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Lesson Objectives

Discuss some of the tools in QuickBooks for analyzing financial data: QuickReports, preset
reports and graphs

Create a QuickReport

Add a column to a report

Learn how to move a column in a report

Learn about the types of preset reports QuickBooks offers

Practice creating reports and viewing them onscreen

Customize a report by changing how it looks and the data it covers (filtering)
Learn how to process reports in batches

Save reports as portable document format (PDF) files

Learn how to export a report to Microsoft Excel®

Practice filtering reports in Excel

Learn about the types of graphs QuickBooks offers

Create and customize several graphs

Lesson 9 — Analyze Financial Data 5
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Create QuickReports

One of the fastest ways to see a report on your QuickBooks data is to create a QuickReport.
QuickReports are predesigned reports that give you information about the list name you're currently
viewing on screen. Whenever you have a list, register or form displayed, you can click a button to
have QuickBooks create a QuickReport.

@
o Step-by-Step: See What You Owe a Vendor

1. Click Vendor Center on the icon bar.

Company
E New Vendor.. ¥ E New Transactions * E’ Print Excel * f.'i' Word = ﬂ Bill Tracker
Vendors I &
Vendor Information 0 o
Active Vendors - >
Company Name Main Phone B50-5565-0812
jo) Full Name
REPORTS FOR THIS VENDOR
) Account No.  98-4567-432 -
NAME BALANCE TOT... § ATTACH _
ach Limied 000 - erms Net 15 QuickRepaort
eung Limite g
g l Billed From  CalQil Company Open Balance
ABC Supplier 0.00 PO Box 628
Bank of Anycity 0.00 Middlefield CA94482
Bayshore CalQil Service 0.00 Order 1089 Forms
Bayshore Water 0.00 Map | Directions
Order Checks
Brenda Bowden_v 0.00
Brick Station 0.00
Bruce’s Office Machines 0.00 " Transactions Contacts ToDo's MNotes Sent Email
C.U. Electric 0.00
sHow Al Transa.. = FITER BY Al - ceate  |This Fiscal Year * | p1/01/2023 - 12/31/2023
Cal Gas & Electric 122.68
Cal Telephone -623.00 T e Sl sl S .
CalOil Company m- Check 455 1211512023 10100 - Checking -412.62 '
City of Bayshare 0.00 Check 479 1200212023 10100 - Checking -135.80
Gity of East Bayshore 029 Check 457 11152023 10100 - Checking -43.28
City of Middlefield 0.00 Check 422 10/15/2023 10100 - Checking -6,534.28
Custom Kitchens of Ba.. 0.00 Check 355 071512023 10100 - Checking -4,674.89
Daigle Lighting 1,591.00 Check 336 061512023 10100 - Checking -9,164.00 v
Davis Business Associ... 1,500.00
Manage Transactions ¥ Run Reports -
v
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2. Right-click on the vendor name you wish to run a report for and select QuickReport or click the
QuickReport hyperlink in the section.

Vendor QuickReport

Customize Report Comment on Report Share Template Memorize Print v E-majl ¥ | Excel ¥ Hide Header Refresh
[DEICE3 This Month-to-date *  From 12/01/2023 [ To 12152023 [ SortBy Default -
Show Filters
11:30 AM Rock Castle Construction
1218123 Vendor QuickReport
December 1 - 15, 2023
Type Date Num Memo Account Clr Split Debit Credit
CalOil Company
» Check 12/02/2023 479 10100 - Checking 20800 - CalO... 135.80 4
Check 12/15/2023 455 10100 - Checking 20600 - Cal0... 41282

3. You can expand the date range to capture more transactions on your QuickReport. You'll see
other ways to customize the QuickReport later in this lesson.

Lesson 9 — Analyze Financial Data 7
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Zoom 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 a report and see the QuickZoom symbol (a
magnifying glass with a Z in it), you can double-click the number to display the original transaction in
QuickBooks.

@)
o Step-by-Step: See more Detail about a Transaction

1. From any financial report, hold your cursor over the dollar amount/transaction you wish to view
in more detail.

2. When your cursor turns into the QuickZoom icon, double-click your mouse to zoom in. This will
open the transaction.

3. Press Escto close the window.

NOTES

Lesson 9 — Analyze Financial Data 8
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Customize QuickReports

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

Customize Report Comment on Report Share Template Memorize Print * E-mail = Excel = Hide Header Refresh

[pEICI This Month-to-date * From 12/01/2023 [ To 12M5/2023 @ SortBy Default v

@

o Step-by-Step: Add a Column to a Report

1. In the QuickReport window, click Customize Report.

2. Inthe Columns list, select the additional columns you would like to add to the report (in this
example, we marked the Trans # column).

Modify Report: Vendor Qi

Display Filters Header/Footer Fonts & Mumbers

REPORT DATE RANGE

Dates This Month-to-date *  From the first day of the current month through today

From | 12/01/2023 B To 12115/2023 &

COLUMNS

Search Columns Sorthy | Default -
vy @ Ascendingorder 2%
< {left margin) a  Sortin 1 Descending order &t
< Trans # Il
< Type

Entered/Last Modified

Last modified by
+ Date
+ Mum

Put a check mark next to each column

hd that you want to appearin the repon. Revert
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3. Click OKto accept the change.

Vendor QuickReport

Customize Report Comment on Report Share Template Memorize Print |* E-mail * Excel - Hide Header Refresh
Dates Rt - From 12/01/2023 B To 120152023 E SortBy Default -

Show Filters

11:33 AM

Rock Castle Construction
Vendor QuickReport
December 1 - 15, 2023

Type Date Num Memo Account Clr Split Debit Credit
CalOil Company

121156123

» 1038 Check 1200272023 478 10100 - Checking 20600 - Calo... 135.80 4
1807  Check 1arszoz: 458 10100 - Checking 20600 - Cal... 41282

Notice the additional column(s) in your report.

@

o  Step-by-Step: Move a Report Column

1. Position your mouse pointer over the column you wish to move (the mouse becomes a hand).

2. Hold down the left mouse button and drag the column header/name to the position you would

prefer. When a red arrow appears, release your mouse button if you want the column to appear
in this new position.

Lesson 9 — Analyze Financial Data 10
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(¢)

]

Customize QuickReports

Step-by-Step: Change Information in the Report Heading

1. Inthe report window, click Customize Report then click the Header/Footer tab.
eport: Vendor Quic
Display Filters Header/Footer Fonts & Mumbers
SHOW HEADER INFORMATION PAGE LAYOUT
+ Company Mame Rock Castle Construction Alignment
. - Standard -
7 Report Title Vendor QuickReport
« Subtitle December 1-15, 2023 Time Company
g:;es Title
+ Date Prepared 1203101 Subtitle
’ Tlme PLeparea o'lnn’!- 7 Hay, '“:.“
& Print header on pages after first page .
SHOW FOOTER INFORMATION "
# Page Number Page 1 - Exctra Line Page
& Extra Footer Line
« Print footer on first page
Revert
On the Header/Footer tab you can change the company name, report title, subtitle, and date
and time prepared. You can also specify whether to print the header on all pages or just the first
page. The Header/Footer tab is the same for all QuickBooks reports.
2. Highlight the text in the Report Title field and replace it with the title you would like.
3. Click OK to close the Modify Report window.
4. Close the report.

= IMPORTANT: To save this report for future use, click the Memorize button on the report tool bar before
closing the report. This allows you to save the custom settings and run the report with the new settings
at a later date from the Reports drop-down menu.

NOTES

Lesson 9 — Analyze Financial Data

11



QuickBooks Desktop 2019 Client Training Use the Report Center

Use the Report Center

A good way to learn about the reports available in QuickBooks — and how to work with them — is the
Report Center.

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

@)
o Step-by-Step: Learn More about Reports

1. Click Reports on the icon bar (or under the Reports menu), and then click Report Center.

2. Use the blue view icons in the top right corner to customize your view.

Standard Memorized Favorites Recent Contributed Search Q
= |oa
ED] = |oa
Company & Financia . .
_ Company & Financial
Customers & Receiva.
Profit & Loss (income statement)
Sales
Jobs, Time & Mileage Profit & Loss Standard Profit & Loss Detail Profit & Loss YTD Comparison
Vendors & Payables Profit b Loss Standard Company B Francal Profit & Lass Datail Company & Fnancal Praft & Lass YTD Comparison Company & Francal
Purchases e pares Oy e apan Rk
i oo e 341 e e L e
o e Muschandss - VBl b S MW DN
Inventory ot o s = e W ] b GEN N BRI
Empl & Payroll T s e O Pt Tavea " Gt s L pus den
mployees & Payro T et B, PPl ao b= AN GELE  GATAS  Sab
" I — ! B TR0 o s Wm0 e
Banking 420 Fegars 17500 o ] ERiEw B4 L HAMB
l 4800~ Tonis ana Macrinery Coutie Omota sobl D I
"y wﬂ ool bl ta - . o ey e L TR T TR
Accountant & Taxes B Py bcons S gt 0L W Do 1520 _au e . W me e
Budgets & Forecasts - preey T . S i i et o e b B e
9 o e e e o ey e el v} e SLMBM LU LR
List et ncama L ] e s e
Contractor
Dates:  This Month-to-date - Dates:  This Fiscal Year-to-date ~ Dates: This Month-to-date «
Mfg & Wholesale
9 1200123 121523 W23 1211523 1200123 1201523
Professional Services : p P ’
O 49O ©O 49O ©OHPO
Retail
Nenprofit
~

GRID VIEW
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Use the Report Center

Customers & Receiva.
Sales

Jobs, Time & Mileage
Vendors & Payables
Purchases

Inventory

Employees & Payroll
Banking

Accountant & Taxes
Budgets & Forecasts
List

Contractor

Mfg & Wholesale

Professional Services

Standard Memorized

Company & Financial

Contributed Search .

Favorites Recent

Company & Financial

Profit & Loss (income statement)

Profit & Loss Standard Profit & Loss Detail Profit & Loss YTD Comparison

Proft B Lase Standard Company & Francial Profit & Lose Datail Company & Francial Prafit & Loss YTD Comparison Company B Francial
Grirary ineomeyExperen Tame Dws N Gwbi__ Erad_Balescs
resme L
0100 - Caretracion trenime LR [ e e
U500 - Reimursement Ireome - [
Total Incame WA Flurcha Sak Rucipt D80 Sum, Aty wan am LM MM SR %
Cotof Goods S o i s WO L e WELH RN R
S - Cost o Goocs 50 1,01183 Totd Mo g o0 LLA LA L8 BRI
o T Sathaiiti: Y ter N i ey LakM e kres e
- h Tk T Do, Ww s [ o
. Tokal S N s T TR
I oo 17500 T I M A s et Lo
4800 Tooks and feacrinery BL000 ot fmads el T Expr ST X R ¥
¢ 500 Cast of Grods Sobd et ke |1 LT LT A TR )
et Grdinary [ncma 1961803 Sas et 080 Sm, Ak 800 nan [ 3
Other IncomeyExponee. e W Do il e -
v ot s OGS e el L iax -
Tikal CO5 i ol “ Lk Lo lmE
0100 © Other Income 1253 Grona P ] PLE et o incuma Ly L RLY TR
Tatal Other income 1333 Wil Ordheaey Insame A LA AMed Amnr ARABRAl  JASALIE  ALABI]  dah
et iher Income: 1333
Mat Incomae 1966156 et Incsime Aar 4l Linsd
Dates: This Month-to-date ~ Dates: This Fiscal Year-to-date « Dates.  This Month-to-date ~
1201723 121523 101723 121523 12001123 12015123

OCE PO Cd 9@ cdee

Retail
Nonprofit
LIST VIEW
=) it Center
Standard Memorized Search

Company & Financial
Customers & Receiva
Sales

Jobs, Time & Mileage
Vendors & Payables
Purchases

Inveniory

Employees & Payroll
Banking

Accountant & Taxes
Budgets & Forecasts
List

Contractor

Mfg & Wholesale
Professional Services
Retail

Nenprofit

Profit & Loss Standard

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

Profit & Loss Standard Compary & Finandal

Ordinary Income/Eipense
Income

40100 - Construction Income: 39,324.16
40500 * Resmbursement Income 0.00
Tot=l Tncome 39,324.16.
Cost of Goods Sold
50100 - Cost of Goods Sokd 2,041 67
54000 - Job Expenses
Total COGS
Gross Prafit

64200 - Repairs
64600 + Tooks and Machinery
Totsl Expense
et Orfinary Income
Other Income/Expense
Cther Tncome

70100 - Other Income:
Total Other Income
Net Other Income:
Net Income

Bee
'“l

- & S 5
Dates: This Month-to-date -~ 12/01/23  12H5/23 .
Run Fave Help

CAROUSEL VIEW

3. Click the Contributed tab to open Contributed Reports, an Intuit web page where you can
search, review, download and import additional reports. Review the information, then close the

window.
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Create a Balance Sheet Previous Year Comparison Report

Create a Balance Sheet Previous Year

Comparison Report

The balance sheet comparison report compares the current year against the previous year in both

dollar amount and percentage.

@

o Step-by-Step: Create a Balance Sheet Previous Year Comparison Report

1. Inthe Report Center, choose List View in the top right corner. Then click the Standard tab and
choose Company & Financial, scroll down and choose Balance Sheet Prev Year Comparison.

2. Clickthe Runicon.

eet Prev Year Comparison

Customize Report Comment on Report Share Template Memorize Print = | E-mail ~ | Excel Hide Header | Collapse Refresh
[DECIR This Fiscal Year-to-date *  Asof 1215/2023 @ Show Columns  Total only * Sort By Default -
Report Basis: (& Accrual () Cash Show Filters
1:55 AM Rock Castle Construction
12115123 Balance Sheet Prev Year Comparison
Accrual Basis As of December 15, 2023
Dec 15, 23 Dec 15, 22 § Change % Change
T ASSETS
¥ Current Assets
¥ Checking/Savings
10300 - Savings 17,910.19 4 15,808 .64 2,101.55 13.3%
10100 - Checking 97684233 36,860.57 60,781.76 164.9%
10400 - Petty Cash T00.00 500.00 200.00 40.0%
Total Checking/Savings 116,252.52 53,169.21 63,083.31 118.7%
" Accounts Receivable
11000 - Accounts Receivable 115,958.78 35,418.30 79,540.48 218.4%
Total Accounts Receivable 115,958.78 36,418.30 79,540.48 218.4%
¥ Other Current Assets
12800 - Employee Advances T70.00 77000 0.00 0.0%
12100 - Inventory Asset 3222528 11,564.75 20,560.49 176.3%
13100 - Pre-paid Insurance 4,050.00 5,081.85 -1,041.85 -20.5%
13400 - Retainage Receivable 3,703.02 1,796.72 1,906.30 106.1%
12000 - Undeposited Funds 13,000.00 20,252.08 -7, 252.08 -35.8%
Total Other Current Assets 53,748.30 39,575.44 14,172.86 35.8%
Total Current Assets 285,959.60 129,162.95 158,796.65 121.4%
¥ Fixed Assets
15150 - Trailer 30,000.00 0.00 30,000.00 100.0%
17000 - Accumulated Depreciation -110,344.50 -55,908.69 -44,435.91 -67.4%

Scroll the report window to see more of the report.

Lesson 9 — Analyze Financial Data

14



QuickBooks Desktop 2019 Client Training Create a Balance Sheet Previous Year Comparison Report
3. Click the Collapse button in the top right section of the report to see the difference.

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

4. Click Expand in the top right section of the report (where the Collapse button had been) to
return to the original report display.

5. Close the report.

NOTES
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Filter Reports

You can customize reports in QuickBooks to highlight just the information you're interested in
getting. 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 criteria for the transactions you want included in a report. When you
filter a report, QuickBooks includes only those transactions that match the rules you create.

@
o Step-by-Step: Filter a Preset Report

1. With the Balance Sheet Prev Year Comparison report displayed, click Customize Report on the
Report button bar.

2. Click the Filters tab.

Modify Report: Balance Sheet Prev Year Comparison

Display Filters HeaderFooter Fonts & Mumbers

CHOOSE FILTER CURRENT FILTER CHOICES

1 Filters Account FILTER SET TO

Date This Fiscal Year-t...

All accounts -

'Aging

Amount
B-Day

Billing Status

Remove Selected Filter
ACCOUNT FILTER

Choose the types of accounts or a specific account fram the

drop-down list. Indicate whether or not you want split detail
to appear in the report (Balance Sheet accounts anly).

Tell me more...
Revert

3. Inthe Filter scroll box, choose the filters for which you want to set your parameters and set your
specifications.
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4. Toremove or modify a filter, highlight it in the Current Filter Choices section, and either modify
the filter or click Remove Selected Filter.

5. Click OK.

6. You can review what filters have been applied directly on any particular report by clicking Show
Filters in the top left corner of the displayed report. Once you have done that, you can click on a
filter to change it, or click on the X next to the filter to remove it. When printed, reports with
Applied Filters displayed will print the filters on a separate page. You can also click Hide Filters
(where the Show Filters button had been) to hide the list of filters.

Balance Sheet Prev Year Comparison

Customize Report Comment on Report Share Template Memorize Print * E-mail *  Excel - Hide Header Collapse Refresh

[BEI G This Fiscal Year-to-date v  Asof 12115/2023 [E Show Columnps  Total only = Sort By Default -

Report Basis: (® Accrual () Cash Show %&rs

12:02 PM Rock Castle Construction
1215123 Balance Sheet Prev Year Comparison
Accrual Basis As of December 15, 2023

Dec 15,23 : Dec 15,22 : § Change : % Change
ASSETS
Current Assets

Checking/Savings

10300 - Savings b 1791019 4 1530854 2,101.55 13.3%
10100 - Checking 9764233 3686057  60,781.76 164.9%
10400 - Petty Cash T00.00 500.00 Z200.00 40.0%
Total Checking/5avings 116,252.52  53,16%.21 63,083.31 M8T7%

Accounts Receivable
11000 - Accounts Receiva... 115,958.78 35,418.30 79,540 .45 218.4%
Total Accounts Receivable 11535878 35,418.30 79,540 .45 218.4%

Other Current Assets
12800 - Employee Advanc... T70.00 Tr0.00 0.00 0.0%
12100 - Inventory Asset 3222528 11,664.7%  20,560.4% 176.3%
13100 - Pre-paid Insurance  4,050.00 5,081.85 -1,041.85 -20.5%
13400 - Retainage Receiv.. 3,703.02 1,796.72 1,906.30 106.1%
12000 - Undeposited Fun... 13,000.00 20,252.08 -7, 252.08 -35.8%
Total Other Current Assets 5374830 3557544 14172.85 35.8%
Total Current Assets 28595960 12916295 156 796.65 121.4%
TOTAL ASSETS 285,959.60 129,162.95 156,796.65 121.4%
LIABILITIES & EQUITY 0.00 0.00 0.00 0.0%
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Customize Report Comment on Report Share Template Memorize Print * E-mail * Excel Hide Header Collapse Refresh
| Year-to-date w | Asof 1215/2023 @ Show Columns  Total only = SortBy Default v

Report Basis: (® Accrual () Cash Hide Filters | Account: All current assets Date: This Fiscal Year-to-date 3

12:02 PM Rock Castle Construction

12115123 Balance Sheet Prev Year Comparison

Accrual Basis As of December 15, 2023

Dec 15,23 : Dec 15,22 : § Change : % Change
T ASSETS
¥ Current Assets

 Checking/Savings

10300 - Savings P 1791019 4 1530864 2,101.55 13.3%
10100 - Checking 9764233  36,880.57 60,781.76 164.5%
104040 - Petty Cash 700.00 500.00 200.00 40.0%
Total Checking/Savings 118,252.52  53,188.21 63,083.31 1&7%

 Accounts Receivable
110040 - Accounts Receiva.. 115,358.78 36,418.30 79,540.48 218.4%
Total Accounts Receivable 11535878 35,418.30 79 540.48 218.4%

¥ Other Current Assets

12800 - Employee Advanc... 770.00 770.00 0.00 0.0%
12100 - Inventory Asset 3222528 11,664.79  20,560.49 176.3%
13100 - Pre-paid Insurance  4,050.00 5,081.85 -1,041.85 -20.5%
13400 - Retainage Receiv.. 3,703.02 1,796.72 1,906.30 106.1%
12000 - Undeposited Fun... 13,000.00 20,252.08 -7,252.08 -35.8%
Total Other Current Assets 53 748.30 39,575.44 14172.88 35.8%
Total Current Assets 28595960 129,162.95 156,796.65 121.4%
TOTAL ASSETS 285,959.60 129,162.95 156,796.65 121.4%
LIABILITIES & EQUITY 0.00 0.00 0.00 0.0%

NOTES
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Save Reports as PDFs

To keep a record of the information in the report as it exists today, you can save the report in
portable document format (PDF).

@
o Step-by-Step: Save a Report as a PDF File

1. With the report open, choose Save as PDF from the File menu. (You can also click on Print >
Save as PDF.)

2. Navigate to the folder where you want to store the PDF and enter a file name.
3. Click Save.

4. Close the report window.

= IMPORTANT: if you wish to send the report as a PDF attachment to an email in one step without saving it
as a PDF first, select Email - Send report as PDF. (QuickBooks will not allow you to select the Send
report as PDF option if you are using a sample company.)

NOTES
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Use QuickZoom in a Report

1.

@
o Step-by-Step: QuickZoom on a Listing in a Report

Position the mouse pointer over the listing you wish to view in detail.

2. Double-click the amount.

What you see when you QuickZoom in a report will depend on the type of report displayed.

If the report shows summary figures (like the Sales by Customer Summary report below) and you
QuickZoom an amount...

mer Summary

Customize Report Comment on Report Share Template Memorize Print |* | E-mail (v | Excel « Hide Header | Collapse Refresh
[aEICER This Month-to-date * From 12/01/2023 B To 12M15/2023 B Show Columns  Total enly ~ SortBy Default -
Report Basis: ® Accrual () Cash Show Filters
12:08 PM Rock Castle Construction
12115123 Sales by Customer Summary
Accrual Basis December 1 - 15, 2023
Dec1- 15,23
" Burch, Jason
Room Addition 3,925.00
Total Burch, Jason 3,925.00
" Campbell, Heather
Remodel 13,900.
Total Campbell, Heather 1380000
CompuBooks Construction 175.00
" Cook, Brian
Kitchen 1,528.45
Total Cook, Brian 1,528.45
Ecker Designs 45.00
EFK Enterprizses 1,400.00
" Keenan, Bridget
Sun Room 85.00
Total Keenan, Bridget 95.00
" Lew Plumbing - C
Storage Expansion 220.00
Total Lew Plumbing - C 220.00
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... QuickBooks displays a detail report that includes the transactions which contribute to that
amount. You can then double-click on an individual transaction in that detail report to
QuickZoom on it.

Customize Report Comment on Report Share Template Memorize Print * E-mail | Excel Hide Header Refresh

pates B - From 120012023 B To 121152023 B SortBy Default -

Report Basis: @ Accrual ) Cash Show Filters

12:09 PM Rock Castle Construction
1211523 Sales by Customer Detail
Accrual Basis December 1 - 15, 2023
Type Date Num Memo Name Item Qty um Sales Price Amount Balance

Campbell, Heather

Remodel
J Invoice 12M0/2023 1082 Floor plans Campbell, Heather... Floor Pla... 20 150.00 3,000.00 4
Invoice 12102023 1092 Installation la...  Campbell, Heather... Installati... 150 60.00 9,000.00 12,000.00
Invoice 12M0/2023 1092 General Labor  Campbell, Heather. .. Labor 30 50.00 1,500.00 13,500.00
Invoice 12M0i2023 1082 Removal labor Campbell, Heather... Remova... 10 40.00 400.00 13,900.00
Total Remodel 210 13,900.00 13,900.00
Total Campbell, Heather 210 13,500.00 13,500.00
TOTAL 210 13,900.00 13,900.00

If you QuickZoom a transaction in a detail report, QuickBooks opens and displays the invoice, bill
or other form for the requested transaction. At this point you can review, delete or edit the
displayed transaction as necessary.

Create
Main Formatting Send/Ship Reports 34
s B 3 % CreateaCopy (@ & = Print Later ] B Add Time/Costs BE  ElceaeaBaen
Find New Save Delete €BMemorize Mark As Print  Email Email Later attacn | B9 Apply Credits Receive B Refund/Credit
T T Pending T - File Payments

CUSTOMER:J0B [Empbell, HeatherRemodelJiid ei-| Remodel BSOS Rock Castle Invoice =

Customer
1 DATE BILL TO sy 7o ShRTE 1 h
I n VO I ce See History 1211002023 @ Heather Campbell Heather Campbell SUMMARY 4
zsmmacrs | st | o
Email heampbeli@myemail.con
Preferred delivery method Nan
TERMS DUE DATE Open balance 13,900.0
Net 15 ~ | 12/25/2024 HE Active estimates
Sales Orders to be invoiced
ITEM DESCRIFTION QUANTITY um RATE CLASS AMOUNT TAX
Floor Plans Floor plans 20 150.00 Remodel 3,000.00 |Non A
Installation Installation labor 150 60.00 Remodel 9,000.00 Non CUSTOMER PAYMENT a
Labaor General Labor 30 50.00 Remodel 1,500.00 Mon Your customer can not pay online
Removal Removal labor 10 40.00 Remodel 400.00 Mon Edit customer preferences
v RECENT TRANSACTION E
12/10i23 Invoice 13,9000
“Your customer can't pay this inveice online 0.00
Turn on 13.900.00
CUSTOMER ¥ 0.00 NOTES 4
13,900.00

MEMO CUSTOMER | Tax - Save & Close Revert
TAX CODE

NOTES
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Memorize Reports

You may want to memorize reports which you customize, filter and run frequently. Memorizing
reports can save you from spending time customizing the same reports over and over again.
Remember, memorizing reports saves your customizations and filters, not the data. As new data is
entered or existing data is changed, running a memorized report will display the refreshed data but
with the same settings (e.g., columns, title, etc.) you saved.

@
o Step-by-Step: Memorize a Report

1. When you are in a report you would like to memorize, click Memorize from the report tool bar.

I Customize Report Comment on Report Share Template [ Memori;e] Print + | E-mail +« | Excel - Hide Header Collapse Refresh

2. Name the memorized report accordingly.

3. Click the Save in Memorized Report Group checkbox if you would like to assign this report to a
group (you'll see more about memorized report groups in the next section), then choose the
group from the drop-down menu.

Memorize Report

Mame: Esthers Sales by Customer Summary

+ Save in Memorized Report Group: Customers _h
+ Share this report template with others AL
Banking

Customers

" Burch, Jason Employees

Room Addition Esthers Report Group
Total Burch, Jason  \andors

Lesson 9 — Analyze Financial Data 22



QuickBooks Desktop 2019 Client Training Memorize Reports

5. Check the box next to Share this report template with others if you wish to offer this
memorized report (the settings, not the data!) to the entire Intuit community to help others who
may have a need for business information similar to yours in their own QuickBooks company
files.

6. Click OKto memorize the report.

7. Close the report.

NOTES
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Create Memorized Report Groups

In addition to memorizing individual reports to save report settings, you can create memorized
report groups to organize your memorized reports in a way that makes sense for your business and
allows you to process a group of reports all at once.

QuickBooks comes preset with a number of memorized report groups, each already populated with
common reports for each area. You can add your own reports to these groups, modify the groups to
meet your needs and even create your own groups.

@)
o Step-by-Step: Create a Memorized Report Group

1. Choose Memorized Reports from the Reports menu then choose Memorized Report List.

Memorized Report List

REPORT NAME

- Accountant
+Balance Sheet
+General Ledger
+Journal Entries Entered Today
+Profit & Loss
«Trial Balance

+ Banking
+Check Detail
+Deposit Detail

+ Company
+Balance Sheet
+Profit & Loss
+5tatement of Cash Flows

+ Customer Deposits by Account

+ Customers
+ AR Aging Summary
+Customer Balance Detail
+Customer Balance Summary
+Esthers Sales by Customer Summary
+0pen Invoices

+ Employees

Memorized Report - Display... Print... Export...
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2. Inthe Memorized Report List, click Memorized Report > New Group.
3. Inthe Name field of the New Memorized Report Group window, type Year End.

4. Click OK.
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Print Reports

@
o Step-by-Step: Print a Report

1. With a report open, click the Print button from the tool bar then choose Report.

Pri

Settings = Margins

Print to:

' Filg: ASCI text file

Mote: To install additional printers or to change port
assignments, use the Windows Control Pan

ORIENTATION:
® Portrait

) Landscape

PAGE BREAK 5:

| 3mar page breaks (widow/orphan contral)

Page break after each major grouping

+| Fitreportto 1 page(s)wide
Fit report to page(s) high

HP Laserdet Pro MFP M127-M128 PCLmS ... =

nt Reports

Options...
el.
PAGE RANGE:
= All
() Pages:
From: To

Mumber of copies: |1

+| Collate

Printin color (color printers only)

Cancel
Help

Preview

2. Click Preview to see how the report will loo

QuickBooks displays a preview of your repo
3. Click Print.

4. Close the report.

NOTES

k when you print it.

rt onscreen.

Print Reports
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Process Reports in Groups

@

o Step-by-Step: Batch Process Reports in a Group

Process Reports in Groups

1. Inthe Memorized Report List, select the report group you would like to print.

2. Click Display.

QuickBooks opens the Process Multiple Reports window. You can use this window to display or
print the selected reports (selected by the checkmark in the far left column next to the reports).
You can also change the date range for reports in this window before you display or print them

by changing the information in the From or To columns.

Multiple Reparts

) Commented Reports

Select Memorized Reports From  Accountant -

Choose the reports to process, then press Display, Print or Email.

REFOR DATE RANGE

TO

+~ Balance Sheet This Fiscal Year-to-date 01/01/2023  12/15/2023
~ General Ledger This Month-to-date 1210112023 121512023
« Journal Entries Entered Today Today 12M5/2023 121512023
» Profit&Loss This Month-to-date 12/01/2023  12M5/2023
w Trial Balance This Month-to-date 12/01/2023  12/15/2023
5 report(s) selected | Display | Erint Email Cancel Help

3. Select the reports you wish to print and click Display to review the information in the reports or

click Print to print the reports.

If you choose to display the reports, you can print each report individually. Click the Print button

from that report’s tool bar, and then choose Report.

NOTES
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Process Multiple Miscellaneous Reports

In addition to batch processing a group of reports, you can also batch process various selected

memorized reports that are not all in the same report group.

@

o Step-by-Step: Batch Process Multiple Miscellaneous Reports

1. From the Reports menu, select Process Multiple Reports.

2. QuickBooks opens the Process Multiple Reports window. Select the memorized reports you want

to process (all reports from all groups are currently listed) by placing a checkmark next to the
desired reports. You can also change the date range for reports in this window before you

display or print them by changing the information in the From or To columns.

Multiple Reports

® Memarized Reports T Commented Reports

Select Memorized Reports From  <All Reports= -

Choose the reports to process, then press Display, Print or Email.
REFCR DATE RANGE

Employees:Payroll ltem Detail This Manth

FROM TO

4 report{s) selected ‘ Display | Print Email

1200112023 12/31/2023
Employees:Payroll Liabilities Custom 010142003 1173042003
Employees:Payroll Summary This Month-to-date 120112023 121512023
Esthers Report Group:Profit & Loss Detail - Esth... This Fiscal Year-to-date 0101/2023 121512023
» Missing Invoices All
Profit & Loss by Job All
Vendors:A/P Aging Summary Today 12M5/2023 121572023
+ Vendors:Unpaid Bills Detail Today 121512 @ m|
Vendors:Vendor Balance Detail All
Vendors:Vendor Balance Summary All

Cancel Help

v

3. Once the desired reports are selected, choose Display to review the information in the reports

or Print to print the reports.

If you chose to display the reports, you can print each report individually. Clicking the Print button

from that report’s tool bar, and then choose Report.
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Send a Report to 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 you can't in QuickBooks, or run “what-if” scenarios on your
QuickBooks data.

You can send reports from QuickBooks to 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.

@
o Step-by-Step: Send a Report to Excel

1. From the Reports menu, open the report you would like to convert to Excel.

2. On the Report button bar at the top of the report, set the date parameters for your report. You
can use the Customize button to set additional filters and add additional customization.

3. Ifyou clicked on the Customize button in the previous step, after you've specified your
additional parameters, click OK.

4. On the Report button bar, click Excel and Create New Worksheet (or you could select Update
Existing Worksheet if this report with these settings was previously sent to a spreadsheet that
was saved).
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Send a Report to Excel

5. Click the Advanced tab to add custom export options of Auto Outline and Auto Filtering if
they’re not chosen already.

Advanced Ex

QuickBooks Options:
Keep the following format options from QuickBooks:

+| Fonts Space between columns

v| Colors v 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)

™ E,Agto Filtering {allows custom data ﬂltering}e;

+| Include QuickBooks Export Guide worksheet with helpful advice

Create backup worksheet during update

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

6. Click OK - Export.
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Create 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 exactly what you're spending and where.

You should be especially concerned with the proportion you're spending on expenses relative to the
income you receive. As a simplistic example, if you're earning only $20,000 in income, you don't

want to spend $30,000 in expenses.

@
o Step-by-Step: Create an Income and Expense Graph

1. From the Reports menu, choose Company & Financial - Income & Expense Graph. You will
see the top 10 expense categories listed with numerical information next to a key listing them
with their pie chart colors.

Quicklnsight: Income and Exp

Dates... By Account | By Customer | By Class Next Group Print... Refresh
Income and Expense by Month B Income
January 1 through December 15, 2023 M Expense
Bin 1,000
120
100
80
60
40
20
Jan 23 Mar 23 May 23 Jul 23 Sep 23 Nov 23
Feb 23 Apr 23 Jun 23 Aug 23 Oct 23 Dec1-15,23
(
Expense Summary [ 54000 - Job Expenses 2815
January 1 through December 15, 2023 W 52700 - Payroll Expenses 350
52100 - Insurance 58
M 50100 - Cost of Goods Sold 49
M 60100 - Automobile 2.85
W 64300 - Tools and Machinery 0.83
65100 - Utilities 0.6
M 62400 - Interest Expense 05
M 54200 - Repairs 0.4
M 53300 - Printing and Reproduction 043
W Other 0.1§
Total $343,428.97)
By Account
Show on Pie Chart:  Income Expense
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2. You can choose to categorize expenses By Account, By Customer or By Class from the report
tool bar at the top.

3. QuickBooks can display information on only 10 pie segments at a time. To display more
accounts, click the Next Group button at the top of the graph window.

4. You can change the date range by clicking the Dates button at the top.

@
o  Step-by-Step: Display Income Accounts Instead of Expense Accounts

1. Click Income at the bottom of the graph window.

2. Choose to categorize income By Account, By Customer or By Class from the report tool bar at
the top (Income By Customer shown below).

Quickinsight: Income and Expe
Dates... By Account | By Customer By Class Next Group Print... Refresh
Income and Expense by Month B Income
January 1 through December 15, 2023 M Expense
$in 1,000
100 +
80
60
40 +
20
B Jan 23 Mar 23 May 23 Jul 23 Sep 23 Mowv 23
Feb 23 Aprz3 Jun 23 Aug 23 Oct 23 Dec1-15 23
Income Summary W Ted Customer 16.84%
January 1 through December 15, 2023 M Sage, Robert 590
Tony's Barber Shop 4 86
M Rahn, Jennifer 458
M Carr's Pie Shop 4 56
M Allard, Robert 453
Davies, Aaron 4. 46
M Samuels At Supplies 426
W Mackey's Mursery and Garden Supply 4.26
M Larsen's Pet Shop 426
H Other 4210
Total $326,574.56
By Customer
Show on Pie Chart:  Income  Expense

NOTES
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Use QuickZoom with Graphs

To help you better understand the information shown in the graphs, QuickBooks lets you trace
graphical data using QuickZoom. This works the same as the QuickZoom functionality on report
entries described earlier in this lesson.

@
o  Step-by-Step: QuickZoom on Graphical Information

1. Position the mouse pointer over the section of the chart you wish to see in more detail and
double-click.

=  IMPORTANT: The QuickZoom report features will vary depending on the type of information you are
choosing to QuickZoom in order to get more details.

QuickZoom Graph

Next Group Print...

Income Summary [ Campbell, Heather 4.26%
January 1 through December 15, 2023 B Babcock's Music Shop 384
Bristol, Sonya 3.07

M Cook, Brian 2.81

M Pretell Real Estate 2.80

M Robson, Darci $-8,083.46

Teschner, Anton 2.33

M natiello, Ermnesto 2.28

M Melton, Johnny 221

M Burch, Jason 2.05

M Cther 18.94

Sub-Total $137 503.85

By Customer
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Customize How Graphs Display

You can customize graphs to control what data they include and how the data is displayed. In this
exercise you'll change the display from three-dimensional (3D) to two-dimensional (2D) graphs.

@
o Step-by-Step: Change from 3D to 2D

1. From the Edit menu, choose Preferences.
2. Inthe left panel click Reports & Graphs.

3. Inthe My Preferences tab, place a checkmark in the box next to Draw graphs in 2D (faster).

Preferenc

Accounting A My Preferences Company Preferences @

% Bills Cancel

m Calendar Prompt me to modify report options before opening a report

B2 checking REPORTS AND GRAPHS GRAPHS ONLY —
®%¥  Desktop View When a repart or a graph needs to be | Draw graphs in 2D (faster} Default
L Finance Charge refreshed: Use patterns

5:‘ General 0 Prompt me to refresh Also See:
:i Integrated Applications ® Refresh automatically General

) Dontrefresh
&, tems & Inventory N

[ Jobs & Estimates

% Muliple Currencies
% Payments

Eg} Payroll & Employees
::';l:' Reminders

'"" Reports & Graphs

m Sales & Customers

Q@ Sales Tax
p Search
E Send Forms

% Service Connection
Speling

Click Help for information about
refreshing a large report.

4. Click OK.

5. Open the Report Center.
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6. Choose Sales - Sales Graph to view the effect of the change.

7. Click the Run (Display Report) icon.

8. Close the graph.

9. Close the Report Center.

NOTES
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Analyze Financial Data - Review Questions

is the tool that allows you to drill down on summary reports and

graphs in QuickBooks.

2. When can you generate a QuickReport?

a.

b.

C.

d.

Only when viewing an active customer or account
Only when viewing a list, register or form
Only at the end of the current fiscal period

Only when viewing balance sheet accounts

3. In which report category would you find a list of open invoices?

a. Company & Financial
b. Sales
c. Customers & Receivables
d. List
4. Report let you set custom criteria for the transactions you want to

include in 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.

b.

C.

d.

Choose Save Settings from the Report menu
Choose Save Setting from the File menu
Click Memorize on the button bar

Click Modify 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
b. False
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Review Activities

1. Create a QuickReport on a name 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 of the current year (the current year is whatever Rock
Castle Construction specifies is the current year based on the date you see when you open that
sample company). Create an item summary purchase report covering the date range for
November of the current year. 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. Use the 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 sales is taxable, at what rate, and how much sales tax is currently due
to be paid
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Answers to Review Questions

1. QuickZoom is the tool 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
b. v Only when viewing a list, register or form
c. Only atthe end of the current fiscal period
d. Only when viewing balance sheet accounts
3. In which report category would you find a list of open invoices?
a. Company & Financial
b. Sales
c. v Customers & Receivables
d. List
4. Report filters let you set custom criteria for the transactions you want to include in 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

c. v Click Memorize on the button bar

d. Click Modify 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

b. v False

Lesson 9 — Analyze Financial Data 38



	Copyright
	Trademarks
	Notice to Readers
	About the Author
	Lesson Objectives
	Create QuickReports
	Zoom in on a QuickReport
	Customize QuickReports
	Use the Report Center
	Create a Balance Sheet Previous Year Comparison Report
	Filter Reports
	Save Reports as PDFs
	Use QuickZoom in a Report
	Memorize Reports
	Create Memorized Report Groups
	Print Reports
	Process Reports in Groups
	Process Multiple Miscellaneous Reports
	Send a Report to Excel
	Create an Income and Expense Graph
	Use QuickZoom with Graphs
	Customize How Graphs Display
	Analyze Financial Data — Review Questions
	Review Activities
	Answers to Review Questions

