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Using QBOA to Manage &
Automate your Practice



About Me

Ingrid Himmelman
Principal Professional
Services Consultant

Intuit Canada, Principal Professional
Services Consultant

Specialize in system and process
implementation, change
management, project management

Intuit Confidential and Proprietary



Why this topic?

How can |
“Did get keep my
done?!!?? finger on the
pulse?

I know | need to
manage my
business too




e \What is Practice Management?
® |n Product Demo of QBOA Work

e How to implement Practice

Management

INTUIT

qb quickbooks
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What is Practice Management?



Practice Management

What does it mean to you?

Poll
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Practice Management

The systems & processes that bring

e C(Clients
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Practice Management

The systems & processes that bring

e C(Clients
e [eam
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Practice Management

The systems & processes that bring

e C(Clients
e [eam
e Deadlines
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Practice Management

The systems & processes that bring

e Clients

e Jeam

e Deadlines

e Processes/Tasks

all under one roof!
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Practice Management - 4 Components

INTUIT
quickbooks.
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Practice Management using
QBOA Work



Accessing QBOA Work

@ Accountant

( + New )

YOUR PRACTICE

Clients

Team

ProAdvisor »

Work

Pro Tax »

Apps >
v BOOKMARKS V74

-+ Add a bookmark

=«  GOTO QUICKBOOKS v 9 Accountant Tools

Ingrid Intuit

Ingrid's clients

CLIENT / CONTACT

@ Budgets, Reports & CashFlow Planner
@ Himmelman Advanced QBO
@ One User Test - Client Primary Admin

@ QBO Advanced Copy

Overview Bookkeeping ‘ Find a client Q ’ Y

BOOKS REVIEW

CHCHO,
© 00

Start September review

© 00

@ Help

@

ACTIONS

Edit client WV
Edit client WV
Edit client WV

Edit client @ WV

@ INTUIT
quickbooks.
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Accessing QBOA Work

@ Accountant

( + New

YOUR PRACTICE
Clients

Team
ProAdvisor
Work

Pro Tax

Apps

v BOOKMARKS

+ Add a bookmark

@ INTUIT
quickbooks.

=« GOTOQUICKBOOKS v  [=] Accountant Tools

Overview shows all of )
your customers in Bookkeeping = QBO
YOUR BOOKS Clients Only

@ Help

Find a client

Overview Bookkeeping

Q| v

CLIENT / CONTACT EMAIL/ PHONE BANKING WORKPAPERS TAX RETURNS

Aalia Wolf
' Aalia_Wolf@exam... Create tax return
Aalia Wolf
Abel Reill

' 4 Abel_Reilly@exa... Create tax return
Abel Reilly
Aisling Mac...

Aisling_Mackenzi...
Aisling Macke...

Alfie-Jay W... Alfie-Jay_Welch@...
Alfie-Jay Welch 905-555-8765

Create tax return

Create tax return

Q L & 0O

O

ACTIONS

Edit client WV
Edit client @ WV
Edit client WV

Edit client WV
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In-Product Demo
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Work

?
Feedback? to Create project ¢ Feedback:
e Notifications - make your choices
e Manage templates -

e Create client request

e Create project - start here

b INTUIT
q qU|CkbOOkS Intuit Confidential and Proprietary




Work

e \Whose tasks - All, Clients or Firm

View choices

e All or specific Team members’ tasks
e Types or Projects/Tasks/Requests
e From Quickbooks

e Cards, List or Calendar View

b INTUIT
q qU|CkbOOkS ntuit Confidential and Proprietary




Notes

Feedback - exactly what it says. If you have thoughts/desires/frustrations - speak up!!
Notifications - you can choose what you want to have show up in your inbox. Proceed with caution or you could flood your inbox

Manage templates - have repeated projects/processes? - Templates will help you to quickly create new projects as you bring on new clients.
Create client request - only for QBO clients - but you can send request to the Primary Admin PLUS it will appear in the My accountant tab

All - shows your firm’s projects, tasks and/or requests that have been created/assigned. You can choose to filter for specific groups - Clients, or just your Firm
Everyone - do you want to see Everyone’s outstanding tasks or someone specific on your team - use the dropdown to filter for a specific person.
All types - you can look at EVERYTHING (projects, tasks and requests), or you can collapse the list by selecting from the dropdown
From Quickbooks - toggle on/off. Shows if there are banking transactions that need to be addressed
Different views - depending on your focus, you can change the view.
- Card - standard view
- List - you have more options for filtering in this view
- Calendar - great for getting a holistic view of your practice month by month.

@ INTUIT Intuit Confidential and Proprietar
quickbooks. prietary



@ Accountant

( + New

YOUR PRACTICE
Clients

Team
ProAdvisor
Work

Pro Tax

Apps

v BOOKMARKS

-+ Add a bookmark

“ YOUR BOOKS
Overview
Workpapers
Dashboards
Transactions
Sales
Expenses
Reports
Payroll

Time

=« GOTOQUICKBOOKS ¥  [=) Accountant Tools

Ingrid Intuit

Tuesday, Octobe

@Help 3

Q 0 B @O

Feedback? | Notifications | Manage templates ] [Create client reques Create project

Al v ‘

Barclay Moran N ‘ Ta

sk v ‘ From Qui

w

L

oD
oo

TODAY: 0 THIS WEEK: 4 NEXT WEEK: 0 NEXT 30 DAYS: 3

OCT B E E
@ 4 Review Sales Tax
Project : Monthly Review
Todo v
OCT

Review bank
reconciliation

Project : Monthly Review

To do v

ocT

Send notes to
Bookkeeper for any
fixes

Project : Monthly Revi

[

ocCT B

Close books
Project : Mont

NOV

@

NOV

NOV

Review Sales Tax

Review bank
reconciliation

Project : Monthly Review

Todo v

Send notes to
Bookkeeper for any
fixes

Project : Monthly Review

Todo v



Create
Project

Create project X

Show Ups@

Project template

‘ No template V.

Project name *

Your project's name

Firm or client * First due date *

Select |v| [03102023 | Repeat @0 EYITVYG[Ve|

Toggle on/off

Repeats
‘ Monthly ™ |on | day | 3rd V| ofevery | 1 month(s
Ends : :
‘ . » ’ ek If recurring,
ver NOV DEC JAN z

=8 A EE update these fields
Assigned

b : Select correct

Me > Team member
Details

Be as detailed as you want. You've got lots of room.

Tasks

For you and your team. Tasks aren’t sk

Add tasks

Intuit Confidential and Proprietary

Add a task



Edit project X

Show tips ()

For Budgets, Reports & CashFlow Planner

You're editing a single project in a series. Edit Series

Project name *

Enter Payables from Dext

Status Due date *
l To do v J 105/10/2023 B 5 repeat
Assigned to
reate a (i 7]
Details

Be as detailed as you want. You've got lots of room.

template

Open a project,

select Create Tasks
For you and your team. Tasks aren’t shared with clients.
template
ocT
5 Go to Dext & process payables Todo ::
Add a task

ﬁ[ Create templatel I Duplicate I m

Intuit Confidential and Proprietary



Edit custom template X

Template name*

QBO Time Trackingl Repeat ()

Due date repeats

Quarterly b4

on

= “J[on V]

@ You can adjust the first due date and end date when you create a project
using this template.

Details

They are adding time tracking into QBO so that all ee's record
hours on their phones every day.

Manage
templates

Tasks

Add tasks to your template to track each step of the work. You can adjust due
dates when you use this template.

Book training date

Set up users in QBO

Training date

Add a task

Intuit Confidential and Proprietary



Create
client
request

tifications

for

rquest
address.

-does
e

Joelle
fication...

oelle to
ves th...

Manage templates

(

Client *

Create a request

Budgets, Reports & CashFlow Planner v

Title

| Request

Due date

‘ 13/10/2023

Details

Request

[ Documents

Share with client
Notify client D

Intuit Confidential and Proprietary



GOTOQUICKBOOKS v [ Accountant Tools

(@ Accountant =

Ingrid Intuit

Friday, October 6

Work Tab

Edit project

Feedback? | Notific
«

Budgets, Reports & CashFlow Planner

'YOUR PRACTICE
e Al v | | Barclay Moran
. . Team
orking with tasks F
Work Srardos Budgets, Reports & CashFlow Planner
Pro Tax > forkds Budgets, Reports & CashFlow Planner
Apps > “* Budgets, Reports & CashFlow Planner

BOOKMARKS 4 SELhis Budgets, Reports & CashFlow Planner

+ Adda bookmark

Budgets, Reports & CashFlow Planner

YOUR BOOKS /4

Overview

Workpapers

Dashboards >
Transactions >
Sales >
Expenses >
Reports >
Payroll >
Time >
Projects

Texes >

> More (0)

@ INTUIT
quickbooks

v i Tasks v To do
NAME STATUS
w bank reconciliation Todo
Todo
Send note: ookkeeper for any fixes Todo
Go to Dext & process payables Todo
Close books Todo

¥ | | Duelast 30 days V.

ASSIGNED TO TVPE ) R

Barclay Moran Task

Barclay Moran Task | o Repes
Barclay Moran Task

Barclay Moran Task

Barclay Moran Task "

Intuit Confidential and Proprietary




Updating
Tasks

Edit project X

|

show tips @) Note: The top of the

For Alfie-Jay Welch

page is devoted to
updating the Project

Project name *

Random project

Status Due date *
(
‘ To do v ‘ | 31/08/2023 B8 ‘
[ Me [v]
Det
Be as detailed a 1've go roor
Tasks
For you and y eam. Ta e ie
AUG
,] 5 Call client Todo
Task name* Due date *
Provide training to staff ‘ 18/08/2023 a ‘
gned to St
| Me ‘ v || Todo v
Add details Remove Collapse
Add a task

el

To update tasks, go to the lower

half of the page. Update any
field as required. Click Save
when done

U ’Create templatel | Duplicate l
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Practice Management
Getting started



Implementing Technology

Peo p I e Communication & Training

P ro Ces S Mapping & Documenting the change

TeCh nOIOgy Usually the easiest part!



e \Why are you doing this?

e \Who will be your
Champion (workplace
influencer), Sponsor
(leadership support) and
early adopters.

e \Vhat does success look
like?




Basic Implementation Plan

Pick a simple
process where you
can start small
Your team can use
this to practice,
find success and
prepare training
modules &
documentation

Using your starting
workflow, train
others and see
how it goes

Track questions &
prepare responses
Ask for feedback
Ask for ideas on
where to expand
Check in frequently
Document
successes

Celebrate

Communicate wins
Sharing the
success, and
building out your
team of advocates
will drive future
success

Plan next
steps

Plan, communicate,
train

Look at your next
process
Communicate the
why, and the plan
Host training
sessions

Prepare FAQ's
Talk to people
about their
experience

Expand &

Track

Repeat, repeat,
repeat

As you expand, keep
communicating,
listening to
feedback,
reassuring the
resisters,
emphasizing your
“why”, offering more
training and
answering
questions, etc.



* Introducing practice management can

reduce stress & anxiety
Key e The QBOA - Work feature is a great place
Ta keaways to start with practice management

e |mplementin ractice management
P gp g

requires planning

Intuit Confidential and Proprietary 30



Resources

Here are some other articles * Articles
and videos for you to explore o All Your Work, All in One Place: Work Tab in
further.

QBOA

o Manage and track vour work with client
requests, projects, and tasks

e YouTube

o QBOA Practice Management - Work Tab

b INTUIT
q qU|CkbOOkS Intuit Confidential and Proprietary



https://www.firmofthefuture.com/accounting/all-your-work-all-in-one-place-work-tab-in-quickbooks-online-accountant/
https://www.firmofthefuture.com/accounting/all-your-work-all-in-one-place-work-tab-in-quickbooks-online-accountant/
https://quickbooks.intuit.com/learn-support/en-us/help-article/accountant-features/manage-track-work-client-requests-projects-tasks/L0IYImRhk_US_en_US#:~:text=Learn%20how%20to%20create%2C%20manage,and%20track%20your%20team's%20work.
https://quickbooks.intuit.com/learn-support/en-us/help-article/accountant-features/manage-track-work-client-requests-projects-tasks/L0IYImRhk_US_en_US#:~:text=Learn%20how%20to%20create%2C%20manage,and%20track%20your%20team's%20work.
https://www.youtube.com/watch?v=5vs1NZ25x-k&t=1522s&pp=ygUNcWJvYSB3b3JrIHRhYg%3D%3D

Thank you
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Questions?
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