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QuickBooks Onling;, Post Migration Settings & Features

This guide is designed to walk you through all of the necessary postigration settings as well as to introduce the
features found in the gear icon Menu. Please note that there are areas within the menwhere 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 yourunits] y: zs £tedd us &£

Once the company file migration has been completed and the financial statements from QBDT and QBO have
pss| ¥siwt wseryourchaptertup brvefcsessEBegin by ensuring the properiew is in use Click on the
gear icon to access theMenu.

Confirm that the view is set to Business viewBe sure to convey to Administrators, Recorders and Moose Legion
Secretarieghe importance of not changing this view to Accountant. Switching viewsaltersthe way screens and
information are displayed, making it incongruous with what Field Staff members see.

YOUR COMPANY LISTS TOOLS PROFILE
Account and settings All lists Order checks (3 Feedback
Manage users Products and services Import data Refer a friend
Custom form styles Recurring transactions Import desktop data Privacy

Chart of accounts Attachments Export data Switch company

QuickBooks labs Reconcile

Budgeting #

Confirm Business view
is in use. Audit log

SmartLook

Caze center

@icwoo ks in Business vie@ Switch to Accountant view

Read on to explore the menu featuresnd establish the proper settings.
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Your Company ¢, Account and settings

WE£Ecritital to establish the correct settings for each unit or compangs part of the migration process This will
ensure that the way in which the program and data are displayed is consistent among all units, reducingnfusion
and errors. Please stress to your Administrators, Recorders and Moose Legion Secretaries the importance of not
varying from these settings.

O0ggs¢¢ £vs ov| wE»C€¢ Oqq}le| £ o] r as¢é£E£fw]| uNandmormmergFzomdeYeuyru } |
Company column, chooseAccount and settings.

YOUR COMPANY LISTS TOOLS PROFILE

All lists Order checks (3 Feedback
Manage users Products and services Import data Refer a friend
Custom form styles Recurring transactions Import desktop data Privacy
Chart of accounts Attachments Export data Switch company

QuickBooks labs Reconcile

Budgeting

Audit log
SmartLook

Case center

You're viewing QuickBooks in Business view. Learn more Switch to Accountant view

There is a side menu found on the lefhand side.

Begin with Company.

Account and Settings

Company

Billing & Subscription
Usage

Sales

Expenses

Payments

Advanced
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Company Name

Most of the information found in this sectionshould migrate over from the portable file however, if edits are
required for Company name Legal nameor EIN/SSNclick the pencil to make them.EIN can be verified via MMMs

Company name

Check for accuracy & Click to edit

completion

Company name Mount Vernon Moose 497

Legalname New Lodge Company

Company type

Please ensure thaTax formis listed asNot sure/Other/None Do NOT choose Tax form 990! Industry should be left
blank. Click the pencil to edit.

Company type

Set to Not
sure/Other/None

ax form Not sure/Other/None Click to edit
+ Leave blank

Contact info

Company emailshould be populated withf v s amposdumit€ email adiress. SelCustomerfacing emailto Same
as company email Use the unit phone number for theCompany phone Website should be left blank.

Use mooseunits address

Contact inf . 5
ontact info Corpa i sgeaSTBmbssetnis N Click to edit

Enter unit phone

Address
bvs o] wé»¢ ~v~' ¢wqoz GOompapyaddiesstUse theaddresgwhereantaisis deliveyeg for both
Customerfacing addressandLegaladdress T} ; £v} ¢s o©o| weé»¢ £VOE |jsqsw¥s £v

be entered for both.

Physical Address
Address—r— o acdiss e A Click to edit

Mailing Address |

Communications with Intuit
No action is needed; please disregard.

Communications with RS S Disregard, no action
Intuit R needed
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The next five categories foundn Account and Settings,Billing & Subscription Usage, Sales, Expenses, and
Paymentsdo not apply to our units. There is no action required and should remain in the default settings.

Account and Settings

Do not apply. No
' action required.

- - -

m

Thelast category in Account and Settings i&dvanced.

Account and Settings

Accounting

Setthe First month of fiscal yeatto May. TheFirst month of income tax yearshould read,Same as fiscal yeaiOur

units useaccruaktbased accounting,therefore, chooseAccrualfor Accounting method. SelectOff for Close the
books.

Set to May
Accounting First month of fiscal year May i
Same as FY | First month of income tax year SRR St -
(—— N Accrual
Select Close the books of
Accrual

Set to Off
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Company type
ChooseNot Sure/Other/Nonefor Tax form Do NOT set to Nonprofit Organization!

Company type Tax form Select Not sure/Other/None Click to Edit
Not sure/Other/None

Chart of accounts
Enable account numbershould be On. Please leavdips accountblank.

Chart of accounts

1t numbers Setto On On Click to Edit

Leave blank

Automation

Set both Prefill forms with previously entered contentand Automatically applycreditsto On. These are both great
time saving settings and will ensure that credits will not go unaccounted for. Set botAutomatically invoice
unbilled activity and Automatically apply bill paymentgo Off.

Automation sly entered content On Click to Edit
Setto On on
e unbilled activity off
Set to Off
Automatically apply bill payments Off

Time tracking

bvs¢s tsofrmjs¢ ojs | }E o¥owzopzs | wEv S$ejvipetfield tatimesbeets
and Make SingleTime Activity Billableto Customer set to default Off.

Time tracking Add Service field to timesheets off Click to Edit
Do nOtapply' ake Single-Time Activity Billable to Customer Off
Set to Off F G .
Currency

Home Currencyshould be set to United States Dollar for all US units. Choose Canadian Dollar for all units in
Canada. Please leavBlulticurrency toggled to the Off (grey) setting.

Currency Home Currency Setto US Dollar for units | United States Dollar

in US or Canadian Dollar

Click to Edit
Toggle to Off Multicurrency ) off ——

for units in Canada
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Other preferences

SetDate format to U.S. standard,MM/dd/yyyy. Use123,456 (standard two (2) decimal point with commas to
separate thousand¥for the Number format. Customer labelshould be set toCustomers Please toggléWarn if
duplicate check number is usedWarn if duplicate bill number is used and Warn if duplicate journal number is
usedto On. In the interest of security, please seBign me out if inactive forto 1 Hour.

Use US standard

Other preferences Date format MM/dd/yyyy

Set to 2 decimal pts, 22225500

Set to Customer c use 1000 separators Customers

Toggle to On

Set to 1 hour Sign me out if inactive for 1 hour
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Your Company¢, Manage users

Ogqgs¢c¢ Oqq} el £

£vVs

a| wiE»¢

o r

as £ £ w]| uhlandgornergFzomdheYour u

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

ML Secretary as a user to theirluw £ » ¢

YOUR COMPANY

Account and settings

Manage users

Custom form styles

LISTS
All lists
Products and services

Recurring transactions

_ Pl

0qq}a| £<

TOOLS
Order checks &
Import data

Import desktop data

PROFILE
Feedback
Refer a friend

Privacy

Chart of accounts Attachments Export data Switch company

QuickBooks labs Reconcile

Budgeting 1

Audit log
SmartLook

Case center

You're viewing QuickBooks in Business view. Learn more Switch to Accountant view

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 Suprem€hapter. The second user will be either theChapter
Administrator, Chapter Recorder or the Moose Legion Secretary. The third ussiay be left unused or filled by

those units that employ an assistant for QuickBooks maintenancéNote: No members of field staff(RM, TM or FRS)
will be listed asa user. Field Staff access thei o |acedudtsfrom the Moose Managementaccountant portal.

The Master adminwill automatically have full admin rights to the account. There is no way to changaser type or
permissions for theMaster admin. It is possible to edit theMaster adminname and email¢, but this will not change
the login credentials andshould NOTbe done.

Additional users can be addededited or deleted from this screen

Manage users

Users@®  Accounting firms @

Click here to add user

Need more users? Upgrade your account
kg ) Z Add user

NAME USERTYPE DATE ADDED BILLABLE a ACTION
Chadwick Farrell Mester admin 09/04/2020 Yes Click here to edit user h Edit v
Glenn Neil Standard user 09/04/2020 Yes Edit Vv
Click here to delete ,/ .
> View user activity
Matreen Powelson Admin 08/27/2020 Yes user or view user

Audit Log

Delete
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H



OrrwEw} | ozz": o] Ogzgr w£f Zihthe azcauhtfoan baiseem byxlitldng thetdownsages e 0 «
to Editand choosingView user activity See Audit Log example below:

Audit Log
Sample Audit Log (partial)
DATE CHANGED USER EVENT NAME DATE AMOUNT HISTORY

entral D Maureen Powelson

tral D Maureen Powelson

Maureen Powelson

Sep 4,2:24 pm Centrel D... Maureen Powelson Edited User: Glenn Ne e
Sep4,2:19 pm Centrel D...  Maureen Powelson Logged in

ep 4,2:10 pm Centrel D... = Maureen Powelson Edited User: Chadwick Ferre e
Sep 4, 12:45 pm Centrs Maureen Powelson Logged in

When adding or editing users, dJser type;Company almin or Standard User, will be set. Access to the account
is based upon theusertype and is somewhat customizable. When choosinG@ompany Admin as a user type, full
access to the account is granted and cannot be customized@his status should be given to one person within the
unit, typically Administrators, Recorders, Moose Legion Secretari@$e permissions of those users who are set up
as aStandard userare semicustomizable.

Steps forAdding a User
Click Add User

Manage users
Users & Accounting firms @

Click here to add user

Need more users? Upgrade your account
= Add user

Select theuser type Choose Standard user for those Wwose access should be limited. These permissgare semi
customizable. All Administrators, Recorders and Moose Legion Secretaries should have Company Admin rights,
giving them full access to the QBO accounivhich cannot be customized Then click Next.

Add a new user

Select user type
Choose Standard user for

those who should not have
These count toward your user limit. ] full access

Standard user

You can give them full or limited access, without admin privileges. § Choose Company admin
. for Admins, Recorders &
ML Secretaries

an see and do everything. This includes sending money, changing passwords, and aaamg gsers. ot everyone should be an admin.

@) Company admin

Click here

These don't count toward your user limit.

B m
They can add their own time sheets.

i
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If Company Admin is chosenQB will require an authentication code be entered to ensure you have the authority
to add this type of user. From theprompt, choose how you would like to receive your authentication code. Cell
phone is the quickestmethod. Click Continue. Upon receipt of the code from QB, enter the skdigit code and hit
Continue

@ quickbooks

@ quickbooks Check your phone
Enter the 6-digit code we just sent to

Let's make sure you're you ez

Choose how you want to verify your identity. o

Learn more | I
Get a code texted to; Enter code &
2182 Click to receive text - click here
Verification code
Confirm my account a different way.™ 800791 | @

(takes longer)
Add userFirst name Last nameand personalEmailaddress.(Please do NOT use the unit email addre3<lick Save
A brief messae will pop up to notify an invitation was sent. Confirm Statusw ¢ %, W| Réssrfll ;vitecdn 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 bylicking the down caret next toResend invite SelectDelete.

Need more users? Upgrade your account Add
° Invitation sent to Grant Powelson. fE=r

NAME EMAIL USER TYPE STATUS DATE ADDED BiLLABLE ED ACTION
Moose Intl qbbill@mecoseintl.org Master admin Active 09/11/2020 Yes Click to View user activity
resend
Joe Zollinger jzolli3631@acl.com Admin Active 09/22/2020 Yes Edit ¥
Grant Powelson grant@powelsonfamily.com Admin Invited % 10/14/2020 RCH Resend invite ¥
Verify invitation was Click to

sent, hit Save. i _ m delete user

Note: Do NOTsend this invite to your user until you have all of the posiigration 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.

Edit user settings
4 To customize
First name User type permissions, choose
Glenn Standard user v Standard user
Last name ! The_se fields ‘_:an be How much access do you want this user to have?
edited, but will not
Neil All
change user ID for
5 None
1
Email Iogm
® Limited

neil@mooseintl.or,
9 9 ]ZI Customers

Editing this email won't change your user ID for —/
g e . [ ] Vendors
signing in. You can change this in your user profile L

Do you want this user to add, edit, and remove users? g
Choose the level of

Y
o= access for each of the
No following sections

@ View only

Do you want this user to edit company info? ™

Yes

® No

Do you want this user to manage subscriptions? *
Yes

® No

View only

Click Save
e

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 doesnot apply to our units. No action needed.

YOUR COMPANY LISTS TOOLS PROFILE
Account and settings All lists Order checks & Feedback
Manage users Products and services Import data Refer a friend
C;stom form styles Recurring transactions Import desktop data Privacy

Chart o?ﬁou?sts Attachments Export data Switch company

QuickBooks labs I Does Not Apply | Reconcile
Budgeting #

Audit log

SmartLook

Case center

You're viewing QuickBooks in Business view. Learn more Switch to Accountant view
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Your Company¢, Chart of accounts

YOUR COMPANY LISTS TOOLS PROFILE
Account and settings All lists Order checks & Feedback
Manage users Products and services Import data Refer a friend
Custom form styles Recurring transactions Import desktop data Privacy

Attachments Export data Switch company

QuickBooks labs Reconcile

Budgeting 1

Audit log
SmartLook

Case center

You're viewing QuickBooks in Business view. Learn more Switch to Accountant view

bvwe¢ we¢ } | s 0" £} o0gqgs¢c¢ o =m| wE»¢ Q] O< b \Btarjing fromthe { o |
top, an Administrator can choose to toggle over toRecortile to begin a reconciliation;Run a reportof the Chart of
Accounts, or add a new account by clicking orNew or even import a COA by clicking the down caret next to

New.

Click the caret to

Chart of Accounts Reconcile Click here to add Import a COA
Click here to %
Chart of Accounts meoncia ( RunReport ) m
< All Lists Click here to run
a report
All - 5 0O o
NUMBER NAME TYPE ~ DETAILTYPE QUICKBOOKS BALANCE BANK BALANCE ACTION
1000.00 Cash Bank Checking 17,220.89 View register v

Click on the pencil to edit accounts; the printer to print or savea version of your COA; and click on the gear icon
to customize the format in which the COA isdisplayed

Chart of Accounts Reconcile
Chart of Accounts
< All Lists
‘ , ’ [ | an v ) . 5
Click to Edit ? g o 3
NUMBER NAME TYPE & DETAILTYPE QUICKBOOKS BALANCE = BA! ON
Click to
1000.00 Cash Bank Checking 17,220.89 customize view =r v
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More features can be accessed on the fartight side of each account listing. Clickon View registerto see that
particular account details or click onthe downcarettay} | | sg£€ £vs oqq}le| £ £} E£vs
details, to inactivate the account or to run a report.

Chart of Accounts Reconcile
ch fA Click to
art of Accounts RunRepot connect, edit,
Sl make inactive
or run report
Click to see
NUMBER NAME TYPE « DETAILTYPE QUICKBOOKS BALANCE ~ BAN register ACTION
e —
1000.00 Cash Bank Checking 17,220.89 View register (£
Connect bs
1005.00 General Checking 0595 Bank Checking 13,831.84
Ed
006.00 Geming Checking 0606 Bank Checking 2,240.25 Mske insctive (won't reduce usage
Run report
1025.00 Petty Cesh Bank Checking 1,600.00
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Your Company ¢, QuickBooks labs

Available plugins. No action needed.

YOUR COMPANY LISTS

Account and settings All lists

Manage users Products and services
Custom form styles Recurring transactions

Chart of accounts Attachments

Does Not Apply

You're viewing QuickBooks in Business view. Learn more

TOOLS

Order checks (3
Import data

Import desktop data
Export data
Reconcile
Budgeting

Audit log
SmartLook

Caze center

PROFILE
Feedback
Refer a friend
Privacy

Switch company

Switch to Accountant view
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Lists¢, All lists

Thisarea provides at your fingertips access to many features of QuickBooks. There is no action forgetrequired
here.
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