
WORK WITH ME

HOW TO

A step-by-step guide to outsourcing your 

QuickBooks Online Bookkeeping 

to an expert.



Step 1: Hire me!

Step 2: invite me to your QBO file

Step 3: setup view-only bank access

Step 4: Follow up meeting

Step 5: ongoing bookkeeping

HERE'S THE BIG
PICTURE
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I  a m  a n  A c c o u n t a n t  b y  t r a i n i n g  a n d  a
Q u i c k B o o k s  O n l i n e  e x p e r t .  I  s p e c i a l i z e  i n
h e l p i n g  c r e a t i v e s ,  s o l o p r e n e u r s ,  a n d  o t h e r
f r e e l a n c e r s  s p e n d  l e s s  t i m e  o n  b o o k k e e p i n g
a n d  a d m i n i s t r a t i v e  w o r k  a n d  m o r e  t i m e
g r o w i n g  a  p r o f i t a b l e  b u s i n e s s .

Hi! I'm Johanna!

My Qualif ications

I  h a v e  b e e n  w o r k i n g  w i t h  Q u i c k B o o k s
s i n c e  2 0 2 1  a n d  h a v e  t h e  A d v a n c e d
c e r t i f i c a t i o n  i n  Q u i c k B o o k s  O n l i n e .  

I  g r a d u a t e d  S u m m a  C u m  L a u d e  w i t h  a n
A . A . S .  i n  A c c o u n t i n g .

I  e a r n e d  m y  B S B A  i n  A c c o u n t i n g  i n  2 0 1 4 .

I  h a v e  1 7  y e a r s  o f  e x p e r i e n c e  i n  B u s i n e s s
O p e r a t i o n s  a n d  E d u c a t i o n .

What tasks can
(and should) you
outsource to
me?

A c c o u n t s  P a y a b l e

A c c o u n t s  R e c e i v a b l e

R e c o r d i n g  T r a n s a c t i o n s

R e c o n c i l i n g  B a n k  A c c o u n t s

R e c o n c i l i n g  C r e d i t  C a r d  A c c o u n t s

J o b  C o s t i n g

P a y r o l l

B u d g e t s  a n d  F o r e c a s t s

. . . a n d  m o r e



T o  h i r e  m e  o n  U p w o r k :

Click the 'Jobs' tab and locate the job you want in your Open Jobs.

Click the 'Hire Freelancer' button.

Fill out the offer form.

1.

2.

3.

I ’ l l  t h e n  h a v e  7  d a y s  t o  a c c e p t  y o u r  o f f e r .

Y o u  c a n  c o n f i r m  t h a t  y o u r  n e w  c o n t r a c t  i s  a c t i v e  b y  g o i n g  t o  t h e
M y  J o b s  t a b  a n d  c h e c k  t h e  l i s t  o f  C o n t r a c t s .  I f  i t  i s  a n  h o u r l y  j o b ,
I  w o n ’ t  b e  a b l e  t o  l o g  t i m e  ( o r  s t a r t  w o r k i n g )  u n t i l  t h e  s t a r t
d a t e .

HOW TO HIRE ME 

Direct
I f  w e  h a v e  a  d i r e c t  r e l a t i o n s h i p ,  I  w i l l  s e n d  y o u  a n  E n g a g e m e n t
L e t t e r  w i t h  a n  A C H  f o r m  f o r  y o u  t o  a u t h o r i z e  o r  a  l i n k  t o  s e t u p
a n  U p w o r k  a c c o u n t .  

I  o f f e r  f i x e d ,  m o n t h l y  c o n t r a c t s  a n d  p a y m e n t  i s  d u e  a t  t h e
s t a r t  o f  t h e  e n g a g e m e n t

STEP ONE 
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HOW TO INVITE ME 

L o g i n  t o  Q u i c k b o o k s  O n l i n e . . .

Click on the Gear Icon.

Manage Users.

Invite Accountant.

Send the invitation to Johanna Hsu at johanna@ledgerwell.us

1.

2.

3.

4.

STEP TWO 
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To add a sub-user online, sign in to Online Banking and hover the

cursor over the "Business Services" tab and select "Add New Users"

under "Account Management" on the dropdown list.

Next, you will enter the sub-user's information in each field of the

"Enter the user's name, and create an Online Id and Passcode"

window. You have the ability to copy an existing sub-user's account

access levels if you have already created one in the past.

The next step is to select On/Off buttons, as needed, to designate

the accounts & services the sub-user(s) can access.

Finally, click "Done". Please note, Sub-users receive automatic

paperless statement notifications and "General & Security Alerts"

for any account on the business profile, regardless of which

accounts the sub-user has permission to view.

1.

2.

3.

4.

H O W  T O  S E T UP V IEW -
O N L Y  B A N K  A CCESS

S T E P  T H R E E  

S e t t i n g  u p  v i e w - o n l y  b a n k  a c c e s s  w i l l  a l l o w  m e  t o  p u l l  t h e
m o n t h l y  b a n k  s t a t e m e n t s ,  c h e c k  i m a g e s ,  a n d  C S V  f i l e s  a s
n e e d e d  t o  i m p o r t  t r a n s a c t i o n s ,  u p d a t e  y o u r  Q u i c k B o o k s  O n l i n e
f i l e ,  a n d  r e c o n c i l e .  E v e r y  b a n k  i s  d i f f e r e n t  a n d  n o t  e v e r y  b a n k
h a s  v i e w - o n l y  a s  a n  o p t i o n .  I f  y o u  c a n ’ t  s e t u p  v i e w - o n l y
a c c e s s ,  y o u  w i l l  n e e d  t o  s e n d  m e  y o u r  b a n k ,  l o a n ,  a n d  c r e d i t
c a r d  s t a t e m e n t s  e a c h  m o n t h  t o  r e c o n c i l e .

5  



To add a sub-user online, sign in to

Online Banking and click 'Welcome'

Choose 'Manage Access'

Choose 'Use Account Access

Manager'

Click on the tab for 'Guest Users'

Add new user

1.

2.

3.

4.

5.

H O W  T O  S E T UP V IEW -
O N L Y  B A N K  A CCESS

S T E P  T H R E E  

Click Profile

Click Profile and Settings

Click My Settings

Click Get Started in the Manage

Users section

Click Add User

Provide the user's information,

check each account privilege you're

giving this user, and click save

1.

2.

3.

4.

5.

6.

M a n a g e  U s e r s  i s  o n l y  a v a i l a b l e
t o  c u s t o m e r s  w i t h  a  B u s i n e s s
a c c o u n t .
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T o  e n s u r e  c l i e n t  s a t i s f a c t i o n ,  o n g o i n g  c o m m u n i c a t i o n  i s  k e y .
J u s t  b e c a u s e  y o u ’ v e  o u t s o u r c e d  y o u r  b o o k s  t o  m e ,  d o e s n ’ t
m e a n  y o u  w o n ’ t  h e a r  f r o m  m e !

I f  y o u  w a n t  t o  c h e c k  i n  o r  h a v e  q u e s t i o n s ,  y o u  c a n  s c h e d u l e  a
m e e t i n g  w i t h  m e  h e r e :  h t t p s : / / c a l e n d l y . c o m / l e d g e r w e l l /  o r
e m a i l  j o h a n n a @ l e d g e r w e l l . u s

I f  w e  n e e d  t o  h a v e  a  s c r e e n s h a r e ,  y o u  w i l l  g o  t o  t h i s  l i n k :
h t t p s : / / u s 0 2 w e b . z o o m . u s / j / 5 2 2 4 1 2 0 8 3 5

FOLLOW UP MEETINGS 
STEP FOUR 
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https://www.calendly.com/robinbuckallew
https://www.uberconference.com/robinbuckallew


ONGOING BOOKKEEPING 

W h a t  y o u  c a n  e x p e c t :

Based on your preferences, I will update your transactions in QBO

weekly, 2x/month, or monthly.

All clients will get monthly bank and credit card reconciliations.

For any transactions I am unsure how to record, I will code those to

the “Ask my Accountant” account. Each month, I will export the list

of these transactions and send to you in Excel so you can easily

leave a note for me in the spreadsheet and send back. 

Then I’ll  get your transactions recategorized and send over your

monthly financial statements.

If you would like a budget or check-in call to review the numbers,

you can book here: https://calendly.com/ledgerwell/

STEP FIVE
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https://calendly.com/ledgerwell/
https://www.calendly.com/robinbuckallew


H O W  I T  W O R K S

S c a n / e m a i l  m e  a n y  i n v o i c e s  t h a t  n e e d  t o  b e  p a i d
I  w i l l  e n t e r  y o u r  b i l l s  i n t o  Q B O  a n d  a t t a c h  a  c o p y  o f  t h e
i n v o i c e
Y o u  w i l l  s e t  a  p a y m e n t  c y c l e  ( u s u a l l y  w e e k l y  o r  b i - m o n t h l y )
I  w i l l  s e n d  y o u  t h e  A / P  A g i n g  r e p o r t  s o  y o u  c a n  r e v i e w  a n d  l e t
m e  k n o w  w h i c h  b i l l s  t o  p a y
I  w i l l  r e c o r d  t h e  p a y m e n t s  i n  Q B O  a n d  y o u  c a n  p a y  t h e  b i l l
b y :

P r i n t i n g  t h e  c h e c k s  o u t  o f  Q B O
U s i n g  B i l l . c o m  t o  a p p r o v e  a n d  p a y

I f  y o u  h i r e  m e  t o  e n t e r  b i l l s  f o r  y o u ,  h e r e  i s  h o w  t h e  p r o c e s s
w i l l  w o r k :

ACCOUNT PAYABLE  PROCESS

Y o u  m u s t  h a v e  a  Q B O  P L u s  a c c o u n t  t o  d o  j o b - c o s t i n g  w i t h
P r o j e c t s
G i v e  m e  t h e  c l i e n t  n a m e  a n d  p r o j e c t  n a m e  ( o r  j o b  # )  t o  s e t
u p  e a c h  n e w  P r o j e c t .
I n v o i c e s  f o r  t h e  c l i e n t  w i l l  t h e n  b e  a d d e d  t o  t h e  p r o j e c t .
I  c a n  a l s o  a d d  E x p e n s e s ,  T i m e ,  B i l l s ,  a n d  P u r c h a s e  O r d e r s  t o
y o u r  p r o j e c t .

I f  y o u  p a i d  f o r  m a t e r i a l s  f o r  m u l t i p l e  p r o j e c t s  o n  a  s i n g l e
i n v o i c e ,  y o u  w i l l  n e e d  t o  l e t  m e  k n o w  h o w  m u c h  t o  a l l o c a t e
t o  e a c h  p r o j e c t  a n d  I  w i l l  s p l i t  t h a t  u p  f o r  y o u .

B y  u s i n g  t h e  P r o j e c t s  f e a t u r e ,  w e  c a n  r u n  t h e s e  s p e c i a l
r e p o r t s :

P r o j e c t  P r o f i t a b i l i t y
N o n - b i l l a b l e  T i m e
U n b i l l e d  t i m e  a n d  e x p e n s e s

JOB COSTING PROCESS
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H O W  I T  W O R K S

A p p l y  f o r  a n  E I N
R e g i s t e r  f o r  E F T P S
R e g i s t e r  a s  a  n e w  e m p l o y e r  w i t h  y o u r  s t a t e  ( m a y  v a r y )
F i n d  y o u r  s t a t e  u n e m p l o y m e n t  r a t e  ( m a y  v a r y )

P r i o r  t o  s e t t i n g  u p  p a y r o l l ,  y o u  w i l l  n e e d  t o :

T o  s e t  u p  p a y r o l l  u s i n g  Q u i c k b o o k s  O n l i n e ,  h e r e  i s  a  d e t a i l e d
t u t o r i a l :
h t t p s : / / q u i c k b o o k s . i n t u i t . c o m / t u t o r i a l s / l e s s o n s / s e t u p -
p a y r o l l /

PAYROLL  SETUP

H o u r s  w o r k e d  p e r  e m p l o y e e
A n y  c h a n g e s  t o  p a y  r a t e s ,  w i t h h o l d i n g s ,  o r  d e d u c t i o n s
A n y  b o n u s e s ,  t i p s ,  o r  e m p l o y e e  a d v a n c e s

T o  r u n  p a y r o l l  f o r  y o u  u s i n g  I n t u i t  E n h a n c e d  o r  G u s t o  F u l l -
S e r v i c e  p a y r o l l ,  y o u  w i l l  n e e d  t o  s e n d  m e :  

E a c h  e m p l o y e e  s h o u l d  h a v e  a  W 4 ,  I 9 ,  a n d  v o i d e d  c h e c k  ( f o r
d i r e c t  d e p o s i t )  o n  f i l e .  T h e n  I  w i l l  h a n d l e  f i l i n g  a n d  p a y i n g  y o u r
m o n t h l y ,  q u a r t e r l y ,  a n d  a n n u a l  r e p o r t s

PAYROLL  PROCESS
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https://quickbooks.intuit.com/tutorials/lessons/setup-payroll/
https://quickbooks.intuit.com/tutorials/lessons/setup-payroll/


FREQUENTLY ASKED
QUESTIONS

I’m not using QuickBooks Online. Can you help with (insert

accounting software here)?

I specialize in and work exclusively with QuickBooks Online.

Do you work with businesses outside of the USA?

No, I only work with companies using the US edition of QBO with

domestic banks.

Can you teach me/my bookkeeper to use QuickBooks?

I will do limited training for ongoing monthly clients, but I do not

offer training as a stand-alone service. I want to be able to devote

my time to serving my ongoing clients so I try to stay away from

one-time jobs.

Can you help me with my tax returns?

No, I do not do tax returns. Ick! :)

Can you help with a compilation/review/audit?

No, I do not do any form of compilations/reviews/audits. I do

bookkeeping and managerial accounting to help small business

owners make good data-driven decisions.

https://www.calendly.com/robinbuckallew


QUESTIONS?
HAVE MORE

EMAIL: 

johanna@ledgerwell.us

PHONE:

812.391.4975


