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IMPORT COST CODES IN QUICKBOOKS ONLINE

IMPORTANT: Before beginning the process below, you must set up your Chart of Accounts.  
You may use any Chart of Accounts you wish.  Just be certain it uses Work In Process (WIP) 
line items.
The following instructions assume that you have imported the Chart of Accounts based on 
the NAHB format, available from Builder-Academy, prior to adding the Cost Codes.

CONSIDER THIS: You should think about what you are trying to accomplish before using the entire set 
of Cost Codes.  I recommend that you  begin with a set of cost codes that corresponds to your 
estimate, as I have done in LEVEL ONE.  This allows you to track the most important costs while not 
overwhelming your bookkeeper with busy work.  

https://www.builder-academy.com/course/09-1-3-nahb-chart-of-accounts/


IMPORT COST CODES IN QUICKBOOKS ONLINE
1. From “Download Cost Codes” webpage, 
decide the Cost Code level you are going to 
use.  LEVEL ONE is recommended.

2. Save the downloaded file to your 
computer.  You will access this file in a few 
steps, so be sure to save it to an accessible 
location.

Download Button



1. Select “Gear”

2. Select “Products 
and Services”
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Back in Quickbooks 
Online (QBO)
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1. Select dropdown 
arrow next to “New”.

2. Select “Import”
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1. Navigate to the file you 
just downloaded and click to 
add file information here.

2. Click “Next”.
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1. Import should map 
automatically but 
check to confirm.

2. Click “Next” after 
checking map.
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1. Indication of how many 
items are going to be 
imported.

3. Click on 
“Import”.

2. These zeroes are ok because no 
inventory quantities are being entered.

3. Both the “SELL” and the “BUY” boxes 
should be checked for every item.
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1. If import has been done correctly, you will get a 
message indicating the number of items that have 
been imported.

2. In this case, there was one duplication.  
I can change the name to “Site 
Landscaping” and click on Import again, 
or just proceed by clicking on the “x” and 
not importing “Landscaping”.
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