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Lesson Objectives

= Todiscuss some of the tools QuickBooks gives you for analyzing financial data:
QuickReports, preset reports, and graphs

= To create a QuickReport

= Toadd acolumn to areport

= Tolearn how to move a column in areport

= To learn about the types of preset reports QuickBooks offers
= To practice creating reports and viewing them onscreen

= To customize areport by changing how it looks and the data it covers (filtering)
= Tolearn how to process reportsin batches

» To savereports as Portable Document Format (PDF) files

= Tolearn how to export areport to Microsoft Excel

= To practicefiltering reports in Microsoft Excel

= To learn about the types of graphs QuickBooks offers

= To create and customize severa graphs

Notes
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Creating QuickReports

One of the fastest ways to see areport on your QuickBooks dataisto create a
QuickReport. QuickReports are predesigned reports that give you information about the
items you’re currently viewing on screen. Whenever you have alist, aregister, or aform
displayed, you can click a button to have QuickBooks create a QuickReport.

To see what you owe a vendor:

1. Click Vendor Center on theicon bar.

® Vendor Center: Bank of Anycity (All Transactions)

{7 New Yendor...x Mew Transactions v (= Print+ [ Excelr 2 wWord~

3
F— Reports urthisvendor 1B

Yendors Transactions

iew Vendzr Nare Bank of Anycity Contact Lisa Holzhauser OuickReport
Wendar Type Phons 415-555-9135 Open Balance
Company Mame Bank of Anycity Alt Phone
Address Bank of Anytity Fax 415-555-9153
Lisa Holzhauser

~ @samplena...

2 1935 Main Strest Emsil - ah@zamoleng
Bayshore Calol Service 8 Middiefield, CA 94452 Account Number
Bayshore Water Terms
.1, Electric Map | Directions Gilling Rate Level

# QuickBocks Checks &

Cal Gas & Electric Hotes 524 Supplies: Learn more =

Cal Telephane

Cal0l Company

Show |All Transa... w | Fiter By |Al v | Date [This Fiscal... v | 10/01/2015 - 03{30j2016
City of Bayshore

T i Date = bl it A it
ity of East Bayshore L um ate coount =R

‘Chetk 297 11/28/2015 Checking -ssu‘null
City of Middlefield

Check 299 11222015 Checking 244,13
Custam Kitchens of Baysh...

Check 298 10f28/2015 Checking 550,00
Daigle Lighting 0.00

Check 298 10§22{2015 Checking 244,13
Davis Business Associates 0.00
East Bayshare Auto Mall 0.00
East Bayshare Tool & Supply 0.00
Employment Development... 0.00
Express Delivery Service 0.00
Fay, Maureen Lynn, CPA 0.00
Funds Transfer 0.00
Gallion Masonry 0.00
Great Statewide Bank. 0.00

&3

2. Select Patton Hardwar e Supplies.
In the Reports for this Vendor section, click the QuickReport link.
4. Leavethe report open; you will useit in the next exercise.

Tl Vendor QuickReport

Modify Report Print,.. | E-maj v || Export... Hide: Header Refresh
Dates | ~ | From | 12/01/2015 [8] To [12115/2015 [E)] 5ort By [Default v
CETGL] Rock Castle Construction
12nsns Vendor QuickReport
December 1 - 15, 2015
@ Type © Date < Num_ < Memo @ Account eClr o Split o Debit © Credit @
Patton Hardware Supplies
» =} 120272015 Accourts Payable -SPLIT- 1369500 4
ftem Receipt 120572015 Receivedite.. Accourts Payable -SPLIT- 3499.20
Bill Pt -Check 12/05/2015 274 RC a3 Checking Accounts Pa 5,325.00
Check 121072015 278 Checking Job Materials 187.58
Bill 12M2/2015 Accourts Payable Tools and ha, &10.00

Notes
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Zooming in on a QuickReport

All QuickReports contain a summary of individual transactions. To help you better

understand the information presented in reports, QuickBooks lets you trace report data to the

individual transaction level using QuickZoom.

When you position the mouse pointer over a number in areport and you see the QuickZoom
symbol (amagnifying glasswith aZ in it), you can double-click the number to display the

original transaction in QuickBooks.

To see moredetail about an item:

1. Position the mouse pointer over the item receipt dated 12/05/2015.

B Create Item Receipts
L Brevious
il

[ pext E Save %}‘Find Eth Histary =] Journal @ Attach

[ Eill Received

(P atton Hardware Supplies| v Date 12{0512015 .
Item Ref. lo,
.

Recelpt Total 3,459.20
Memo  Received items (bill to Follow)
Expenses 0,00 |-Items $3,459.20

Ikem Descripkion by | Cosk Arnounk Custamer:Job E.. PO Mo

Cabinets:Ca... [Cabinet Pulls 50 1.75 §7.50 34 ~
Cabinets:Lig... |Light pine kitchen 2|1,500.00 [ 3,000,00 34

cabinet wall unit

#CLD- 1235-p
Hardware:D.,, |Doorknobs Part # 6 27.00 162,00 34

Dk 3704
Hardware;Lk. .. [Locking interior & 34,95 209,70 34

doorknobs Part # v
[ selectPo | [ clear gtys | [ Showpo |
T e

Patton Hardware Supplies
Y

Edit Yendor
Summary
Phone 415-555-1370
Open balance 12,964.20
POs to be received o
Recent Transactions QuickReport
12/12{15 Bill 510,00
12/10{15 Check 197.59
120515 Bill Pt -Check 5,325.00
120515 Item Recsipt 3,459,20
12f02/15 Bill 13,695.00
Notes dit

2. Double-click the item receipt.

3. Click Save & Closeto close the window.

Notes
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Customizing QuickReports

Each QuickReport window has a buttonbar at the top of the report for customizing report
content and layout.

[ Modify Repart. .. ]_[ Memotize. .. ][ Print. .. ][ E-mail » ][ Export... ]_[ Hide Header ]_[ Refresh ]

Dates | This Month-to-date | From [ 12/01j2015 [@] To 121152015 [E] sart By |Default v

Toadd a column to areport:

1. Inthe QuickReport window, click M odify Report

Modify Report: Vendor QuickReport

Display i Eilters i| HeaderFooker i| Fonts & Mumbers |

Report Date Range

Dates This Morth-to-date

From |1z/01f2015 [E] To [1211502015 [E]

From the firsk day of the current month through today

Colurnns

o (left marging
Trans #
SType = @ ascendingorder 24
Entered/Last Modified sortin () Descending order 34
Last modified by =
Date
Mum
adj
P.O#
Mame
Source Marne
Mame Address

Mame Streetl
Mame Street? Puk & check mark next ko each column

; that you want ko appear in the report,

[ Ok, J [ Cancel ] [ Help ]

Sort by |DeFauIt “ |

>

2. Inthe Columnslist, select Trans #.

Notes

3. Click OK to accept the change.
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Kl Vendor QuickReport =
Modify Report. .. Memorize... || Print... [ E-mail = || Expart... Hide Header Refresh
Dates | This Month-to-date | From [12/01/2015 [B] To [12/15/2015 [E] 5ot By | DeFault v
Z:a1em Rock Castle Construction
T2HbAs Vendor QuickReport
December 1 - 15, 2015
+ Trans # « Type ° Date + Num_ + Memao ° Account +CIr + Split ¢ Debit k3 Credit @
Patton Hardware Supplies
13 Bil 12022015 Accounts Payahle -SPLIT- 13,685.00
» 266 Hem Receipt 120052015 Received ite...  Accourts Payable -SPLIT- 345920 4
E17  Bill Pt -Check 1200572015 274 RC 93 Checking Accourts Pa 5,325.00
268 Check 12M 02015 279 Checking Job Materials 18759
230 Bl 12M 22015 Accounts Payable Tools and Ma... #1000

Notice that the item receipt from Patton Hardware Suppliesis now listed as
Transaction #266.

Notes
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Customizing QuickReports

Tomoveareport column:

1. Position your mouse pointer over the Trans # column that you added to the
QuickReport.

2. Hold down the left mouse button and drag the Trans # column to the right until you
see an arrow between the Date Column and the Num column.

3. Reease the mouse button.

QuickBooks places the Trans # column between the Date column and the
Num column.

Bl Vendor QuickReport

Madify Repatt. .. Mematize... || Print... || E-mail » | Export... Hide Header Refresh
Dates | This Manth-to-date ~ | From [12/01j2015 [E]] To |12/15i2015 (] Sort By [Default v
ZA1EM Rock Castle Construction
121818 Vendor QuickReport
December 1 - 15, 2015
@ Type L3 Date +Trans # + Hum + Memo o Account +CIr + Split L3 Debit + Credit +
Patton Hardware Supplies
Bil 12022015 B13 Accounts Payable -SPLIT- 13,685.00
» ftem Receipt 12052015 266 Received te...  Accounts Payable -SPLIT- 3459.20 4
Bill Prmit -Check 12052015 617 274 RC 83 Checking Accounts Pa. 5325.00
Check 121n02015 268 279 Checking Job Materials 19758
Bill 12n2201s 290 Accounts Payable Tools and Ma 810,00

Notes
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Customizing QuickReports

To changeinformation in thereport heading:

1. Inthe QuickReport window, click Modify Report, and then click the Header/Footer
tab.

Modify Report: Vendor QuickReport

| Display || Filters || Header/Footer Fonts & Numbers
Show Header Information Page Lavouk
Company Name | Feock Castle Conskruction | Alignment
Standard v
Report Title |\f'endor QuickReport | |
Subtitle [December 1 - 15, 2015 | Time  Company
= bate Title
[7] Date Prepared | 12/31/01 ~| asis
Time Prepared _tuym

Print header on pages after firsk page

Show Footer Information

Page Mumber |Page 1 w |

507152

Ezxtra Footer Line | | Extra Line Fage

Print Footer on first page

I (o] 4 l ’ Cancel l [ Help ]

On the Header/Footer tab, you can change the company name, report title, subtitle,
and date and time prepared. Y ou can a so specify whether to print the header on all
pages or on just the first page. The Header/Footer tab is the same for all QuickBooks
reports.

2. Inthe Report Title field, highlight the text for “Vendor QuickReport,” and type
Vendor History Report to replace the title.

3. Click OK to close the Modify Report window.

T8 Vendor QuickReport

Modify Report... Memorize. .. E-mail * || Expart... Hide Header Refresh
Datss | This Month-to-date ¥ From 120112015 (W] To |12/15/2015 [ Sort By [DeFault ~|
T3 LEM Rock Castle Construction
12iadtt Vendor History Report
December 1 - 15, 2015
Type s Date oTrans#e Wum o Memo s Account oClrs__ Split  +__ Debit ©__ Credit
Patton Hardware Supplies
Bil 1200272015 613 Accounts Payable SPLIT- 13,595.00
» tem Receipt 120052015 265 Received te. . Accounts Payable -SPLIT- 3459.20 4
Bil Prrt -Check 120572015 B17 274 RCE3 Checking Accourts Pa... 532500
Check 12102015 68 279 Checking Job Materisls 197 .59
Bill 121202015 250 Accourts Payable Tools and Ma... F10.00

4. Close the QuickReport window.
5. Closethe Vendor Center.
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Using the Report Center

A good way to learn about the reports available in QuickBooks—and how to work with
them—is the Report Center, which is available by clicking Report Center on the icon bar.

The Report Center contains a description and example of each QuickBooks report. Y ou can
click theicons at the top right corner of the Report Center to select the display format that
you prefer.

Tolearn more about reports:

1. Click Report Center.
2. Click the Grid view icon.

Standard Memorized Favorites Recent Search

@ Leaming Center (11§ Find More Reports m =

Company & Financial

Company & Financial

Profit & Loss (income statement)

Customers & Receivables
Sales

Jobs, Time & Mileage Profit & Loss Standard Profit & Loss Detail
Vendors 8 Payables —=

Purchases
Invantory
Employees & Payroll
Banking

Accountant & Taxes

Budgets & Forecasts

List

Dates:  This Month-to-date ~
Professional Services HARTS AR

Retai :l & v 0

Nonprofit

Profit & Loss YTD Comparison Profit & Loss Prev Year Comparison

&2 | ‘ Profe b Less rey Year Comparien  Cemoany b man -

[E2

Notes
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3. ClicktheList view icon.

B Report Center
Standard Memorized Favorites Recent | Search }
o Learning Center jjj Find More Reports [Ij] EE
a|
Company & Financial . R =
Company & Financial
Customers & Receivables
Profit & Loss (income statement)
Sales
Jobs, Time & Mileage Profit & Loss Standard How much money did my company make or lose over a spedific
Ll period of time?
Vendors & Payables
P E] oates: ThisMonth-todate ~ 12712015 12/15/2015 B 9
Inventory
‘What are the year-to-date transactions (and totals) for each
Employees & Payroll L.f Profit & Loss Detail income and expense account, so I can determine what
contributed to my company's net profit?
Banking
1
Accountant & Taxes 3 How do my income and expenses for a recent period of time
1 Profit & Loss YTD Comparison compare to the entire fiscal year to data?
Budgets & Forecasts
List A profit s Loss Prev Year Compart Is my company making more money now than for the same
et period a year ago?
Contractor
Mfg & Wholesale 1§ Profit & Loss by Job How much money is my company making or losing on each job?
Professional Services
: How much money did my company make or lose on each
Retail af IO Lo byl R R e
Nonprofit
; How much money did my company make or lose that is not
Yo' Profit & Loss Unclassified tracked through QuickBooks classes?
sl
-

4. Click the Carousd view icon.

& Report

Standard Memorized | Search

@ Leaming Center  (§1] Find More Reports

Company & Finandial

Profit & Loss Standard

How much money did my company make or lose over a specific period of time?

Customers & Receivables
Sales

Jobs, Time & Mileage Profit & Loss Standard Company & Financial

Vendors & Payables
Ordinary Tncama/Expense

Purchasss Tneome
40100 * Construction Income: 39,324.15
- 40500 + Reimbursement Income 0.00
Inventory Total Income 39,3316
Cost of Goods Sokd
Employees & Payroll 50100 * Cost of Goods Sold 2,043.67
54000 - Job Expenses 18,807 48
Bnkitig Total CDGS 8.721.1
Gross Profit 20,603.03
Expense.
Reootmiant: B Taes 64200 * Repa s 175.00
4500+ Tools and Machinery 810,00
Budgets & Forecasts Totas Expense $85.00
Net Ordinary Income: 1951803
List Other Income/Expense
Other Income
70100 * Other Income 435
Contractor Total Other Income
Net Other Income: 1353
Mfg & Wholesale Net Income 19,661.56

Professional Services
Retail

Nonprofit Dates: This Month-to-date ~  12/1/2015  12{15/2015 | B %

5. Click Find More Reportsto open an Intuit Community web page where you can
download and import additional reports. Review the information, and then close the
window.

Notes
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Creating a Balance Sheet Comparison Report

The balance sheet comparison report compares the current year against the previous
year in both dollar amount and percentage.

To create a balance sheet comparison report for Rock Castle Construction:

1. Inthe Report Center, choose Company & Financial, scroll down to the Balance
Sheet & Net Worth section, and then choose Prev Year Comparison.

2. Click the Display Report icon.

Il Balance Sheet Prev Year, Comparison
Madify Report..., Mematize... || Print... || E-majl = || Export... Hide Header || Collapse Refresh
Dates |This Fiscal Year-to-date (™| Asof [12/15/2015 [B) Columns | Total only ~ | sort By [ Default ~|
L Rock Castle Construction
124315 Balance Sheet Prev Year Comparison
Accrual Basis As of December 15, 2015
Dec 15,15 ¢ Dec15,14 B $ Change ¢ ___ % Change
ASSETS ~
Current Assets
Checking/Savings
Checking 13 46,42398 { 7,94583 3847815 484.3%
Savings 13,565.42 29,000.00 15,131 58 -522%
Total Checking/Savings £0,292 40 36,845 53 2334657 B32%
Accounts Receivable
Accounts Receivable 62,041.94 1,516.05 60,525.89 39923%
Total Accounts Receivable £2,041.94 1,516.05 60,5259 39923%
Other Current Assets
Tools & Equipment 500000 5,000.00 000 00%
Inventory Asset 2704293 -455.90 2751163 5,567.3%
Retainage 246180 000 2,461,860 100.0%
Undeposited Funds 2,124.00 20,252.08 -18,128.08 -63.5%
Total Other Current Assets 36,626.73 24,783.18 11,645.55 47.8%
Total Current Assets 158 96307 63,245,068 as,mem 1591.3%
Fixed Assets
Trucks
Original Cost 33,8521 3385291 0.00 00%
Depreciation -5,000.00 -6,000.00 -3,000.00 -50.0%
Total Trucks 24,552.91 27 55291 -3,00000 -108%
Total Fixed Assets 2485291 2785241 -3,00000 -108%
Other Assets
Pre-paid Insurance 1,041.85 0.00 1,041.85 100.0%
Total Other Assets 1,041.85 0.00 1,041.85 100.0%
TOTAL ASSETS 184,857.83 91,097.97 93,759.86 102.9%
V.
£ >

3. Scroll the report window to see more of the report.
Click the Collapse button to see the difference.

The Collapse button hides subaccounts, jobs, and subclasses. Amounts are
summarized under the main heading. This button affects both the onscreen and
printed report.

5. Click Expand to return to the original report display.

6. Keep thereport displayed on your screen. You’ll useit in the next exercise.

Notes
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Filtering Reports

Y ou can customize preset reports the same way you customize QuickReports. In this exercise
you’ll customize the balance sheet comparison report and filter it to include only the
transactions you specify.

Report filters let you set custom criteriafor the transactions you want included in a report.
When you filter areport, QuickBooks includes only those transactions that match the rules
you cresgte.

Tofilter apreset report:

1. With the balance sheet comparison report displayed, click Modify Report on the
report button bar.

2. Click the Filterstab.

Modify Report: Balance Sheet Prev Year Comparison

Display Filters | Header/Fooker Fonts & humbers
Choose Filker Current Filker Choices

PREEEITE Filter Set ko
A Date This Fiscal Year-to-date

All accounts

TransackionType

Remove Selected Filker

Account Filber

Choose the kypes of accounts or a specific account From
the drop-dawn list. Indicate whether ar not yau want
split detail bo appear in the report {Balance Sheet
accounts only),

[ OF l [ Cancel ] [ Help ]

3. IntheFilter scroll box, make sure Account is selected.
4. |Inthe Account field, choose All assets.
5. Click OK

Notes
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Saving Reports as a PDF

To keep arecord of the information in the report asit exists today, you can save thereport in
Portable Document Format (PDF).

Tosaveareport asa PDF file:

With the report open, choose Save as PDF from the File menu.

Navigate to the folder in which you want to store the file, and enter a filename.
Click Save.

Close the report window.

Click No when QuickBooks asks if you want to add this report to the Memorized
Report list.

a  w DN PRE

6. Go to the Window menu and choose Close All.
7. Click Homeintheicon bar.

Notes
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Creating and Customizing a Sales Report

Tocreate a salesreport:
1. From the Reports menu, choose Sales, and then choose Sales By Customer
Summary from the submenu.

Kifi Sales by Customer Summary—g@g‘

bodfy Report.. temorize... ][ Print... J[ Exmall+ | Expot. Hide Header || Colapse
Dates | This Month-to-date ! From [12j01/2015 8] 1o [12/15/2015 8] Columps | Total oniy  [sort 6y [Defout v
Lalil) Rock Castle Construction
12nsns Sales by Customer Summary
Accrual Basis December 1 - 15, 2015
Decd-15,15
Aercromt i, Kristy A
Remodel Bathroom b 452200 4
Total Abercrombie, Kristy 452200
Baker, Chrie
Family Room 104000
Total Baker, Chris 1,p40.00
Cook, Brian
Kitchen
Change Order # 4175.50
Kitchen - Other 1,528.45
Total Kitchen 570385
Total Cook, Brian 570395
Cuddiny, Matthew 12000
160000
180000
Ecker Designs
4g00.00
469000
1,000.00
85.00
8500
-

To customizeareport:
1. Inthe Datesfield, select Custom from the drop-down list.

2. Inthe From field, enter 01/01/2015.
3. IntheTofield, enter 01/31/2015 and press Tab.

Il Sales by Customer Summary.

blodify Report . | Print... [ E-mail ~ [ Export... ice:

Dates [Custom | From [0101/2015 [B] To [01/31/2015 [E]] ns /| sort By | Defaul: v
S-S BN Rock Castle Construction

1258 Sales by Customer Summary
Accrual Basis January 2015
@ Jan15
Balak, Mike
Utility Shed » 1,899.00 4
Total Balak, Mike 1,893.00

Barley, Renee

Repairs 400,00
Total Barley, Renee 400.00
Bristol, Sonya

Repairs 9384
Total Bristol, Sonya 9380
Rice, Linda

Repairs 1,630.00
Total Rice, Linda 163000

Yoo, Young-Kyu

Repairs 210,00
Total Yoo, Young-Kyu 210,00
TOTAL 4,532.81

4. From the Datesfield, choose All from the drop-down list.

Notes
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Using QuickZoom in a Preset Report

To QuickZoom on areport item:
1. Position the mouse pointer over the $11,105.00—the amount for Anton Teschner’s
sun room.

2. Double-click $11,105.00.

T Sales by Customer Detail

Modify Repor [Memorige.., |[(Print,.. | E-mal v | Export... | [HideHeader | [ Refresh |
Dates * | From | To | SDrt By |Default v
LEDE Rock Castle Construction
Tansns Sales by Customer Detail
Accrual Basis All Transactions
o Type e Date 2 Num = Memo s Hame 2 lem < Oty < Sales Price ¢ Amount e
Teschner, Anton
Sun Room
3 Inwoice 10052015 40 Remaval lab...  Teschner, Anton: S Remaval o6 35.00 1,960.00
Invoice 110262015 B0 Windowy Teschner, Arton: S Winclony 4 150.00 60000
Invoice 110282015 =] Doors: Teschner, Arton: S Wood O 1 1,950.00 1,950.00
Invoice 114028/2015 60 Locking inte. Teschner, Arton: S Hardhwa 1 45.00 4500
Inwaice 114258/2015 &0 Rough lumber  Teschner, Anton:S Lurmber:. 1 1,400.00 1,400.00
Inwaice 11428/2015 &0 Trirm lumber Teschner, Arton: S Lurmker:. 1 275.00 27500
Inwoice 114252015 &0 Decking um...  Teschner, AntonS Lumber:. 1 710,00 T10.00
Inwoice 114252015 &0 Removal labor - Teschner, Anton: S Removal 12 45.00 S40.00
Inwoice 11125/2015 &0 Framing labor  Teschner, Anton:S Framing 40 £0.00 240000
Inwiice 12H12015 70 Check return Teschner, Arton: S Bad Che... 1 1,200.00 1,200.00
Invoice 1212015 70 Service cha...  Teschner, Anton: S Bad Chk... 1 2500 2500 |
Tatal Sun Room 11,0500 |
Total Teschner, &nton 1110500 |
TOTAL 11,105.00 |
i >

Notes
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Using QuickZoom in a Preset Report

To QuickZoom further to display the original invoice for atransaction:

1. Position the mouse pointer over the first item on the report (invoice #40 dated
10/05/2015 for Removal labor).

2. Double-click anywhere in thefirst line.

B Create Invoices

Customer: Job

Invoice

Anton Teschner
2424 Lisa Lane
Bayshore, Ca 94326

rrevions P e H &5~ B - B - & & speling By History 5] Journal

Template

|Custom Inwaice

DATE
10/05/z015  [m@| |40

)
vy abde

DUE DATE
et 15 o | 10/20/2023 . 1197-03-LFAY

B - [ - ] atach

ITEM QUAMTITY | DESCRIPTION RATE AMOUNT Tax
Removal 56 Removal labor, removed shed and graded arsa 35,00 1,960,00 (Mon {‘
For sun room addition =
Custamer [Thank you For your “ Tax |San Tomas (7. 75%) 0.00
Message |business,
Tatal 1,960,00
[0 be printed [ add Timejcosts... | [[apply credits.. | Pavments Applisd 1,960.00
170 be e-mailed ; Balance Due 0.00
Cuski Tax Cod :
[] Allows onfine payment Learn more EmeRine e "[ax—v
Memo | |
< Learn about our payment processing and onling invoicing solutions. [ Save & Close ] l Save B Hew ] [ e ]

Teschner, Anton:Sun Room

Edit Customer

Summary

Phone 415-555-4567
Email ankont@samplename. com
Open balance 1,790,95
Active estimates a
Sales Orders ta be invoiced a
Unbilled time and expenses: 5,840.00
Recent Transactions CuickReport
12/12/15 Paymerk 3,500.00
12/11/15 Invoice 1,225.00
12{05]15 Payment 5,000,000
12{03/15 Pavment 1,200.00
11/28/15 Invoice §,305.95
Notes Edit

3. From the Window menu, choose Close All.

4. Click No when QuickBooks asks if you want to memorize the report.

5. Click Homein theicon bar to display the Home page.

What you see when you QuickZoom in areport depends on the type of report displayed:

= If the report shows summary figures (like the sales by customer summary report we
just displayed) and you QuickZoom an amount, QuickBooks displays a transaction

report that includes the transactions which contribute to that amount.

= If the report shows transactions and you QuickZoom a transaction, QuickBooks

displaystheinvoice, hill, or other form for the requested transaction.

Notes
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Creating Memorized Report Groups

In addition to saving report settings, you can create memorized report groups that you can
use to organize your memorized reports in away that makes sense for your business and to
allow you to quickly process a group of reports at once.

QuickBooks comes preset with a number of memorized report groups each containing

common reports for each area. Y ou can add your own reports to these groups, modify the
groups to meet your needs, and even create your own groups.

To create a memorizereport group:

1. Choose Memorized Reports from the Reports menu, and then choose M emorized
Report List.

Tn Memorized Report List ['ZHEWE

Report Name
+ 1099 Summaty--ear End
+Balance sheet--Year End
+Accountant
+Balance Sheet
¢General Ledger
¢ Journal Entries Entered Today
+Profit & Loss
+Trial Balance
+Banking
¢ Check Detail
¢Deposit Detail
+Company
+Balance Sheet
+Profit & Loss
+Skatement of Cash Flows
+Customers
¢8R Aging Summary
s _ustomer Balance Detail
sCustomer Balance Summary

’_ Memorized Report '|[ Displat. .. “ Print. .. ” Export... ]

2. Inthe Memorized Report list, click the Memorized Report menu button, and choose
New Group.

3. Inthe Name field of the New Memorized Report Group window, type Y ear End.
4. Click OK.

Notes
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Memorizing Preset Reports

To memorizeareport:

1. From the Reports menu, choose Accountant & Taxes, and then choose Income Tax
Summary.

2. On thereport button bar, click Memorize.

B Memorize Report

Marne: | [rcome Tax Summarsy

|:| Save in Memorized Report Group: | Year End |

[ OF, ] [ Cancel ]

3. Leavethe name of thereport asis.

4. Click the Savein Memorized Report Group checkbox to select it, and then choose
Year End from the drop-down list.

B Memorize Report

Marne: |Inu:u:ume Tax Surnmary |

Bave in Memorized Report Group: |‘f‘ear End W |

[ Ok l ’ Cancel ]

5. Click OK to memorize the report and add it to the Y ear End memorized report group.
6. Closethe income tax summary report.

Notes
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Adding Reports to Memorized Report Groups

To add memorized reportsto a memorized report group:

A 0w DN P

In the Memorized Report List window, select the report 1099 Summary--Y ear End.
Click the Memorized Report menu button, then choose Edit Memorized Report.
Leave the report name asis.

Click the Savein Memorized Report Group checkbox to select it, and then choose
Year End from the drop-down list.

Click OK.

T Memorized Report List

Repork Mame

+Year End
+ 1099 Summary--Year End

<+Income Tax Surmmaty
+Balance Sheet--vear End
+Accountant

+Balance Sheek

+General Ledger

< Journal Entries Entered Today

+Profit & Loss

+Trial Balance
+Banking

+Check Detail

+Deposit: Detail
+Company

+Balance Sheet

<Profit & Loss

+5Stakement of Cash Flows
+Customers

+ AR Aging Summary

[ Memorized Repart '|[ Displary... ” Print... ” Export. ., ]

In the Memorized Report List window, select the report called
Balance Sheet--Year End.

Click the Memorized Report menu button, and then choose Edit M emorized
Report.

Leave the report name asis.

9. Click the Savein Memorized Report Group checkbox to select it, and then choose

Year End from the drop-down list.

10. Click OK.

Notes
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Adding Reports to Memorized Report Groups

To display amemorized report:

1. Inthe Memorized Report list, select Balance Sheet--Y ear End.
2. Click Display.
3. Leavethereport open.

Notes
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Printing Reports

Toprint areport:

1. With the balance sheet summary report displayed, click Print.

Print Reports

ﬁettingsl Margins |

. Prink
Pl g,
(&) Printer:: |Canon MPS30 Series Printer on USEOOL | & | Options. .. Cancel
O Fig: [ ASCH text file v| el
Mote: To install additional printers or to change port -

assignments, use the Windows Control Panel, Preview
Orientakion: Page Range:

() Portrait @ al
() Landscape O Pages:

From: l:l To: l:l

Page Breaks:
Mumber of copies: |1
Smart page breaks {widowforphan contral) =
Collate
[] Page break after each major grouping
1 Fit report ko I:Ipage(s) wide ] erint in color {color printers only)

2. Click Preview to see how the report will look when you print it.

QuickBooks displays a preview of your report onscreen.
Click Closeto close the Print Preview window.
Close the Print Reports window, and then close the report.

Notes
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Processing Reports in Groups

To batch processreports:

1. Inthe Memorized Report list, select Year End.

2. Click Display.

QuickBooks opens the Process Multiple Reports window. Y ou can use this window
to display or print the selected reports. Y ou can aso change the date range for reports

in this window before you display or print them by clicking in the From or To

columns.

Process Multiple Reports

Select Memorized Reports From "."Ear End

Choose the reports ko process, then press Display or Print.

J | Report Date Range Fram
Balance Sheet--Year End 1203112007
J  [1099 Summary--Year End Last Calendar Year 010172014 1203172014
J  |Income Tax Summary Last Tax Year 010172014 1213172014
b
Display l [ Prink ] [ Cancel ] [ Help

3. Leaveal threereports selected and click Display.

4. Review theinformation in the reports.

5. From the Window menu, choose Close All.

Notes
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Sending a Report to Microsoft Excel

Occasionally, you may want to change a report’s appearance or contents in ways that aren’t
available in QuickBooks, filter report data in ways that you can’t in QuickBooks, or run
“what-if” scenarios on your QuickBooks data.

Y ou can send reports from QuickBooks to Microsoft Excel. Since the changes you make in
Excel don’t affect your QuickBooks data, you’re free to customize reports as needed, and
even change data to run what-if scenarios.

Tosend areport to Microsoft Excel:
1. From the Reports menu, choose Company & Financial, and then choose Balance
Sheet Standard.

On the Report button bar, click M odify Report.

In the “Add subcolumns for” area, click the Previous Period checkbox, and then
click the $ Change and % Change checkboxes.

Modify Report: Balance Sheet

Display | Filters Header/Fooker Fonts & Murnbers

Feport Date Ranges

Dates |This Fiscal Year-to-date w | From the first day of the current Fiscal wear through taday

From [10/01jz015 @] Tn [12/15/2015 (@)

Fepart Basis

@ Acerual O Cash This setking determines how this report calculates income and expenses,
Caluming
Display columns by across the top. Sork by |DeFauIt w |
ot () pscending order 24
Add subcolumns Far () Descending order 54
Previous Period [ Prewvious Year [ % of Row [ % of Column

$ Change

[ Advanced. .. ” Revert ]

Ok ] ’ Cancel ] ’ Help ]

4. Click OK.
5. On the Report button bar, click Export.

Notes

Lesson 9: Analyzing Financial Data 23



Sending a Report to Microsoft Excel

6. Onthe Basic tab, make sure that a new Excel workbook is selected.
7. Click the Advanced tab.

8. Under Formatting options, click the Colors checkbox to clear it.

9. Under Excel features, select the Auto Filtering checkbox.

Export Report &|

Basic Advanced |
Preserve the Following QuickBooks report Farmatting options:
Fonts Space between columns
[ coloes Row height

Turn on the Follmwing Excel features For this report:
AutoFit {set column width bo display all data)
Freeze panes (keep headers and labels visible)
Showy Gridlines
[] auto outline (allows collapsing | expanding)

ko Filkering {allows custom data filkering);

Prinking options
(%) Send headsr ko Page Setup in Excel
() Send header o screen in Excel

Repeat row labels on each page

Export ] l Cancel ] l Help

10. Click Export.

11. Leave the report open in Excel; you’ll useit in the next exercise.

Notes
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Filtering a Report in Microsoft Excel

Within Microsoft Excel, you can filter on any column of data using a drop-down list at the
top of the column. Using the drop-down list, you can apply a number of preset filters or
create your own custom filter.

Tofilter areport in Microsoft Excel:

1. Inthe Excel window, click the down arrow in the $ Change column of the balance
sheet report, and choose (Custom...) from the drop-down list.

2. Inthe $ Changefield, chooseislessthan from the drop-down list.
In the field to the right, type O.
Click OK.

E3 Microsoft Excel - Book2 [’._|[’E|r‘5__<|
i Fle  Edt Yiew Insert Format  Tools Data  Window  Help  Adobe PDF Type a question for help = o @ X

NG H S RIVE B9 8- e fis -[B]z]|>-A-
Al - 3
AlB|C|[D[E] F G [H] I [J] K L ol [~

1

2 Dec15,15[»] | Sep30,15[~] $ Change [~ ] % Change [~ ]

7 Savings 13 568 42 29,000.00 15131 58 -5218%

16 Undeposited Funds 212400 34,197 55 32,0738 -33.79%

17 Total Other Current Assets 36528 73 43 58976 -5 96103 15.07%

26 Pre-paid Insurance 1041 85 3,364 51 -2 322 R -£9.03%

27 | |Total Other Assets 1041 85 3 364 51 2,322 BB -53.03%

43 Payroll Liabilities 330206 378189 47993 1269%

48 Bank of Anycity Loan 19,932 65 20,501 07 36342 -4 8%

a0 Hote Payable 344083 20,500.00 A7 05917 -33.22%

51 Truck Loan 5 56235 7.149.32 -1 45634 208%

52 Total Long Term Liabilities 32,047 18 45 45039 15 503,21 32.0%

85 Opening Bal Equity 2132118 1 G376 0,363 50 7RE%

] Owner's Draw -5,000.00 000 -5,000.00 -100.0%

59 Total Owner's Equity 1900000 25,000.00 -5,000.00 -24.0%

f1 Het Income 36,013 44 7E,530.28 3851684 5033% |
B4 -
M« » WP\ QuickBooks Export Tips 3 Sheet1 / < s
Filter Mode

Close Excel without saving the report.
Close the balance sheet report in QuickBooks.

7. Choose No when QuickBooks displays a message asking if you want to memorize the
report.

Notes
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Creating an Income and Expense Graph

If you want your business to be profitable, you need to keep an eye on your expenses.
The income and expense graph shows you exactly what you’re spending and where.

Y ou should be especially concerned with the proportion you’re spending relative to the
income you receive. As asimplistic example, if you’re earning only $20,000 in income, you
don’t want to spend $30,000 in expenses.

To create an income and expense graph:

1. From the Reports menu, choose Company & Financial, and then choose | ncome &
Expense Graph.

kInsight: Income and Expense Graph
Dates... By Account || By Customer || By Class Next Group Print. .. Refresh

Income and Expense by Manth B
Oictaber 1 through December 15, 2015 ] Er;?;‘:e

$in 1,000
0T

60 1
S0
40 1
30T

20 1

Ot 15 Naw 15 Decl-15,15

Expense Summary o

Qctober 1 through December 15, 2015 = g‘zzfo)l(lpliexrg:rfses fo?g;;
Cost of Goods Sold 5.59

M Insurance 346

M Rert 191

M Tools and Machinery 0.92

Aukomabile Q.77

M Interest Expense 0.75

W Utilities 0.35

M Professional Fees 0.z0

M Other 0.32

Tatal $125,748.62

By Account

Show on Pie Chart:

2. QuickBooks can display only 10 accounts at atime. To display more accounts, click
the Next Group button at the top of the graph window.

Notes
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Creating an Income and Expense Graph

To display income accountsinstead of expense accounts:

1. Click Income at the bottom of the graph window.
2. Click By Customer in the button bar.

M Quicklnsight: Income and Expense Graph \:||E||£|

Dates... By Account || By Cuskomer || By Class Mext Group Print... Refresh

Income and Expensﬁ:y Month B
Octaber 1 through December 15, 2015
$in 1,000's
0T
&0 T
50 1

a0

30

20
10 7
0
Ot 15 Mow 15 Deci-15,15

Income o mmary) W Pretell Real Estate. %25.74

Ockaber 1 through December 15, 2015 B Cook, Erian 19.70

Matiello, Ernesto 547

W Robson, Darci 7.28

W Melton, Johnny 6,59

W Teschner, Antan 5.27

Jacobsen, Doug 5.05

W Teichman, Tim 4.71

M Abercrombie, Kristy 4,35

M Ecker Designs 395

W Cther 8.85

Takal $153,979.66

By Customer

Show on Pie Chart: _

Notes
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Using QuickZoom with Graphs

To help you better understand the information shown in the graphs, QuickBooks lets
you trace graphical data using QuickZoom graphs.

Todisplay the salesfor Anton Teschner:

1. Position the mouse pointer over the Teschner, Anton slice of the pie chart.
2. Double-click the Teschner, Anton dlice.

B QuickZoom Graph |Z| |§| El
Mexk Group Prink...
- Teschner, Ankon

October 1 through December 15, 2015

Dec1- 15, 15

Notes
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Using QuickZoom with Graphs

Todisplay areport describing thetransactionsfor a given month:

1. Position the mouse pointer over the bar representing November 2015. The pointer

turns into the QuickZoom symbol.
2. Double-click the bar.

T&l Custom Transaction Detail Report

[Modify Report... | Memorige... || Print... [ E-majl » | Export... | Hide Header || Refresh

Dates | From [ 13/01/2015 [B] 1o | 11/30/2015 [B] Total By [Total only | sort By [ Default v
849 PM Rock Castle Construction
AL Custom Transaction Detail Report
Accrual Basis November 2015
i Type i Date + Hum_ « Hame i Memo i Account +Clr ¢ Split # Debit
Hov 15
» Irvoice: 110282015 &0 Teschner, AntoncS..  Window Materials Accourts Re.
Invoice 1102602015 B0 Teschner, Anton:S...  Doors Materials Accounts Re.,
Irrvoice: 1172812015 =] Teschner, &ntoreS...  Doors Cost of Goods Sold Accournts Re.. 1,750.00
Irrvoice: 1172812015 =] Teschner, &ntoreS...  Locking inte. Materials Accournts Re..
Irrvoice: 117262015 60 Teschner, &ntoreS...  Locking inte. Cost of Goods Sold Accounts Re., 3940
Irvoice: 1282015 60 Teschner, AntonS Rough lumber — Materials Accourts Re:
Irvoice: 1282015 60 Teschner, AntonS Tritn lumber Materials Accourts Re:
Irvoice: 11282015 60 Teschner, AntoncS Decking lum Materials Accourts Re
Irvyoice: 11282015 B0 Teschner, AntoncS..  Removal lsbor  Labor Accourts Re.
Irvyoice: 11282015 B0 Teschrer, AntoncS...  Framing lsbor  Labor Accourts Re.
How 15 1,789.40
2l >

Notes
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Using QuickZoom with Graphs

Todisplay theinvoicefor thetransaction in thereport:

1. Double-click any of the linesin the report for Invoice #60.

Customer:Job

Invoice

Ankan Teschner
2424 Lisa Lane
Eayshore, CA 94326

SN0

DUE DATE
Met 15 w (|12/15f2023 E 1197-03-LFAY
<

W previous B Next E @ i @ ™ a @_ [ speling lIhHistory' lournal 'ﬁ\ = % 7 @Attach

Template | Prink Preview Teschner, Anton:Sun Room

ICustom Inwaice - !

DATE

ITEM QUANTITY DESCRIPTION RATE AMOLINT Ta
Windaw 4 Windaw 150.00 600,00 [Tax &
‘Wood Door 1 Doors 1,950.00 1,950.00 | Tax v
Customer - Tax [5an Tomas [ (7.75%:) 335,95
Message
Tatal 8,305.95
ETD be printed [ Add TimefCosts... | [ Apply Credis... | Payments Applied 7.740.00
To be e-mailsd Balance Due 565,95
i e Costemerescore [T Bl
Mema | |
- Learn about our payment processing and online invoicing solutions. [ Save f Close ] L Save B New ] [ REverE J

Edit Customer

Summary
Phone 415-555-4567
Email antont@samplenamne. cam
Open balance 1,790.95
Active estimates 0
Sales Orders bo be invoiced 0
Unbiled time and expenses: 5,540.00

Recent Transactions QuickReport
12/12/15 Payment 3,500,00
12/11/15 Irvoice 1,225.00
12/05/15 Pavment 5,000.00
12}03}15 Pavment 1,200,00
11/28/15 Invoice 8,305.95
Notes Edit

2. From the Window menu, choose Close All.

Notes
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Customizing How Graphs Display

Y ou can customize graphs to control what data they include and how the datais displayed. In
this exercise, you’ll change the display from three-dimensional (3D) to two-dimensional (2D)

graphs.

To changefrom 3D to 2D:

1. From the Edit menu, choose Pr efer ences.
2. Intheleft panel, click Reports & Graphs.

Preferences

B Accounting A My Preferences I Company Preferences |

[ Prompt me ko madify report options before opening & report

E.ﬁ “hecking

l
#3¥ Deskbop Yiew Reports and Graphs Graphs Cnly —
%y Finance Charge when a report or a graph needs to [] Draw graphs in 20 (Fasker) Default

R General be refreshed: [ Use patterns
':ri Inkegrated Applicatio © Prompt me to refresh Also See:
‘ T A aata (%) Refresh automatically
=4 Jobs & Estimates €2 B tefred)

1_5 Multiple Currencies
% Payments

Payroll & Employees

General

Click Help For information about
refreshing a large repart.

Reminders

.I.'. Reporks & Graphs
% Sales & Customers
g Sales Tax

5 Search

Send Forms

% Service Conneckion

E Spelling

[22] Tax: 1099

Click Draw graphsin 2D (faster).

Click OK.

Click Report Center.

Choose Sales. Then from the Sales by Customer list, choose Sales Graph.
Click the Display Report icon.

O N o g b~ W

Close the graph.
9. Closethe Report Center.

Notes
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Lesson 9: Analyzing Financial Data

Review questions

1.

isthetool that alows you to drill down on summary
reports and graphs in QuickBooks.

When can you generate a QuickReport?

a Only when viewing an active customer or account
b Only when viewing alist, register, or form

c Only at the end of the current fiscal period

d Only when viewing balance sheet accounts

In which report category would you find alist of open invoices?

a Company & Financial

b Sales

¢ Customers & Receivables
d List

Report let you set custom criteriafor the transactions
you want to include in areport.

Once you’ve customized a preset report to meet your needs, how can you save your
settings so you don’t have to customize the report each time you run it?

a Choose Save Settings from the Report menu
b Choose Save Setting from the File menu

¢ Click Memorize on the button bar

d Click Modify, and then choose Memorize

True or false: Once you’ve exported report datato Excel, you can send modified data
back to QuickBooks.

a True
b False
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Review activities
1. Create a QuickReport on an item in one of Rock Castle Construction’s lists.

2. Rock Castle Construction wants to create a report that shows how much they have
spent on lumber for projects during November, 2015. Create an item summary
purchase report, covering the date range from 11/01/2015 to 11/30/2015. Filter the
report to show only Rock Castle Construction’s purchases for Lumber.

3. Batch process the balance sheet, profit and loss statement, and statement of cash
flows using the Process Multiple Reports window.

4. Usethe Report Center to find reports that show the following:

Sick and vacation balances for each employee

Time spent on each job

Inventory stock on hand and reorder point

Customers with overdue payments, how much they owe, and their phone
numbers

=  How much of total salesistaxable, at what rate, and how much salestax is
currently due to be paid
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Answersto review questions

1. QuickZoomisthetool that allows you to drill down on summary reports and graphs
in QuickBooks.

2. When can you generate a QuickReport?

a Only when viewing an active customer or account
v b Only when viewing a list, register, or form

c Only at the end of the current fiscal period

d Only when viewing balance sheet accounts

3. Inwhich report category would you find alist of open invoices?

a Company & Financial
b Sales

v ¢ Customers & Receivables
d List

4. Report filterslet you set custom criteriafor the transactions you want to includein a
report.

5. Once you’ve customized a preset report to meet your needs, how can you save your
settings so you don’t have to customize the report each time you run it?

a Choose Save Settings from the Report menu
b Choose Save Setting from the File menu

v ¢ Click Memorize on the button bar
d Click Modify, and then choose Memorize

6. True or false: Once you’ve exported report data to Excel, you can send modified data
back to QuickBooks.

a True
v b False
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