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HOW TO USE THIS GUID E

These reference materials are designed to complement the information presented by the instructor and to
act as a stand-alone training guide.
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INTRODUCTION

ABOUT THIS COURSE

Intuit® QuickBooks® Premier Accountant 2010 from Intuit® ProLine helps accountants save time, save

money and grow their practice. QuickBooks 2010 is desi
faster and more accurate. Your suggestions inspired new features and big improvements. Discover in this

coursehow Premier Accountant 2010 can help you work more
enable them to get more from QuickBooks.

You will learn about the new and improved features that can help you:

A Save Time'i using four new Client Data Review tools, all new Intuit Statement Writer 2010,
Document Management and Multiple List Entry features

A Save Money T using the customizable Business Snapshot dashboard, improved Report Center,
and professionally designed QuickBooks business forms

A Grow Your Practice i taking advantage of the new Intuit Online payroll offering to expand the
services your firm can offer, get paid quicker and more conveniently with the new Intuit Payment
Solutions

COURSE OBJECTIVES

By attending this course, accounting professionals will learn:

e Whatis new in the QuickBooks 2010 product line both for accounting professionals and clients

¢ How to save time, save money, and grow your practice by using new and improved features and
tools in Premier Accountant 2010 including Client Data Review and Intuit Statement Writer 2010
(sold separately)

¢ How joining the QuickBooks ProAdvisor program can provide you with products and services that
help you meet the needs of your clients

e How Intuit ProLine products and services, including payroll, payment solutions and more can help
you grow your practice, make it easy for you to offer a wider range of services and potentially
attract more clients

e How to properly evaluate and then recommend the right set of products and services to meet
your clienteeds i ndividual

e Valuable QuickBooks tips and tricks from your own peers designed to help accounting
professionals get the most out of QuickBooks, adding value to the time spent attending the
seminar
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SECTION 1:
HELP ME AND MY CLIEN TS SAVE TIME
WITH QUICKBOOKS 2010

CLIENT DATA REVIEW FEATURE ONEW TOOLS FOR 2010!

What 6s New for 2010 with CDR?

Learn how other accounting professionals say they can save up to 4 hours* (as compared to their

previous method®) when cl eaning up a cl i e Dat®dRevieWdODR) fehtiuréie by usi r
Qui ckBooks Premier Accountant 2010. I n this course, yol
the next level to enable you to be even more productive!

Learn about the four new tools as well as improved existing tools in Client Data Review that can help you

qguickly and easily find and fix mistakes in your <clieni
their business and less time with common accountant clean-up tasks. Think of Client Data Review as
ispehdckero for your clientés QuickBooks data accuracy!

In this handbook you will learn more about these exciting new features that expand the usefulness of the
Client Data Review feature including:

A Improved Troubleshoot Accounts Balances i When troubleshooting prior account balances in
CDR for the first ti me, conveniently |l et CDR copy t

Bal ances in the Accountantdés Records col umn. (Previ
initial accountantdés bal ances.)

A New! Batch Reclassify i Reclassify transactions by type, class, or both from one window

A New! Troubleshoot Inventoryi |l denti fy your clientés inventory pos
inventory, then fix it directly in Client Data Review

A New! Batch Write-Off i Write-off invoices, statement charges, or finance charges in batch from
one window

A New! Incorrectly Paid Sales Tax i Fix incorrectly recorded sales tax transactions

A Get backwards compatibility to QuickBooks 2009 i correct errors and send back to clients

using Accountantds Copy.

1QuickBooksAccountant Edition 2009 Market Assessment Study, ResearchLink Partners, January 2009

2 Customers who have tried CDR report an average savings of 4 hours per client. QuickBooks Accountant Edition 2008rivark8tutsses
ResearchLink Partners, Janaang

3 For 2009 QuickBooks files, you will only have access to 2009 Client Data Rexipwodisan
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Features and Benefits
In addition to the new improved tools introduced for QuickBooks Premier Accountant 2010 and
QuickBooks Enterprise Accountant 2010, Client Data Review (CDR) includes the following:
e A single working screen that provides access to tools and reports only available in CDR
e Links to critical QuickBooks menus and reports
e Real-t i me data refresh as corrections are made to the

e Help you keep your data correctbetwe en r evi ew periods. CDR fAfreezesbo
revi ewed balances. The next time you review the cli
to current QuickBooks balances for that review period. If CDR finds a difference a recommended
journal entry to restore your original balances is prepared for your review. (You remain in control
however, because you choose if that suggested journal entry gets posted or not.)

e Tracks changes to the QuickBooks lists including added, deleted, merged or edited

e Provides a working screen to conveniently apply open customer or vendor credits to associated
open invoice or vendor bill

e Tracks the status of individual review fistepso as W

e Marks a review as fiCo mpdre-bpedtie rexiéw oobsdinragewyeriad t o ei t
review

e Prints details of the review (see Figure 22)

e Available for use in QuickBooks Accountantds Copy d
available in ARcountantés Copy

CDR can help reduce non-billable time. Becoming more productive and efficient can streamline your
quarterly reviews and/or year-end procedures to meet deadlines in a more timely fashion. Your clients
can benefit from these improvements resulting in an increase in client satisfaction, referrals and
profitability.

4Fi xing unapplied payments/credits is unavailable insfil€Elient Data Rev

10
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Stating a Client Data Review

Gone are the days of receiving a clientds file only to
consuming activities to clean up the data. Now accounting professionals can work smarter and not harder
when reviewingaclient 6s data fil e.

The CDR feature (shown in Figure 1) is launched conveniently from the Accountant menu in both
QuickBooks Premier Accountant 2010 and QuickBooks Enterprise Solutions Accountant 10.0.

Client Data Review

Client Data Review How this works
Easiz: Mccrual  Rewew Perod, Last Fiscal Year(01,01,,2011 - 1234720110 Modify Review Logged i a5 Laura Madeira (Ext Sect)
~
Q - Clignt Draka Review tool, not available outside COR Customize Cleanup Tasks Review Notes Edit
[ _] Account Balances Client completed the bank
| e " reconcilation for the period
Cleanup Tas Skatus Task Maokes ending 12/31/11.
Q Troubleshoot Prior Account: Balances Completed - g B
e Reeclassify Transactions Completed - @ OSIR @LacE .for BEEEREES
documentation for the new computer
Open Working Trial Balance Completed hd @ server purchased 10/15/11.
[ - ] Review List Changes
Cleanup Tasks Skatus Task Motes
Q Chart of Accounts In Progress - @
Q Ikems In Progress hal g
Q Fixed Asset Items Completed - g
Q Payrall Tkems Completad - @
Review Ikem Setup Mot Starked - @
Cuskomers Mok Starked = g
Yendars Mok Starked g
bs
[ print ][ Save as POF | [ audit Tral of Review | [ Mark Review Complete | [ Clase |

Figure1l Document your Review progress in a convenient window that tracks your status and
provides one-click access to unique tools, reports and common tasks.

On the header of the CDR feature is displayed the review basis (accrual or cash) and the review period
(specific date range). Also, the CDR feature will indicate when you are logged into the data file with the
new External Accountant User type (see top right of image in Figure 1).

The CDR feature is a collection of tools to help you find and fix client entry errors. Additionally, the CDR
gathers in one convenient location common QuickBooks menus and reports for easy access during the
client data review process.

Client Data Review is a single-user activity. However, multiple reviewers can work at different times in the
same clientdés file and track the statuss.of the task as

11
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Customizing the CDR Center

You can customize the view you have in the CDR center |
2010 file. To gain access to these features, you need f
menu. Tocustomize t he tasks that are displayed for this client

link located at the top center of the CDR feature as shown in Figure 2.

Client Data Review - Customize @

Check all Categories or Tasks you wish to see in the Client Data Review

Categories/Task %
Account Balances ~
Troubleshoot Prior Account Balances z
Reclassify Transactions
Open Working Trial Balance
Review List Changes
Chart of Accounts
Items
Fixed Asset Items
Payroll Items
Review Item Setup
Customers

vendars Sédect the Customize Cleanup Tasks
Accounts Receivable

Fix Unapplied Customer Payments and Credits 3 z

Clear Up Undeposited Funds Account Client Data Review

Review AR Aging Summary Report Sasis: Accrual Review Period: Last Fiscal Year (01/01/2011 - 12/31/2011) Modify Review

Write OFf Invoices

P«CCOUI‘!tS Payab!e : 3 - Client Data Review tool, not available outside COR ‘ Customize Cleanup Tasks
Fix Unapplied vendor Payments and Credits

Evaluate and Correct 1099 Account Mapping

g o oS oRs Regoet Use this dialog to select which categories
Sl e i tasks you want displayed in the Client Dat
AAjast Seles TePayable ReviewCentef or t hi s. cl i e

Fix Incorrectly Paid Sales Tax

Manage Sales Tax

Fix Incorrectly Paid Sales Tax

Pay Sales Tax

Fix Incorrectly Paid Sales Tax

Sales Tax Preferences

Fix Incorrectly Paid Sales Tax
Inventory

Review Inventory Setup

Compare Balance Sheet and Inventory Valuation

B N N N N

<

[Restore Defaults ] l Save Changes ] [ Cancel ] [ Help ]

Figure 2 Customize the categories or tasks needed for a specificc | i ent 6s fi |l e.

Client Data Review Dependent Tasks and Reports

There are several detecting and correcting tasks and r
of the Client Data Review feature. Lo akiadlewsingthdhe @A wr enc|
Client Data Review feature. The following sections provide general information about these.

Troubleshoot Prior Account Balances

How many times have you performed a review of a client
changes the client made to the prior period dated information? The Troubleshoot Prior Account Balances

feature will save accounting professionals hours and hours of research, making you and your practice

more profitable.

12
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The improved Troubleshoot Prior Account Balances task (as shown in Figure 3) is included in the
Account Balances cleanup pane and will assist you with the following:

e Improved tool for QuickBooks 2010: CDR will optionally copy the balances from the Balances
in C¢sikintéd column to the Bal ances i nFigute8).Varfdycount ant
that these copied balances match your own reported balances and adjust if needed using the
Working Trial Bal ance tool . Manually verifying the
Records is only needed the first time you use the Client Data Review feature. Future reviews will
update the reviewed balances for you automatically and detail any differences.

Prior Review Period: From [01/01/2010 (]| To [12/31/2010 (8] Basis [Accrual v | [ View Changed Transactions | [ ViewList Changes |

Differences shown below m. changed transactions, list changes that affected accounts, or unentered transactions. How this works
Tips For entering balgpees (S9PY Balances| pajshces in Accountant's Records Balances in Client's File Difference

Accoun Debit [ Credit | Debit [ Credi | Debit [ Credi
ASSETS | Put Prior Balances Here | | ‘ A~
Checking 24,342.03 | =
Petty Cash Troubleshoot Prior Account Balances |

Savings
Accounts Receivable
Employee Advances
Inventory Asset
Pre-paid Insurance & quick way to enter the previous balances:

Retainage Recelvable - Click. Ygs in this message to copy balances from the Balances in Client's File columns to the
Balances in Accountant’s Records columns.

& When you use this tool, it needs balances from the accountant's records for the previous
1 period in order to find the cause of any discrepancies.

Undeposited Funds - Mext, change any values that differ from your records of the same period.
_Accumulated Depreciatior] - Client Data Review then finds the causes of any discrepancies.
idi

{Bokdigs a.nd Imp.roverner ‘Would you like Client Data Review ta fill in the Balances in Accountant's Records columns?

Construction Equipment

Furniture and Equipment - )

s T [tes ] [(mo | [ rew |

Vehicles |

Security Deposits | | | 1,720.00 | | v

TOTAL 0.00 0.00 679,302.16 679,302.16 0.00 0.00 |

[] Only show accounts with different balances Yiew Suggested Adjustments
Figure3 New! Automatically copy the balances from Client6:

Account ant 6soluRe'cor ds

e AFreezesd your prior period reviewed balances. The
stored bal ances are compared to current balances in t
e Itemize in debit and credit format the #fAdifferencedo
Accountantdés Records and the Balances in Clientoés F

e One-click access with QuickZoom functionality to see the detailed transactions that made up the
difference as shown in Figure 5. Simply click with your mouse pointer on any amount in the
Difference column.

TIP: The View Changed Transactions report is best used when a specific account line item with a difference is
selected on the list.

NOTE: If the View Changed Transactions button is selected without an account highlighted, the Audit Trail
report would show all tansactions changed after theeview was marked as Complete.

13
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o |f CDR finds a difference a recommended journal entry to restore your original balances is
prepared for your review. (You remain in control however, because you choose if that suggested
journal entry gets posted or not.) You also have the option of reversing the adjusting entry on the
first day of the next accounting period. See Figure 6.

e Modify the view to AOnly show accounts with differe

bleshoot Prior Account Balances - Review Period: Last Fiscal Year (01/01/2011 - 12/31/2011)

Prior Review Period: From [01/01/2010 [B]| To |12/31/2010 [B] Basis |Accrual v | [ View Changed Transactions | [ ViewList Changes |
Differences shown below may be due to changed transactions, list changes that affected accounts, or unentered transactions. How this works
Tips for entering balances Balances in Accountant’s Records Balances in Client’s File Difference
Account | Debit | Credit I Debit [ Credit | Debit | Credit |
ASSETS A
Checking 24,342.03 25,577.03 | 1,235.00:] —
Petty Cash | 500.00 | | 500.00 |
Savings [ 15,600.00 | | 15,600.00 |
‘Accounts Receivable | 49,024.10 | | 49,024.10 | | |
Employee Advances | 770.00 | .
sy e . 1790900} Click on the amount in any Difference colu
Pre-paid Insurance | 4,050.00 | . .
Retanage Receivabla 4 1,796.72 | to see details of the changes made affecti
rdere hed et > | . your original Balances in Accoumnt 6 s
Accumulated Depreciation | |
Egs andl Inprovemionts { 325,000.00 | Save yourself hours of troubleshooting the
_Construction Equipment | 15,300.00 | . |
Furniture and Equipment | 22,826.00 | d |ffe rences!
Land [ 90,000.00 | - - , -
Vehicles | 78,936.91 78,9361 ] ,
Security Deposits | 1,720.00 | | 1,720.00 | | | v
TOTAL 679,302.16 679,302.16 679,302.16 679,302.16 1,235.00 1,235.00 |
[] only show accounts with different balances [ View Suggested Adjustments ] [ Close ]

Figure 4 Client Data Review will identify any differences between the Balances in
Accountantdés Records and Balances in Clientds Fil

il Audit Trail

i odify Repart... | [ Memorige... || Print... E-mail » || Export... il Hide Header Refresh
Date Entered/Last Modified | Custom ~ |From [01/01/2011 [@]| To [ 12/15/2012
2:05PM Rock Castle Construction - Account: Checking
1215012 Transactions on/before 12/31/2010 - Changed onl/after 01/01/2011
Entered/Last Modified ¢ Last modified by + State < Date L3 Hame ° Account B3 Split B3 Debit B3 Credit B3
Transactions entered or modified by Admin o
Check 93 =
12152012 11:17:06 Laura Madeira (Externa... Latest 1210172010 Reyes Properties Checking Rent 0.00
Overhead Rent Checking 0.00
1215/2012 11:50:24 Admin Prior 120172010  Reyes Properties Checking Rent 1,200.00
Overhead Rent Checking 1,200.00
Check 95
12152012 11:16:54 Laura Madeira (External Ac... Defeted 0.00
12M5/201211:50:27 Admin Prior 12052010  Express Delivery Serv...  Checking Job Expense... 35.00
Deanna Ecker (Ecker D...  Job Expenses:Fre...  Checking 3500
v
Figure 5 One-click access to reporting on transactions making up the difference between the
Accountant6s Records and the Clientds File.
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Figure 6 View suggested adjusting journal entry to correct balance differences and optional
reverse the entry in the next accounting period.

Reclassify Transactions

New in Premier Accountant 2010: No more need to spend hours reclassifying individual transactions,
or creating multiple journal entries to correct data entry errors by your client. With the reclassify
transaction (see Figure 7) tool in CDR you can:

e Select a specific name (vendor, other list name, customer or employee) and view transactions
assigned to that name in a date range you specify

e Select all transactions or specific transactions, choose the new account to assign (and class if
needed), and with a single click reclassify the selected transactions to the newly assigned
account

¢ Reclassify Transactions dialog displays your changes for your review

e Optionally, view transactions that you cannot recl a
require that you correct the account assigned in the new/edit item dialog
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