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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

Learn how other accounting professionals say they can save upto 4 hours' when c¢cl eaning up a cl
data file by using the Client Data Review (CDR) feature in QuickBooks Premier Accountant 2010. In this

course,y oud 1 | di scover how I ntuit has taken this feature t
productive! Learn about the 4 new tools as well as existing tools in Client Data Review that can help you
guickly and easily find and fix mistakes in your <clienf

CDR can help reduce non-billable time. Becoming more productive and efficient can streamline your
guarterly 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.

LEARNING OBJECTIVES:
After attending this course, you will be able to utilize the Client Data Review to:

e Troubleshoot General Ledger account balances i including the new tool to Reclassify
transactions

e Identify and monitor client changes to QuickBooks lists
e Resolve openitems in A/R and A/P i including the new tool to write off invoices in batch

e Target errors in sales and payroll tax accounts i including the new tool to fix incorrectly recorded
sales taxes

e Troubleshoot inventory with new tools, including a screen to quickly identify negative inventory
situations

e Document and manage tasks all from one window

1 Customers who have tried Cbd#port an average savings of 4 hours per. QigickBooks Accountant Edition 2009 Market Assessment Study,
ResearchLink Partners, January ZDiiekBooks Accountant Edition 2009 Market Assessment Study, ResearchLink Partners, January 2009
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CLIENT DATA REVIEW (CDR)

The Client Data Review feature is included in QuickBooks Premier Accountant 2010 and 2009 and
QuickBooks Enterprise Accountant 10.0 and 9.0. The purpose of the Client Data Review is to help you
find and clean up data entry errors made by your clients in QuickBooks without having to search for them
manually.

Another time-saving benefit of the Client Data Review can be to reduce the amount of time it takes for
you to propose for a new client engagement. Upon an initial sales meeting with a prospect, you will be
able to run this review on the data file and review at a high level the errors in the QuickBooks file. This will
enable you to give a better initial time budget for the job. Alternatively, if you are proposing on a fixed fee
engagement, this tool can hopefully reduce the hours you will need for the job and generate a more
profitable data file cleanup engagement! Additionally, you can create standardized processes within your
firm for working with clients to help improve your efficiency and productivity.

NOTE: Controllers or internal accountants may also use Client Data Review for their own company to clean up
the data file periodically.

Al ways create a backup of your c-endeleanup.The graferradfileef or e y o
type for this is the .QBB file. To create this type of file Select File, Save Copy, or Backup and follow the
instructions on each screen prompting you where to save the backup data file.

NOTE: Have you asked your client what frequency and method there using for backing up their
QuickBooks data? Make this part of your yeaend planning session. Also make sure they periodically test
their backups to ensure they restore correctly.

PRELIMINARY CONSIDERA TIONS BEFORE USING C DR
If you are goingtobemaki ng changes to your clientés dat a, it is re

changes. I f you use the Accountantds Co2plpantd208% ure i n QI
your changes will be tracked and documented for you and your client to print. Your client will have the
opportunity to accept them when you give them the Accol
datafilee Anot her way to track the changes you make to your
of your credteeamExi@raal Accolintant role for you in their data file. In QuickBooks Premier

Accountant 2010 and 2009, the External Accountant user allows the Accountant access to all areas of

QuickBooks similar to the Administrator role. In the past, in order to get Administrator level access, the

Accountant would have to sign in as the Administrator on the file. The downfall of signing in as the

Admini strator is that any changes that the Accountant |
the QuickBooks file. Now with the External Accountant user, the Accountant has access to all sensitive

accounting activities and information in the QuickBooks data file without needing to be logged in as the

Administrator.

NOTE: The only limitations for the External Accourtant user role are that you are unable to add, edit or delete
existing users of the QuickBooks file and you cannot view custontesredit card information.
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The Administrator of the QuickBooks data file is the only person who can create an External Accountant
User in the QuickBooks file. Once created, the Accountant should always log on with their own login to
perform their accounting tasks in the QuickBooks file. This enables any changes made by the Accountant
in the QuickBooks file to be tracked separately. The External Accountant should be the only one allowed
to have this user role in QuickBooks since it has Administrator-level access to the QuickBooks file.

NOTE: You are able to log in as the External Accountant in QuickBooks Premier Accounta2®10 and2009
as well as QuickBooks Pro and Premidtditions, as long as the Administrator creates this user role for you in
their company file.

NOTE: In QuickBooks Pro 2010 and 2009, you can log in as the External Accountant user and access Client
Data Reviewfrom the Company menu. However, only the features in Client Data Review for 2009 are
available. You will not have access to the new features and toioisoduced in 2010.

TIP: When creating an External Accountant user, you might want to create it by usitige same login
information (i.e., User Name and Password) for all your client files. Then you will not need to keep a list with
numerous client logins. Instead, you can use the same login for every file.

To set up an External Accountant User (by the Administrator):
1. On the Company menu, select Set Up Users and Passwords.
2. Select Set Up Users.

3. ClickAdd User é

i User List |£|1
Bdmin (oaged on) | | AddUser...
Set the dosing date:

5 J

Re:
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4. Enter User Name and Password for the Accountant.

nt ui

t s

.

Set up user password and access

User Name and Password

g‘ﬁ Provide a name and an optional password for this user.

User Mame: Michelle Long
Password:

Confirm Passward:

Explain

[ Add this user to my QuickBooks license.

Back Einish Help

Cancel

5. Select External Accountant access for the Accountant.

o

Set up user password and access

) All areas of QuiddBooks

() Selected areas of QuickBooks
{ou will make the selections in the screens that follow)
(@ External Accountant

{Access to all areas of QuickBooks except sensitive customer data, such as
credit card numbers)

Back ] [ Mext Finish Help ] ’ Cancel

Cl

ent

Dat a

Re:
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6. Select Yes to give the Accountant access to all areas of QuickBooks.

=

Warning

Are you sure you want to give Michelle Long access to all areas of QuickBooks, except
I %, customer credit card numbers?

=] [

t s

Cl

ent

7. Review the access rights and select Finish to finalize the setup for the External Accountant.

=

Set up user password and access |_

Access for user: Michelle Long

W
Qﬁ‘g\ This user will be an External Accountant and have access to all areas of
Q&;’@ﬂf QuickBooks except sensitive customer data, such as credit card
* numbers, Click the Finish button to set up the user.

Back Mext Help ] [ Cancel

Dat a

10

Re:
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To open Client Data Review, select Client Data Review on the Accountant menu. Alternatively, there is
an icon at the top of the screen in QuickBooks Premier Accountant 2010 and 2009 for the Client Data
Review for easy access. Upon opening Client Data Review, you are prompted with the following message
if there is no External Accountant created in the QuickBooks file:

-
Set Up an External Accountant User =5 )

5 External Accountant is a spedal type of user, Learn More

If you create an External Accountant user and then log in as that user,
you can:

* Separate the changes you make in the data file from the changes
your dient makes

+ Use the Client Data Review tool more efficdenty

+ Access all areas of QuickBooks except sensitive customer data

+ Access Client Data Review tools in QuickBooks Pro and QuickBooks
Premier

Only Admin can create an External Accountant user, and only in a regular
company file (. gbw).

Do you want to create a new user now?

Click Yes to create an External Accountant user now.
Click Mo to proceed to Client Data Review with your current login.

[ Don't show this again

[ [ ®

It is important to log in to QuickBooks with your own user login with External Accountant rights attached to
it so that your changes are tracked separately. If there is an External Accountant already created in the
QuickBooks file, but you log in as the Admin or any other user and are attempting to open the Client Data
Review, the following message will appear:

-
External Accountant User Exists |_

g, You are not logged in as an External Accountant even though one exists
| for this company file. Learn Mare

If you log off and log in again as the External Accountant, you can:
* Separate the chanages you make in the data file from the changes
your dient makes
* Use the Client Data Review tool more efficiently
+ Access all areas of QuickBooks except sensitive customer data

Click OK to proceed to Client Data Review with your current login.
Click Cancel so you can logoff and then log in as an External Accountant.

[7] Don't show this again

CK ] [ Cancel

Once logged in as the External Accountant, start the Client Data Review session again.

11
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NOTE: The Administrator, External Accountant, and users with full acess rights in QuickBooks are allowed
to use Client Data Review. However, when it comes to making changes, especially to preferences, they will be
limited by their user access level.

To start the review, you will be asked to pick the date range for the review.

=)

Client Data Review - Start Review

The Client Data Review tool streamlines your dient file deanup tasks. To begin, specify the date range and

clie“t Data basis for the review.
Review

Review Date Range

QuickBooks

Accountant
Edition

Dates | custom « || From the first day through the last day of last fiscal year.

Erom | gi/o1/2007 [@] T | 12/31/2007 [&]

Review Basis Task Notes
@ Accrual (7) Cash [7] keep task notes from previous review

(| start Review Dl Cancel H Help

You can choose which basis you want to complete your review with i Cash or Accrual. Once selected,
choose Start Review.

12
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Customizing Your Review

Once Client Data Review is opened, you can customize the screen to reflect the amount of work that you
want to be completed through this tool. If there are certain areas that are not applicable to the client you
are working on, you can remove them from being shown on the screen. These features are especially
important when assigning staff to complete the review. By utilizing these features, you can streamline
staff time to keep theirnon-bi I | abl e ti me #fAhunting and peckingo

NOTE: The Client Data Review window only displays line items that are applicable for each client file. For
example, if the Sales Tax preference is turned off in the file, then the Sales Tax section in the Client Data
Review is not displayed.

Data Re)

throug

=
.CIientData Review [= =[]
Client Data Review Howr this works
Saziz: Accrual  Rewiew Perod: Custom (01,01,,2008 - 12,31,,2008) (Modify Review Logged in 25 Michelle Long [ Ext Acct)
@ - Client Data Review tool, not awailable outside C@ Customize Cleanup Tasks Edit
[ - ] Account Balances This is where you document your
review notes.

Cleanup Tasks
Q Troubleshook Prior Account Balances Mok Started = ‘j’
3 Reclassify Transactions Mok Started qf”

COpen Working Trial Balance Mot Started W Ffl”
[+] Review List Changes |
[+] Accounts Receivable |
[+] Accounts Payable |
[+] Sales Tax |
[+] Inventory |
[+] Payroll |
[+] Bank Reconciliation |
[+] Miscellaneous | il
[ Print ][ Save as POF | [ udit Trail of Review | [ Mark Review Complete | [ cose |

Modify Review i The dates and the basis selected on the opening screen for the review are shown here.
If the dates are incorrect, choose Modify Review and select the dates and basis you would prefer.
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Customize Cleanup Tools i You can customize which tasks are displayed on the screen by selecting
the link Customize Cleanup Tasks. This allows you to customize the tools for each client based on their
business and the needs for each client.

F- | 57

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 |
Redassify Transactions e
Open Warking Trial Balance
Review List Changes
Chart of Accounts
Items
Fixed Asset Items
Payroll Items
Review Item Setup
Customers
Vendars
Accounts Receivable
Fix Unapplied Customer Payments and Credits
Clear Up Undeposited Funds Account
Review AR Aging Summary Report
Write Off Invoices
Accounts Payable
Fix Unapplied Yendor Payments and Credits
Evaluate and Correct 1099 Account Mapping
Review Unpaid Bills Report
Sales Tax
Fix Incorrectly Paid Sales Tax
Adjust Sales Tax Payable
Manage Sales Tax
Pay Sales Tax
Sales Tax Preferences
Inventory
Review Inventory Setup
Compare Balance Sheet and Inventory Valuation
Troubleshoot Inventory
Adjust Inventory QuantityValue On Hand
Payroll
Find Incorrecty Paid Payrall Liabilities
Review Payroll Liabilities

By oy B oy B e B e R R R e R R R e e R R R R R R R R R A

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

You can select or deselect each task that is applicable to the engagement by clicking on the line item.
When finished, click Save Changes. Afterward, the Client Data Review window changes to only show the
tasks you selected. If you would like to put all the tasks back on a future engagement, you can choose to
Restore Defaults on this screen.

14
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Client Data Review (Wrench) Icon i The Client Data Review lists various activities and reports you can
perform while reviewing and cleaning up the QuickBooks file. However, only tasks that have the Client
Data Review icon in front of them are supported by Client Data Review. All other tasks (without an icon)
are listed there for convenience only (which can be customized as discussed above) so you can keep
track of the activities to be completed for a particular client and be able to access other areas of
QuickBooks directly from the Client Data Review Center instead of accessing them via different menus in

QuickBooks.

Documenting and Managing the Review

Status Column i This feature enables any person working on this data file to see where you or the last
person working on it left off, or it can enable work to be split up between staff people. If a task is not
applicable, that status can be chosen to let everyone know not to spend time working on that line item.

@ Client Data Review E=R[ECR =

Client Data Review
Sasiz: Accrual  Review Perod:  Last Fiscal Wear (01012007 - 12/31-2007) Madify Review

~
Customize Cleanup Tasks [

[ - ] Account Balances

Skatus Task Motes

Mot Started ,’f
Mok Starked X
In Progress Dr
Campleted
Mot Applicable

Print ] [ Save as POF [ Mark Review Lomplete ] [ Close ]

Cleanup Tasks
Q Troubleshook Account Balances

Cpen Working Trial Balance

Dat a

15
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Task Notes i You can leave Task Notes next to each item so each person working on the file has
specific instruction on what to do with each line item. To leave a note, click on the icon for Task Notes

next to the applicable line item to open the Task Notes window.

Task Notes

[ [seare with this Task Firsc =

Save Cancsl

Enter in the note and choose Save.

Review Notes T When the Supervisor or Partner reviews the work of their staff, Review Notes can be left
for items that need to be resolved before completing the Review. In the Review Notes section, choose

Edit and enter in the applicable review notes. When finished, click Save.

0 Client Data Review

fe= =

Review Notes
Q Complete each line item that has a wrench

next to it to clean up the client's data
file.

Save Cancel

|

Dat a

16
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To print or save all the tasks to be completed, choose either Print or Save as PDF at the bottom of the
window. This will provide a listing of all the Notes, Review Notes, and Tasks for the review to be saved for
your workpaper file.

17



