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 Identify Accounting app features
Set up bank feeds and upload transactions
Set up bank rules and submit receipts
Review, match and add transactions
Reconcile bank and credit card accounts
Create reconciliation reports

Learning Objectives



Accounting App
Multiple tabs:

 Bank Transactions – review and manage transactions
 Receipts – upload receipts directly 

Reconcile – compare QBO trans-
actions to bank statements

 Rules – create and manage rules
 Chart of Accounts – list of accounts 

in general ledger
 Recurring Transactions – where 

templates created are saved
 Bank feeds allow banks or credit card 
providers to share info with QBO
 Can also import transactions into
the bank feeds section



Bank Transactions

Use bank feeds to categorize 
and manage imported transactions
 In the For Review section, review and approve 
transactions to be moved into the company file

Action menu



Categorizing or Entering Transactions

From Action menu for a transaction, click Add, 
which then allows you to: 
 Categorize the transaction
Match it to a corresponding transaction found in QBO
 Record the transaction as a transfer (money moving 
from one account to another)

TIP! Use the Exclude button for items in the list 
you don’t want or need to deal with.



Managing Bank Rules
Bank rules – customiza-
tion options that help 
minimize errors in bank 
feeds
 Initial setup takes time, 
but rules save time in the 
long term



Receipt Import and Capture
Collect your receipts and bills:
 Upload a file
 Forward via email

Will be processed by QBO and left 
in For Review section of Receipts 
area

Fields in red must be 
completed in order to 
post.



Reconciling Accounts
Reconciling – the act of comparing posted 
transactions in QBO with transactions on 
bank/credit card statements
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