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How to Access Pre-Set Reports and Graphs in QuickBooks

INTRODUCTION

One of the most appealing features of QuickBooks is its reporting function, which is flexible, robust, and
easy to use. Many end users are often surprised at how well QuickBooks turns seemingly disjointed and
meaningless raw data into meaningful reports and graphs. Many accountants are surprised to learn how
much QuickBooks reports can be customised and automated, and how powerful they are as tools tohelp
small business owners make better business decisions.

HOW TO ACCESS PRE-SET REPORTS AND GRAPHS
IN QUICKBOOKS

Access pre-set reports by selecting Reports from the QuickBooks menu. Once in the Reports
menu, different categories of reports appear:

e Company & Financial

o VAT

e Customers & Receivables

e Sales

e Jobs, Time & Mileage

e Suppliers & Payables

e Purchases

e Stock

e Employees & Payroll

e Banking

e Accountant & Taxes

e Budgets & Forecasts

e Lists

e Custom Reports

Each category of report has sub-menus for the appropriate reports. For example, the report Profit & Loss
Standard is accessed by selecting Reports > Company & Financial > Profit & Loss Standard.

There are also three separate reports in the Reports menu that are listed underneath those
aforementioned categories:

e Quick Report

e Transaction History

e Transaction Journal
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Window Help

Eeport Centre

Memaorised Reports
Commented Repaorts
Company Snapshot

Process Multiple Reports
QuickBooks Statement Writer

Company & Einancial

WAT 3
Customers & Receivables 3
Sales 3
Jobs, Time & Mileage 3
Suppliers & Payables 3
Purchases 3
Stock 3
Employees & Payroll 3
Banking 3
Accountant & Taxes 3
Budgets & Forecasts 3
List 3
Custom Reports 3

Transaction History
Transaction Journal

YEES

al

COM

:
Profit & Loss Standard

Profit & Loss Detail

Profit & Loss YTD Comparison

Profit & Loss Prev Year Comparison

Profit & Loss by Job

Profit & Loss by Class

Profit & Loss Unclassified

Income by Customer Summary
Income by Customer Detail
Expenses by Supplier Summary ;
Expenses by Supplier Detail |
Income & Expense Graph

LK Standard Balance Sheet

LK Balance Sheet Detail

LK Balance Sheet Summary

LK Balance Sheet Prey Year Comparison
Balance Sheet by Class

Met Worth Graph

Statement of Cash Flows
Cash Flow Forecast
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Please note that under the report category Company & Financial, the report QB Standard Balance
Sheet will be replaced by UK Standard Balance Sheet if the preference for Reports & Graphs
(accessed by selecting Edit > Preferences > Reports & Graphs > Company Preferences) is changed
as in the screen capture below.

Preferences x

B Ketointna A My Preferences Company Preferences m
E# panking SUMMARY REPORTS BASIS REPORTS - SHOW ACCOUNTS BY: Cancel
% Tl @ Mame only Help
ﬁ Caiandar T Description only
ﬂ Desktop View o inti Default
i Mameg and Description Ly
Finance Charge AGEING REPORTS
2l General ® Age from due date STATEMENT OF CASH FLOWS Also See:
el ntegrated appications ™ Age from fransaction date Click here to assign accounts to General
E_’_IIJ tems & Stock sections of the Staternent of
= Cash Flows:
| Jobs & Estimates REPORTS - SHOW ITEMS BY:
i E = Classify Cash...
% Multiple Currencies Name only
% Payments ") Description only
ﬁ BN L ® Mame and Description . i
flli Reminders tormat.
Reports & Graphs
m Sales & Customers Change the radio button to "UK Standard Balance Sheet” to change what
ﬁ s appears in the "Company & Financial” category under "Reports”
Earcl
[3 Send Forms
BALANCE SHEET FORMAT
% Service Connection
) 7 UK Standard Balance Sheet
E Speling
o - ® 0B Standard Balance Sheet
" Time & Expenses
v

Alternately, access the Report Centre by selecting Reports > Report Centre, which offers generic
(without company-specific accounts, names or balances) previews of the various pre-set reports that
come standard with QuickBooks.

There are tabs in the Report Centre:

e Standard
e Memorised
e Favourites

e Recent
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The Standard tab contains all the categories mentioned earlier that exist under the Reports menu.

Report Centre

Standard Memorised Favourites Recent Search £4,
m = [ea
- =2 ’;
Company & Financial 4 .
_ Company & Financial ]
Customers & Receiva... bl
Profit & Loss (income statement)
Sales b
Aobe, Time & Mileage Profit & Loss Standard Profit & Loss Detail Profit & Loss YTD Comparison
Suppliers & Payables Pront & Lese Standara Company & Fnancl Promt & Leas Detan Company & Fnancal Pront B Leas Y70 Comparian Company & FArancisl
VAT Ulﬂ;‘lﬂ”rl""'-'ﬁﬂ"‘ T Dwtm__Nwem  Owbit CreddtSelmecs
[ -mee—p— maLE e ey iall il Adwn ey
4200 * Aewribursanent Shcame. Lo T
Empioyees & Payroll ek i L - W i, mes AR5 bR SR
59100 * Cost of Goods S0 2187 et et Thw T mmTmm St e ol
Banking D KA e LA Svien et G T HER 2 om
Tt £ogs i e et Y5 S um  m ooz ) N lums s
=z 2] e = REa Ve
Accountant & Taxes R - s im0 e A Can _mam e M) me  mp uams
a0 Ttk an oy o i 8 i .Es fms &R
il a0 Tt e S DG @ZaN SR mmn Ao
Budgets & Forecasts Nt Qi inaey Income 14s1808 ok St GUED St B3 am :n—\:—n
4 ther trceme Erpence Sekatemngt B8 W, Bon kD) —ma fod 1mm [T T T Y
Gther e o e et ¥ i -Bb 1l G e ey MR lam mm
List 20100  Other Inzome 4181 poa o e oa Pt s e rr) am  uam  umo
. Scoan 4151 10t Orro freme LIRE AN 1mm et e AMANAT  ARILE ALASRZZ  MAMAW
Met Other Ingsme a8
Met Income. 1966156 ] AR A Aras
Dates:  This Month-to-dale « Dates: This Financial Year-to-date ~ Dates:  This Month-to-date «
0122016 311212016 01012016 311212016 01122016 311212016
O H@9@ O H @O O H@9@
Run Info Fave Help
Profit & Loss Prev Year Comparison Profit & Loss by Job Profit & Loss by Class
Pram & Laze prew vear Comparicon Company & Anancal | ‘ Prunt & Lose by o Company & Fnancal | Proft B Lozt by Chace Company & Anancal
Ot anaidd 1oL
ey ies o P s il e = .

The Memorised tab contains memorised reports and groups, which will be discussed next.

The Favourites tab contains reports that have been marked as a “Fave” in the Report Centre by clicking
on the heart below its listing.

Report Centre

- et Search Q

Company & Financial

Accountant & Taxes

Accountany Only

Customers & Receiva..

Sales

Jobs, Time & Mileage ljusted Trial Balance Adjusting Journal Entries

Suppliers & Payables Acjerien Tre! Sasg Aetourtant & Taves Adjisting Joumal Enirles Aecourtant & Tuses
VAT Balnen_ Aeiustmarts_ Adjunted Bslare.
- Comdt Dubi Mih% et
Employees & Payroll e Bnovum Pww  Ammeh WA vl
A st B T
rersiir) e 000 ... Ameadtia _maan
Banking P & e mmww mnsin
e 2 o e e G Y
Accountant & Taxes e fri=s mmA mn
iyt 1
e A ik A S o S e st
Budgets & Forecasts et o e =T
1 Corerg e Bt e mamza i
D Bty asmes
List et B

Marking a report as "Fave"” by clickin on
the heart will make that report appear in =
the "Favourites” tab

Dates: LasgMonth -
01112016 301172016 01112096 3011172016

CH@9@

Account Activity
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To access memorised reports, select Reports > Memorised Reports. To see a list of memorised reports
for editing or reorganising, select Reports > Memorised Reports > Memorised Report List.

Window Help

Beport Centre
Memarised Reports Memorised Report List
Company Snapshot

Process Multiple Reports
QuickBooks Statement Writer

Accountant
Banking
Company
Customers
Employees

Suppliers
FrarTaiye

AT

Company & Einancial
WAT

Customers & Receivables
Sales

Jobs, Time & Mileage
Suppliers & Payables
Employees & Payroll
Banking

Accountant & Taxes
Budgets & Forecasts
List

L S A . e

i

i

[te:
Se

T vy v ¥ ¥ ¥ ¥ ¥ vy vy wTr

Custom Reports 3

Transaction History
Transaction Journal |

Memorised Report List

- Accountant
+Adjusted Trial Balance
+Adjusting Journal Entries
+Balance Sheet
«General Ledger
«Journal Enfries EnterediModified Today
«Profit & Loss
+UK Balance Sheet - Standard
+ Banking
+Cheque Detail
+Deposit Detail
+ Company
+Balance Sheet
+Profit & Loss

+Statement of Cash Flows

Memorised Report ¥ Digplay... Print... Export...
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An alternate method of accessing the memorised reports is to do so via the Report Centre. Select
Reports > Report Centre > Memorised tab. Once in the Memorised tab, to see a list of memorised
reports for editing or reorganising, select Edit Memorised List.

= Report Centre -oOx

Standard Memorised Favourites Recent Search 'S

A o Mﬁr'l)mrised List m = |5

m | Organise your memorised report list h
Accountant

Banking
Company Adjusted Trial Balance Adjusting Journal Entries Balance Sheet
Customers

Memorised Report - Memorised Report . Memorised Report -
Employees
Suppliers

Dates:  This Month-to-date Dates:  This Month-to-date Dates:  This Financial Year-to-date
0171272016 31M12/2016 01/12/2018 311272016 01/0172016 311272016
QH @@ OH @@ OH 9@

General Ledger Journal Entries Entered/Modified Today Profit & Loss
Memorised Report - - Memorised Report - Memorised Report - -

Memorised Report List

- Accountant

+Adjusted Trial Balance
+Adjusting Journal Entries
+Balance Sheet
«General Ledger
+Journal Entries Entered/Modified Today
+Profit & Loss
+UK Balance Sheet - Standard
+ Banking
+Cheque Detail
+Deposit Detail
+ Company
+Balance Sheet
+Profit & Loss

«Statement of Cash Flows

Memorised Report + Display... Print... Export...
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WHO CAN ACCESS THESE REPORTS?

Any QuickBooks user with sufficient permissions in their user setup may run reports, even if theywere
created by another user. All report titles are visible to all users, regardless of their permission levels.

If a user does not have sufficient access to various areas of company information in their user setup, they
will not be able to produce certain reports. Instead, they will see a message indicating that they do not
have sufficient rights to see the information in that report.

It is important to ensure that users only have access to the appropriate level of detail that their jobs
require. For this reason, it is recommended that a separate User Name and Password be created for
each user, and that no one use the Admin User (who by necessity has access to all areas andreports
within QuickBooks.)

WHAT TYPES OF REPORT MODIFICATIONS AND CUSTOMISATIONS CAN
BE DONE?

All reports in QuickBooks can be modified to suit the user’s needs and preferences. As shown in the
screen capture below, the date range (or the date, if the report is as of a particular “snapshot in time”
date) can be modified, as well as the columns, and how the report is sorted. These quick modifications
can be achieved by selecting the various drop-down boxes at the top of the report. (Not all these drop-
down boxes will be available in all reports. For example, if the report is not transaction-based, such asa
list report, certain of these drop-down boxes will not be available.)

Profit & Loss
Customise Report Memorise = Print E-mail * Excel ¥ Hide Header | Collapse Refresh
Dates Ts Month-to-date -~ From 01122016 B To 31122016 B Columps Total only = Sort By Default - )
&40 PM Monty's International Repair Shop
A Profit & Loss
Accrual Basis December 2016
- Dec 16 S
Ordinary Income/Expense A
Income
Sales » 1441662 4
Services Income -2,482.07
Total Income 11,934 55
Cost of Goods Sold
Cost of Goods Sold 16,000.03

Aside from these top-of-report drop-down boxes, there are many more modification options available for
reports. Click on the Customise Report button to start modifying. Once that is done, the Modify Report
window opens with four tabs: Display, Filters, Header/Footer, and Fonts & Numbers. Due to the variety
of reports available in QuickBooks, not every Modify Report window’s tabs are exactly as in the screen
captures below.

11
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The Display tab allows you to change the following:

e Date: the “as of date” or date range (regardless of whether you have changed the “as of date” or
date range directly on the report using the drop-down boxes at the top of the report). Choose a
given date or date range or select from a list of standard date ranges (such as “Today,” “All,”
“Last Financial Quarter,” “Next Week," etc.)

NOTE: Memorising a report with a specific “from” date and “to” date (or “as of” date in the case of a
Summary Balance Sheet) will mean that running that report in the future will always yield that date or
date range. However, if the report is memorised using one of the standard date ranges, running the
report in the future will yield that date range in relation to the system date when the report is run. For
example, if the date range on a memorised report is “This month to date,” then running it on 15
February 2015 will yield a report for 1 February 2015 through 15 February 2015. Running that same
report on 30 December 2015 will yield a report for 1 December 2015 through December 30, 2015.
However, if the report was memorised with a “from” date of 1 February 2015 and a “to” date of 15
February 2015, the report will always yield results for that date range regardless of when it is run (until
someone changes the date range after the report is run).

e The Report Basis by which income and expenses are to be calculated (accrual or cash basis,
particularly if different from the default report basis chosen in the Preferences section).

e Columns determines how the columns are displayed (regardless of whether you have changed
the “Columns” directly on the report using the drop-down boxes at the top of the report). For
example, you can choose Total for one column, or one column for each month (or year, half
month, four week period, quarter, week, or day). There are other ways to choose columns (for
example, one column per supplier).

12
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Modify Report: Profit & Lo

Filters Header/Footer Fonts & Mumbers

REFORT DATE RANGE

Dates This Month-to-date - From the first day of the current month through today
From 01122016 B To 31122016 B

REFORT BASIS

® Accrual ) Cash This setting determines how this report calculates income and expenses.

Display columns by [ ~ across the top. Sortby  Default v
Total only ~ ® Ascending order 2
' Sortin
ay

') 3 z
Add subcolumns for D Descending order 24
) ) Week
Previous Period Year-To-Date % of Row % of Column
Two week
EmanEek % of Income % of Expense
Half month
Month Advanced... Revert
Quarter
Customer.Job = -
Supplier hone 270.00
(] 29787
Employee )ense 425480

Payroll ltem Detail

o TEa A
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In many reports (such as list reports and detail reports), the Columns tab determines which columns to
display (by placing a checkmark next to each desired column in a list) and enables sorting by a chosen
column. An example of this functionality can be seen in the screen capture below, in which the Columns
tab is selected (after selecting Customise Report) in a Profit & Loss Detail report.

Profit & Loss Detail

Customise Report Memorise | Print | E-mail * Excel » Hide Header = Expand Refresh
Dates ~ From 01/01/2016 B To 3111212016 B SortBy Default -

8:46 PM i i

31112116

Actreal Bagts Filters Header/Footer Fonts & Numbers

@ Type ¢ | = Credit @ Balance
Ordinary Income/Expens REP DATE RANGE
Income .
Sales Date§ This Financial Year-to-date > From the first day of the current financial year through today
» Invoice 10,000.00 10,000.0
swice From| 01/01/2016 B To 31M2/2016 B 9.112.00 19.412.0
Invoice 6,000.00 25,112.0
Invoice REPOR’ SIS 10,000.00 35,112.0
Invoice 6,000.00 41,112.0
fitics @ Ac @ Cagh This sefting determines how this report calculates income and expenses 10,000.00 51,112.0
Invoice 5,000.00 56,112.0
Invoice 6,750.00 62,862.0
4 COLUMN

Invoice 30,000.00 92,862.0
Invoice Look Sortby Default - 9,112.00 101,874.0
Invoice 2 N 5,250.00 107,224.0
Invoice v i @ ascendingorder 4 24,000.00 1312240
Invoice < Date q Sotin g Descending order  id 6,000.00 1372240
Invoice 4 Num ' 6,300.00 1435240
Invoice 18,000.00 161,524.0
Invoice Adj ‘ —— 5,000.00 166,524.0
Iwoice, PO no Put a check mark next to each column 975000 HE2740
Invoice ¥  thatyouwantto appearin the report Revert B i e
Invoice 9,112.00 211,388.0
Invoice 10,500.00 221,888.0
Invoice m ol Help 10,000.00 231,886.0
Invoice 10,000.00 241,886.0
Invoice 6,000.00 2472850
Invoice 25/09/2016 9 Annemarie's Motor Eng. Service Accounts Recei 38,000.00 285,886.0
Invoice 30/09/2016 69 Robert G. Sage Service Accounts Recei 5,000.00 290,886.0

14
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e Sort by determines how the rows in the report are ordered, either by a default order or based on
another parameter. In the example of the report in which the Columns have been chosen, the
available Sort by parameters are those columns which were checked in the Display tab.

Modify Report: Profit & Loss Detail

Filters HeaderfFooter Fonts & Numbers
E REPORT DATE RANGE
Datds This Financial Year-to-date ~  From the first day of the current financial year through today
Frogh 01012016 B To 31122016 €
REP BASIS
& Accrual T Cash This setting determines how this report calculates income and expenses.
EDL@S
Lok For Sorthy [BEEIN -
s e = 3 Default
e i Sortin
< Type 8 Type
BnterediLast Modified Date
Liast modified by | Num Advanced...
4 Oate Put a che Mame
¥ thatyouvw pemo Revert
Class
clir Cancel Help
Split
2510902016 g Annemarie's Motor Eng... Debit Accounts Recei...
3002016 &9 Robert G. Sage Credit Accounts Recei...
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e Add sub columns (available sub columns may vary by reporttype):

Previous Period
Previous Year
Year-to-Date

% of Row

% of Columns
% of Income

% of Expense

O O 0O O o o0 o

e Advanced Options (available options may vary by reporttype):

o Display Rows
o Display Columns
0 Reporting Calendar

Advanced Options

DI SPLAY ROWS DISPLAY COLUMN S REPORTING CALENDAR
7 Active # Active # Financial Year
A | (1 Calendar Year
® Non-zero T Mon-zero T Income Tax Year

1 Payroll Year

16
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Side-by-Side Comparisons using the Display Tab

Let's create a quick illustration of side-by-side comparisons created easily using the Displaytab.

First, we’'ll begin with a Profit & Loss for this financial year. Select Reports > Company & Financial >

Profit & Loss Standard. Once the report appears (or if the Reports & Graphs preference is set so that
the Modify Report window appears), choose the date range This Month and then select OK to refresh
the report. (This exercise will include refreshing the report a number of times after various customisations

are made; this is for illustrative purposes only and you may make all the customisations at once and
select OK at the end to refresh the report.)

Profit & Loss

Customise Report Memaorise Print | E-mail | Excel ¥ Hide Header Collapse Refresh
Dates - From 01122016 B To 211202016 E Columns Total only ~ SortBy Default -
10:30 PM Roving Auto Parts Pro
e Profit & Loss
Accrual Basis December 2016
& Dec 16 B
Ordinary Income/Expense
Income
4660 - Sales ] 60738.20 4
4870 - Services Income 4 272,45
Total Income 6501065

Cost of Goods Sold

5280 - Parts and Materials 1,322 87
Total COG3 1.322.87
Gross Profit 63,687.78
Expense
6040 - Bank Service Charges 6.50
6140 - Charitable Donations 125.00
6250 - Dues and Subscriptions 85.1
6330 - Insurance Expense
6331 - General Liability 275.00
Total 6330 - Insurance Expense 275.00
6660 - Printing and Reproduction 55.32
6670 - Professional Fees 150.00

A
E—

17
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Now, experiment with the extra columns. Click on Customise Report and then select the checkboxes in
the section Add Sub columns for next to Previous Period, Previous Year and Year-to-Date.

Modify Report: Profit & Loss

Display Filters Header/Footer Fonts & Numbers

REPORT DATE RANGE

Dates This Maonth

From the first day through the last day of the current manth
From 01/12/2016 B To 311122016 [

REPORT BASIS

® Accrual 71 Cash This zefting determines how this report calculates income and expenses.
COLUMNS
Display columns by  Total only -

across the top. Sortby Default -

® Ascending order 2l

Sortin ] 2
Add subcolumns for Descending order &
|+ Previous Period +| Previous Year o "r’ea[—TU—Date %% of Row % of Column
| £Change | €£Change 1 % ofYTD
% of Income % of Expense
% Change % Change
Advanced... Revert

18
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Then select OK to refresh the report.

in QuickBooks

Profit & L
Customise Report Memorise Print | E-mail ¥ | Excel v Hide Header | Collapse Refresh
Dates ~ | From 011212016 [ To 31122016 E Columps Total only ~ SartBy Dsfault -
10:35 PM Roving Auto Parts Pro
i Profit & Loss
Accrual Basis December 2016
3 Dec 16 @ Hov 16 “ Dec 15 L3 Jan - Dec 16 &
Ordinary Income/Expense
Income '
4660 - Sales L3 60,738.20 4 5278475 5,000.00 476,216.00
4870 - Services Income 427245 4,010.50 3,377.45 43,555.65
Total Income 65,010.65 56,79525 8,377.45 519,771.65
Cost of Goods Sold
5000 - Cost of Goods Sold 0.00 37983 0.00 379.83
5280 - Parts and Materials 1,322 87 724356 620260 7274029
Total COGS 1,322 87 762339 6,202 60 7312012
Gross Profit 63,687.78 49,171 86 2,17485 445 65153
Expense
6040 - Bank Service Charges 6.50 6.50 6.50 78.00
6140 - Charitable Donations 125.00 125.00 125.00 1,500.00
6250 - Dues and Subscriptions 85.11 851 85.1 1,106.43
6330 - Insurance Expense
6331 - General Liability Insurance 275.00 275.00 275.00 3,300.00
Total 6330 - Insurance Expense 275.00 275.00 275.00 3,300.00
6660 - Printing and Reproduction 55.32 5532 §5.32 663.84
6670 - Professional Fees 150.00 150.00 150.00 1,800.00
6710 - Rent and Rates 1,700.00 1,700.00 1,700.00 20,400.00 |

Now, select Customise Report again and deselect Previous Year and Year-to-Date, and thenselect
the checkboxes under Previous Period dealing with the amount of the change and the percentage

change.

Maodify Report: Profit & L

Display Filters Header/Footer Fonts & Numbers
REPORT DATE RANGE
i3 This Month v From the first day through the last day of the current month
From 01122016 E To 31122016 HE&
REPORT BASIS
® Accrual 1 Cash This setting determines how this report calculates income and expenses.
COLUMHN S
Display columns by  Total only ¥ across the top. Sortby  Default -
@® Ascending order 2%
Sortin
~ - z
Add subcolumns for Descending order  £4
+ Previous Period Previous Year Year-To-Date % of Row % of Column
¥ € Change
% of Income % of Expense
+| % Change
Advanced... Revert
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Then select OK to refresh the report.

Profit & Loss
Customise Report Memaorise Print | E-mail v | Excel ~ Hide Header | Collapse Refresh
Dates ~ | From 01202016 B To 31122016 [ Columnps Total only - SortBy Default -
10:36 P Roving Auto Parts Pro
e Profit & Loss
Accrual Basis December 2016
3 Dec 16 o Hov 16 - € Change + % Change -
Ordinary Income/Expense o
Income 'I
4660 - Sales ] 60,738.20 4 52,784.75 7,953.45 15.1%
4870 - Services Income 4.272.45 4,010.50 26185 6.5%
Total Income 65,010.85 56,795.25 821540 14.5%

Cost of Goods Sold

5000 - Cost of Goods Sold 0.00 37983 -379383 -100.0%
5280 - Parts and Materials 1,322 .87 7,243.56 -5,920.69 61.7%
Total COGS 1,322 .87 7623.39 -6,300.52 B2.7%
Gross Profit 63,687.78 49,171.86 14,515.92 29.5%
Expense
6040 - Bank Service Charges 6.50 6.50 0.00 0.0%
6140 - Charitable Donations 125.00 125.00 o.oo 0.0%
6250 - Dues and Subscriptions 851 8.1 0.00 0.0%
6330 - Insurance Expense
6331 - General Liability Insurance 275.00 275.00 0.00 0.0%
Total 6330 * Insurance Expense 275.00 275.00 000 0.0%
6660 - Printing and Reproduction 55.32 5532 0.00 0.0%
6670 - Professional Fees 150.00 150.00 0.00 0.0%
= = =

In addition to the sub columns (try out the % of Row, % of Column, % of Income and % of Expense
checkboxes), try selecting the Columns drop-down box at the top of the report (or in the Display tabafter
selecting Customise Report) to choose Columns other than Total. (You might wish to deselect the sub
columns previously chosen in order to make the display easier to navigate at first.)
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Choose a column for each day (yes, even one column per day!) or week or half month (or, if you are
displaying a date range longer than a month, choose month or quarter or year) or choose other
parameters for creating columns. Look at the list of parameters by which columns can be displayed by
clicking on the drop-down box next to Display columns by and scrolling to the bottom of thelist.

Profit & Loss

Customise Report Memorise Print | E-mail v | Excel Hide Header @ Collapse Refresh

This Montl

B Modify Report: Profit & Loss x
10:43 PM

Display Filters HeaderFooter Fonts & Mumbers
3216
Accrual Basis REFORT DATE RANGE
Dates This Month b From the first day through the last day of the current month

From 01122016 B To 311212016 B

REFPORT BASIS

@ Accrual 7Y Cash This setting determines how this report calculates income and expenses
COLUMNS
Display columns b_icrossthetop. Sortby Default -
Total only ~ @® Ascending order 3%
| Sortin ; &
Add subcolumns fr | BN Descending order &%
2 : Week
Previous Perigd Year-To-Date %% of Row % of Calumn
Two week
Four week % of Income % of Expense
Half manth
Month Advanced... Revert
Quarter
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In this case, let's keep the date range at This Month and select Half Month for displaying columns.
Select OK to refresh the report.

Profit & Loss

Customise Report Memaorise Print | E-mail | Excel ¥ Hide Header Collapse Refresh
Dates - From 01M22016 B To 31122016 B Columps Halfmonth ~ SortBy Default -
10:51 PM Roving Auto Parts Pro
e Profit & Loss
Accrual Basis December 2016
o 1-15Dec16 o 16-31Dec16 = TOTAL +
Ordinary Income/Expense A
Income
4660 - Sales » 673820 4 54,000.00 60,738.20
4870 - Services Income 242925 1,843.20 4,772.45
Total Income 9,167.45 55,843.20 65,010.65

Cost of Goods Sold

5280 - Parts and Materials 1,285.15 2772 1,322.87
Total COGS 1,295.15 2iqz 1,322.87
Gross Profit 7,872.30 55,815.48 63,687.78
Expense
6040 - Bank Service Charges 0.00 6.50 6.50
6140 - Charitable Donations 125.00 0.00 125.00
6250 + Dues and Subscriptions 85.1 0.00 85.1
6330 * Insurance Expense
6331 - General Liability Insurance 275.00 0.00 275.00
Total 6330 - Insurance Expense 275.00 0.00 275.00
@660 - Printing and Reproduction 0.00 55.32 55.32
6670 + Professional Fees 0.00 150.00 150.00
6710 * Rent and Rates 1,700.00 0.00 1,700.00
6720 - Repairs and Maintenance 0.00 400.00 400.00
6810 - Telephone 0.00 145.00 145.00
6860 - Utilities 297.87 0.00 25787
Total Expense 2482958 756.82 3,239.80
Net Ordinary Income 5,389.32 55,058.66 60,447.898
Profit for the Year 5,389.32 55,058.66 60,447.95 1

All the sub columns and other options are still available to be chosen in the Display tab. Imagine
combining all these options and selecting a six-month date range with one column per month, and
showing year-to-date figures and comparisons to the previous year, complete with amount and
percentage differences, and other calculations such as percentage of the column and percentage ofthe
row.

A few clicks of the mouse are all it takes to produce these very powerfully informative reports. Again,
experiment and see all you can do with very little effort!
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The Filters tab allows the user to decide upon which segment(s) of the business to report. Filter the

report for a combination of one or more classes, names, accounts, and so forth. Filtering may also be
done on custom fields.

Modify Report: Profit & Ly

Dizplay Header/Footer Fonts & Numbers

CHOOSE FILTER CURRENT FILTER CHOICES
: Account FILTER SET TO
Account . All income/expense accounts - Account All income/expense accou...
mount Date This Month-to-date

Remove Selected Filter

ACCOUNT FILTER

Choose the types of accounts or a specific account from the
drop-down list. Indicate whether or not you want split detail
to appearin the report (Balance Sheet accounts only).

Tell me more...

Revert
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The Header/Footer tab allows the user to customise and personalise the appearance of the report
beyond what QuickBooks has as its report defaults. Change the title, add a subtitle, page numbers, footer
information, alignment, report basis, date and time prepared, and so on.

Modify Report: Profit & Le

Dizplay Filters Header/Footer Fonts & Numbers

SHOW HEADER INFORMATION PAGE LAYOUT

ompanyName Maonty's International Repair 5... Alignment

. Standard *
| Report Title Profit & Loss
+| Subtitle December 2016 Time Company
g:;ies Title
+| Date Prepared 3MH2i1 - Subtitle
+ Time Prepared ] m
L
+ Report Basis S T
L
+| Print header on pages after first page ik
heH
SHOW FOOTER INFORMATION Exctra Line Page

| Page Number Page 1 b
+| Exfra Footer Line

+| Print footer on first page Revert
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The Fonts & Numbers tab allows you to change how an individual report is displayed compared tothe
report defaults (as defined in Edit > Preferences > Reports & Graphs > Company Preferences).

Modify Report: Profit &

Display Eilters Header/Footer Fonts & Numbers
FONTS SHOW NEGATIVE NUMBERS
Change Font For @ Normally
- EXAMPLE
Column Labels - 7 In Brackets
Row Labels | 1 With a Trailing Minus -300.00
Report Data
Example In Bright Red
Report Totals
Company Mame
SHOW ALL NUMBERS
Report Title
Report Subtitle Divided By 1000
Date Except Zero Amounts
hd e it Without Pence
Revert
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COMMENTED REPORTS

Sometimes it is necessary to comment on a report to explain the figures or variances. QuickBooks have
solved for this issue with this great new feature Commented Reports. This feature new to QuickBooks
2015 allows you to add comments to any report.

From 2015 all reports have a new option Comment on Report.

Miaddes biogeter Tmfragh

Coliapnn

Cuntopise = Rerrigrrine | wing | oame Daewi | -

[=E LTI THis Month-io-daie - Fr

10:02 P

O112/2022 W To 3122022 [} Shaw Columps Total onily = Sort By Dofauli -

Monty's 'nternational Repair Shop

LSRR

Memorise

Customise Report Comment on Report

I ok -1 9l This Month-to-date *  From 01/12/2022

apenme

Bank Sorvice Charges &350
Charitable Donations 12600
Duss an d Submcriptians azs.1

vEs EXpEnEs
ral LisBity Insursncs I75.00

Start Trasning =000

Telephone 270.00

Utilitiow T ar

Total Expainse 4 254 80

Mot Ordinary Incomas 5704 44
Giher Income/Expenee

Ortivm s Expemnse

Exchange Gain or Loss -o.01

Total Other Expense -o.a1

Het Other Incame ool

Frofit for the Year -8 re4.43

The report will then have comment boxes associated with each figure which are populated at the bottom of
the page, by clicking on the pencil icon to edit. Each comment can be saved, before going on to the next
comment. QuickBooks will associate a number to each comment and annotate each figure on the report
with that number.

Once the user chooses to comment on the report the data becomes fixed and quick zoom is disabled on
that report. QuickBooks can still be updated, but these changes will not be reflected on the commented
report. The comments however can be edited.
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Save Pring | E-mag ¥

10602 PM Monty's International Repair Shop
Nnaaa Profit & Loss
Accrual Basis December 2022

Dee 22

Ordinary income/Expenase
Incoms
Sales » 14,416 62
Services Income -2,482.07

L]

Total ncame 11,634 55|
Cont of Goods Soid
Cost of Goods Sold 18,000.03
Parts and Matcrials

~

Total COGS

Gross Profit

Expenss
Bank Service Chargos &sa]3
Charttable Donations 175,00
Dues and Subsoripiions 32811

Insurance Expanse
Ganaral Liability Insurance

Total Insurance Cxpense

Printing and Reproduction

PFrofessional Fees

Rent and Raten

Repairs and Maintenances

Tolephans

utinities

Comments (2} | ¥ Total Expense

| §| Sales have increased by 5% > |
3 Cost of Sales include Cost of repainng 1ooss > =

After all comments have been added select Save and QuickBooks will confirm that the report will be saved
at Reports > Commented Reports where they can be accessed.

We successfully saved your commented report. To view it, choose Reports =
Commented Reports.

o not display this message in the futureé

sG] Lol Window Help

Report Centre

Memgrised Reports »
Commented Reports
Favorite Repors »
Company Snapshot

Process Multiple Reports
QuickBooks Statement Writer

Company & Financial
VAT

Customers & Receivables
Sales

Jobs, Time & Mileage
Suppliers & Payables
Purchases

Stock

Employees & Payroll
Banking

Accountant & Taxes
Budgets & Forecasts
List

yYYv vy v v vy vvyvvyovvw

Custom Reports 3 Commented Reports v Display._ Print... Email...

Transaction History
Transaction Journal
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Reports can be printed or emailed by selecting Print or Email from the top of the report. When commented
reports are printed the body of the report will have the comment numbers to the right of each humber & the
comment page will follow with each associated recorded comment.

8:15 PM Monty's Premier Repair Shop
3MM2i22 Proﬁt & LOSS
Accrual Basis December 2022
Dec 22
Ordinary Income/Expense
Income
Sales 42.102.9
Services Income -2,508.5
Total Income 45,504.3
Cost of Goods Sold
Parts and Materials 4441
Total COGS 44416
Gross Profit 45,150.23
8:11 PM Monty's Premier Repair Shop
31112/22 Profit & Loss
Accrual Basls December 2022
1. Sales have increased by 5%
2. Cost of Sales include the repair of tools
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OTHER WAYS TO CUSTOMISE A REPORT

Column widths

Once a report is displayed, the format might have to be altered slightly to be more to your liking. Ifthe
columns are too wide or too narrow, drag the diamonds between the column headers to change the
column width (or drag the diamonds together to eliminate a column altogether).

Open Inva
Customise Report Memorise Print | E-mail v Excel Hide Header Refresh
Dates  Today ~ | 3112/2016 B SortBy Default -
334 AN Monty's International Repair Shop
34112116 P Use the mouse to drag the diamonds
Open Invoices between the column headers sideways to
As of 31 December 2016 change the column widths or eliminate
b2 Type 73 Date < Mm@ P.O.no ) sz < Duel one or more columns altogether
Alex Blakey i
» Invoice 07122016 T 0TM22016 24 258.50 4
Total Alex Blakey 258.50
Annemarie's Motor Engines
Invoice 222015 38 2% 10 Ne... 2Z2M22M1E 375 11,750.00
Credit Note 07122018 78 071272016 24 -2,350.00

Column order

In many reports, it is possible to change the column order by dragging the column headers to move them.
Place the mouse pointer over a column header. If it is a moveable column, the mouse pointer will turninto
a hand. Then drag the column header to its new desired location:

Customise Report Memorise Print | E-mail v Excel Hide Header Refresh
Dates Today * 31122016 B SortBy Default -
337 AM Monty's International Repair Shop
311216 Open Invoices Put the mouse over a column header; if that

column is moveable, the mouse pointer will

ot As of 31 December 2016 turn into a hand. Drag the column header to
@ Type @ Date ¢ _Num -« P. 0. no s < Duel its desired new location.

Alex Blakey
» Invoice 071272018 T 07122016 24 258.50
Total Alex Blakey 258.50

[ 13

Annemarie's Motor Engines

Invoice 22112015 38 2% 10 Ne... 22M22015 375 11,750.00
Credit Note 07THM22016 78 072206 24 -2,350.00
Intal &nnemari is's Motor Fooines 8400 00
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Column name

There is no way to rename columns in QuickBooks reports. The report must be exported to Excel (see
Excel integration section) and the modifications may be made there.

Row order

The only way to change the order of rows (the rows generally indicate list names, such as Customer
names) that appear in a particular QuickBooks report is to change the order in the list in which these
names reside. For example, to have “Smith” appear before “Jones” in an Open Invoices report, one would
have to open the Customer Centre and move “Smith” so that it appears in the Customer Centre before
“Jones.”

QuickZoom

One of the most elegant facets of QuickBooks reporting is the ability to “drill down” from a balance on a
report or area on a graph to find details or ultimately the originating transaction. This “drill down” function
is accessed by double-clicking on a balance in a report (when placing the mouse pointer over thebalance
in a report, the pointer turns into a magnifying glass with a Z inside it, indicating that QuickZoom is
possible) or on an area of a graph.

Customise Repori Memorise Print = E-mail '~ | Excel = Hide Header Expand Refresh
[BEICI-R This Month-to-date ~ From 01122016 E To 31122016 E Columps Total only ~ SortBy Default b
A AN Monty's International Repair Shop
Hhente Profit & Loss
Accrual Basis December 2016
o Dec1d o
Ordinary Income/Expense

Income

S

Sales bo140Be2 4

Services Income -2.482.07
Total Income 11,934.55
Cost of Goods Sold

Cost of Goods Sold 16,000.03

This QuickZoom function may be used sequentially on subsequently more detailed reports until,
ultimately, the original transaction (or list entry, in the case of a List Report) is reached, if youwish.
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An example of two sequential QuickZooms is shown in the screen capture below.

Sampl Intemational Repair S|

Edit View Lists Favourites Accountant Company VAT Customers Suppliers Employees Banking Reports Window Help

Print

E-mail v Excel ¥ | HideHeader | Expand | Refresh

are using a sample Customise Report
company file

Create a new company file

Memorise

Dates  This Month-to-date ~ From 01122016 @ To 3112/2016 E Columns Total only ~ SortBy Default v

340 AM Monty's International Repair Shop
SIS Profit & Loss
Accrual Basis December 2016

Ordinary Income/Expense
Income
sales
Services Income 248207
Total Income 1193455

QuickZoom #1 on this figure...

Customise Report Memgorise Print | E-mail * Excel ¥ Hide Header = Expand Refresh
\ .
Dates ~ From 01/12/2016 [ To 31/12/2016 E Total By Account list ~ SortBy Default .ylelds this Transaction Detall report...
10:58 AM Monty's International Repair Shop
e Transaction Detail By Account
[ Do Today 3111212016 Accrual Basis December 2016
I View Balances . Type o Date o _Num_ <+ Ad ¢ Name o Memo  +_Class oCire spiit ° Debit - Creait ° Balance
sales
M Run Favourite Reports Invoice 022018 3 Clement Group of Com..  Complete Accounts Recei. 213295
Invoice w2208 76 Frefontaine Motorcars...  Complete Care  Office Accounts Recei. nnmc o
Credit Note wTA2e0E 78 Annemarie's Motor Eng... Complete-31n...  Service Accounts Rece ]
Invoice on2eNE 4 Rick Siva MULTIPLE- Accounts Rece ¢ o = 2
Invoice oTn2ene A Cathy Quon Complete: Accounts Recel ARG ERECOm o on - o CRE 0w 3
to the original transaction.
Credit Hote 10122018 80 Annemarie's Motor Eng...  Complete Accounts Recel 2
Total Sales 2
&8 Accept Credit Cards TOTAL 6,000.00 20416.62 14,416.62

While there are often several different methods of recording a particular set of debits and creditsinto
QuickBooks, you can advise your clients on the optimal method to use in order to extract the most
meaningful, informative reporting for them out of QuickBooks.
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EXPAND AND COLLAPSE REPORTS
Many reports can be expanded for more detail or collapsed to be grouped for more summary reporting.
At the top of these reports, there will be a button that says either Expand or Collapse. (If it says Expand,

then clicking it will make the report more detailed and will turn that button into a Collapse button. If it says
Collapse, then clicking it will make the report less detailed and will turn that button into an Expand button.)

Profit & Loss

Customise Report Memorise Print | E-mail v | Excel - Hide Header { Collapse Refresh

Dates Al ~ | From B To B Columns Total only ~ SortBy Default -
111 AN Monty's International Repair Shop
218 Profit & Loss
Accrual Basis All Transactions
B3 31 Dec 16 &
Expense 4
Professional Fees
Accounting 7,200.00
Legal 7,048 78
Total Professional Fees 14,249.78
Bank Service Charges 32.00
Charitable Donations 6,000.00
Computer and Internet Expenses 11,943.48
Dues and Subscriptions 580061
Insurance Expense
Fire Insurance ] 851.06 4
General Liability Insurance 13,200.00
Total Insurance Expense 14,051.08
Payroll Expenses 269,219.15
Printing and Reproduction 265536 I
Rent and Rates 81,600.00
Repairs and Maintenance 19,200.00
Staff Training §50.00
Telephone 11,335.00
Utilities 14,257.78
Total Expense 451,414.20
Net Ordinary Income 162,911.89

Other Income/Expense
Other Income
Finance Charge Income 956.57
Total Other Income 856,57

This report is as detailed as it is going to be; select Collapse to take away detail
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Profit & Lt
Customise Report Memorise Print | E-mail ¥ | Excel « Hide Hegﬂer Refresh
Dates  All ~  From B To B Columns Total only = Sort By Default -
1:20 AM Monty's International Repair Shop
ML Profit & Loss
Accrual Basis All Transactions
¢ MDeci1f o
Expense =
Professional Fees 14,248.78
Bank Service Charges I2.00
Charitable Donations 6,000.00
Computer and Internet Expenses 11,943.48
Dues and Subscriptions 5,900.61
I Insurance Expense 14,051.06
Payroll Expenses 269,219.15
Printing and Reproduction 2,655.36
Rent and Rates 81,600.00
Repairs and Maintenance 19,200.00
Staff Training 850.00
Telephone 11,335.00
Utilities 14,297.76
TIntal F AS1 41220

This report is as summarised as it is going to be; select Expand to add detail

MEMORISING REPORTS

There are over 135 pre-set or standard reports that come with QuickBooks Accountant,& Premier
Editions and over 100 in QuickBooks Pro, and they can be run “as-is,” or they can be modified to suit
each user’s individual preferences and requirements. Modifications might be as simpleas changing the
date range, or they might be much more elaborate. Once the modifications have been made, the report
template can be memorised so that each time it is run, it is refreshed with up-to-date data for the report
settings that were memorised. That way, there is no need to make the same report modifications over
and over every time new data has been entered into the QuickBooks company data file. In addition,
memorised report groups can be created so that multiple reports may be produced at the press of a
button.

Once a report has been modified to your liking, with the report open, memorise it by selectingthe
Memorise button at the top of the report. Alternately, select Edit > Memorise or Control+M.

Open Invoices
Customise Report @ Print = E-mail * Excel = Hide Header Refresh
Dates Today * 31122016 B SortBy Default -
11:28 AM Monty's International Repair Shop
SiHzte Open Invoices - My Preferred Format
As of 31 December 2016
B Type £ Date + Num_ « P. 0. no + Terms + Class + Ageing + Open Balance + Due Date «
Alex Blakey il
» Invoice 071212016 [ 8 24 258.50 07TM22016 4
Total Alex Blakey 258.50
Annemarie's Motor Engines
Inunice 11102018 a8 % 10 Ne 75 1175000 22M22018
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The Memorise Report window will open, and there you can choose the default name for the report tobe
memorised or change the name.

Memorise Report

Mame: Cpenlnvoices - My Preferred Format

éSa'u'e in Memorised Report Grnup:é -

Cancel

Also, if desired, check the box next to Save in Memorised Report Group and choose a group in whichto
save the new memorised report.

Memarise Report

Mame: Open Invoices - My Preferred Format

+| Save in Memaorised Report Group: Customers
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If the list of report groups is not sufficient for you and your organisation (perhaps different users wanttheir
own personalised lists of memorised reports), open the list of Memorised Reports by selecting Reports >
Memorised Reports > Memorised Report List.

Eepcurtz: Window Help

Eeport Centre
Memgorised Reports Memorised Report List

Company Snapshot
] Accountant 3
Process Multiple Reports ]
. ) Banking 3
QuickBooks Statement Writer
Company 3
Company & Financial ¥ Customers »
AT » Employees k
Customers & Receivables ¥ Suppliers »
Sales 3
Jobs, Time & Mileage 3
Suppliers & Payables 3

Employees & Payroll 3
Banking 3
Accountant & Taxes 3
Budgets & Forecasts 3
List 3

Custom Reports 3

QuickReport Ctrl+Cl
Transaction History
Transaction Journal
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The Memorised Report list opens, with the existing group names and individual report names within each
group. Select the Memorised Report button and choose New Group.

Memorised Report List

REFORT MAME

« Accountant

-»

+Adjusted Trial Balance

+Adjusting Journal Entries
+Balance Sheet
+«General Ledger
+Journal Entries Entered/Modified Today
+«Profit & Loss
+LIK Balance Sheet - Standard
+ Banking
+Cheque Detail
+Deposit Detail
+ Company
+Balance Sheet
+Profit & Loss

+3tatement of Cash Flows

[P

Memorised Report _191 Display... Print... Export...

Edit Memorised Report Cirl+E

Delete Memaorised Report
Customise Columns...

Prin List...
Re-sort List

Import Template...
Export Template...
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Give the new group a name and select OK:

MNew Memorised Report Group

Mame: [Jnhn's reports

Then it is possible to go back to the already-open report you wish to memorise and assign it to the new
report group. Alternately, if the report has already been saved as a lone report or as part of another
group, right-click on that report in the Memorised Report list and choose Edit Memorised Report:

Memorised Report List

« Open Invoices - My Preferred Format il
+ Accountant
+Adjusted Trial Balance
+Adjusting Journal Entries
+Balance Sheeat
«General Ledger
«Journal Entries Entered/Modified Today
Edit Memorised Report Cirl+E
TEwW Group
Delete Memaorised Report Cirl+D
Customise Columns...
Print List... Cirl+P
Fe-sort List
Import Template...
Export Template... v
Cﬂemonsed Report D Display... Print... Export...
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Then, you may edit the report name and also change the group of which it is to be a part as in thescreen
capture below. Make the changes and select OK:

Memorised Report List

+ Open Invoices - My Preferred Format i
+ Accountant
+Adjusted Trial Balance
+Adjusting Journal Entries
+Balance Sheet Edit Memorised Report
+General Ledger
s kil Eiias B Mame: OpenInvoices - My Preferred Format
«Profit& Loss # Save in Memorised Report Group: -
+LJK Balance Sheg Accountant
+ Banking i Banking
+Cheque Detail Company ]
+Deposit Detail Ot
« Company Employees
+Balance Sheet
+«Profit & Loss Suppliers -
Memorised Report |~ Dispilay... Print... Export...

Memorised report templates in QuickBooks Premier & Accountant may be exported out of QuickBooks.
These exported files have filenames with a *.QBR format. These *.QBR files may be imported into other
data files open in QuickBooks Pro, Premier & Accountant. This enables you to create reports customised
just the way you want in one data file without having to repeat the work in other similar company files.
One caveat is that any *.QBR files from memorised reports that have custom filters (based on specific list
names or custom fields) will not be able to be exported (and hence, not available forimport).

Any report produced in QuickBooks may be saved as a PDF or as an Excel spreadsheet, and can bee-
mailed as either a PDF or spreadsheet attachment in one click as well.

NOTE: there is no way to make memorised changes to any of the pre-set or “canned” reports that
come with QuickBooks. If you run any of these pre-set reports, you will have to make any desired
changes to them each time. Therefore, any changes you make to pre-set reports that you wish to be
preserved should be saved as a memorised report.
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PROCESSING MULTIPLE REPORTS

It is very simple to run several reports from the Memorised Report List concurrently.

To process multiple reports select Reports > Process Multiple Reports.

Window Help

Report Centre
Memarised Reports 3
Company Snapshot

Process Multiple Reports
CluickBooks Statement Writer

Company & Financial
VAT

Customers & Receivables
Sales

Jobs, Time & Mileage
Suppliers & Payables
Employees & Payroll
Banking

Accountant & Taxes
Budgets & Forecasts
List

v v v ¥ ¥ ¥ ¥ ¥ ¥ ¥ ¥

Custom Reports

-

Transaction History
Transaction Journal

In the window that appears next, select all the reports you wish to run at the same time, by selecting and
checking the reports from All reports, Ungrouped reports or one particular reportgroup.
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Make changes to the date ranges on the checked reports as needed and then select Display or Print.

Multiple Reports

Select Memorised Reports From Gl gl di gt

Choose the reports to process, the RO
R =Ungrouped Reports= - _— .
~ VAccountantAdjusting Journz  Accountant o-date 011212016 311212016 *
.~ [BccountantBalance Sheet  £3NKING al Yeardo-date 01/01/2016 3171212016 B
~ [BccountantGeneral Ledger  C0MP3M o-date 0112/2016 311212016
» ficcountant.Journal Entries E LR
» BccountantProfit & Loss SRR o-date 011212016  31/12/2016
ccountantUK Balance She  ~°NM'S reports al Year-to-date |01/01/2016  31112/2016
» Banking:Cheque Detail fliiEE ‘o-date 01M2/2016 | 31M2/2016
Banking:Deposit Detail This Month-to-date 0MM22016 311212016
v

Selecting Display will result in all the selected reports appearing in QuickBooks. Selecting Print will result
in all the reports printing to the chosen printer.

Adjusted Trial Bz

Customise Report Memorise Print | E-mail | v | Excel v Hide o
Balance Sheet =
Iok: iR This Monih-to-daie ~ From 0112/2016 E To 311

Customise Report Memaorise Prinf | E-mail ¥ | Excel ¥ Hide Header | Collapse Refresh

12:36 PM Monty's International Repair
123116 i l i
= Detail

Accrual Basis

Customise Report Memorise Print | E-mail v | Excel ¥ | Hide Header Refresh

Journal Entries Entere ified Today

Current

Faro Curiency Bank Cusiomise Report Memorise Print | E-mail v | Excel |» | HideHeader | Expand Refresh

US Dollar Bank

Accounts Receivable Dates = | From E 1o B sortBy Default -
Accounts Receivable -AUD | — - —
Accounts Receivable - EUR 12:36 PM Monty's International Repair Shop

e poafied s 12He Journal Entries Entered/Modified Today
Work In Progress N

Fixed Assets:Furniture and Fi A Thssncliong

Fixed Assets:Office Equipmer o_Num_ o Adj o Account B Debit B Credit B
Accounts Payable

Accounts Payable - AUD \ loumal Entries
Accounts Payable - CAD
Accounts Payable - EUR Customise Report | Memarise Print | E-mail |v | Excel v | HideHeader A Expand Refresh
Accounts Payable - JPY = 12500
Accounts Payable - USD o= CER This Monih-to-date From 01(12/2016 B To 31M2/2016 E# SortBy Default

Visa

. ., 2 = 125.00
i 12:36 PM Monty's International Repair Shop [
Sharehalder Loan 1231116 Adjusting Journal Entries
VAT Liability Accrual Basis December 2016

Retained Earnings

il Date +_Num _« Name B Memo B Account + Debit < Credit + -1,000.00
es S

TOTAL
Services Income 85108

Uncategorized Income
Cost of Goods Sold
Parts and Materials

148.94
1,000.00

Professional Fees:Accounting

Professional Fees:Legal Cheque Auto 1411212016 Rajeswari Jayaraman Current -275.00
Bank Service Charges
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MEMORISED REPORT TEMPLATES (EXPORTING AND IMPORTING)

Once a report resides on the Memorised Report list, its template may be exported from QuickBooks
Premier & Accountant and then saved as a *.QBR file (and possibly e-mailed) to be used on other data
files, by importing that *.QBR file into the other QuickBooks company files in Pro, Premier & Accountant.

NOTE: Memorised reports which use company-specific filters (such as certain customer names or
accounts) cannot be exported. Therefore, if there is a report that you wish to export, make a note of
the company-specific filters (by looking at the Filters tab), remove them, and memorise this unfiltered
report with a different report name. Then export that unfiltered report, and after importing it into
another company file, introduce filters for that company and re-memorised that report to overwrite
the initial imported unfiltered report template.

EXPORTING MEMORISED REPORTS

Once a report resides on the Memorised Report List in QuickBooks Premier & Accountant, highlight the
report on the list by clicking on it. Then click on the Memorised Report button at the bottom of the list
and choose Export Template.

Memorised Report List

< Journal Entries EnterediModified Today
<« Profit & Loss
<+ UK Balance Sheet - Standard
» Banking
<« Cheque Detail
<« Deposit Detail
+ Ros"s Month End Reports
- Profit & Loss
<« Company
+Balance Sheet
<« Profit & Loss
<+ Statement of Cash Flows
<+ UK Balance Sheet - Standard
< Customers
<« AR Ageing Summary
<« Customer Balance Detail
+ Customer Balance Summary

aMnan lnunires

Edit Memorised Report Ciri+E
Mew Group
Delete Memorised Report Ctri+D

Customise Columns...

Print List... Ciri+pP
Ee-sort List

Import Template...

Export Template. .. -

Memorised Report - Display... Primt... Export...
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Then browse to the location where the file should be saved (most likely a convenient location such as the
desktop for easy e-mailing) and make any changes desired to the name of the *.QBR file.

Specify Filename for Export

Savein: | Report Templates - @ 5 g T kg
It= MName ’ Date modified Type Size
= @F‘.os- Profit & Loss Standard I 24/10/2015 15:39 CQuickBooks Repor.. 11 KB
Recent places

D.esk'top

=
Libraries
A

Computer

-
A

MNetwork

4 |

File name: Profit & Loss

4

Save as type: QuickBooks Report Files (" GBR)

e
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IMPORTING MEMORISED REPORTS

To import a memorised report (in the *.QBR format, exported from a QuickBooks Premier & Accountant
Solutions company file) into a second QuickBooks company file (Pro, Premier, or Accountant Solutions),
follow the following steps in that secondfile:

1. Open the Memorised Report List by selecting Reports > Memorised Reports > Memorised
Report List.

2. Click on the Memorised Report button at the bottom of the list and choose Import Template.

= Memorised Report List - O %

+ Banking
+Cheqgue Detail
+Deposit Detail
- Company
+Balance Sheet
+Profit & Loss
+ Statement of Cash Flows
+ UK Balance Sheet- Standard
+ Customers
+ AR Ageing Summary
+Cost per job - Billed
+Customer Balance Detail
+Customer Balance Summary
+Customer Contact List
+pen Invoices
+ Employees
+Payroll ltem Detail
Edit Memorized Report Cirl+E
MNew Group

Delete Memorized Report Ctrl+D
Customise Columns... l

Print List... Cirl+P
Ee-sort List

Impaort Template..
Export Template... b

Memorised Report ¥ Display... Print... Export...
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3. Then browse to the location of the saved *.QBR file and select it for importing and choose Open.

Select File to Import

Lockin: | |, Report Templates - @ ? * '
T= MName ’ Date modified Type Size
el I @Ros- Profit & Loss Standard I 24/10/2015 15:39 CQuickBooks Report Template File 11 KB
Recent places

D;sld:op
Libraries
A
Computer
A
MNetwork —
File name: “QER A |
Flesoftype: | |QuickBooks Report Fies (" GBR) -
Help

4. Then accept the offered name of the report or change its name, and if desired, save itina
Memorised Report Group as in the screen capture below. Re-name the file if you wish or
if you have a file with the same name.

Memorise Report

Mame: Ros - Standard Profit & Loss
+| Save in Memorised Report Group: -
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REPORTS SAVED TO THE ICON BAR

If there is a report that a particular QuickBooks user runs several times a day, it may be worthwhile to put
that report on the top icon bar, if you're using it. (If you're using the left icon bar, separate instructions for
adding a report to that icon bar will follow.)

ADDING REPORTS TO THE ToP ICON BAR

Adding a report to the top icon bar is easy to do. First, run the report (either from the Memorised Reports
or from the Reports menu, and make whatever settings or cosmetic changes you require. Then, when
the report is displayed exactly the way you want it, whether it's been memorised or not, select View >
Add (report name in quotes) to Icon Bar.

Sample Roving Auto Parts Pro - QuickBooks: Premier Accountant Edition 2016 - [Profit & Loss by Month]

= FEile Edit QICIM Lists Favourites Accountant Company VAT Customers Suppliers Employees Banking Reports Window Help

1] Open Window List iy - L i o e e

Home Calend| w Top Icon Bar Bank Feeds = Reports = Feedback Live Communty = Services Payrol Credit Cards Help
Customise f  Lefticon Bar int | E-mail ¥ | Excel ¥| Hide Header = Expand Refresh
Hide Icon Bar

Dales  Cust To 31M02019 B Show Coumns [N NN ~ SortBy Defaul -

|  Customise Icon Bar.
32PN Add “Profit & Loss by Month™to Icon Bar. Roving Auto Parts Pro

3M2i22
v Favourites Menu Profit & Loss by Month
Accrual Basis January through October 2019
Refresh Report FS hag Feb 19 Mar 19 Apr1g May 19 Jun 19 Jul19 Aug 19 sep19 Oct19 TOTAL
One Window
+ Multiple Windows
Sales » 0.00 4 10,000.00 0.00 000 16,000.00 0.00 000 10,000.00 0.00 000 3600000
Services Income 3,26550 3,050.60 337745 3,268.50 337745 3,268 50 337745 337745 3,268 50 IS BMIES
Total Income 326850 13,0500 337745 326850 1937745 326850 3ATTAE 1337745 3,268.50 IITTAE E9011ES

Cost of Goods Sold

Parts and Materials 000 5,680.00 5,680.00 5,680.00 5680.00 5,680.00 5,680.00 5,808.00 5936.00 5,936.00 51,760.00

Total COGS 0.00 5,680.00 5,680.00 5,680.00 5,630.00 5,630.00 5,630.00 5,808.00 5,936.00 59300  51760.00

Gross Profit 3,266.50 7,370.60 -2,302.55 -2,411.50 1369745 -2,411.50 -2,302.55 7,569.45 -2,667.50 -2,558.55 17,251.85
Expense
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Then in the Add Window to Icon Bar screen, edit the label for the report as it would appear underan
icon in the icon bar, as well as the description that would appear when the mouse rolls over that icon.
Choose the icon as well and select OK.

Add Window to lcon Bar

Label [Munthly P&L| | E

1
L

&
-l >

Description Profit & Loss by Mo Cancel

Help

e

The top icon bar now has an icon at the end with the label you gave it, and hovering the mouse overthat
icon will provide the description you defined in the previous window.

Sample Roving Auto

o I8 o WS & 00 6B B

Home Calendar S ots  Customers  Suppliers byees BankFeeds Reports Feedback Live Community Payrol Credit Cards  Help Monthly P&L

8 = Proft & Loss by Month Prcfit & Loss by Month

Be very aware of the number of icons that appear in each user’s top icon bar. This method of adding a
report to a particular user’s icon bar should be saved for only important, often-used reports.

Later on, one can customise the icon bar by right-clicking on it, selecting Customise Icon Bar and then
add, reposition, change, and delete icons as needed.
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ADDING REPORTS TO THE LEFT ICON BAR

Similarly, adding a report to the left icon bar, if you're using that, is as easy as it is to add a report tothe
top icon bar. The steps start out the same, but you can do more with the left icon bar.

First, run the report (either from the Memorised Reports or from the Reports menu, and make whatever
settings or cosmetic changes you require. Then, when the report is displayed exactly the way you wantit,
whether it's been memorised or not, select View > Add (report name in quotes) to Ilcon Bar.

Sample Roving Auto Parts Pro

- QuickBooks: Premier Accountant Edition 2016

File Edit BUSTN Lists Favourites Accountant Company VAT Customers Suppliers Employees Banking Reports Window Help

Open Window List

Profit & Loss by Month

Topl B
op con 2ar Comment on Report Memarise Print | E-mail » Excel - Hide Header | Expand Refresh
d « Leftlcon Bar |
Fiide Icon Bar I - From 01012019 @ To 311012019 E  ShowColumps  Month * SortBy

Create  Customise Icon Bar... Roving Auto Parts Pro
Add "Profit & Loss by Month™ to lcon Bar.. Profit & Loss

My Shortcuty January through October 2019

v Favourites Menu

o Payrol Refresh Report F5 Jan 19 Feb 19 Mar 19 Apr 13 May 19 Jun 19 Jul 19 Aug 19
= pense
e One Window
Credit ( . .
Multiple Windows
v 2P » 0.00 4 10,000.00 0.00 o.00 16,000.00 0.00 0.00 10,000.00
Help Services Income 3,268 50 3,050 60 337745 3,268 50 3,377.45 3,288.50 337745 337745
Total Income 3,268 50 13,050.60 3,377 45 3,268 50 19,377.45 3,268.50 337745 1337745
B wmontniy PaL Cost of Goods Sold
Parts and Materials 0.00 5,680.00 5,680.00 5,680.00 5,680.00 5,680.00 5,680.00 5,808.00

Then in the Add Window to Icon Bar screen, edit the label for the report as it would appear underan
icon in the icon bar, as well as the description that would appear when the mouse rolls over that icon.
Choose the icon as well and select OK.

Add Window n Bar
= l Description Profit & Loss by Mo... Cancel

Help
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The left icon bar now has an icon in the My Shortcuts section, with the label you gave it, and hovering
the mouse over that icon will provide the description you defined in the previouswindow.

File Edit View Lists Favourites Accountant Company

You are using a sample
company file

Create a new company file

My Shortcuts

@ rayron
@ Credit Cards

Help

B Monthly P&L

Cusfomise Shortcuts Profit & Loss by Month

[ My Shortcuts

B view Balances
M Run Favourite Reports

B open Windows

Later on, one can customise the My Shortcuts section of the left icon bar by right-clicking on it, selecting
Customise Shortcuts and then add, reposition, change, and delete icons as needed. Alternately, one
can click on Customise Shortcuts at the bottom of the My Shortcuts section of the left icon bar.
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Bear in mind that creating an icon while using the top icon bar will preserve that icon in the My Shortcuts
section when switching to the left icon bar display. Therefore, there is no need to recreate icons you
already set up when switching from the top icon bar to the left icon bar and vice versa.

The left icon bar has an additional expandable section called Run Favourite Reports. You have the
option of putting icons for the reports you run repeatedly in this section instead of putting them in the My
Shortcuts section as this various sections of the left icon bar can be collapsed to save space. If youprefer
the left icon bar display, and you wish to use the Run Favourite Reports section for your personalised
reports instead of the My Shortcuts section, you will have to customise and memorise the reportsfirst.
Then, to add one or more reports to this section, in the left icon bar select Run Favourite Reports. This
expands that section and then you can click on Customise Reports.

You are using a sample
company file

Create a new company file

My Shortcuts
# Home

Calendar

m
@® search
[

Snapshots

2 Customers

=
M Do Today 311212016
B view Balances

Fil Run Favourite Rep-n:"ﬁ

g5 Order cheques & supplies
1-1 Add more users

&8 Accept Credit Cards

You are using a sample
company file

Create a new company file

Run Favourite Reports
E Report Centre

Mo Reports have been
selected for display.

P My Shortcuts
M Do Today 31M2/2016

B View Balances

m

=
g5 Order cheques
ﬂ Add more users

&8 Accept Credit Cards
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Then you can choose from standard, pre-set QuickBooks reports or memorised reports, and then choose
the reports you wish to add to this section. You may add, remove, and reposition reports in thissection.

Customise Favourite Reports

Ayailable Reports
Standard Reports

Standard Reports Favourite Reports

Memaorized Reports

Profit & Loss Detail Add >
Profit & Loss YTD Comparisan S
Profit & Loss Prev Year Comparis...

Profit & Loss by Job

Profit & Loss by Class Move Up
Profit & Loss Unclassified Move Bown
Income by Customer Summary

Income by Customer Detail

Expenses by Supplier Summary

Cancel
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The reports you've selected now appear in the Run Favourite Reports section of the left iconbar.

You are using a sample
company file

Create a new company file

Run Favourite Reports

E Report Centre

Profit & Loss YTD Comparison

Customize Reporis

# My Shoricuts
M Do Today 31/12/2016
B view Balances

|
m

= |

;:g'] Order cheques & supplies

ﬂ Add more users

.' Accept Credit Cards

The Run Favourite Reports section allows you to conserve and segregate a space for your favourite
reports, but you must be aware of two things. Firstly, unlike adding an icon to the top icon bar or adding
an icon to the My Shortcuts section of the left icon bar for a report, you must memorise the report first(or
it must be a standard, pre-set report that comes with QuickBooks with no customisation on your part) if
you wish to add an icon for any report to the Run Favourite Reports section. Secondly, if you decide to
switch from the left icon bar display back to the top icon bar display, any reports located in the Run
Favourite Reports section will not appear in the top icon bar (whereas reports in My Shortcuts would
appear as icons in the top icon bar upon switching). The reports will still be listed as memorised or
standard reports, and so you will be able to run them and create icons for them if youwish.
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I TEM-BASED REPORTS

While QuickBooks does a wonderful job of reporting on financials (using accounts from the Chart of
Accounts), reporting based on items in the Item List can provide much more detailed and granular
information.

Using items enables the QuickBooks user to employ a relatively short Chart of Accounts, while still
yielding detailed reports. Many items, for example, can be linked to one or two income accounts. (An
example would be many different styles of shirts that a store sells; each shirt style would be adifferent
item, but they might all be linked to Sales or Shirt Sales.)

In the screen capture below, the total income figure of 11,934.55 is an aggregate without any detail
(beyond a division between Sales and Services Income).

Profit & Loss
Customise Report Memorise Print E-mail ¥  Excel - Hide Header | Collapse Refresh
Dates  This Month-to-date *  From 01M2/2016 B To 31122016 E Columps Total only ~ SortBy Defa
1:45 AM Monty's International Repair Shop
alal Profit & Loss
Accrual Basis December 2016
@ Dec 16 @
Grdiinary iconiaExpenan = This sales figure shows )
totals but no detail
Income
Sales 14,416.62
Services Income _2,482.07 (
Total Income b 11,934.55 4
Cost of Goods Sold
Cost of Goods Sold 16,000.03
Parts and Materials 44418
Total COGS 16,444.19
Gross Profit -4,505.64
Expense
Professional Fees
Accounting 150.00
Total Professional Fees 150.00
Bank Service Charges 6.50
Charitable Donations 125.00
Dues and Subscriptions 325.11
Insurance Expense
Fire Insurance 851.06
General Liability Insurance 275.00
Total Insurance Expense 1,126.06
Printing and Reproduction 55.32
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Quick Zooming on that figure produces the Transaction Detail by Account, but does not give
sufficient detail as to what was sold.

Customise Report Memaorise Print | Email + Excel ¥ Hide Hegder Refresh
Dates - From 014212016 B To 311212016 B Total By Accountlist ~ SortBy Default -

1:47 AM Monty's International Repair Shop

stHee Transaction Detail By Account

Accrual Basis December 2016

@ Type “ Date e _Hum o Adj » Hame £ Memao @ Class < Clr = Split @ Debit @ Credit @ Balance >
Sales Receipt 2011272016 2808 Cash Sale Change engine. Out of Wa Undeposited Fun 2895 -3,680.52 =
Sales Receipt 211272018 1450 Cash Sale Change engine. Out of Wa Undeposited Fun 80.00 -3,60052
Sales Receipt 211272016 2910 Cash Sale Change engine. Out of Wa. Undeposited Fun 2895 -3,57157
Sales Receipt 22122018 1451 Cash Sale Change engine. Out ofWa Undeposited Fun 80.00 -3,491 57
Sales Receipt 22122018 201 Cash Sale Change engine...  OutofWa... Undeposited Fun... 2895 -3,48282
Sales Receipt 23122018 1452 Cash Sale Change engine... OutofWa.. Undeposited Fun... 80.00 -3,38262
Sales Receipt 23122016 2912 Cash Sale Change engine... OutofWa.. Undeposited Fun... 2895 -3,35367
Sales Receipt 24122016 145! Cash Sale Change engine... OutofWa.. Undeposited Fun... 80.00 -3,2T367
Sales Receipt 241272016 2913 Cash Sale Change engine... OutofWa.. Undeposited Fun... 2895 -3,24472
Sales Receipt 25122016 1454 Cash Sale Change engine... OutofWa.. Undeposited Fun... 80.00 -3,164.72
Sales Receipt 25122016 2914 Cash Sale Change engine... OutofWa.. Undeposited Fun... 2895 -3,135.77
Sales Receipt 2601272016 1455 Cash Sale Change engine... QutofWa.. Undeposited Fun... 80.00 -3,055.77
Sales Receipt 26122018 2915 Cash Sale Change engine... QutofWa.. Undeposited Fun... 2895 -3,026.82
Sales Receipt 2711272016 1456 Cash Sale Change engine. Out of Wa Undeposited Fun. 80.00 -2,946 82
Sales Receipt 2711212016 2916 Cash Sale Change engine. Out of Wa Undeposited Fun. 2895 291787
Sales Receipt 28/12/2016 1457 Cash Sale Change engine. Out of Wa Undeposited Fun. 80.00 -2,837 87
Sales Receipt 281272016 217 Cash Sale Change engine. Out of Wa Undeposited Fun 2895 -2,808.92
Sales Receipt 291272016 1458 Cash Sale Change engine. Out of Wa Undeposited Fun 80.00 -2,72892
Sales Receipt 29122018 2918 Cash Sale Change engine. Out ofWa Undeposited Fun 28595 -2,699 97
Sales Receipt 301122018 1459 Cash Sale Change engine. Out ofWa Undeposited Fun 80.00 -2,81957
Sales Receipt 30122018 2019 Cash Sale Change engine...  OutofWa... Undeposited Fun... 2895 -2,591.02
Sales Receipt 31122016 1480 Cash Sale Change engine... OutofWa.. Undeposited Fun... 80.00 -2,511.02
Sales Receipt 31122016 2920 Cash Sale Change engine... OutofWa.. L Fun... 28.95 -2,482.07
Total Services Income £,212.00 372993 -2,482.07
TOTAL 12,212.00 24,146.55 11,934 55 '

Selecting Expand at the top of the Transaction Detail by Account produces more detail, but there is still
no information regarding what was sold. It would be possible to customise this expanded report and adda
column for the Item, but we would still have to do further customisation to get definitive information on
what was sold.

Customise Report Memaorise Print  E-mail v Excel v Hide Header Collapse Refresh
Dates = From 01122016 B To 31122016 B Total By Accountlist - SortBy Default -

HaD AN Monty's International Repair Shop

AHAp Transaction Detail By Account

Accrual Basis December 2016

i3 Type # Date e _Hum < Adj + Hame * Memao ¢_Class <Cir+ Split £ Debit £ Credit k3 Balance *
Sales Receipt 201272018 2909 Cash Sale Change engine. Out of Wa Undeposited Fun -3,880 52 =
Sales Receipt 21122018 1450 Cash Sale Change engine... Out of Wa... Undeposited Fun... -3,80052
Sales Receipt 21122018 2910 Cash Sale Change engine... OutofWa.. Undeposited Fun... -3,571.57
Sales Receipt 2211212018 1451 Cash Sale Change engine... OutofWa.. Undeposited Fun... -3,49157
Sales Receipt 22122018 291 Cash Sale Change engine... OutofWa.. Undeposited Fun... -3,462.62
Sales Receipt 231272016 1452 Cash Sale Change engine... QutofWa.. Undeposited Fun... -3,382.62
Sales Receipt 231272016 2912 Cash Sale Change engine...  OutofWa.. Undeposited Fun... -3,35367
Sales Receipt 241272016 145! Cash Sale Change engine... QutofWa.. Undeposited Fun... -3,2T367
Sales Receipt 241272016 2913 Cash Sale Change engine... QutofWa.. Undeposited Fun... -3,24472
Sales Receipt 25122016 1454 Cash Sale Change engine... QutofWa.. Undeposited Fun... -3,164.72
Sales Receipt 25M12/2016 2914 Cash Sale Change engine. Out of Wa Undeposited Fun 2885 313577
Sales Receipt 26/12/2016 1455 Cash Sale Change engine. Out of Wa Undeposited Fun. 80.00 -3,055.77
Sales Receipt 26/12/2016 2915 Cash Sale Change engine. Out of Wa Undeposited Fun 28895 -3,026 82
Sales Receipt 271272016 1456 Cash Sale Change engine. Out of Wa Undeposited Fun. 80.00 -2,946 82
Sales Receipt 271272016 2916 Cash Sale Change engine. Out of Wa Undeposited Fun 2895 2,917 87
Sales Receipt 28122018 1457 Cash Sale Change engine. OutofWa Undeposited Fun 80.00 -2,837 87
Sales Receipt 28122018 2017 Cash Sale Change engine. Out of Wa Undeposited Fun 2895 -2,80852
Sales Receipt 29122018 1458 Cash Sale Change engine... Out of Wa... Undeposited Fun... 80.00 -2,728.92
Sales Receipt 291272018 2918 Cash Sale Change engine... OutofWa.. Undeposited Fun... 2895 -2,699.97
Sales Receipt 30122016 1459 Cash Sale Change engine... OutofWa.. Undeposited Fun... 80.00 -2,619.97
Sales Receipt 30122016 2919 Cash Sale Change engine... OutofWa.. Undeposited Fun... 2895 -2,591.02
Sales Receipt 31122016 1450 Cash Sale Change engine... QutofWa.. Undeposited Fun... 60.00 -2,511.02
Sales Receipt 3122016 2920 Cash Sale Change engine...  OutofWa.. L Fun... 2895 -2,482.07
Total Services Income 6,212.00 372993 -2,482.07
TOTAL 12,212.00 24,146.55 ( 11,934,556 ) '
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Reports > Sales > Sales by Item Summary for the same date range,

I

jooks: Premier Accountant Edition 2016

Bl Window Help

Eeport Centre

Memauorised Reports
Commented Reports
Company Snapshot

Process Multiple Reports
CluickBooks Statement Writer

Company & Einancial
WAT
Customers & Receivables

Jobs, Time & Mileage
Suppliers & Payables
Burchases

Stock

Employees & Payroll
Banking

Accountant & Taxes
Budgets & Forecasts
List

Custom Reports

QuickReport
Transaction History
Transaction Journal

v T v v wvw w v wv wvihavy W W

-

Daaily Sales Summary

Daily Sales Detail

Sales by Customer Summary
Sales by Customer Detail
Sales by ltem Summary
Sales by ltem Detail

Sales by Rep Summary
Sales by Rep Detail

Sales by Ship To Address
Sales Graph

Pending Sales

Dpen Sales Orders by Customer
Cpen Sales Orders by ltem

We see exactly how much of each item was sold, to add up to that same sales figure. We see quantities
as well as amounts (along with other columns which provide valuable information such as Gross Margin).
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em Summary

Customise Report Memorise Print = E-mail '+ | Excel - Hide Header | Collapse Refresh
[BEiCIN This Month-to-date ~ | From 0112/2016 E To 31M2/2016 EA Columps Total only = Sort By Default -
11:50 AM

Monty's International Repair Shop

31112116 Sales by Item Summary

Accrual Basis

December 2016
Dec 16
& Oty + Amount + % of Sales ¢ Avg Price «

Service

Engine Rebuild (Complete) b 94 1426793 119.6% 1,585.33

Motorcar Detailing 175 14869 1.2% 24.97

Qil, Filter, Lubrication 63 3,403.83 28.5% 54.03

Service (Repair Service) 2.15094 -5,886.00 -48.3% -2,736.48
Total Service 75.90 11,934.55 100.0% 157.24

TOTAL 759 100.0% 157.24
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How to Access Pre-Set Reports and Graphs in QuickBooks

A similar report on purchases (Reports > Purchases > Purchases by Iltem Summary) shows the
guantity and value of each item purchased.

Using items on both sales and purchase transactions can provide valuable reports, and in the case of
stock items (such as the shirts mentioned in the previous example), stock reports can be produced as
well. These stock reports provide much more information than the Stock value on the balance sheet.
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PARTICULARLY USEFUL REPORTS

While you are encouraged to explore the robust reporting abilities of QuickBooks on your own with this
course as a starting point, there are some particularly useful reports (for both accounting professionals
and their business owner clients) that bear highlighting.

Some of these reports are not available in other popular accounting packages, such as the Average
Days to Pay reports. Other reports may appear in other accounting packages but the QuickBooks
versions of these reports have special features that cannot be found elsewhere, such as the side-by-side
comparison column options in reports, already described in detail.

COMPANY SNAPSHOT

The Company Snapshot available in QuickBooks 2015 onwards is a great report for clients who do not
want lists of figures but a straight forward overview of their company’s performance at a particular time — as
shapshot of performance.

To access the Company Snapshot go to Reports > Company Snapshot.

Company Snapshot

Company I Payments Customer | Search |

|AddContent) ' Restore Default | How do | customise this page? | E Pring v &

Income and Expense Trend v X  Prev Year Income Comparison Customers Who Owe Money v X

£in 1000s This yearto-date | * | Al v Print TS

120 s e Annemarie’s Motor Engines | 24032021 158,641.00

800 Save s Imiage Puja Ramari 0082021 27,731.92
500 Bl | Andre Prefontaine 19/08/2021 24,181.43
Robert G. Sage 30092041 25,994.00

Jen Zaccarella 30/01/2022 42,826.40

400
300

Milbourn Rebam 30/082022 30 448 57
20 ILILIL ILIL IL Alex Blakey 071202022 258,50
: sl

fn P Mz Ax Mey bm M Ag S 0% Nov D=
-

007 218 2019 2020 202

IS Income I Expense W Friorear(s) M Current Year Receive Pavments

Prev Year Expense Comparison v X

Account Balances v X TopCustomers by Sales v X

This yearto-date + | J i

LeE £in1000s
o Accounts Receivable 310986.54
o Payroll Liatiliies 8750754
o VAT Liability 7400828
o Shareholder Loan 25,000.00 -

|
o Current 2222055 R |
|

500
)

Annemarie’s Motor Engines L

Milbourn Reborn
© Accounts Payable 15,663.27 200

° Visa 12,679.39 = 100
Cash Sale

© Customer Deposits Received 0.00 [ ‘ ‘ | l I
0
2022

= 2017 018 019 WA HA
JenZaccarellz

I Prior Year(s) WM CurrentYear
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The Company Snapshot can be customised by selecting Add Content, here you will find several reports
concerning Company, Payment and Customer accounts. In order to add to exclude from the snapshot,
just select or deleslect Add. Once selected each report or graph can be dragged and dropped within the

sampshot and rearranged accordingly.

As with all Quickbooks reports the QuickZoom magnifying glass allows you to deill down in the detal

behind the fighures or graph.

The sanpshot can be printed using the Print icon to the right of the page or saved as an image by clicking
on the drop down arrow and choosing Save as Image.

It can be used as stand alone report for customers or as a summary page for a management pack.

Company Snapshot

Company Payments Customer Search |
A
Add Contentv \ Restore Default How do | customise this page?
Add content to your Company Snapshot
..... —— — - S—— S . TopCustomers e o - Best-Selling
Breakdown Expense Trend ————— by Sales ltems
‘ -: Show Preview , I | I Show Preview == Show Preview E— Show Preview
WV 1R S = .
o Added ) n o Added s == o Added & Add
seor2 & »
Income and Expense Trend * X Prev Year Income Comparison * X Customers Who Owe Money v X
£in1000s This yearto-date  ~ | Al b | Yearly | | —— I P—
! ! USTOMER DUE DATE & AMT DUE
120 Ean{0s Annemarie's MotorEngines | 2410312021 | 159.611.00
100 600 Puja Ramani 30/05/2021 27,731.92
20 500 Andre Prefontaine 19/08/2021 2418143
a0 Rober G. Sage 30/09/2021 25,991.00
80
200 Jen Zaccarella 30/01/2022 42 826.40
40 Milbourn Reborn 30/08/2022 3944857
0 IL IL Ll L " Alex Blakey 071212022 258.50
100
o il m |
Jan Feb Mar Ax Mzy Jn M Ag Sep Sc\a\r.e: o
2017 2018 2019 2020 2021
B Income N Expense I Prior Year(s) W Current Year Receive Payments
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Particularly Useful Reports

HOME INSIGHTS REPORT

Another great new report that Accountant can help their client to get an overview of their company’s
performance is the Insight Report. Available at Company > Home Page > Insights this report is able to
give clients insight into their company’s financial performance.

B Home ="

Home Page Insights

Monty's Premier Repair Shop
Saturday, December 31 2022 ‘, @

Profit & Loss | This Financial Year-to-date -

What do you want to see?

Profit & Loss

Prev Year Income Comparison

-
o
422 907.7 g o0 ~ Top Customers by Sales
N N T M « Income and Expense Trend
9282 .
=)

Amount

|| == = = = = || [ =] Business Growih
Met Profit Margin

I 115,334.43

Prev Year Expense Comparison
L]

Please select at least one.

Income +Create Ivoice  EXPENSES
| This Month =]
UNPAID PAID e ST
|k
5,998.96
000 (-
S iR

The Insight Page is divided into three sections the Centre pane, Income & Expenses. The Centre pane
can be customised for content and at dates, Expenses sections can be customised for date only & the
Income section cannot be customised. The Insights can be run on an accrual basis only.

The report can be customised by selecting the Customise cog and select the reports you would like
displayed. The report will print on more than one page if you select several reports.

Note: When a company file is set up, only the QuickBooks Administrator has access to Home page
Insights. If another user needs access, the Admin must edit that user's particular role to include full access
to the Sales and Accounts Receivable, Purchases and Accounts Payable, and Sensitive Financial
Reporting areas.
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TRIAL BALANCE

Access this report by selecting Reports > Accountant & Taxes > Trial Balance.

A

jooks: Premier Accountant Editio

GHLLGcE Window Help

Report Centre

Memaorised Reports
Commented Reports
Company Snapshot

Frocess Multiple Reports
QuickBooks Statement Writer

Company & Financial

WAT

Customers & Receivables
Sales

Jobs, Time & Mileage
Suppliers & Payables
Burchases

Stock

Employees & Payroll
Banking

I & Tax Adjusted Trial Balance
Budgets & Forecasts
List

.3
.4
»
.3
.4
3
.3
.4
4
.3
4
4
.3

General Ledger

Transaction Detail by Account
Adjusting Journal Entries
QuickReport Journal

Transaction History
Transaction Journal

Custom Reports

-

Audit Trail

Closing Date Exception Report
Customer Credit Card Audit Trail
Voided/Deleted Transactions Summary
Voided/Deleted Transactions Detail

Transaction List by Date
Account Listing
Fixed Asset Listing
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This provides you with a trial balance report for any date range, either a pre-set date range from the
Dates drop-down box or a user-specified range by selecting the From and To dates. This date range can
be as short as one day or as long as the range of all dates for which there are transactions in
QuickBooks.

NOTE: This date range flexibility feature is not generally available in other accounting packages.

= Trial Balance - 0O =
Customise Report Memaorise Print E-mail ¥ Excel v Hide Header @ Collapse Refresh
astMonl’n ) @om 0112016 B To 30M1/2016 B Bort By Default -
i ! _ o =
1:27 Py This Month-to-date MOHW'S Repair Shop
3/12M¢  This Financial Quarter Trial Balance
Accrua This Financial Quarter-to-date As of 30 November 2016
This Financial Year 30 Hov 16
This Financial Year-to-date ¢_ Debit + Credit o
Voctesd P 2712327 A
SEdEALE ble 264,050.44
LastWeek iz 54,050.00
Last Week-o-date .
2261250
Last Month \ 25,000.00
Last Month-to-date 80,241.53
Last Financial Quarter SRR
b 237 63765
Last Financial Quarter-to-date 406 .498.00
Last Financial Year 37,028.25
Last Financial Year-to-date i 7/
rges 71.50
Mext Week Ins 1375.00
Mext 4 Weeks ptions 234132
Next Month iEiGelTerm Liability Insurance 3,025.00
oduction 608.52
Mext Financial Quarter " 1,650.00
Mext Financial Year 18,700.00
lenance 4 400.00
- :
Sulom 2,870.00
Utilities 3,276.57
Finance Charge Income 958.57
TOTAL 694,955.83 594,955.83

61



Particularly Useful Reports

AUDIT TRAIL

The always-on audit trail tracks all transactions, posting and otherwise, that were entered, modified, or
deleted that affect the general ledger. It also tracks who did what and when. For this reason, it is
imperative that each user be assigned their own user ID and password. Otherwise, you will see whatwas
done, but not by whom. (The exceptions are that it does not keep track of time tracking entries,
reconciliation status, VAT filing status, or changes to lists.) QuickBooks does not allow you to turn off the
Audit Trail, as was true with UK QuickBooks versions prior to 2008.

Access the Audit Trail by selecting Reports > Accountant & Taxes > Audit Trail.

The Audit Trail reports on many information fields (some are displayed only if you select Customise
Report and checkmark the desired columns in the Display tab) having to do with each transaction onthe
report, including:

“Num” or Document Number (user-assigned, such as bill number or invoice number)

e Transaction Number (assigned automatically and sequentially by QuickBooks behind the scenes,
regardless of the user-assigned Document Number)

e Transaction Type

e Transaction Date

o Entered/Last Modified Date
e Entering/Modifying User

e Account
e Class
e  Quantity

e Unit Price
e |tem
e Debit amount

e Credit amount

If a transaction is modified several times, the Audit Trail keeps track of every single version or “State” of
that transaction, while highlighting the latest State (which is what appears in the appropriate non-Audit
Trail reports). The State column identifies whether you are looking at the most recent version of a
transaction (the Latest) or an earlier version of the same transaction (a Prior). Transactions may have
multiple Prior entries listed, but only one Latest. Very importantly, the Audit Trail tracks every entry,
modification, and deletion, precisely when it was done, and who did it.

TIP 1: The Audit Trail is your most powerful weapon against fraud. QuickBooks has listened to the
suggestions of accounting professionals globally and created a report that shows you everything you
need to see when troubleshooting a transaction. We encourage you to review the Audit Trail regularly
and call any problematic transactions to the attention of the business owner and accounting staff. This
puts them on notice that things are being checked regularly and investigated.
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TIP 2: You are advised to create separate user names and passwords for each user. Otherwise, the
audit trail will show every transaction as being from one user (in the case of a company in which
everyone shares a single log-in!)

Any information about the transaction that has been changed is highlighted in Bold Italic type in the
report. If there are multiple versions of a transaction, the earliest version will have no highlighting, but
subsequent versions will highlight each value that differs from the previous version's value in that field by
displaying the value in bold italics. If a line item was added to the transaction, that entire line of thereport
will be highlighted.

Each transaction is identified by a bold heading (for example, Bill 3422a). The transaction heading
information always appears in the following order:

1. The type of transaction (deposit, cheque, bill, etc.)
2. The document number (if applicable).

This status (Latest or Prior) is automatically assigned by QuickBooks as transactions are added, deleted,
or modified. To view the most current version of the transaction, double-click any field in the Latest entry
in the report.

= Audit Trail -0Ox

Customise Report Memaorise Print | E-mail * Excel * Hide Header Refresh
Date Enterad/Last Modified  All = From B To ]
722 PN Monty's Repair Shop
P’ g o
MG Audit Trail
Entered/Last Modified
Num_ » EnterediLast Modified » Last modified by +  State < Date o Hame ® Memo o Account ® Split © Debit £ Credit ES
Transactions entered or modified by Admin
Bill 3422a
3422a 322016 19:22:03 Admin 011272016 Shelly E King 1,500.00
4 5“"%5 K%_‘ QuickZoom on the "Latest” state of [2yable 1,276.60 A
HIMBERA Standar. a transaction to open it syable 223.40
3422 22/02/2010 06:07:44 Admin Prior 122016 Shelly E King Accounts Payable -SPLIT- 1,500.00
Shelly E King Fixed Assets:Furniture...  Accounts Payable 1,276.60
HMRC VAT Standard Purch.. VAT Liabiity Accounts Payable 223.40
Bill
22/02/2010 06:08:13 Admin Latest 011212016 Deborah Garrett Accounts Payable -SPLIT- 3,760.00
Deborah Garrett Fixed Assets:Office Eq..  Accounts Payable 3,200.00
HMRC VAT Standard Purch... VAT Liabiity Accounts Payable 560.00
Bill
22/02/2010 06:11:22 Admin Latest 01M212016 Mauro Giansiracusa Accounts Payable -SPLMT- 141.00
Mauro Giansiracusa Marketing Grou..  Dues and Subscriptions  Accounts Payable 120.00
HMRC VAT Standard Purch... VAT Liabilty Accounts Payable 21.00
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= Audit Trail =

Customise Report Memorise Print  E-mail v Excel v Hide Header Refresh
Date Enterad/Last Modified ~ From B To B
7:28 PM Monty's Repair Shop
2 Audit Trail
Entered/Last Modified
Num < Entered/Last Modified < Last modified by +  State < Date @ Name - Memo @ Account & Split @ Debit “ Credit “
Bill
IM2/2016 19:26:00 Admin 0.00
22/02/2010 08:08:13 Admin Prior 01122018 Deborah Garrett Accounts Payable -SPLIT- 3,760.00
Deborah Garrett Fixed Assets:Office Eg...  Accounts Payable 3,200.00
HMRC VAT Standard Purch VAT Liability Accounts Payable 560.00
Bill
22/02/2010 06:11:22 Admin Latest 0111212016 Mauro Giansiracusa Accounts Payable -SPLIT- 141.00
Mauro Giansiracusa Marketing Grou Dues and Subscriptions  Accounts Payable 120.00
HMRAC VAT Standard Purch... VAT Liability Accounts Payable 21.00
Bilt
22/02/2010 08:12:05 Admin Latest 011212016 Heather L Gottas Accounts Payable -SPLIT- 783.75
Heather L Gottas QuickBooks Tra... Staff Training Accounts Payable 650.00
HMRC VAT Standard Purch VAT Liability Accounts Payable 1375
Bill
2211212012 06:13:53 Admin Latest 220272014 Chris Kim Accounts Payable -SPLIT- 146.88
Chris Kim Telephone Accounts Payable 125.00
HMRC WAT Standard Purch... VAT Liability Accounts Payable 21.28

One very valuable feature of the Audit Trail is that the user can run a report filtered by two date ranges.
The first is the Report Date Range, which is the posting date of each transaction. The second is the
Entered/Last Modified Date Range, which is the date on which the last changes were made to a
transaction. (Unfortunately, one cannot filter by all modification dates but only the modification date that
resulted in the Latest State.)

Modify Report: Audit Trail

Display Filters HeaderFooter Fonts & Mumbers

ﬁ_EF'ORTDATERANGE -‘-_
Dates ~ | All dates in your COMPERY e Posting Date

KFrn m B To B

/TJ_AYE ENTERED / LAST MODIFIED

J

1\

Dates Al All dates in you Date Entered / Last
Modified when sitting in
From B To B front of the computer
\_ /
—
COLUMNS
+| Show Deleted Transactions
Look Faor

S =

< Entered/Last Modified i

/ |Last modified by Put a check mark next tq each column

that you want to appear in the report.
V |Date

Revert
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AVERAGE DAYS TO PAY REPORTS

These valuable reports, located in the Customers & Receivables section of the Reports menu, allow the
accounting professional to alert their clients to the risks of slow-paying customers. This aids incollections,
improves cash flow, and reduces bad debt.

Average Days to Pay Summary

Access the summary version of this report by selecting Reports > Customers & Receivables > Average

Days to Pay Summary.

<5: Premier Accountant Editic

G0l Window Help

Report Centre

Memuorised Reports
Commented Reports
Company Snapshot

FProcess Multiple Reports
CluickBooks Statement Writer

Company & Financial

VAT

Customers & Receivables
Sales

Jobs, Time & Mileage
Suppliers & Payables
Furchases

Stock

Employees & Payroll
Banking

AR Ageing Summary

AR Ageing Detail

Customer Balance Summary
Customer Balance Detail
Open Invoices

Collections Report

Average Days to Pay Summary

Average Days to Pay

Accountant & Taxes
Budgets & Forecasts
List

Custom Reports

Transaction History
Transaction Journal

Accounts Receivable Graph
Unbilled Costs by Job
Transaction List by Customer
Online Received Payments

Customer Phone List
Customer Contact List
Item Price List

Average Days to Pay Summary

All Transactions

+ Average Days to Pay =

Adwin Ko » 13.00 4
Andre Prefontaine 16.00
Cathy's Classics 5458
Froilan Rosqueta 103.00
Jen Zaccarella 40417
Milbourn Reborn 32.67
Puja Ramani 516.67
Robert G. Sage 207.33
TOTAL 153.12

Customise Report Memaorise Print E-mail ¥ | Excel - Hide Header Refresh
11:08 PM Roving Auto Parts Pro
31216
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Average Days to Pay

Access the detailed version of this report by selecting Reports > Customers & Receivables > Average
Days to Pay. This detailed version shows invoices, the invoice dates, due dates, and paid date, along
with other information.

Customise Report Memorise Print E-mail ‘v Excel = Hide Header Refresh
11:08 PM Roving Auto Parts Pro
e Average Days to Pay
All Transactions
Es Type + DueDate <+ Num_« Memo 3 Account + Class * Amount 3 Date + Paid Date  + Avg Days to Pay «
Adwin Ko
» Invoice 30/12/2016 25 1100 - Accounts Rece 373.65 30/11/2018 1311242018 13.00 4
Total Adwin Ko 37365 13.00

Andre Prefontaine
Invoice 301172016 24 1100 - Accounts Rece.. 124.55 30/M1/72016 16122016 16.00
Total Andre Prefontaine 124.55 16.00

Cathy's Classics

Invoice 24/03/2013 r 1100 - Accounts Rece.. 11,750.00  22/02/2013 J0/0%2013 220.00
Invoice 21/08/2013 28 1100 - Accounts Rece.. 11,750.00 2200572013 30/09/2013 131.00
Invoice 2110872013 28 1100 - Accounts Rece.. 11,750.00  22/0872013 30/09/2013 39.00
Invoice 221272013 30 1100 - Accounts Rece.. 11,750.00  22M1/2013 00082013 -53.00
Invoice 24/03/2014 31 1100 - Accounts Rece.. 11,750.00 220272014 311002014 251.00
Invoice 21/08/2014 32 1100 - Accounts Rece.. 11,750.00 22/05/2014 3IMn2014 162.00
Invoice 21/09/2014 33 1100 - Accounts Rece.. 11,750.00 22/08/2014 02014 T0.00
Invoice 22122014 34 1100 - Accounts Rece.. 11,750.00 2211172014 311042014 -22.00
Invoice 24/02/2018 1 1100 - Accounts Rece.. 11,750.00 25/01/2018 07/022016 13.00
Invoice 26/03/2016 e 1100 - Accounts Rece.. 11,750.00 25/02/2016 I10N2016 35.00
Invoice 24/04/2016 3 1100 - Accounts Rece.. 11,750.00  2S/0372016 314032016 6.00
Invoice 25/05/2018 4 1100 - Accounts Rece.. 35250.00 25/04/2018 31072016 §7.00
Invoice 24/06/2016 5 1100 - Accounts Rece.. 28,200.00 25/05/2016 I10TI2016 67.00
Invoice 25/07i2016 [ 1100 - Accounts Rece.. 21,150.00 25/06/2016 314072016 36.00
Invoice 24/08/2018 Fd 1100 - Accounts Rece.. 30,550.00 25/07/2016 31072016 6.00
Invoice 24/09/2016 & 1100 - Accounts Rece.. 11,750.00 25/08/2016 3nTiZ08 -25.00
Invoice 25102016 9 1100 - Accounts Rece.. 44,650.00 25/08/2016 31072016 -58.00
Invoice 242018 10 1100 - Accounts Rece.. 37,600.00 25M0/2018 30/112018 36.00
Invoice 25122018 ! 1100 - Accounts Rece 54,050.00 2511208 18122016 2400
Total Cathy's Classics 392,450.00 5458

Froilan Rosqueta
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SIDE-BY-SIDE COMPARISON REPORTS

As described earlier in the section involving using the Display tab in the Customise Report option, you
may modify reports to show a variety of columns and sub columns for side-by-side comparison purposes.

In addition to these customised reports, which you may memorise, you may run Profit & Loss and
Balance Sheet Comparison reports directly from the Reports > Company & Financial menu. These
reports start with some of the comparison customisations done for you, and then you may continue from
there with your own customisations.

Sampl wto Parts Pro - ( } r Accountant Edition 2016

File Edit View Lists Favourites Accountant Company VAT Customers Suppliers Employees Banking BEGjiicl Window Help

You are using a sample
company file

Create a new company file

My Shortcuts

e Payroll

® My Shortcuts
B View Balances
M Run Favourite Reports

B open Windows

Do More With QuickBooks
&8 Order cheques & supplies
4@ Addmore use

B8 Accept Credit Cards

Report Centre

Wemarised Reports
Cgmmented Reports
Company Snapshot

Process Multiple Reports
QuickBooks Statement Writer

Customers & Receivables
Sales

Jobs, Time & Mileage
Suppliers & Payables
Purchases

Stock

Employees & Payroll
Banking
Accountant & Taxes
Budgets & Forecasts
List

Custom Reports

QuickReport
Transaction History
Transaction Jounal

Profit & Loss Standard
Profit & Loss Detail

Profit & Loss YTD Comparisan
Profit & Loss Prev Year Comparison

Profit & Loss by Job

Profit & Loss by Class

Profit & Loss Unclassified
Income by Customer Summary
Income by Customer Detail
Expenses by Supplier Summary
Expenses by Supplier Detail
Income & Expense Graph

Realised Gains & Losses
Unrealised Gains & Losses

UK Standard Balance Sheet
UK Balance Sheet Detail
UK Balance Sheet Summary
I UK Balance Sheet Prey Year Comparison
Balance Sheet by Class
et Worth Graph

Statement of Cash Flows
Cash Flow Forecast

17:18
24110/205
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FIND

One quick way of finding transactions for which you know very little detail is to use the Find functionand
enter just the field(s) for which you do have information.

Access this feature by selecting Edit > Find or Control+F.

ew Lists Favourites

Use Register Cirl+R

Use Calculator

[ Ena— owr |

Search... F3
Preferences...

Choose either the Simple tab and select a Transaction Type and any combination of details you have for
Customer:Job, date range, document number, and amount, then select Find :

= Find - 0O %
=

Transaction Type e
: I Find |
z S
Customer.Job Reset
Close
Date
B To =] e
Invoice #
Amount

m
~
]
m
=
m
1
g
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Or use the Advanced tab and highlight one or more fields for which you have information (sometimes just
an amount will do; in this case we could have chosen less than or equal to or more than or equal to if
we didn’t know the exact amount) and select Find.

Current Choices
FTER Amount
A FILTER SET TO
Account § O Any 5
Amount 100.00
Amount " = ™ == ) == [100.00
: Posting Status |Either

Currency Close

Foreign Amount

Date Help

v
04M2/2016 CHOQ 1495 Jane Horton |Current
25112016 INV Clement Gro...|Sales
06/11/2016 CHQ 194 Jane Horton |Current
09M10/2016 CHQ 143 Jane Horton |Current
11/09/2016 CHQ 192 Jane Horton |Current
14/08/2016 CHQ 191 Jane Horton |Current
1710712016 CHQ 190 Jane Horton |Current
19/06/2016 CHQ 189 Jane Horton |Current -100.00 MNumber of
221052016 |CHQ 188 Jane Horton |Current Aoapel| MEESX
v

In either case, the list of transactions that match the Find criteria are listed in the lower part of the Find
screen. At that point, select Go To to open the selected transaction (or double-click on that transactionin
the list), or Report to see a report of these matching transactions (from which you may QuickZoom to
individual transactions) or Export to export the list to Excel (see more on Excel reporting below).
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QUICKBOOKS SEARCH

There are times when an accounting professional is not familiar with the transactions or precise names
(such as those of customers, suppliers, and items) in a client’s QuickBooks company file. The
QuickBooks Search function will help locate any transaction or list name that matches the amount ortext
you enter.

Access QuickBooks Search by selecting Edit > Search or by selecting F3.

View Lists Favourites

Jse Register Cirl+R

se Calculator

Find... Ctrl+F

Freferences..

In the screen capture below, the accounting professional was looking for the name “Tom.” She entered
the name in the text field at the top and clicked the magnifying glass icon. Had she known an amount, she
could have entered it in the amount field (and chosen Exactly or Greater than or Less than) and/or a
date range in the date fields.
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The results are grouped by transactions and the various lists. Click on the Suppliers listing, which
indicates three matches...

All Results (125) %I?;‘EIE:TEGEJ;;-::ETZEI;JSIJU& For GEP 470.00
» Transactions (30) Address:
Customers Tom Hurlbutt Unit 53 Estate Ruddington Lane Wilford Notti...  |F
Suppliers (3}
Accounts (13)
¥ Ttems (32)
Employees B
» Others (27) %-i?e:TSEI.;;_anZEIrgbUﬁ For GEP 470.00

Address:
Tom Hurlbutt Unit 53 Estate Ruddington Lane Wilford Notti...

Amount
Exactly vl
enter amount Go 289 To Tom Hurlbutt For GEP 470.00
Date: 25/10/2016
Date Range Address:
Erom Tom Hurlbutt Unit 53 Estate Ruddington Lane Wilford Notti...
Select a date -]
To
Salect a date [::::] 288 To Tom Hurlbutt For GBP 470.00
Date: 25/09/2016
Address:
Last Update: Tom Hurlbutt Unit 53 Estate Ruddington Lane Wilford Notti...

18/01/2013 11:29 AM
Update search information

287 To Tom Hurlbutt For GEP 470.00

Date: 25/08/2016

Address;

Tom Hurlbutt Unit 53 Estate Ruddington Lane Wilford Notti...
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....and the three suppliers appear in the right-hand pane. Note that the name “Tom” does notnecessarily
appear in the names of two of the suppliers. However, the string of letters “Tom” may appear elsewhere
in the details of those suppliers and not appear in this Search pane.

Show Results From:

All Results {125)

» Transactions (20)
Customers
Accoun

» Ttems (32)
Employees

» Others (27)

Amount

Supplier

Tom Hurlbutt From Tom Hurlbutt
Phone: 0112 440 4254
Address: Tom Hurlbutt Unit 53 Estate Ruddington Lane Wilford

HMRC VAT
Phone
Address:

Exactly

HM Revenue & Customs

NCEr amount

=

Date Range
From

| Select a date

To

| Select a date

Last Update:
18/01/2013 11:29 AM
Update search information

Phone

Go Address: HM Revenue & Customs
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Hovering the mouse over the first name in the list makes some “clickable” icons appear, enabling the user
to open or edit the entry associated with the selected name on the list (in this case, a supplier) or enter a
transactions (in this case, a hill). The icons that appear vary by the type of result that is showing in the
right-hand pane.

Search

Show Results From: Supplier
Tom Hurlbutt From To ributt
All Results (123) R e

¥ Transactions (50) Tom Hurlbutt Unit 53 Estate Ruddington Lane Wilford

Customers
Suppliers (3) Q Open o Edit = Enter Bil@
Accounts (13)

¥ Jtems (32)
Employees HMRC VAT
» Others (27)

Amount

Exactly -
HM Revenue & Customs

enter amount Go HM Revenue & Customs

Date Range
From

Select a date Ba

To

Select a date Ha

Last Update:
18/01/2013 12:07 PM
Update search information

The Search function does not yield a report, but it does produce a wide array of results. This isquite
useful if the “searcher” does not have that much information on which to base a search.
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Preferences to Make Reporting more Useful

PREFERENCES TO MAKE REPORTING MORE USEFUL

PREFERENCES RE REFRESHING DATA

When a report or graph has been built and is open in QuickBooks while new transactions are being
entered, the information in that report may change, depending on what those new transactions are.

If the new transactions would change the information in a report that is currently open, each usershould
determine whether the report should automatically refresh with the new data. If open reports are set to
refresh themselves always with new data, QuickBooks performance speed could be hampered.

Therefore, each user should control whether they want QuickBooks to prompt them to refresh reportor
graphs with new data, refresh automatically (which takes up the most resources), or not refresh atall.

To change the settings for refreshing reports and graphs, select Edit > Preferences > Reports &
Graphs > My Preferences and select the radio button next to one of the following:

e Prompt me to refresh

e Refresh automatically

e Don't refresh

and then select OK.

Preferences

»

Company Preferences

My Preferences

[E Accounting
@ Banking Cancel
% s Prompt me to modify report options befare opening a report

Hel
m Calendar EPORTS AND GRAPHS GRAPHS ONLY 2
" Desktop View \When a report or a graph needs to be Draw graphs in 20 (faster) Default
Finance Charge refreshed: Use patterns
Lj Gencral 1 Prompt me to refresh Also See:
zﬁ Integrated Applications ® Refresh gutomatically General
" ' Dontrefresh
Eia ftems & Stock
D. Jobs & Estimates Click Help for information about
.

refreshing a large report.

% Multiple Currencies

% Payments

Ef Payroll & Employees
‘ ' Reports & Graphs
m Sales & Customers

ﬂ Search
E Send Forms

% Service Connection

E Speling

i:,' Time & Expenses
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PROMPT TO MODIFY REPORT OPTIONS BEFORE OPENING A REPORT

In certain company data files, running reports which require calculations by sifting through a lot of data can take some time, and so running a time-
consuming report you intend to modify and refresh ultimately anyway can be quite frustrating.

However, there is a preference which can be set so that any time a report is run, it first presents the user with a modification screen so that no time is
wasted running the report with the wrong settings when itfirst appears.

This is a user-by-user preference, as different users may wish to handle the initial appearance ofreports differently.

Access this preference by selecting Edit > Preferences > Reports & Graphs > My Preferences and check the box next to Prompt me to modify
report options before opening areport.

Preferences

B® Accountng A My Preferences Company Preferences m
@ Banking - : Cancel
% Bils t +| Prompt me to modify report options befare opening a report )
Hel

E Calendar REPORTS AND GRAPHS GRAPHS ONLY E
E@ Desktop View When a report or a graph needs to be Diraw graphs in 20 (faster) Default
Finance Charge refreshed: Use patterns
L:| Cerral " Prompt me to refresh Also See:

o= i
ﬁ Integrated Applications B Redesh auiomatically

-~ General
B fems BSick Daon'trefresh

Jobs & Estimates Click Help for information about

refreshing alarge report.
Muttiple Currencies

Payments

g g wE

Payroll & Employees

Reminders.

ales & Customers.

ﬁ Search

a Send Forms

% Service Connection
E Speling

i,:,' Time & Expenses
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EXCEL INTEGRATION

Any report in QuickBooks may be exported to Excel, and this can be very useful for performing extra
formatting and calculations that cannot be done within QuickBooks. A big advantage of Excel Integration
is that in QuickBooks 2012 and later, the work you do in Excel after importing is “remembered” between
QuickBooks and Excel! This means that you can export once, make your changes, and then refresh the
data each month without having to make the formatting changes in Excel each time. See the section
below entitled “One click refresh / update of Excel integration.”

Access this feature with the desired report open by selecting the Excel button at the top of the report.
Then choose whether to Create New Worksheet or Update Existing Worksheet.

Sample Mont ‘remier Repair Shop - QuickBoc Premier Accountant Edition 2016 - [Adjusted Trial Balance]

mpany VAT Customers Suppliers Employees Banking Reports Window Help
port Comment on Report Memgrise Print E-mail ¥| Excel = Hide Header Collapse Refresh
ancial Year ~ From 01012022 [ To 31M12/2022
Update Existing Worksheet
Monty's Premier Repair snop
Adjusted Trial Balance
January through December 2022
Unadjusted Balance Adjustments Adjusted Balance
Debit Credit Debit Credit Debit Credit

Fixed Assets:0ffice Equipment 3,200.00 3,200.00
Accounts Payable 15,663.27 15663.27
Visa 12,679.39 12679.39
Shareholder Loan 25,000.00 25,000.00
Payroll Liabilities 87,597 .54 87,597.54
VAT Liability 74,008.28 74,008.28
Retained Earnings 237,796.45 237 796.45
Sales 502,500.94 502,500.94
Services Income 3472470 3478470
Parts and Materials §8,161.72 3,200.00 71,361.72
Bank Service Charges 78.00 78.00
Charitable Donations 1,500.00 1,500.00
Dues and Subscriptions 2,666.43 2,666.43
Insurance Expense:General Liability Insura... 3,300.00 1,300.00 4 500.00
Printing and Reproduction 663.84 663.84
Professional Fees 1,800.00 1,800.00
Rent and Rates 20,400.00 20,400.00
Repairs and Maintenance 4,800.00 4 800.00
Staff Training 650.00 650.00
Telephone 3,240.00 3,240.00
Utilities 3,574.44 3,574.44
Finance Charge Income 956.57 956.57

TOTAL b 753,190.79 4 753,190.79 4,500.00 4,500.00 754,490.79 754,490.79
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Send Report to Excel

/’MDU LD ¥l LIKE TO DO WITH THIS REFORT?

* iCrelte new worksheet

& in new workbook
I in existing workbook
Update an existing worksheet How it works

Replace an existing worksheet

Create a comma separated values (Lcsv) file

C Advanced... )

Cancel Help

:

As with saving a report to PDF, the advantage of doing this (as opposed to printing or using the e-mail
function previously mentioned) is that the report may be saved anywhere on the computer or network that
you choose and you may name the report something unique and meaningful (e.g.
“AdjTrialBalNov2015SavedDec122015.xIsx”).

There are several options when selecting the Excel button at the top of a report:

e Create a new worksheet in a new workbook

e Create a new worksheet in an existing workbook

e Update an existing worksheet (one-click refresh — see next section for details)

e Save as a *.csv file (which is useful in case Excel is not installed on the system)
e Advanced options (by selecting the Advanced button) thatinclude:

Auto Outline (allows for collapsing or expanding) — extremely useful
Auto Filtering (allows for custom data filtering) — extremely useful
Report header to show on the screen or just on the printed report
Repeat row labels on each page

O O O ©°o
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Advanced Excel Options

QuickBooks Options:
Keep the following format options from CluickBooks:

+| Space between columns

«| Colours +| Row height
Excel Options:
Turn on the following Excel features:
+| AutoFit (set column width to display all data)
+ Freeze panes (keep headers and labels visible)

+ Show Gridlines

Auto Qutline (allows collapsing / expanding)

Auto Filtering (allows custom data filtering)

I+ Include CQuickBooks Export Guide worksheet with helpful advice

+| Create backup worksheet during update

Printing options:
Show report header:
® On printed report only
1 On printed report and screen
+ Repeat row labels on each page

NOTE: If you select How it works in the Send Report to Excel window, there is a description ofwhich
formatting changes are preserved when updating a QuickBooks report in Excel.

Howr it Works

If youwe already changed a QuickBooks report in Excel such as adding formulas or changing
formatting, QuickBooks can update that report and keep most of your changes, including:

- Formatted fonts {in row and column headers only)
- Mew farmulas

- Renamed column and row headers

- Renamed report titles

- Resized columns

- Inserted columns and rows

- Inserted text (when entered as a formula)

How to update from within Excel @
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ONE-CLICK REFRESH/UPDATE OF EXCEL INTEGRATION

As mentioned above in the section on Excel Integration, any QuickBooks report may be exported to
Excel. Many users make a series of specific formatting changes once the Excel export has taken place,
such as changing column and row sizes, renaming report headers and column and row headers, and
inserting rows and formulas. All these desired formatting changes would have to be repeated any timethe
same report in QuickBooks was exported to Excel with refreshed data.

With the one-click refresh feature, however, the tedious task of repeating the formatting changes every
time the same report is exported to Excel is unnecessary.

When a new, refreshed version of a report (that was already exported, formatted and saved in Excel)is
run in QuickBooks, access this feature by selecting the Excel button at the top of the desired report in
QuickBooks, and then choose Update Existing Worksheet.

Adjusted Trial Balance

Customise Report Memorise Print = E-mail - Hide Header | Collapse Refresh
Dates  LastMonth ~ | From |01/11i2¢_ Create New Worksheet Default B
3 E  Update Existing Worksheet a =

12:20 PM Monty's International Repair Snop ¥

A Adjusted Trial Balance

Accrual Basis November 2016

Unadjusted Balance Adjustments Adjusted Balance
@ Debit 3 Credit =+ Debit < Credit +« Debit + Credit =«

Current P 106,529.11 4 106,529.11 ~
Euro Currency Bank 75,.376.00 75,.376.00
US Dollar Bank 45,000.00 45 000.00
Accounts Receivable 23345885 23345885
Accounts Receivable - EUR 2071865 207165
Undeposited Funds 54,050.00 54,050.00
Work In Progress 0.00 0.00
Accounts Payable 5.210.64 5.210.64
Acconnte Dovabla AL £ AT0 a7 £ A0 87

Alternately, there is another way to update an existing worksheet with refreshed QuickBooks data, but
this time from Excel as opposed to from QuickBooks. In Excel, click the QuickBooks tab and select
Update Report.

= BookZ - Excel T EH - O %
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT QuickBooks Rosalyn Hodgson -
Update
Report
QuickBooks -~
Al | o ‘fl Monty's Premier Repair Shop |
A B e D E F| G H ! J K L M N o] p a R -
1 |Ml_lmty's Premier Repair Shop 4:42 PM
- - r
2 |Adjusted Trial Balance 31222
3 |January through December 2022 Accrual Basis
4 Unadjusted Balance Adjustments Adjusted Balance
] Debit Credit Debit Credit Debit Credit
6 Current 22220.55 22,220.55
T Accounts Receivable 319,986.54 319,986.54
QuickBooks Export Tips Sheetl @ L] v
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NOTE: The first time you update a report from Excel, QuickBooks must be open. This is important
because QuickBooks automatically updates your integrated applications preference. Basically, it tells
QuickBooks that Excel has permission to access your data. After that, you can update reports from
Excel even if QuickBooks is closed.

NOTE: In the Advanced tab available when sending reports to Excel, is the option to Include
QuickBooks Worksheet with helpful advice.

This will create an Excel tab named QuickBooks Export Tips. This gives a helpful graphic
explanations of the formatting options and restrictions affected in the exporting of reports to
Excel.

A B C [u] E F G

| Tips for updating QuickBooks reports in Excel

3 You can export a report, change certain formatting or add new formulas, and then update it with new QuickBooks data.
4
5
& . .
2 QuickBooks will update and keep these changes: Wi cnlE = 9 = = - -
2 1 0 My Company P&L
2 0 Renamed report titles 7 Profit & Loss
b= ) Font, Fill, and Number formatting F July through August 2012
1 {in row & column headers only) 4 9 T2 Aug 18 TOTAL
12 O Resized columns L] Income Expense
[ MOREY IN [aka Incoma)
13 0 Renamed column & row headers 7 100 - Consirsction Income
4 9 Inserted rows & columns [ ] #0110 - Dessgn income: a0 380080 Efdand
L You must enter text or a formula in the row to presemve it B 44t - Lows Dincomnts given LI T S
1© 10 Total 4090 - Construction Income 1SN ATHES AWEE
0 New Excel formulas = 44600 - Beiembarserment Income
i The updated report must contain the row associoted with your formula 12 H520 - Prremi Beimbursement Income 000 48TE0  4ET.00
L ) Inserted text 13 Total 40500 - Reimbur aerment income 000 48700 48700
19 . s A
20 Make your new text always appear next to a particular row by entering L ncome ML 2088 4800485
the text gs a formula (e.g. ="inserted text”) = [Lakerinacens ens Deign isama 0 148402 IETEG 215WT1 Labor DIl 0
2 e text 0s g ula (e.g. ="inserted text”) B . ot o
22
23
24
25
28 QuickBooks will NOT - Font formatting in non-header cells* - Renamed date columns - Inserted columng in - User-defined formulas may not be
il support these changes: - Inserted rows that are left empty - Deleted columns between QuickBooks supported in collapsed reports when
zg - Moved data cells - Sorted columng row headers updated to the same excel sheet
a0
| QuickBooks Export Tips | Sheeti ® P[4
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QuICKBOOKS STATEMENT WRITER

Accounting professionals wishing to produce professionally formatted financial statements and supporting
documents will want to make use of the QuickBooks Statement Writer, available for free and only in
QuickBooks Accountant.

With this tool, you can create professional-looking financial statements in accordance with Generally
Accepted Accounting Principles for those clients who use QuickBooks. It includes a selection of
preformatted Balance Sheets, Income Statements, Statements of Cash Flows, and Statements of
Retained Earnings. It also comes with some preformatted title pages, and accountants’ reports, auditors’
reports, review reports and audit reports.

Access this feature by selecting Accountant > QuickBooks Statement Writer.

QuickBooks: Premier Accountant Edition 2016

dng QEEEGEl Window Help

Report Centre

Memaorised Reports
Commented Reports
Company Snapshot

Process Mulliple Reports
QuickBooks Statement Writer

Company & Einancial
WAT

Customers & Receivables
Sales

Jobs, Time & Mileage
Suppliers & Payables
Employees & Payroll
Banking
Accountant & Taxes
Budgets & Forecasts
List

3
3
3
4
4
3
3
4
3
3
3

Custom Reports

-

Transaction History
Transaction Journal
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Ww_ﬁ&e_uuﬁ&____“
|

Statement Writer Halp Cantre =

Prepare professional financial reports quickly and easily...

F Preferences & Formats
St global preferences for your reponts I

I—Jr‘;. Dresign New
Design a new financial repodt

| & Open Report b

Open an existing financial report

| |E} Copy From
Create new financial repot from exsting
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There are over 35 pre-set templates for financial statements and supporting documents, butaccounting
professionals may create their own templates.

- <
QSW Report Designer — [E=NEER

1 - Report Content 2 - Columns 3 - Rows/Accounts 4 - Headers & Formatting 5 - Review & Finish
e
1 - Design Report Content, Date Range, Name
Create your report layout with the  Select report date and basis, add statements and documents, & provide a report name.
Designer.
Calactad Perind: Erom: .1 Y
| - Adjust in Excel Report Datg:  Last Month v 01/12/2012 ~ 31/12/2012 ~ @ Accrual (@) Cash
. . * Balance Shests are based on the To date only. [
From Preview & Finish, select

"Create Report” to launch
Statement Writer in Excel.

St and D« T Financial Report Contents

[=| Balance Sheets

1] selected Year

Selected Year Two Column

Selected and Prior Year

Selected and Prior Year with Variance
Selected and Prior Year with Variance and %
Selected Year with % !
Selected and Prior Year with %

me Statements

Selected Period

I Selected Period with 36 )

Selected and Prior Period

Selected and Prior Period with %

Selected and Prior Period with Variance and %

Selected Period and Year-to-Date

»

%nmme Statement : Selected Period with %

m

el

m
g

|

TEEE

=
Selected Period and Year-to-Date with %
Il | Four Quarters of Finandial Year -
0| 1 ] 3
I show: [AII statements and documents V]
|
~

Report Name:
U

Save Location:  CiUsers\Esther\Documents\Intuit\Statement Writer \Monty's International Repair Shop Change

Need Help? MNext>: Cancel !l

— — =
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r QSW Report Designer L—— - e @E‘g

1 - Report Content 2 - Columns 3 - Rows/Accounts 4 - Headers & Formatting 5 - Review & Finish

g

1 - Design Report Content, Date Range, Name

Create your report layout with the  Select report date and basis, add statements and documents, & provide a report name.
Designer.

Selected Perind: From: To: Basis:

Report Date: LastMonth v 01/12/2012 ¥ 31f12/2012 @ Accrual () Cash
* Balance Shests are based on the To date only.

2 - Adjust in Excel

From Preview & Finish, select
"Create Report”to launch
Statement Writer in Excel.

St and D T L Financial Report Contents

-E| Selected and Prior Period with Selected and Prior Year a1 = T Income Statement : Selected Period with %
[=] Cash Flow Statements | Other Documents : Cover Page

1] selected Period 1

-El Selected and Prior Period

-E| Selected Period and Year-to-Date
[=] Budget to Actual Statements

-El Selected Period

-E| Most Recent Four Quarters of Selected P

-E| Most Recent Twelve Months of Selegill Period
[=] Retained Earning Statements

-E| Selected Period - Detailed

-E| Selected Period - Simpli

EJ Supporting Docul
Tzl Contents W
-i-;l Company Information

-i';l Auditor's Report -
a i r

m

sl
i |
o

show: [AI\ 1ts and documents. V]

Report Name:

Save Location: C:\Users\Esther\Documents\Intuit\Statement Writer\Monty's International Repair Shop Change

Need Help? Nextzz Cancel

=
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After choosing or creating and editing a template, an Excel-like window opens with the data populated for
the chosen template from the QuickBooks company file.

1 - Report Content 2 - Columns 3 - Rows/Accounts 4 - Headers & Formatting 5 - Review & Finish

[l Reﬁesh BMDVE Left EMDVE Right I_E,_Insert Column ~ e Delete Column Column Header... 4 Column Dates... More *
Drag/Drop Columns Customize Columns

Insert, move, and delete columns. Customize column header and dates.

Drag to Insert Columns

2l stank IncomeStatement... | Cover Letter

E Account Numbers A B [EE | B
'Dec 31, 2016 %
E’Eg QuickBooks Data b1 L
2 | Revenue
Eu Variance
3 Sales 52488627  (B3/Current...

% Variance wf %

m

@5 5 of the Whole 4 Sales Discounts 0.00 (B4/Current...

% Summary Total 5 Services Income 3455679  (BS/Current...

Eﬂ; Grand Total ~ )
6 Uncategorized Income 0.00 (B&/Current... —
8 Total Revenue SUM(B3:B6),... (B&/Current...

11 | Cost of Goods Sold

i1 Cost of Goods Sold 46199.91  (B11/Curren...

12 Parts and Materials 71361.72 (B12ZiCurren...

13

iq kel 2 SUM{B11:B12... (Bi4/Curren...

Sold

15

16 Gross Profit (B5-B14),2)... (BA6/Curren...

17

1% | Operating Expenses =
Need Help? <<Previous ‘ ’ Next: = ] I Cancel

The accounting professional may insert rows (for subtotals, grouped accounts, and blank rows for
spacing), columns (to show prior year balances, and to calculate variances, ratios and percentages),
combine fields, rename accounts, make formatting changes, determine rounding, and much more.
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This can all be done in a familiar Excel-like interface.

These edits can be changed and applied to refreshed data.

1 - Report Content 2 - Columns 3 - Rows/Accounts 4 - Headers & Formatting 5 - Review & Finish

7~ | @ Refresh | [i/Move Up [ Move Down | % InsertRow ~ 8 Delete Row | @] Combine Accounts ‘£ Separate Accounts

Drag/Drop Rows & Accounts  Customize Rows and Accounts
Insert, move, and delete rows. Combine and separate accounts. Edit formulas for total rows.
Drag to Insert Rows

%« Blank/Custom IncomeStatement.. | Cover Letter
E Primary Caption A |8 e Io] &
Ei| secondary Caption 23 | Charitable Donations 1500.00  (B23/Curren...
EZ column Heading [ Cooptos e ket 11943.48  (B24/Curren...
Expenses
5 |Account
E Total 25 Depreciation Expense 0.00 (B25/Curren...
E Total 3 26 Dues and Subscriptions 2666.43  (B26/Curren...
E | Total2 — ~
27 Insurance Expense 4151.06 (B27/Curren
E| Total1 5
Drag to Assign Accounts - Monty's 28 Interest Expense 0.00 (B28/Curren...
International Repair Shop
29 Meals and Entertainment 0.00 (B29/Curren...
3010  Capital Stock = =
3020 Dividends Paid 30 M 000 (R3NICyrren... ‘— Right-clicked on
Insert Row ’ these rows
3200 Retained Earnings = » 31 | Office Expl i yren... *"
i I Delete Row | 4
Share Capital Account 32 Payroll Ex; rren...
4660 Sales f-= Combine Selected Accounts j
33 Postage an = - Ien...
4830 Sales Discounts = Eg Separatifccounts
4870  Services Income 34 Printing ani Rename Account men...
4990 Uncategorized Income 35 | Rentand Rates 20400.00  (B3S/Curren...
50007 Gost af, Goods: Sk 36 Repairs and Maintenance 4800.00 (B36/Curren...
5280 Parts and Materials
37 Staff Training B650.00 (B37/Curren
Professional F
i e 38 Taxes 0.00 (B38/Curren... o
Professional Fees:A...
Professional Fees:L... =
Show: Meed Help? < <Previous ‘ I Nextz> l I Cancel
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IncomeStatement... | Cover I.el:ter|
A E lc D | 1
33 Eu5|r!e55 Licenses and 0.00 (B22ACurren...
Permits
23 Charitable Donations 1500.00 (B23/Curren...
E2 B CompuEr and Intemet 1184348  (B24/Curren...
Expenses
25 Depreciation Expense 0.00 (B25/Curren...
26 Dues and Subscriptions 2666 43  (B26/Curren... s
b
27 Inzurance Expensze 4151.06 (B2FI/Curren...
28 Interest Expense 0.00 (B23/Curren... =
29 lealz and Entertainment 0.00 (B2%Curren... . . .
= Combined two accounts in this row;
» 30 | Miscellaneous &penbM may rename this row as well
h L 4
31 Payroll Expenzes 0.00 (B31/Curren...
32 Postage and Delivery 0.00 (B32/Curren...
33 Printing and Reproduction 88384 (B33/Curren...
34 Rent and Rates 20400.00 (B34/Curren...
35 Repairs and Maintenance 430000 (B3S/Curren...
36 Staff Training 65000 (Ba&/Curren...
37 Taxes 0.00 (B37/Curren... i
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The accountant’s information and company information can be inserted, along with footers, page
numbers and other edits well beyond the capabilities of QuickBooks reporting. When initially opening up
the QuickBooks Statement Writer, the Preferences & Formats button should be selected to enter the
accountant’s information.

QuickBooks Statement Wiriter Preferences ===
‘General Preferences .
@ Your Details
‘Your Details

Enter your information to appear in documents

Formatting
Firm Name:

Styles Name: Initials:

Address:
Resources

City: County:
Postcode

Phane: Fax:
Email:
Website:

Employers PAYE Reference:

oK H i H Apply

The statements as they appear in the Excel-like interface can be tweaked using “drag/drop” functions as
seen in the screen capture below:

Al
n Hame | et Pagelmput  Formutas  Data
= ; =1
{ & ot asial E N a W oamgl @ Sewapter General 5] _} 5 Eﬁ
p‘—' 22 Copy - : == = A . @ Fil - e
e B s - =] e A = 1 59 - o, -3 20| Can. sl Cell | Biest Delete Format 3 ind &
o Vormat panter ¥ A- EZE e q-w e W Formatting - a4 Tabde = Styles= |+ - - (2 Clear - Setect+
| Cliphaard Fant T 7Y n biumbes Siuins. ol Editing J
oo 1) Edit Statement Hesder and Footer : -
DragBrap Firlds Edit Statement Header & Footer | &= IE
3 Drag the fickds to the desined location with the Header and Fooler arees,  Click in a headerflooter arca Lo | « | Document Acticns i
|7 Aevenue Dragta Insert HesderFooter Fields customaze further. You may also type n the text directly. Report = EdiL - Took = ¢
: S , Tetum " n " tab. 8
e Comuary Name Note: To format the text, return to the Designer and select the "Headers & Formatting” tab @ H&- |
I"n o Startement Type Stalement Hisider | | Class Filler: AsLmssesy =
55 Siaiiu iiing Bt |Monty's International Repair S1 Inkis Filter: A 305 [0 =
BE|  TouiCost oo e i 'STATEMENT OF INCOME | v Zero-Balance)
12 — Statement Duration Menth Ended Dec 31, 2012 and 2011 |
W Gross Profit
) Cale Prepared
| 18 Operating Expenf) Cokumn Ending Date
a : -
7| [ Cokumt Star g Disle: i '
] Cobemn Durason | Actions:
4 Operating Ing Basis Statement Footer )
a7 = i Arcouninnts Compinton Regart Page 1 @) Refresh fram QuickBack
:i ether incomy e T Folit HeaderjFaoter
54 Total Other inl) ] Delete Satemen
:i. Uther Lxpenses I'—
E | | Ll
55 Tolal Gther By =1 ]ﬂmm ¥
80 [
81 Income (Lus L o mm.mhmu‘s ¥
] L o
g1 Ineome Tax Y | & ] =
B3 | - E el Properties ¥
(M4 e M Tncome Statement ¥ 14 Can|
Reay | O 1o (= L (]

The QuickBooks Statement Writer can produce balance sheets in UK format.
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OTHER QUICKBOOKS STATEMENT WRITER FEATURES

Reuse your customised financial statements with the same or multiple different clients

Supporting Document Editor allows you to prepare complete sets of financial statements,
including custom title pages, accountant reports and notes

Quickly refresh statements with QuickBooks data

Export to Excel or save as a PDF for printing or emailing
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