo Paper, Glossy, 
8.5"x11", Pack of 100

Cost 75 15

Expense Account
Cost of Goods 

Sold:Subcontractor 
Expenses

Supplies & Materials

Table 2‑6: Cost of Goods Sold:Supplies & Materials

13.	 Create two Bundles as shown in Table 2‑7 below. Check Display Bundle Components When 
Printing or Sending Transactions. The Qty is 1 for each line. When finished, compare your 
Products and Services list to the Answer Key on page 588.

Name Description Product/Service

Deluxe 
Shoot Deluxe Photo Shoot

Indoor Session
Outdoor Session

Retouching
Standard Package

Supra 
Package Supra Camera Package

Camera SR32
Lens
Case

Table 2‑7: Create two Bundles

14.	 Set up your Terms List according to Table 2‑8.
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Term Name Options

1st of the Month
Select Due by certain day of 

the month
1 day of month

Due the next month if issued 
within 5 days of due date

Due on Receipt No change
Net 30 No change
Net 15 Inactivate
Net 60 Inactivate

Table 2‑8: Terms List

15.	 Add two Custom Fields for Sales Rep and PO Number. Add both to All Sales Forms and set 
them to Print on Forms.

16.	 Edit the Standard Custom Form Style. Accept all defaults if not shown in the table. Click Preview 
PDF. Compare it to the Answer Key at the end of the book.

Element Option
Design Tab:

Change up the template Airy New
Make logo edits Size = Medium, Placement = Right
Try other colors Aqua, top row, second from right (#0e909a)

Select a different font Arial Unicode MS, 10pt
Content Tab:

Phone Check box to turn on, reformat to (925) 555-1111

Address
Uncheck to turn off (note: we could make separate forms with 
each store location address if we were using QBO’s Locations 

feature)
Display Check to turn on Shipping

Account Summary Click in the middle Account Summary section. Check Show on 
invoice

Message to Customer Click in the bottom Footer section. Type Satisfaction guaran-
teed! Come back within 30 days for a store credit. Size = 12pt

Footer text Give It Your Best Shot! Size = 12pt, Centered
Emails Tab:

Email Greeting Change [Fullname] to [First]

Table 2‑9: Use this data to edit the Standard form style.

17.	 Add a Tag Group named Type. Change the color to Light Blue (2nd row, 1st circle). Add Tag Names 
for Weddings, Portraits, Real Estate, Corporate, and Retail.




