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Accounting App 
Tutorial 

A walkthrough of how to 
navigate the features within 
the accounting app of Syniq 
Business OS. 
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Clients Page 
How to Add a Client 

 
Figure 1: Add a Client Step 1 

 
Figure 2: Add a Client Step 2 

 
CLICK THE “ADD NEW 
CLIENT” BUTTON 

 

FILL OUT ALL FIELDS 
AND THE CLICK THE 
“REGISTER CLIENT 
ACCOUNT” BUTTON 
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How to Edit a Client 

 
Figure 3: Edit a Client Step 1 

 
Figure 4: Edit a Client Step 2 

 

CLICK THE “3 DOTS” 
BUTTON THE CLICK THE 
“EDIT DETAILS” BUTTON IN 
THE DROPDOWN 

 

FILL IN ALL FIELDS AND 
CLICK THE “UPDATE 
CLIENT” BUTTON 
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How to Issue a Statement 

 
Figure 5: Issue a Statement Step 1 

 
Figure 6: Issue a Statement Step 2 

CLICK THE CARD OF THE 
CLIENT YOU NEED 

 
IN THE FINANCIALS TAB, CHOOSE 
THE START AND END DATE THEN 
CLICK DOWNLOAD PDF TO 
GENERATE A PDF STATEMNT 
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Vendors Page 
How to Add a Vendor 

 
Figure 7: Add a Vendor Step 1 

 
Figure 8: Add a Vendor Step 2 

 
CLICK THE “ADD NEW VENDOR” 
BUTTON 

 
FILL IN ALL FIELDS AND 
CLICK THE “CREATE 
VENDOR” BUTTON 
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How to Edit a Vendor 

 
Figure 9: Edit a Vendor Step 1 

 
Figure 10: Edit a Vendor Step 2 

CLICK THE “3 DOTS” BUTTON 
THEN CLICK THE EDIT VENDOR 
BUTTON FROM THE DROPDOWN 

 
FILL IN ALL FIELDS AND 
CLICK THE “UPDATE 
VENDOR” BUTTON 
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Quotes Page 
How to Create a Quote 

 
Figure 11: Add a Quote Step 1 

 
Figure 12: Add a Quote Step 2 

 
CLICK THE “CREATE QUOTE” 
BUTTON 

 
FILL IN ALL FIELDS AND 
CLICK THE “CREATE 
QUOTE” BUTTON 
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How to Edit a Quote 

 
Figure 13: Edit a Quote Step 1 

 
Figure 14: Edit a Quote Step 2 

 
CLICK THE “3 DOTS” BUTTON 
THEN CLICK “CREATE QUOTE” 
BUTTON 

 
FILL IN ALL FIELDS AND 
CLICK THE “UPDATE 
QUOTE” BUTTON 
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How to Download a Quote 

 
Figure 15: Download a Quote 

How to Approve a Draft Quote 

 
Figure 16: Approve a Draft Quote 

 
CLICK THE “3 DOTS” BUTTON 
THEN CLICK “DOWNLOAD PDF” 
BUTTON 

 
CLICK THE “3 DOTS” BUTTON 
THEN CLICK “ACCEPT & 
GENERATE INVOICE” BUTTON 
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Invoices Page 
How to Add an Invoice 

 
Figure 17: Add an Invoice Step 1 

 
Figure 18: Add an Invoice Step 2 

 
CLICK THE “NEW INVOICE” 
BUTTON 

 

FILL IN ALL FIELDS 
AND CLICK THE 
“CREATE INVOICE” 
BUTTON 
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How to Edit an Invoice 

 
Figure 19: Edit an Invoice Step 1 

 
Figure 20: Edit an Invoice Step 2 

 

CLICK THE “3 DOTS” 
BUTTON THEN CLICK 
THE “PENCIL ICON” 
BUTTON 

 

FILL IN ALL FIELDS 
THEN CLICK THE 
“UPDATE INVOICE” 
BUTTON 
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How to Download an Invoice 

 
Figure 21: Download an Invoice 

How to Record a Payment 

 
Figure 22: Record a Payment Step 1 

 

CLICK THE “3 DOTS” 
BUTTON THEN CLICK 
THE “DOWNLOAD 
ICON” BUTTON 

 

CLICK THE “RECORD 
PAYMENT” BUTTON 
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Figure 23: Record a Payment Step 2 

Purchase Orders Page 
How to Create a Purchase Order 

 
Figure 24: Create a PO Step 1 

 

FILL OUT ALL FIELDS 
AND THEN CLICK 
“SUBMIT PAYMENT” 

CLICK THE “CREATE PO” BUTTON 
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Figure 25: Create PO Step 2 

How to Download a Purchase Order 

 
Figure 26: Download a PO 

 

FILL OUT ALL FIELDS 
AND THEN CLICK 
“CREATE PO” BUTTON 

 
CLICK THE “3 DOTS” BUTTON 
THEN CLICK “DOWNLOAD PDF” 
FROM THE DROPDOWN 
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Expenses Page 
How to Log an Expense 

 
Figure 27: Log an Expense Step 1 

 
Figure 28: Record a Payment 

 
CLICK THE “LOG 
EXPENSE” BUTTON 

 

FILL OUT ALL FIELDS 
AND THEN CLICK 
“RECORD EXPENSE” 
BUTTON 
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How to Add an Item/Service 

 
Figure 29: Add an Item/Service Step 1 

 
Figure 30: Create an Item 

 
CLICK THE “NEW 
ITEM” BUTTON 

 

FILL OUT ALL FIELDS 
AND THEN CLICK 
“CREATE ITEM” 
BUTTON 
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Integrating QuickBooks Online 
How to Integrate QuickBooks Online 

 
Figure 31: Integrate QuickBooks Step 1 

 
Figure 32: Integrate QuickBooks Step 2 

 
CLICK THE “SETTINGS” 
BUTTON WHILE IN THE 
ACCOUNTING APP  

 
CLICK THE “CONNECT TO 
QUICKBOOKS” BUTTON 
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Figure 33: Integrate QuickBooks Step 3 

 

 

 
CLICK THE “LAUNCH 
ONBOARDING WIZARD” 
BUTTON AND FOLLOW 
THE STEPS 


