MODIFYING QUICKBOOKS REPORTS

Included with the QuickBooks (QBs) software are standardized reports that have been
configured with standard formatting, filters and selections. This procedure is being
written to explain some of the modifications that can be made to existing QBs
standardized reports to make them more useful. Once modified these reports must be
saved with a new name in order to retrieve them when needed. It should be noted that
modifying QBs reports has no affect on the existing standardized reports. A user can
“play” with reports and make changes without worrying about changing the existing pre-
structured reports. Also modifying the reports has not affect on the existing transactions
or data contained within the reports.

MAKING COLUMNS ON REPORTS WIDER: Whenever there are words listed in a
column of a report and then there is a “...” after it, it means that there are additional items
within that column that are not being displayed because the column is not wide enough.
See the example provided below:

[ Modify Report... ] [ Memorize. .. ][ Print... ][ E-mail = ][ Export... ]
bl 2t Month “ | From |04/01/2010 To
2:66 PM A
0510010 Sﬂ|
Accrual Basis
<> Type & Date ¢ Num ¢ Memo (o O
Sales Receipt 040172010 1468 Liquor sale=s...
Sales Receipt 040172010 1468 Liquor sales...
Sales Receipt 040272010 1472 Liquor sales...

Salez Receipt 04022010 1472 Liquor zales...
Salez Receipt 04032010 1473 Liquor zales... \

As soon as the column is made wider the data will be displayed within the report. To
widen a column you must put your cursor over the diamond displayed at the end of the
column until it turns into a “plus” sign as shown below:

[ Modify Repart... ]_[ Memarize. .. ][ Print... ][ E-mail = ][ Expart... ]_
Dates |EEAIEn I ~ | From |04/01/2010 [E] To
2:56 PM Al
051010 Sﬂl'
Accrual Basis /
& Type & Date « Num « Memao +_
Sales Receipt 0440172010 1458 Liquor=zales... L[

You must hold the left side of your mouse down as you drag the column over to the right
to make it big enough to reveal all the information contained in that column. In the
example above the diamond has changed to the “plus” sign.
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[ Modify Report... ]_[ Memorize. .. ][ Print... ][ E-mail = ][ Export... ]_[ Hide t

Dates |LastMonth ~ | From |04/01/2010 [B] To |04/30/20
2:56 PM ANY LC
05110110

Accrual Basis

=

Type

% Date + Hum +

Sales by

Memo

Ap

=

Sales Receipt
Sales Receipt

0401720110 1468
0401720110 1488

Liquor gales - 2

Liguor sales - 7

In the example above the column has now been widened to display all information
contained in the “Memo” column. When printing reports the columns should be widened
before printing or the full data will not be displayed in the printed report.

REMOVING COLUMNS: Sometimes there are columns in the report that are not

necessary. In the example below the “Qty”, “Sales Price” and “Balance” columns are
not necessary so they will be removed.

[ Modify Report... ]_[ Memorize. .. ][ Print... ][ E-mail » ][ Export... ]_[ Hide Header ]_[ Refresh ]

Qaw Last Month

2:56 PM
051010

Accrual Basis

@ Type £ Date
Sales Receipt 04/01/2010
Zalez Receipt 04/01/2010
Sales Receipt 04/02/2010
Sales Receipt 04/02/2010
Sales Receipt 04/03/2010
Sales Receipt 04/032010
Sales Receipt 04/05/2010
Sales Receipt 04/05/2010
Zalez Receipt 04/06/2010
Sales Receipt 04/06/2010
Salez Receipt 04/07/2010
Sales Receipt 04/07/2010

+ Num_ =
1468
1458
1472
1472
1473
1473
1474
1474
1475
1475
1478
1478

To remove a column, select the [ odify Report... J jcon in the top of the report.

~ | From |04/01/2010 To |04/30/20 10 [E]| Sort By |Default v
ANY LODGE #9999
Sales by Item Detail
April 2010
Memo S Name £ Oty < Sales Price + Amount £ Balance
Liquor zales - 2 Daily Receiptz 1 0.00 0.0(
Liguor zales -7 Daily Receiptz 1 100.75 100.75 100.7¢
Liquor zales - 2 Daily Receiptz 1 0.00 100.7¢
Liquor zales -7 Daily Receiptz 1 20975 209.75 310.50
Liquer sales - 2 Daily Receipts 1 0.00 310.50
Liguor zales -7 Dailty Receiptz 1 188.00 188.00 508.50
Liguor zales - 2 Daily Receiptz 1 24.00 24.00 532.5(
Liquor zales -7 Daily Receiptz 1 141.25 141.25 873.7C
Liguor zales - 2 Daily Receiptz 1 15.00 15.00 638.7¢
Liquer zales -7 Daily Receipts 1 107.75 107.75 796.5(
Liguor zales - 2 Dailty Receipts 1 0.00 796.5(
Liguor zales -7 Daily Receipts 1 150.00 180.00 586.5(

NOTE: This screen is standard on all reports except that the title of the report will
change after the “:” based on which report you are modifying.
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Modify Report: Sales by ltem Detail Type & help question m

J Display | Filters Header,Footer Fonts & Mumbers
Report Date Range
Dates Last Month e | From the first day through the last day of last month
From |04/01/2010 [E] To |04/30/2010 [E]
Report Basis
%) Accrual ) cash This setting determines how this report calculates income and expenses.
- {left margin) | Sorthy |DE1'E|uIt v |
Trans # =
SType q (%) Ascending order 24
' ortin
Enteredﬂ__ast Modified (") Descending order 3}
Last modified by
+Date
+Mum
Adi
P. O, # El:llt a chedk mark next to Eaﬂn:_||'| column
at you want to appear in the report.
/MName L [ Advanced. .. ] [ Revert ]
I Ok l [ Cancel ] [ Help ]

Notice in the lower left hand corner of the screen there is a “Columns” section that lists
are columns that can be displayed in the report. The items that are currently displayed
are marked with a v" checkmark. To remove them you must click on them to remove the
v" checkmark.

Columns

Columns
Jﬂpen Balance Ll I Aging A
Qty Open Balance |
UM
) g Qty
+/'5ales Price LM
Del:uli_: Sales Price
JCFEdIt Debit
J.ﬁ.ml:uunt Credit
Balance _ R,; P < Amount —
Tax Tal:!IE Version H Balance
User Edit? . Tax Table Version bl

Once the v' checkmark has been removed and the I button is selected the
columns will no longer display in the report.
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[ Modify Report. .. ]_[ Memorize. .. ][ Print. .. ][ E-mail » ][ Export... ]_[ Hide Header ]_[ Refresh ]

Dates |Last Manth v | From [04/01/2010 [ To [04/30/2010 [E] Sort By [Default v

3:30 PM ANY LODGE #9999

0siono Sales by Item Detail

Accrual Basis April 2010

B3 Type Date + Num = Memo & Name kS Amount 2

Salez Receipt 04/01/2010 1468 Liquor zales - 2 Daity Receiptz
Sales Receipt 0&4/01/2010 1453 Ligquor sales - 7 Daily Receipts 100.75
Sales Receipt 04/02/2010 1472 Liguer sales - 2 Daily Receipts
Sales Receipt 0&/02/2010 1472 Liquor zales -7 Daity Receipts 205.75
Sales Receipt 04032010 1473 Liguer sales - 2 Daily Receipts
Salez Receipt 04/03/2010 1473 Liquor zales - 7 Daity Receiptz 158.00
Sales Receipt 04/05/2010 1474 Liguer zales - 2 Daily Receipts 24.00
Sales Receipt 04/052010 1474 Liguor zales - 7 Daily Receipts 141.25

CHANGING THE HEADER/FEOOTER: Sometimes the title of the report is not what is

desired and must be changed. To change the Header and/or Footer, select the

[ odify Report... | pytton, The “Modify Report:” screen will appear for the specified
report. In this example we are modifying the Profit & Loss by Class report so the screen
title is “Modify Report: Profit & Loss by Class”.

=
Modify Report: Profit & Loss by Class EEhCIE 1y ,m

| Header/Footer | Fonts & Mumbers

Display

Filters

Show Header Information

Page Layout

Company Mamei |.-5.N‘|" LODGE #9399 | Alignment
Standard W
Report Title |F‘r|:|ﬁt & Loss by Class | |
Subtitle |.-5.|:|ril 2010 | Time Comparny
Date Title
Date Prepared | 12/31/01 W | Basis —
Time Prepared lonfEap Drnarigline | _Hag, 1391
(A ]]
Report Basis o
Print header on pages after first page i
it
Show Footer Information ¥
507152
Page Mumber |F‘age 1 w | Exctra Line Page
Extra Footer Line | |
Print footer on first page
I oK l [ Cancel ] [ Help ]

Notice that the title is currently displayed as “Profit & Loss by Class” and we want to
modify it to the name of the particular class being displayed in the report, so we type in
the new name of the report in the “Report Title” field.
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Modify Report: Profit & Loss by Class  EERt= sty m

Display Filters | Header/Footer | Fonts & Mumbers
Show Header Information Fage Layout
Company Mame |,.5,N~,f LODGE #9000 | Alignment
) |Standard w
Report Title QSDD&I Quarters Profit & Loss D
Subtitle |m | Time Company
¢ O] |5
Date Prepare 2/31/01 A Subtitla
Time Prepared _Hagtan
Ln
Report Basis w
Print header on pages after first page o
i#
Show Footer Information i
507152
Page Mumber |F‘age 1 w | Exctra Line Page

Exira Footer Line | |

Print footer on first page

[ QK ] [ Cancel ] [ Help ]

Notice that there are also other items that can be changed on this screen such as the
format of the date, which is displayed below in the “Date Prepared” drop down menu:

Modify Report: Profit & Loss by Class  [RaELE St
Display Eilters | Header/Footer [
Show Header Information Page L

ompany MName # Al
C N | ANY LODGE #9929 | Alignm
Stanc

eport Title ocial Quarters Pro 055

[+] Report Tit Social Quarters Profit &L I:
Subtitie | April 2010 | Time
Date
[¥] Date Prepared | TEXTCR SR v pas
Time Prepared Dec 31 01 e
. December 31, 01 :
Report Basis Dec 31, 2001 i
[+ Print header on pat December 31, 2001 ‘.

Also notice that you can see in the “Page Layout” section what the report currently looks
like and where the items are currently set to display on the report.
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Modify Report: Profit & Loss by Class  JEEEELEEEIE Y m

Digplay Filters | Header/Footer | Fonts & Mumbers
Show Header Information Page Layout
Company Name | ANY LODGE #9939 | Alignment
v

Report Title |5|:u:ia| Quarters Profit & Loss | = |
Subtitle |.-5.|:|ril 2010 | Time Campany
g | | pate. Title

Date Prepare 1243101 w Subtitle
Time Prepared Hug i

Report Basis

Print header on pages after first page

Show Foaoter Information

[N ELRES

Page Mumber |F‘age 1 w | E:xtra Line Fage

Exira Footer Line | |

Print footer on first page

[ K l [ Cancel ] [ Help ]

It is possible to make changes to the report setup and then see if the changes are what you
desire. It should be noted that if you are not happy with the changes then do not save the
report and the report’s original settings will always remain in place under the standard
QBs Reports menu. In other words if you do not save it with a new report title then it
will always revert to the standard QBs structure for the report.

SETTING THE REPORT TO LANDSCAPE: To set the report click the icon at
the top of the QBs report screen. The “Print Report” screen will appear.
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Print Reports Type a help guestion |Ask ¥ How Do I?

J settings | Marging

Print
——
@ Printers. | HP Deskjet 3740 Series on USB001 v | Qptions. .
File:

O File |.-5.SCII text file w |
Mote: To install additional printers or to change part -

assignments, use the Windows Control Panel,

Orientation: Page Range:
(&) Portrait @ Al
) Landscape (O Pages:
From: I:I To: I:I

Page Breaks:

Mumber of copies: | 1
smart page breaks (widow forphan control) s
Collate
[ ] Page break after each major grouping
[] Fit report to I:Ipage[s} wide [ 1 Print in color {color printers only)

The “Orientation:” section is what determines how the report will print. Portrait is the
standard for most reports, which includes everything that fits within the 8 %2” on the
standard sheet of paper with the margins included. When a report is wider it should be
set to Landscape so that the report will print all columns within the report without
wrapping them to another page.

In the example below if we do not change the Orientation to Landscape some of the
data will not be displayed in the report.

334 PM ANY LODGE #9999
f510r0 Check Detail
April 2010
Type + Hum « Date L Name “ Account < Paid Amount <

Bill Pmt -Check 6569 0400202010 Lockton Risk Services 1005.00 - Checking - Cash
Bill Y97 031152010 5427.00 - Fidelity Bond Coverage -320.80
TOTAL -320.80
Bill Pmt -Check 6570 04/02/2010  Chaz Distributing 1005.00 - Checking - Cash
Bill 28330 031152010 5045.00 - Misc Merch - Cost of Goods Sold -116.23
TOTAL -118.23

The report displayed as Portrait:
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ENl Pt O =] L oaap ] Lookion Rlsk Sarioes 100500 - Cheoking - Cash

Ell TETST  SA5200 SETO00- Fideky Sored Coverage

TOTAL

ENl P -Chealc BET 42310 ChazDedributing 100500 - Chaoking - Cash

El o= AL SO4.5.00 - Misc Merdn - Cos o Goods Saic
TOTAL

ENl P -Cheok BE1 42210 Alled Emverapes, Ing. 100600 - Cheokng - Cash

Ell FASE L8L010 S02000 - Sear - Cox O Goods Sod
TOTAL

Because the report is too wide to be displayed in the standard Portrait format, which is
shown above the last column is not printed on the report.

To change the format to Landscape simply click the Landscape radio button on the
“Print Reports” screen.

Print Reports Type a help guestion |Ask ¥ How Do I?

J settings | Marging

Print

Print tos

@ Printer; | HP Deskjet 3740 Series on USB001 v | Options. ..

File:

O File | ASCII text file v |

Mote: To install additional printers or to change part -
assignments, use the Windows Contral Panel,

Orientation: Page Range:
O Partrait ® al
® Landscaps O pages:

........................... From: [T ] To: [3959

Page Breaks:

Mumber of copies: | 1
smart page breaks (widow forphan control) s
Collate
[] Fit report to I:Ipage[s} wide [ 1 Print in color {color printers only)

To help you determine if the report is going to fit on the page you can click the

button to display the report prior to printing. This is shown in the example

above where the column of data is not displayed when Portrait is selected as the
Orientation for this report. It is suggested that the report always be “previewed” to see
it prior to printing.

FILTERS: As previously mentioned the QBs reports are pre-structured to settings
determined by Intuit the manufacturer of the QBs software. These “filters” can be
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changed and the report saved so that it has user-defined parameters. The “filters” for a

report are shown when the |[M icon is chosen at the top of the selected report.
Shown below is the Modify Report: Profit & Loss by Class pop-up screen that appears
when the Modify Report icon is selected while in the Profit and Loss by Class report.
The report will default to the first sub-tab within the screen, which is “Display”.

Modify Report: Profit & Loss by Class  EEEERSH quesﬁﬂnm

Display | Filters | Header Footer Fonts & Mumbers

Choose Filter Current Filter Choices

Filter Account Filter Set to

[Account Al incomefexpense ...
Date Last Fiscal Year

|.-5.II iNCome /exXpense accounts | W |

Amount

Date -
Item

Memo

Marme

Mumber
TransactionType |

Remove Selected Filter

Account Filter

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

Tell me more... ]

I k. l [ Cancel ] [ Help ]

Notice that there are sub-tabs within the screen. The second tab is the “Filters” tab,
which needs to be selected when changing need to be made in the selection criteria for a
report.

The available filters are listed in the “Choose Filter” section of the screen. In the
example below versus the example above when a “Filter” is chosen notice that the
available selections will change within the screen.
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Modify Report: Profit & Loss by Class R quesﬁﬂnm

Display | Filters | Header Footer Fonts & Mumbers
Choose Filter Current Filter Choices
Filter Class Filter Set to
Aging A Ll dasses v Account All income fexpense ...
Billing Status B Date Last Fiscal Year
_I
CI:Zfed =1 | Multiple classes...
Customer Type %
Detail Level EIH"F?O - :
DLe Date Family Activities Commi. .,
Entered/Modified KITCHEN
nteredModified o LODGE
Membership Dues O arm e Salartad Filbs
SOCIAL QUARTERS RLEMOVE Selected Filte
Class Filter

Choose a dass (a group of transactions) from the
drop-down list.

Tell me maore. .. ]

I CK l [ Cancel ] [ Help ]

This is true for all the selections under “Choose Filter”. In the example above the
default for the “Filter” entitled Class is “All classes” but we can change the filter to be
for only one particular class by selecting it.
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Modify Report: Profit & Loss by Class  |REEREEENE LE2 S

Display Filters Header Footer Fonts & Mumbers

Choose Filter Current Filter Choices

Filter Class Filter Set to
Aging | [Lopee w Account All incomefexpense ...
Billing Status Date Last Fiscal Year
EE— C= Toes
Cleared
Customer Type
Detail Level
Due Date
Entered/Modified [

Remove Selected Filter

Class Filter

Choose a dass (a group of fransactions) from the
drop-down list,

Tell me more. .. ]

[ k. ] [ Cancel ] [ Help ]

Notice that it now appears in the “Current Filter Choices” section of the screen. This
means that this report, when saved, will be a report of only the “LODGE” vice a report
that includes all classes within this QBs company. Additional filters can be chosen. It

Remove Selected Filter

should also be noted that if a filter is chosen in error the [ ] icon can

be chosen and that filter then removed from the new report.

The report will now display only the chosen filtered items, which in this case is
“LODGE” in the report vice the original report, which originally would have shown us
all classes that were in our QBs Company Class List.

CHANGING FONTS, COLORS: Sometimes a user may want to increase the size of
data in the report so that it can be more easily reviewed. Each report will allow the font
colors and size to be changed for totals, column headers, titles, etc. When modifying a
specific report what can be changed will be displayed in the Modify Report screen, which

is accessed by selecting the [ Modify Repert..._ jeon within the specific report.

We will modify the fonts, size and color of some of the items on the Balance Sheet
shown below.
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Il Balance Sheet Type & help question

Madify Report... Memaorize... || Print... || E-mail * | Export... Hide Header || Collapse Refresh

Dates | IETEERISrE-EN v | As of [05/13/2010 Columns [Total anly | sart By [Default v |
2:49 P ANY LODGE #9999
0513110 Balance Sheet
Accrual Basis As of May 19, 2010

B3 May 19, 10 S
ASSETS
Current Assets

|

Checking/Savings
1000.00 - Cash

1006.00 - BINGD CHECKING b 53314 1
1005.00 - Checking - Cash 368671
1010.00 - Savings - Cash L5 TE
1025.00 - Petty Cash 200.00
Total 100000 - Cash 5,365.63
Total Checking/Savings 536563

To modify this report we select the [ edify Report... Jjcon, which causes the following pop-

up screen to be displayed. We will then select the “Fonts & Numbers” tab within the
“Modify Report” screen.

Modify Report: Balance Sheet Type a help question m

Display Filters Header Footer | Fonts & Numbers |

Fonts Show Megative Mumbers
Change Font For (&) Mormally Example

ol -— ) In Parentheses
Row Labels -
Seport Data ) with a Trailing Minus 300.00
Report Totals
iompany Mame Example [] 1 Eright Red
Report Title
Feport Subtitle
Date Show All Mumbers
Fage Mumber

ransactions [] Divided By 1000
fTime
Report Basis |:| Except Zero Amounts

Change Font... ] [ without Cents

oK ] ’ Cancel ] ’ Help ]
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As mentioned previously the “Fonts” section will identify those items on the report that
can be modified. It will also provide a current view of what the font is set at when that

item is selected. Notice as you select each item that the “Example” changes to show you
what the current font looks like.

To change the font, select the [ change Font... | icon.

Report Totals [z|
Fant: Fant Style: Size:
(]
e BN ER ~
&rial Black | Italic 9 (=
B diial Marrow 10
Batang b Bold Italic 11 %
Effectz Sample
[ ] 5trikeout
[ ] Underline AaBbYyZz
Colar:
|- Black b | Thiz iz an DpenT ype font. This zame fant will be
Lzed on bath your printer and your screen.

The font selections are normally based on the fonts that are loaded within your computer
so they may vary by computer. As you make a selection the “Sample” section will show
you how the font will look. Notice also that there is a “Color:” section that allows you to
change the color to something other than the default of Black. Notice also that you can
choose “Effects”. To determine which font you prefer simply make selections within the
screen and click “OK” and the change will be displayed.

Il Balance Sheet Type a help question

Modify Repart. .. | Memarize... || Print... || E-mai = || Export... | Hide Header || Collapse | Refresh

Dates |This Fiscal Year-to-date ha | As of |DS,f'19,-"2D 10 Columns |Total only ¥ |5c-rt By |Defau|t ha |
3:00 PM ANY LODGE #9999
031510 Balance Sheet
Accrual Basis As of May 19, 2010

s May19,10 o
ASSETS A

Current Assets -

Checking/Savings
1000.00 - Cash
1006.00 - BINGO CHECKING P 53314 |
1005.00 - Checking - Cash 3.686.71
1010.00 - Savings - Cash 34578
1025.00 - Petty Cash 800.00
Total 1000.00 - Cash 536563
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In the example above the Report Title and Column Labels were changed to different
colors and sizes that the standard structured report.

Modify Report: Balance Sheet Type a help question m

Display Filters Header Footer | Fonts & Numbers |
Fonts Show Megative Mumbers

Change Font Far (&) Mormally
7 : () In Parentheses
() with a Trailing Minus i

Example

Example In Bright Red

Show All Mumbers

[ civided By 1000
[] Except Zero Amounts
Change Font... ] [ without Cents

[ K l [ Cancel ] [ Help ]

Notice also that you can choose how the negative numbers will be displayed and that a
change can be made to “Show All Numbers” to the nearest thousand, without cents
displayed and that any accounts with zero amounts can be chose as not displayed within
the report.

Also notice that should you change your mind you can always click the

icon and the report will default back to its original settings.

OTHER FEATURES: There are other features in QBs reports that should be noted, they
are displayed at the top of the report.

Modify Report. .. Memarize... | Print... || E-mail * | Export... Hide Header || Collapse Refresh

Dates |This Fiscal Year-to-date v | As of |IZ|5.."19,."2IZI 10 Columps |T0ta| only v |50rt By |Defau|t v |

The “Memorize” item is discussed in the “QUICKBOOKS REPORTS” and the
“MEMORIZED REPORT GROUP” procedures found on the CNMA website.
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The [Em2l ~ ] icon will also the user to email the displayed report to anyone. The default
address used for the email is based on the email address loaded into the Company
Information screen. For the fraternal units we must use the standard assigned structure of
lodgeXXXX@mooseunits.org; chapterXXXX@mooseunits.org; or
legionXXXX@mooseunits.org.

To send a report by email, select the [Emal+ ] icon. Notice that there are two ways to
send a report.

][ E-mail * ][ Export. .. ]_E
1 Sendreport as Excel

Send report as POF J

If Excel is chosen the report will be sent so that the recipient can open the data contained
in the report in Microsoft Excel. If PDF is chosen the report is sent in Adobe Reader,
which can be read by any recipient, as Adobe Reader is standard on most computers
today.

EaitE mailnformation X

Edit the e-mail information as necessary, and then send your form,

To | |

Cc | |

Bec | |

Fram | lodge 1417 @mooseunits.org |

Subject  |Report from ANY LODGE #2942 |

E-mail Text
Flease review the attached report. Feel free to contact us if you have any Edit Default Text
questions,
[ checkspeling |
Thank you,

[four Report will be attached to the message as & POF file]

7 Send Now Cancel ” Help
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The “Edit E-mail Information” screen appears. This screen needs to be completed to
identify the recipient’s email address; provides the default email that is sending the report
as mentioned above; allows for multiple recipients to be identified (Cc, Bcc); allows the
sender to identify a Subject; and add any text to the email to let the recipient know more
about what is being sent.

When the icon is selected QBs will access the Internet connection, which

means that access to the Internet must exist in order to send the report.
Also notice that the spelling can be checked by selecting the L_Chesksesling  Jjcon

When [_EditDefaultText | jcon js selected QBs will take you to the “Preferences” so that
you can permanently change the defaults within the reports screen when the “Email” icon
is selected.

Preferences Type a help question
B Accounting My Preferences | Company Preferences |
E Checking Change default for |Rep0rt L |
=34 Desktop View - ==
) Dear hd | |-:F|rst> <Last= A |

% Finance Charge Default

®p General Bec | |

2l Integrated Applications Subject |Repurt from ANY LODGE 29999 | Also See:
‘ Items & Inventary General

Please review the attached report, Feel free to contact us if you have

[= Jobs & Estimates any questions,

q Payroll & Employees
. ) Thank you,

& Reminders

W Reports & Graphs
% Sales & Customers
lg| Sales Tax

% Service Connection

= Speli
|ﬂ Spelling
[22] Tax: 1093
%] Time Tracking

The first time a user emails a report the screen will walk the user through a series of
questions regarding how email should be sent and the default email address that will be
used when sending emails. Follow the prompts and then the email will be sent to the
recipient via email.

The icon allows the user to send the data contained within the report to another
software program for additional manipulation of the data beyond what can be done within
QBs.
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Export Repo i Type a help question |Ask

¥ How Do I?

J Basic | Advanced |

X]

Export QuickBooks report to:
) a comma separated values (.csv) file

%) i new Excel workbook!

) an existing Excel workbook

worksheet linking

Indude a new worksheet in the workbook that explains Excel

| |

I Export

| |

Cancel

Help

For example the report data can be sent to Excel as shown in the Export screen above.

When the “Advanced” tab is selected additional capabilities for the Export are displayed

as shown below.
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Export Repo i Type a help question |Ask ¥ How Do I?

Basic | Advanced |

3

Preserve the following QuickBooks report formatting options:

Space between columns
Row height

Colors
Turn on the following Excel features for this report:

AutoFit (set column width to display all data)

Freeze panes (keep headers and |abels visible)

Show Gridlines

[ Auto Outline (zllows collapsing { expanding)

[ auto Filtering (allows custom data filtering)
Printing options

{(#) Send header to Page Setup in Excel

() Send header to screen in Excel

Repeat row labels on each page

| J |

[ Export Cancel

Help ]

The icon is used to update a report when data that is contained within the report
has been changed and the currently displayed report does not have data change displayed.
Sometimes QBs will have a reminder on the screen that the data has changed and the
report needs to be “refreshed”.

The “Dates” selection allows the user to select many default selections to change the data

displayed within the report.
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The date “=°F field identifies the date that the report is current through.

For example the Balance Sheet shows a specific date so it will always have an “As 0”
date.

On some reports there is a date range

|gates e | From |05/01/2010 [E] To |05/12/2010 for the report

because the report is showing a specific period of time. For example the Profit and Loss
Statement is for a specific period of time rather than a specific date.

The “Columns” selection allows the user to specific multiple items on the report or a
single “Total only” for the columns of data displayed within the report. This will change
based on each individual report and its standard default settings. The Profit and Loss
report example is provided below:
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The “Sort By” allows the user to specify Total how they want the
report sorted by. In this example when “Total” is selected an additional icon appears in

the screen 5ort5y I ¥ | 1\t allows the user to Sort in Ascending (A to 2)

or Descending (Z to A) . order.

This procedure has been written to provide some insight into the QBs reports and the
ability to modify them. There may be other items that can be changed on the reports,
which can be found in the QuickBooks Users Manual and other tools. It is recommended
that the user also take advantage of the QBs website where additional information can
also be obtained on QBs reports.
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