
Managing your work 
just got easier
Practice management features in QuickBooks Online 
Accountant (QBOA) help you stay in control of your practice
workload so nothing falls through the cracks.

Keep everything on track
See what’s due today, this week and into the future so you never miss a deadline.

Add to-do’s in seconds
Create overall projects to be
done, as well as individual
tasks within each project.

Delegate with a quick click
Instantly assign tasks to yourself 

or members of your practice.

Monitor status at a glance
See exactly what’s due, 

when, and check progress 
in real time. Filter by client or 

assignee.

Integration with Slack
Don’t miss anything with 

automatic project assignments, 
notifi cations, updates and 

reminders all in Slack.

Connect with clients like never before
Built-in communication features help you get what you need, when you need it.

Compose right
where you are

Send messages and
requests to clients, and receive 

replies, all without leaving 
your workfl ow.

Streamline your 
communications

Share client documents 
and keep them organised 
in a password protected 

environment.

Stay visible
and accessible

Post notifi cations that your 
clients can see in their 

QuickBooks Online account 
and in their email inbox.

Access on one
list and on-the-go

Easily access shared 
documents from one client

list, and get on-the-go access  
on your mobile device.



Frequently Asked 
Questions

How can I fi lter my projects and tasks?
Within the Work tab, you can fi lter by client, user, and/or work type 
(projects, tasks, and requests). The tile view shows active tasks 
for the next 30 days, so you can focus on what’s most important. 
Completed tasks and those more than 30 days out can be seen in 
the list view.

Who has access to view or update a project?
The ability to view or update a specifi c task is controlled by the 
Client Access tab. Firm users who have access to the client for 
which the project has been created will be able to view and/or 
edit the tasks under that project. Client Access also controls who 
appears as selectable in the Assigned to drop-down menu within 
projects and tasks.

Will QuickBooks Online (QBO) automatically suggest actions
to be taken within my clients’ books?
Yes! Tasks like payroll deadlines and reconciliation will automatically 
be shown as tasks to complete. This feature can be turned off via 
the “from QuickBooks” toggle switch.

Will I be able to track tasks and projects for ALL of my clients 
or just those with QBO subscriptions?
The workfl ow feature in QBO can track projects and tasks for
any client listed in your client list, even those not attached 
to a QBO subscription. Start from the ‘Add Client’ button on 
the upper right of your Clients tab, enter their details and 
save without selecting a QBO subscription type. They will 
automatically be added to your client list and you can select 
this client when you create new projects or tasks. Currently, this 
feature does not support client requests, since this is linked 
through the client’s QBO account.

How can I reassign a project or task?
To reassign a project or task: 1) Click on the project or task.
2) Select a name from the Assigned to drop-down. That’s it!

Are there limits on fi les I can exchange with my client
through the collaboration feature?
Almost any fi le type can be uploaded — documents, images, video.
The service fi lters for fi les that might be viruses or something similar. 
For instance, you cannot upload an executable (.exe) fi le or a JavaScript 
(.js) fi le. The fi le size limitation is 30MB (megabytes) per fi le, and there 
are no limitations on the number of fi les that can be uploaded.

Can I turn off the My Accountant tab for my client if I prefer 
they email me?
The My Accountant tab is a portal where your client can see 
requests and communications. When you (an accounting advisor) 
is not attached to a client’s subscription — for instance, if you work 
with them by using their login details — this portal offers them the 
opportunity to be matched with an accountant. For this reason, the 
My Accountant tab cannot be turned off or removed.

Can I access these new features on a mobile device?
QBOA is compatible with your mobile device as well as the 
QuickBooks Online App for desktop. From the browser on your 
smartphone, you can view, edit, or create projects and tasks in your 
Work tab, and send or view client requests. 

Can this replace my current workfl ow management software?
These features are designed to enhance the value QBOA can 
provide your fi rm, and are designed for small to mid-sized fi rms. 
Larger fi rms or teams with more complex workfl ow management 
requirements may fi nd these features do not meet their needs.

To learn more about QBOA, visit 
intuit.me/quickbooks-online-accountant
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