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QuickBooks Online ¿ Post Migration Settings & Features 

This guide is designed to walk you through all of the necessary post-migration settings as well as to introduce the 

features found in the gear icon Menu. Please note that there are areas within the menu where no action will be 

required or a feature does not apply to our units. Please take the time to familiarize yourself with all of the features 

documented even if they do not require action. Many will be helpful to you and your units. ]y: zs£»¢ us£ ¢£o¡ted!  

Once the company file migration has been completed and the financial statements from QBDT and QBO have 

pss| ¥s¡wtwsr: w£»¢ £w{s £} set your chapters up for success! Begin by ensuring the proper view is in use. Click on the 

gear icon to access the Menu. 

Confirm that the view is set to Business view. Be sure to convey to Administrators, Recorders and Moose Legion 

Secretaries the importance of not changing this view to Accountant. Switching views alters the way screens and 

information are displayed, making it incongruous with what Field Staff members see.  

 
Read on to explore the menu features and establish the proper settings.  
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Your Company ¿ Account and settings 

W£»¢ critical to establish the correct settings for each unit or company as part of the migration process. This will 

ensure that the way in which the program and data are displayed is consistent among all units, reducing confusion 

and errors. Please stress to your Administrators, Recorders and Moose Legion Secretaries the importance of not 

varying from these settings. 

Oqqs¢¢ £vs ¤|w£»¢ Oqq}¤|£ o|r as££w|u¢ p¨ qzwqyw|u }| £vs Uso¡ Wq}| w| £vs ¤~~s¡ ¡wuv£-hand corner. From the Your 

Company column, choose Account and settings. 

 

There is a side menu found on the left-hand side.  

Begin with Company.  
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Company Name 

Most of the information found in  this section should migrate over from the portable file; however, if edits are 

required for Company name, Legal name or EIN/SSN, click the pencil to make them. EIN can be verified via MMMs.  

 

Company type  

Please ensure that Tax form is listed as Not sure/Other/None. Do NOT choose Tax form 990! Industry should be left 

blank. Click the pencil to edit. 

 

Contact info 

Company email should be populated with £vs ¤|w£»¢ mooseunits email address. Set Customer-facing email to Same 

as company email. Use the unit phone number for the Company phone. Website should be left blank. 

 

Address 

bvs ¤|w£»¢ ~v¨¢wqoz orr¡s¢¢ ¢v}¤zr ps ¤¢sr t}¡ Company address. Use the address where mail is delivered for both 

Customer-facing address and Legal address< T}¡ £v}¢s ¤|w£»¢ £vo£ ¡sqsw¥s £vsw¡ {owz o£ o ^] P}§: £vs ^] P}§ ¢v}¤zr 

be entered for both.  

 

Communications with Intuit 

No action is needed; please disregard. 
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The next five categories found in Account and Settings, Billing & Subscription, Usage, Sales, Expenses, and 

Payments do not apply to our units. There is no action required and should remain in the default settings. 

    

The last category in Account and Settings is Advanced.  

 

 

Accounting 

Set the First month of fiscal year to May. The First month of income tax year should read, Same as fiscal year. Our 

units use accrual-based accounting, therefore, choose Accrual for Accounting method. Select Off for Close the 

books. 
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Company type 

Choose Not Sure/Other/None for Tax form. Do NOT set to Nonprofit Organization! 

 

Chart of accounts 

Enable account numbers should be On. Please leave Tips account blank. 

 

Automation 

Set both Pre-fill forms with previously entered content and Automatically apply credits to On. These are both great 

time saving settings and will ensure that credits will not go unaccounted for. Set both Automatically invoice 

unbilled activity and Automatically apply bill payments to Off. 

 

Time tracking 

bvs¢s tso£¤¡s¢ o¡s |}£ o¥owzopzs ¦w£v [}}¢s c|w£¢» q¤¡¡s|£ ¢¤p¢q¡w~£w}| ~zo|< Zso¥s p}£v Service field to timesheets 

and Make Single-Time Activity Billable to Customer set to default Off. 

 

Currency 

Home Currency should be set to United States Dollar for all US units. Choose Canadian Dollar for all units in 

Canada. Please leave Multicurrency toggled to the Off (grey) setting. 
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Other preferences 

Set Date format to U.S. standard, MM/dd/yyyy. Use 123,456 (standard two (2) decimal point with commas to 

separate thousands) for the Number format. Customer label should be set to Customers. Please toggle Warn if 

duplicate check number is used, Warn if duplicate bill number is used, and Warn if duplicate journal number is 

used to On. In the interest of security, please set Sign me out if inactive for to 1 Hour. 
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Your Company ¿ Manage users 

Oqqs¢¢ £vs ¤|w£»¢ Oqq}¤|£ o|r as££w|u¢ p¨ qzwqyw|u }| £vs Uso¡ Wq}| w| £vs ¤~~s¡ ¡wuv£-hand corner. From the Your 

Company column, choose Manage users. Note: This is where you will add/invite your Administrator, Recorder or 

ML Secretary as a user to their u|w£»¢ _P] oqq}¤|£< 

 

QuickBooks Essentials allows three (3) users per company. One will always be the Master admin. That position will 

be held by a Moose International employee at the Supreme Chapter. The second user will be either the Chapter 

Administrator, Chapter Recorder or the Moose Legion Secretary. The third user may be left unused or filled by 

those units that employ an assistant for QuickBooks maintenance. Note: No members of field staff (RM, TM or FRS) 

will be listed as a user. Field Staff access thei¡ ¤|w£¢» accounts from the Moose Management accountant portal.  

The Master admin will automatically have full admin rights to the account. There is no way to change user type or 

permissions for the Master admin. It is possible to edit the Master admin name and email ¿ but this will not change 

the login credentials and should NOT be done.  

Additional users can be added, edited or deleted from this screen 
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Orrw£w}|ozz¨: o| O¤rw£ Z}u zw¢£w|u o ¤¢s¡»¢ ¡sqs|£ oq£w¥w£¨ in the account can be seen by clicking the down caret next 

to Edit and choosing View user activity. See Audit Log example below: 

 

When adding or editing users, a User type ¿Company admin or Standard User ¿ will be set. Access to the account 

is based upon the user type and is somewhat customizable. When choosing Company Admin as a user type, full 

access to the account is granted and cannot be customized. This status should be given to one person within the 

unit, typically Administrators, Recorders, Moose Legion Secretaries. The permissions of those users who are set up 

as a Standard user are semi-customizable.    

Steps for Adding a User 

Click Add User 

 

Select the user type. Choose Standard user for those whose access should be limited. These permissions are semi-

customizable. All Administrators, Recorders and Moose Legion Secretaries should have Company Admin rights, 

giving them full access to the QBO account which cannot be customized. Then click Next. 
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If Company Admin is chosen, QB will require an authentication code be entered to ensure you have the authority 

to add this type of user. From the prompt, choose how you would like to receive your authentication code. Cell 

phone is the quickest method. Click Continue. Upon receipt of the code from QB, enter the six-digit code and hit 

Continue 

                                     

Add user First name, Last name and personal Email address. (Please do NOT use the unit email address.) Click Save. 

A brief message will pop up to notify an invitation was sent. Confirm Status w¢ ¼W|¥w£sr<½ Resend invite can be used 

when the user did not receive the email, after verifying the email address is correct. Additionally, a user can be 

deleted before they become active by clicking the down caret next to Resend invite. Select Delete. 

 

Note: Do NOT send this invite to your user until you have all of the post-migration settings completed. Schedule a 

time to walk the user through the process of accepting the invitation. At that time, a brief QBO tutorial should be 

given to the user. 
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From the same Manage users screen, users can be deleted and their information can be edited, when necessary. 

Note: Editing the email from this screen will not change the login information for any user type. 
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Your Company ¿ Custom form styles 

This does not apply to our units. No action needed. 
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Your Company ¿ Chart of accounts 

 
bvw¢ w¢ }|s ¦o¨ £} oqqs¢¢ o ¤|w£»¢ Q]O< bvs¡s o¡s {o|¨ q}|¥s|ws|£ tso£¤¡s¢ £} _P]¢ Q]O ~ous< Starting from the 

top, an Administrator can choose to toggle over to Reconcile to begin a reconciliation; Run a report of the Chart of 

Accounts, or add a new account by clicking on New or even import a COA by clicking the down caret next to 

New.  

 

Click on the pencil to edit accounts; the printer to print or save a version of your COA; and click on the gear icon 

to customize the format in which the COA is displayed. 
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More features can be accessed on the far-right side of each account listing. Click on View register to see that 

particular account details or click on the down caret to q}||sq£ £vs oqq}¤|£ £} £vs ¤|w£»¢ po|y: £} srw£ £vs oqq}¤|£ 

details, to inactivate the account or to run a report. 
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Your Company ¿ QuickBooks labs 

Available plug-ins. No action needed. 
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Lists ¿ All lists 

 
This area provides at your fingertips access to many features of QuickBooks. There is no action for set-up required 

here. 

 

 


