
Projects 

About this Guide and Webinar 

This guide is designed to accompany our webinar entitled Projects, in which you will be introduced to 

the concept, setup and use of Projects in QuickBooks Online. Projects are a different, centralized way of 

looking at your jobs, and you may find them very useful. 

Note: this supplemental guide and the video it accompanies were prepared using QuickBooks Online 

(“QBO”) Plus Canada and a Construction Demo company set up specifically by the author for this 

purpose. This company is not available to students taking this webinar, but you can set up your own 

company with this Demo company as a model. You can also access the QuickBooks Online Canada 

Sample Company, Long for Success – Event Planning to test out what you’ve learned. Long for Success – 

Event Planning is a “dummy” set of QBO Plus books that will maintain your additions, deletions, and 

edits only as long as the browser windows you use to access it are open, or after a period of inactivity. 

Do not use this company as your real set of books. The Long for Success – Event Planning is accessible 

here: http://tinyurl.com/canadasampledata. 

What are Projects in QuickBooks Online? 

The Projects feature in QuickBooks Online simplifies job costing and reporting. It is an alternative to 

using the sub-customers tracking capability. Each project, like a sub-customer, is linked to a customer. 

You can have as many projects as you like under a customer. 

QuickBooks Projects help you organize all the pieces involved in a project, (including income and 

expense transactions, time tracking, and reports) to make it easy to track your progress and the status of 

your project. Project tracking also lets you create project profitability reports to measure the 

profitability of any project for your client.  

You should use Projects to provide you with a central place to get a snapshot of your projects along with 

all the associated transactions, notes, and reports. 

Projects are available only in QuickBooks Online Plus, and you must enable the feature first. 

Enabling Projects 

Select the gear icon at the top right of the QBO screen > Account and settings > Advanced > Projects 

and then toggle to Organize all job-related activity in one place. Select Save in the Projects section and 

Done at the bottom right of the screen. 

http://tinyurl.com/canadasampledata


 

You will now see a Projects tab in the left navigation bar. 

 

Using Projects for Transactions 

1. Select Projects in the left navigation bar. If you’ve never used this feature before, you’ll see this 

initial screen in which you can select Start a project. This screen will not appear after you’ve 

created one or more projects. Instead, you’ll be able to select New project at the right side of 

the Projects menu. 



 
2. A New project drawer pops open from the right side of the screen. The Project name and the 

Customer are required fields, signified by the asterisk. The Notes field is optional. Select Save 

when you are finished. 

 
3. The Project you just created opens with all zeroes, as there are no transactions linked to it.  



 
 

a. There is a hyperlink to the parent customer name in the Customer list.  

b. You can also see the status of the project is In progress, which is the default status a 

new project is assigned.  

c. You can change the status by selecting the drop-down next to the status.  

d. You can view the notes that were entered for the project in the setup screen.  

e. You can select the star icon to pin this project to the top of the Projects list.  

f. Select Edit in the top right to make changes to the project name and/or the notes. The 

Edit your project drawer will pop open. Make your changes and select Save to close it. 

 
g. From inside a project, to return to the list of all projects, select the All projects hyperlink 

in the top left. That will take you to the Projects menu, which will be your first access 

point after you select Projects in the left navigation bar going forward.  

h. Each project has four tabs: Overview, Transactions, Time Activity, and Project Reports. 



 Overview shows totals for income, costs, and profit, as well as the profit margin. 

 
 Transactions shows all the different transactions that have been entered for this 

project 

 

 

 Time Activity shows all the time entries related to this project. These entries can 

be viewed by Month, Week or Service. And they can be grouped by Employee or 

by month or by week. 

 

 



 Project Reports has three available reports; the fully loaded time costs are not 

available anywhere else in QuickBooks, and it would take some customization 

and hunting through the program to find the other reports. This is a convenient, 

all-in-one place for these reports: 

o Project profitability (without fully loaded time costs) 

o Time cost by employee or supplier (fully loaded) 

o Unbilled time and expenses 

 

 

 

The Projects Menu 

 

Once you have your first project created, you can see the list of projects in the Projects menu, 

accessed from the left navigation bar by selecting Projects. Once in an individual project, you 

can access this menu by selecting the All projects hyperlink. 

 

 
The following is a list of what you can do in the Projects menu: 

 

 Click on an individual project from the list to open it 

 Click on the drop-down options in the Actions column to: 

o Edit the project (change the name and/or the notes) 

o Mark the project as completed 



o Mark the project as cancelled 

o Delete the project 

 Filter the list of projects by status and/or by customer 

 Add a new project by selecting the green New project button 

 Click on the Hourly cost rate icon in the top right to access the Hourly cost rates drawer and 

set up employees and their fully loaded cost to the company, including wages, taxes, and 

overhead.  

o This is not an hourly rate for paying employees or invoicing customers; rather, it is a 

calculated cost to the company for each employee.  

o This way, you can get a realistic picture of what each project truly costs the 

company. 

o Select +Add Employee to add employees (you can select +Details to provide more 

information). Save after each employee is added. 

 

o Once an employee is added, you can click on Add under the Cost Rate column to 

enter the various components of an employee’s fully loaded cost rate. 



 

o A calculator appears. Click on it to reveal the Hourly cost rate calculator. Populate all 

the fields that relate to this employee and select Add. 

 



 

o Select Save next to each employee whose rates you added and then select Done at 

the bottom of the Hourly cost rates drawer. (Don’t worry; you can edit the numbers 

at any time.) 

 

 

o Time can be tracked for employees as well as subcontractor suppliers, although fully 

loaded cost should be entered only for employees. 

o Time entries for this employee related to any project will now have an inherent cost 

for calculating the profitability of a project. 

 

  



Using Projects in Transactions 

 

Projects can be associated with transactions in two ways: either from inside or from outside the Projects 

Centre. 

 

Adding a project to a transaction from inside a project 

 

To add new transactions of various types and link them to the project you are viewing, select Add to 

project in the top right and select the transaction from the drop-down. You can select from the 

following seven most common transaction types: 

 Invoice 

 Receive payment 

 Expense 

 Estimate 

 Time 

 Bill 

 Purchase order (if this is enabled in QuickBooks Online Plus) 

 

The customer/project field of any of these transactions will be pre-populated with the project from 

which you launched the transaction (but you can edit the field to change it to another project or sub-

customer). 

 
 

Adding a Project to a transaction from outside a Project 

 

It may not always be possible or convenient to add a project to a transaction from inside its project. 

Consider these scenarios: 

 You may wish to associate multiple projects with a transaction (for example, a separate project 

for each line in the Item details grid in a bill), and you manually edit the parts of the transaction 

that require a different project. 

 You find a bill or expense transaction that should have been associated with a project, but no 

project was added to the Customer/Project field. You can edit the transaction and add the 

project or projects as needed. 

 You might want to use a different transaction type from one of the seven listed here, such as a 

credit memo or a supplier credit. 



In these cases, you can simply open the new transaction from the +New menu and specify the project in 

the Customer/Project field for each line. 

 

 

Reporting on Projects 

You can run Project Reports as indicated earlier, but you can also run other reports that give you critical 

business information related to your jobs, whether they are set up as Projects or sub-customers. 

 

One such report starts off with a Profit and Loss by Customer report, say for this month. Each column 

will be a customer or a sub-customer/project representing a job under it. 

 

 
 

Then, change the Display columns by field in the header from Customers to Products/Services, click on 

the title to edit it, and then select Run report. 



 
 

 

 

Should a Job be a Project or a Sub-customer? 

 

Although projects and sub-customers are used in the same fields in sales and purchase forms, there is a 

difference between them. Depending on your needs, you may want your job to be classified as a project 

or as a sub-customer. 

 

Use projects if: 

 You want to see the costs related to time entered for employees or suppliers 

 You want to centralize the projects 

 You want to add notes to the projects 

 You want to view all the projects and their summary info and profit margin all in one place 

 The job is only one level in from the parent customer 

 The billing address of the job is the same as that of the parent (i.e. “Bill with parent”) 

 

 

Use sub-customers if: 

 The work you want to do is for a sub-sub-customer or deeper (sub-customers can be on the 

Customer list up to four levels deep down from the parent customer) 

 You want to invoice a different name and/or address the job from its parent (i.e. “Bill this 

customer”) 

 You want to access the job using the mobile app; at this point, Projects do not function in the 

mobile app 

 

Note: In the Customers list, if you don’t see your projects, select the small gear icon at the top right of 

the list and check the box next to Include projects. 

  



Converting Sub-customers to Projects 

If you started out in QuickBooks using sub-customers, and you want to convert them to projects, there 

are two ways of doing this. Remember a sub-customer has to be “bill with parent” and only one level 

deep to be converted to a project. 

 

One way is to open the Projects Centre and select the drop-down next to New project, then select 

Convert from sub-customer. 

 

 
 

The Convert sub-customers to projects window appears. Check the boxes next to the sub-customers that 

are eligible for conversion and that are ones you want to convert to projects. Select Convert (the 

number of sub-customers being converted appears next to that word). 

 

 
 

The other way to convert sub-customers to projects is via the Customers Centre. If any sub-customers 

are eligible to convert to projects, you’ll see a box at the top of the list containing the message below. 

Select Convert now: 



 
 

You’ll see the same Convert sub-customers to projects window. Proceed as instructed above. 

 

Note: Projects cannot be converted to sub-customers, so a conversion to projects is irreversible. 

 

 

Be sure to catch our video on using the QuickBooks Online Mobile App in a construction setting. 

 

 


