


















FIGURE 17.45
Review in summary form the user’s security privileges.

3. Any user who should not have rights to changing closed period trans-
actions should have an “N” placed in the last setting, Changing Closed
Transactions. 

4. If after reviewing a user’s existing security privileges, you need to edit
the setting referenced earlier, click Leave to close the View User Access
dialog.

5. QuickBooks returns you to the User List dialog. Select the username
and click the Edit User button. 

6. On the Change User Password and Access dialog optionally modify the
user name or password. Click Next to continue.

7. The User Access dialog for the specific user displays. Select Selected
Areas and click Next to continue through each of the security selec-
tions until you reach the selection on Page 9 as shown in Figure 17.46.
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FIGURE 17.46
Be sure that each user is also set to No for changing closed period transactions.
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With the ease of doing client reviews, and now the security of knowing your
hard work is documented and protected with a closing date, your future
reviews should take even less time to complete, giving you more time to help
your client with important management decisions!

Review QuickBooks Preferences
Don’t forget during your review to properly manage the many useful prefer-
ences that will help you and your client work more efficiently and accurately
in the QuickBooks data file.

QuickBooks offers two types of preferences:

■ My Preference—Choices selected on this tab are being defined only for
the currently logged in user. If you are setting preferences for your
client, you should log in with his user name, and then set the My
Preferences. These settings can be set in a multiuser environment
(when others are in the date file).

■ Company Preferences—Preferences set on these tabs are global for all
users in the QuickBooks data file. Often, these preferences can be set
only when you are in single-user mode, meaning other users cannot be
working in the file when you set Company preferences. Both the
Admin and the new External Accountant type user can modify
Company Preferences.

There are preferences specific for accounting you will want to review. As the
trusted accounting professional for your client, you will benefit by reviewing
each of the available preferences, including

■ Accounting

■ Bills

■ Checking

■ Desktop View

■ Finance Charge

■ General

■ Integrated Applications

■ Items & Inventory

■ Jobs & Estimates 

■ Multiple Currencies 



■ Payments

■ Payroll & Employees

■ Reminders

■ Reports & Graphs

■ Sales & Customers

■ Sales Tax

■ Send Forms

■ Service Connection

■ Spelling

■ Tax: 1099

■ Time and Expenses

Of the preferences, those that can enhance the accounting accuracy of a
QuickBooks file are discussed in more depth in the related chapter. For exam-
ple, the Sales & Customer preferences that improve the client’s accuracy in
QuickBooks are detailed in Chapter 7. 

With a password set and preferences reviewed, your next review of your
client’s data should take even less time using the Client Data Review.

Finishing a Client Data Review
You can leave a CDR open for as long as it takes you to finish. When you
close out of task, your work is saved. Additionally, as you are working, you
can conveniently select a QuickBooks menu outside of the Client Data Review
and CDR will refresh automatically, including transactions created and modi-
fied.

Optionally, as you work through the many tasks, you can record an overall
note for the review or individual notes assigned to specific tasks.

Saving the Review as a PDF
You can print the details of your Client Data Review to paper or save as a PDF
file. The information included with this document as shown in Figure 17.47:
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■ Company File Name

■ Review Period (Last Fiscal Year, Quarter, Month, or Custom)

■ Date Printed

■ Dates included in this review

■ Basis: Accrual or Cash

■ Client Data Review Note

■ Cleanup Tasks and subtasks

■ Status

■ Task note

■ File name and path where the report is stored if prepared in PDF for-
mat.

Marking Review Complete
When you have completed all tasks in the CDR and you select the Mark
Review Complete button, QuickBooks will

■ Provide the option to set a closing date and password.

■ Change the Prior Review Period Dates in the Troubleshoot Account
Balances Task.

■ In the Troubleshoot Account Balances tasks, transfer your final
reviewed balances to the Last Review Balances column. (These
amounts will not change even if a customer makes a change to a
transaction dated in that review period!)

■ Provide the option to carry over task notes to the next review.

Specific to the Troubleshoot Account Balances task, you do not have to Mark
the Review as Complete for each review. However, your ending balances will
be recorded only in the Last Review Balances column when you mark the
review as completed. Marking a review as completed still gives you the option
to reopen a previously closed review.
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FIGURE 17.47   
Print or Save to PDF the details of the review for your paper files.

Rock Castle Construction
Review Period: Last Fiscal Year Date Printed: 12/15/2013

Dates: 01/01/2012 - 12/31/2012 Basis: Accrual

Review Notes:
Request client to fax over Bank Statement for 12/31/12.

Ask for details on purchase of office computer.

Cleanup Tasks Status Task Notes

Account Balances
Troubleshoot Prior Account Balances Completed

Reclassify Transactions Completed

Open Working Trial Balance Completed

Review List Changes
Chart of Accounts Completed

Items Completed

Fixed Asset Items Completed

Payroll Items Completed

Review Item Setup Completed

Customers Completed

Vendors Completed

Accounts Receivable
Fix Unapplied Customer Payments and Credits Completed

Clear Up Undeposited Funds Account Completed

Review AR Aging Summary Report Completed Review the AR Aging Summary 
report with client.

Write Off Invoices Completed

Accounts Payable
Fix Unapplied Vendor Payments and Credits Completed

Evaluate and Correct 1099 Account Mapping Completed

Review Unpaid Bills Report Completed

Sales Tax
Fix Incorrectly Recorded Sales Tax Completed

Adjust Sales Tax Payable Completed

Manage Sales Tax Completed

Pay Sales Tax Completed

Sales Tax Preferences Completed

Inventory
Review Inventory Setup Completed

Compare Balance Sheet and Inventory Valuation Completed

Troubleshoot Inventory Completed

Adjust Inventory Quantity/Value On Hand Completed

Payroll
Find Incorrectly Paid Payroll Liabilities Completed

Review Payroll Liabilities Completed

Review Employee Default Settings Completed

Enter After -The -Fact Payroll Completed

Bank Reconciliation
Reconcile Accounts Completed

Locate Discrepancies in Bank Reconciliation Completed

Review Missing Checks Completed

Miscellaneous
Set Closing Date and Password Completed

Review QuickBooks Preferences Completed



Reopening a Client Data Review
After marking a review as complete and before you start the next review, you
will have the option to reopen the previously marked completed review. After
you start a new review, you will no longer have the option to reopen the pre-
viously completed review, see Figure 17.48.
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FIGURE 17.48
Before starting a new review, you will have the option to open a previously closed review.

Reporting on Review Activity
Also available on the CDR center is a link to the Audit Trail of Review report.
You can use this report to detail the transactions you have added, modified, or
deleted during your review. The Audit Trail report will not report on changes
made to list items.

Additionally, if you used the new External Accountant type of login access,
you were given all the rights of the Admin user (except adding or modifying
users and viewing sensitive customer credit card information) and you can see
your changes separate from the Admin or other users on this report.

The Audit Trail report provides details of additions and changes made to
transactions, grouping the changes by username. The detail on this report
shows the prior version of the transaction and the latest version of the trans-
action, if it was edited. The Audit Trail of Review report defaults to changes
made as of today’s date. This filter date can me modified for your needs.

To create the Audit Trail report shown in Figure 17.49, click Reports,
Accountant & Taxes, and then select the Audit Trail report.

The audit trail report can be lengthy to review; however, if as an accountant
you try to track down specific user activity with transactions, this can be a
useful report to review because the changes are grouped by username.
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FIGURE 17.49
The QuickBooks Audit Trail report helps to identify what changes were made to transactions
and by which user.

Optionally, you can export the current audit trail report to Excel for added fil-
tering functionality as instructed in the following steps (this requires Excel
2003 or newer). This functionality would be useful if there are several individ-
uals at a firm reviewing, adding or modifying transactions in a client’s data
file. These steps will allow you to filter transactions for a specific user. 

1. Select Reports, Accountant & Taxes and choose the Audit Trail.

2. Modify the report dates as needed for your review.

3. Select the Export button on the open Audit Trail dialog.

4. The Export Report dialog displays on the Basic tab.

5. Select the appropriate radial button for the desired output into a new
Excel workbook or existing Excel workbook.

6. If you selected the existing radial button, you will need to browse to
find the Excel workbook and identify what worksheet to import the
details into.

7. Select the Advanced tab.

8. Select the Auto Filtering option by placing a check mark in the box,
as shown in Figure 17.50.

9. Click Export to prepare the workbook from the QuickBooks Audit Trail
report.

10. The Audit Trail report displays in Excel with auto-filtering enabled.

11. In the Excel document, select the Last Modified by drop-down menu.
Each user will have a check mark next to its user name; deselect those
users you want to “filter out” of the results of the auto-filtering. In
Figure 17.51, John Taylor is selected, the user assigned the External
Accountant user type in this chapter. The resulting data now shows
only those transactions in the Audit Trail that this specific user added
or modified.
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FIGURE 17.50
Exporting the Audit Trail report with Auto Filtering enabled.

12. The Excel workbook will display only those transactions in the Audit
Trail report added or modified by the selected user.

13. Print the newly filtered Audit Trail report for you or your client’s
records.

14. Optionally save your Excel workbook.

If you are using the CDR feature with your client’s Accountant’s Copy data file
sharing method, you will also have access to a detailed report of all changes
made to a file available only in the Accountant’s Copy.

FIGURE 17.51  
Using auto-filtering to limit the data that is displayed in the Audit Trail report.



If you find undesired transaction changes, consider setting a closing date pass-
word and setting specific user security privileges as detailed earlier in this
chapter.

Creating an External Accountant User 
Setting up a QuickBooks user for each person that enters data provides a level
of control over the sensitive data to be viewed by this user and gives access to
specific areas in QuickBooks. For additional control, a user-specific password
can also be assigned.

Beginning with QuickBooks 2009 there is a new type of user called the
External Accountant. When you create a new user (or edit an existing user) in
QuickBooks, you can assign that user as an External Accountant.

As an accounting professional using the CDR, you will want to request that
your client create a user name for you and assign the new External
Accountant Type. If you then log into the client file with this new user type,
you will benefit from:

■ Complete Admin access, except you cannot create users or view sensi-
tive customer credit card numbers.

■ Reports like the Audit Trail can be filtered in Excel for a specific user
name, enabling you to see your transactions separate from the client’s
transactions.

■ Client Data Review distinguishes in the dialog if your login is the new
External Accountant type (see Figure 17.1).

If you are reviewing your client’s data using the Accountant’s Copy file type or
if you are not given the Admin login, this new External Accountant will have
to be created before your client creates the Accountant’s Copy or has you
review his data file.

To create an External Accountant, follow these steps:

1. Open the QuickBooks data file using the Admin user (the default user
that QuickBooks creates with a new QuickBooks file) and enter the
appropriate password if one was created.

2. From the Company menu, Set Up Users and Passwords, select the Set
Up Users menu option.

3. Enter the Admin user password if one was originally assigned. Click
OK.

4. The User List dialog opens; it lists the current users set up for this file.

5. Click the Add User button to create a new user, or with your mouse
pointer, select an existing user name and click the Edit User button.
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6. The Set up or Change User Password and Access dialog is opened.

7. In the User Name field, type the name you want the user to be identi-
fied by in the file.

8. In the Password field, enter an optional password, and in the Confirm
Password field, retype the password for accuracy.

9. Optionally, click the box to Add This User to My QuickBooks License.
(See the explain link for more details.)

10. Click Next. You may receive a No Password Entered message, click Yes
or No to creating a password. If you select Yes, you will be taken back
to Step 8. Optionally, select Do Not Display This Message in the
Future.

11. The Access for User:<user name> dialog opens.

12. Select the radial button for External Accountant, as shown in Figure
17.52.

13. Click Next.

14. QuickBooks provides a warning message, confirming that you want to
give this new user access to all areas of QuickBooks except customer
credit card numbers. Select Yes to assign the new External Accountant
type privileges to this new or existing user.

15. The Access for User:<user name> dialog opens. The message restates
that the new External Accountant user will have access to all areas of
QuickBooks except sensitive customer credit card data. Click Finish to
complete the process.
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FIGURE 17.52
Ask your client to create an External Accountant type user for your login.




