LESSON 9 Analyzing financial
data

Lesson objectives, 224
Supporting materials, 224
To start this lesson, 224
Instructor preparation, 224
Reports and graphs help you understand your business, 225
Creating QuickReports, 226
When to use a QuickReport, 226
Zooming in on a QuickReport, 228
Customizing QuickReports, 229
Creating and customizing preset reports, 232
Using the Report Center, 233
Creating a balance sheet comparison report, 234
Filtering reports, 235
Saving reports in PDF format, 236
Creating and customizing a sales report, 237
Using QuickZoom in a preset report, 239
Saving report settings, 241
Creating memorized report groups, 241
Memorizing preset reports, 242
Adding reports to memorized report groups, 243
Printing reports, 244
Processing reports in groups, 245
Exporting reports to Microsoft Excel, 245
Sending a report to Microsoft Excel, 246
Filtering a report in Microsoft Excel, 249
Creating QuickInsight graphs, 251
Creating an Income and Expense graph, 251
Features of QuickInsight graphs, 253
Customizing graph data, 253
Using QuickZoom with graphs, 254
Customizing how graphs display, 256

223



Analyzing financial data

Lesson objectives

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

To create a QuickReport

To add a column to a report

To learn how to move a column in a report

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

To customize a report by changing how it looks and the data it covers (filtering)
To learn how to process reports in batches

To save reports as Portable Document Format (PDF) files

To learn how to export a report to Microsoft Excel

To practice filtering reports in Microsoft Excel

To learn about the types of graphs QuickBooks offers

To create and customize several graphs

Supporting materials

PowerPoint file: Lesson 9

Video tutorial: Reports

Instructor preparation

Review this lesson, including the examples, to make sure you're familiar with the
material.

Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.
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To restore the exercise file (qblesson.qbb):

1 From the File menu in QuickBooks, choose Open or Restore Company.
QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

In the Restore Backup: Method window, select Local Backup and click Next.
In the Open window, navigate to your c:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Restore Backup: To Location” window, click Next.

Navigate to your c:\ QBtrain directory.

In the File name field of the Restore To window, type lesson 9 and then click Save.
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Click OK when you see the message that the file has been successfully restored.

Reports and graphs help you understand
your business

So far, you’ve been learning ways to track your data in QuickBooks. In this lesson, you'll
work with two of the most valuable tools in QuickBooks reports and graphs. Reports
and graphs give you insight into your finances; they’re two of the most important
benefits of tracking your data in QuickBooks.

Often, people’s perceptions of their business profitability don’t match the facts. If you
enter your data in QuickBooks, but don’t take the time to analyze the data, your
business decisions are based on incomplete knowledge. Reports let you summarize your
financial data so you make decisions based on analysis of the numbers.

Reports give you the bottom line—you can see exactly how profitable your business is.
Ifit’s not doing as well as you’d hoped, you can create reports that show you which areas
need improvement. QuickBooks has dozens of preset reports, but if you have specific
reporting needs, you can customize any QuickBooks report to show exactly the data you
want. And if you're interested in getting quick information, you can use a QuickReport
that lets you summarize information from your lists, forms, or registers with one click
of a button.

Some people find it easier to see a visual picture of their financial data. If you're
interested in learning more about trends or patterns in your business data (for example,
what proportion of your income comes from consulting services as compared to
product sales), QuickBooks offers six types of QuickInsight graphs.

Note: Some versions of QuickBooks include additional reports that are not
available in all other versions.
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Analyzing financial data

Creating 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 items you’re currently viewing on screen. Whenever you have a list, a register, or a
form displayed, you can click a button to have QuickBooks create a QuickReport.

When to use a QuickReport

Suppose you're viewing the Vendor list in the Vendor Center and you want to see a
history of all transactions for a certain vendor. Select the vendor’s name, then click the
QuickReport link at the top right section of the window. select QuickReport. You'll see
areport listing information about each bill for that vendor.

Suppose that Rock Castle Construction wants to see what it owes to Patton Hardware.
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To see what you owe a vendor:

1

Click Vendor Center on the icon bar.

QuickBooks displays the Vendor Center.

#& vendor Center: Bank of Anycity (All Transactions) O] x|
{7 New Vendor... New Transactions» (= Print» ] Excel* ™ Word»

Vendors | Transactions Vendor Information Edit Vendor... Reports for this Vendor  ~—

View [Acove verdors = 3 me Bank of Any... Lisa Holzhau,.. = QuickReport
#155559135 |, oo Balance
Balance Total Bark of Any...
y Bank of Anycity 415-555-9153
Bayshare CalOi Service 0.00 — Lisa Holzhauser s ahi:
ki 1935 Main Strer [t
Bayshore Water 0.00 Middiefield, CA  Accou
C.U. Electric 750.00
Cal Gas & Electric 122.68 Map | Directions el .
- QuickBooks Checks &

(E3iTcieptions 0.0 = Edit Noteg... 5 Supplies: Learn more -
Caloil Company 0.00 -
City of Bayshore 0.00
ity oF East Bayshore 057 Show [All Transa... =] Fiter By [al =] Date [ThisFiscal.. >] 10/01/2007 - 09/30/2008
City of Middlefield 0.00 Type | MNum | Date ~ | Account | Amount |
Custom Kitchens of Sayshore e Check 297 11/28/2007 Checking -550.00]
Deigle Lighting o0 Check 299 11/22/2007 Checking 24413
e o Check 296 10/28/2007 Checking -550.00
East Bayshore Auto Mal 0.00 Check 298 10/22/2007 Checking 24413
East Bayshore Tool & Supply 0.00
Employment Development D... 0.00
Express Delivery Service 0.00
Fay, Maureen Lynn, CPA 0.00
Funds Transfer 0.00
Galion Masonry 0.00

2 Select Patton Hardware Supplies.

3

In the Reports for this Vendor section, click the QuickReport link.

Note: If you want to see only unpaid bills and unapplied credits for the
selected vendor, click the Open Balance link in the Reports for this
Vendor section.

Tl vendor QuickReport 10l =|
Modify Report... Memorize. .. Hide Header Refresh |
Dates YR w PN ~ | From |12/01/2007 B To [12/15/2007 B8] Sort By [Default ~]
Ll Rock Castle Construction
12118107 Vendor QuickReport
December 1 - 15, 2007
B Type E3 Date + Num ¢ Memo 3 Account +Clr + Split 3 Amount 3
Patton Hardware Supplies
» Bill 1200272007 Accounts Payable -SPLIT- -13,695.00 4
ltem Receipt 12/05/2007 Received ite...  Accountz Payable -SPLIT- -3,459.20
Bill Pmt -Check 120572007 274 RC 93 Checking Accounts Pa... -5,325.00
Check 12M002007 279 Checking Job Materialz -197.59
Bill 121272007 Accounts Payable Toolz and Ma... -810.00

A vendor QuickReport shows all transactions for this month to date for the selected
vendor, Patton Hardware Supplies. The transactions shown can include purchase
orders, item receipts, bills, bill payments, and credits received from the vendor.

4 Leave the report open; you will use it in the next exercise.
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Analyzing financial data

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 a report and you see the
QuickZoom symbol (a magnifying glass with a Zin it), you can double-click the number
to display the original transaction in QuickBooks.

Suppose you want more detail about the item receipt shown in the report. (You use an
item receipt in QuickBooks when you want to record that you've received inventory
items, but you haven’t yet received a bill.)

To see more detail about an item:
1 Position the mouse pointer over the item receipt dated 12/05/07.

The arrow pointer turns into a magnifying glass with the letter Z (z for zoom).
2 Double-click the item receipt.

QuickBooks displays the Create Item Receipts window for the selected transaction.

Create Item Receipts 1Ol x|
& previous [ Next | € Find By History Journal
@Rl ) Credi I~ Bil Received
Tt dF & tton Hardware Supplies ﬂ Date 120572007 EH
Item Ref. No.
L]
Receipt Total  3,459.20
Memo Received items (bill to follow)
Expenses $0.00 | Ttems $3,459.20 |
Item Description Q..| Cost Amount Customer:Job | B... | PO No.
Cabinets:Cabi... [Cabinet Pulls 50 1.75 87,50 34 =
Cabinets:Ligh... |Light pine kitchen 2| 1,500.00 3,000.00 34 |
cabinet wall unit
#CLD- 1235p
Hardware:Do... |Doorknobs Part # DK 5] 27.00 162.00 34
3704
hd|
selectPo | Clearotys | showro | Time
Clear Splits | Recalculate | Save & Close Save & New | Revert |

3 Click Save & Close to close the window.

QuickBooks returns you to the QuickReport.
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Customizing QuickReports

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

tModify Report... | Memonze... | Frint... | E-mail | Export... | Hide Header | Refrezh |

Dates | This Month-to-date = | From [12/01/2007 | B Ta[12/16/2007 | | Sort By [Detauit -

In this exercise, you’ll customize the QuickReport you just created to display transaction
numbers in the report.

To add a column to a report:
1 Inthe QuickReport window, click Modify Report.
QuickBooks displays the Modify Report window.

Modify Report: Vendor QuickReport ﬂ
Display I Filters ] Header Footer ] Fonts & Numbers I
— Report Date Range
Rl This Month-to-date * | From the first day of the current month through today
From |12/01/2007 B| To [12/15/2007 H|
r Columns

[+ (left margin) ﬂ Sort by IDefauIt j
Trans #

Type Sort &+ ascending order 24

" ortin

Entered,ﬂ__ast Modified " Descending order 31
Last modified by

[/ Date

[ Mum
Adj
P.O. &
Mame
Source MName
Mame Address
Mame Streetl
Name Street2 Put & check mark next to each column
Name City ;I that you want to appear in the report, — |

OK | Cancel | Help |

Use the Display tab of the Modify Report window to select the columns to include
in the report and the date range of the report.

2 In the Columns list, select Trans #.

QuickBooks displays a checkmark next to Trans # to indicate that it’s selected.
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Analyzing financial data

3 Click OK to accept the change.

QuickBooks displays the customized vendor QuickReport.

Tl vendor QuickReport 10l =|
Modify Report... Memarize. .. | Print... | E-mail * | Export... Hide Header Refresh |
Dates |This Month-to-date =1 From [12/01/2007 B To [12/15/2007 BB Sort By [Default =]
s Rock Castle Construction
1218i07 Vendor QuickReport
December 1 - 15, 2007
+ Trans # « Type 3 Date + Num < Memo 3 Account +Clr + Split 3 Amount 3
Patton Hardware Supplies
813 Bil 1200272007 Accounts Payable -SPLIT- -13,655.00
» 286  ltem Receipt 1200572007 Received ite...  Accounts Payable -SPLIT- -3,459.20 4
817  Bill Pmt -Check 1200572007 274 RC 83 Checking Accounts Pa... -5,325.00
268 Check 12M0/2007 279 Checking Job Materialz -197.59
250 Bil 121272007 Accounts Payable Tools and Ma... -810.00

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

Next, you'll move the Trans # column to a new position in the report.

To move a report column:

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

QuickReport.

The mouse pointer changes shape to look like a hand.

see an arrow between the Date Column and the Num column.

Release the mouse button.

Hold down the left mouse button and drag the Trans # column to the right until you

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

Num column.

Tl vendor QuickReport 10l =|
Modify Report... Memarize. .. | Print... | E-mail * | Export... Hide Header Refresh |
Dates |This Month-to-date =1 From [12/01/2007 B To [12/15/2007 BB Sort By [Default =]
s Rock Castle Construction
1218i07 Vendor QuickReport
December 1 - 15, 2007
B Type 3 Date + Trans # ¢« Num ¢ Memo 3 Account +Clr + Split 3 Amount 3
Patton Hardware Supplies
Bill 1200272007 613 Accounts Payable -SPLIT- -13,655.00
» ltem Receipt 1200572007 265 Received ite...  Accounts Payable -SPLIT- -3,459.20 4
Bill Pmt -Check 1200572007 817 274 RC 83 Checking Accounts Pa... -5,325.00
Check 12M 02007 268 279 Checking Job Materialz -197.59
Bill 121272007 250 Accounts Payable Tools and Ma... -810.00

Next, you'll use the QuickReport buttonbar to customize the report header.
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To change information in the report heading:

1

In the QuickReport window, click Modify Report, then click the Header/Footer tab.

Modify Report: Vendor QuickReport

X

[ Display ] Filters I Header/Footer I Fonts & Numbers I

— Show Header Information — Page Layout
W Company Name:  [Rock Castle Construction Alignment
¥ Report Title |1.|'end0r QuickReport |Standard ﬂ
[V subtitle |December 1- 15, 2007 Time  Company
¥ Date Prepared | 12/31f01 ﬂ g:;ies Subtitle
[V Time Prepared oo ties |ttt
[V Print header on pages after first page et

r Show Footer Information
¥ Page Number |Page 1 ﬂ sz
v Extra Footer Line I E:ctra Line
¥ Print footer on first page

Revert |
OK | Cancel | Help |

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 on just the first page. The Header/Footer tab is the same for all QuickBooks

reports.

Use this window to change the report title from Vendor QuickReport to Vendor

History Report.

In the Report Title field, highlight the text for “Vendor QuickReport,” and type

Vendor History Report to replace the title.
Click OK to close the Modify Report window.

QuickBooks changes the title of the report and displays the new report.

Tl vendor QuickReport 10l =|
Modify Report... Memarize. .. | Print... | E-mail * | Export... Hide Header Refresh |
Dates |This Month-to-date =1 From [12/01/2007 B To [12/15/2007 BB Sort By [Default =]
p=rdl Rock Castle Construction
12118107 Vendor History Report
December 1 - 15, 2007
B Type 3 Date + Trans # ¢« Num ¢ Memo 3 Account +Clr + Split 3 Amount 3
Patton Hardware Supplies
Bill 1200272007 613 Accounts Payable -SPLIT- -13,655.00
» ltem Receipt 1200572007 265 Received ite...  Accounts Payable -SPLIT- -3,459.20 4
Bill Pmt -Check 1200572007 817 274 RC 83 Checking Accounts Pa... -5,325.00
Check 12M 02007 268 279 Checking Job Materialz -197.59
Bill 121272007 250 Accounts Payable Tools and Ma... -810.00

4 Close the QuickReport window.
5 Close the Vendor Center.
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Analyzing financial data

Creating and customizing preset reports

In addition to QuickReports, QuickBooks has dozens of preset report formats. You can
create profit and loss reports, balance sheet reports, accounts receivable reports, sales
reports, accounts payable reports, inventory reports, and many other types of reports.

The Report Center categorizes the preset reports into 12 major categories:

Company & Financial reports include the following:

m  Profit and loss reports give you a global view of your company’s income, expenses,
and net profit or loss over a specific period of time.

m  Balance sheet reports show the financial position of your business by listing assets,
liabilities, and equity.

m Statement of cash flows reports show the net change in your cash during a period of
time.

Customers & Receivables (accounts receivable) reports give you information about
the receivables side of your business: which invoices are due (or overdue), how much
each customer owes your company, and so on.

Sales reports give you information about what you have sold and to whom.

Jobs, Time & Mileage reports give information about the profitability of jobs, how well
your company is doing at estimating jobs, how much time is spent on each job, and the
mileage expenses for each vehicle or job.

Vendors & Payables (accounts payable) reports give you information about the
payables side of your business, including which bills are due, information about
vendors and transactions that require 1099s, your sales tax liability, and your current
balance with each vendor.

Purchases reports give you information about your purchases and open purchase
orders.

Inventory reports give you information about status (such as the quantities you have
on hand or on order) and the value of your inventory.

Employees & Payroll reports summarize the information you need to pay your current
payroll liabilities and fill out your tax forms.

Banking reports include check detail, deposit detail, missing check reports, and
reconciliation reports.

Accountant & Taxes reports summarize information that you need to give to your
accountant and information to help you monitor activity in the company file. These
include income tax summary, income tax detail, general ledger, trial balance, journal,
transaction journal, and audit trail reports.
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Budget & Forecast reports show how your income and expenses compare to the
budgets you've set up and help you forecast income and expenses and compare actual
values to forecasts.

List reports let you report on any information stored in a QuickBooks list.

Industry Specific reports are available in each of the industry-specific editions of
QuickBooks. Accountant Edition includes the reports from all of the industry-specific
editions.

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.

TS

references | L1 Learning

| El Memorized |

— Company & Financial
Company & Financial Find out how well your company is doing financially.

Customers & Recervables
Profit & Loss [income statement)

Sales
| Standard Haow rch money did my company make
Jobz, Time & Mileage or loze over a specific: period of
tirne? More...
Wendors & Payables . .
4 = Detail ‘what are the vear-to-date ranzactions
Purchazes [and tatalg] for each income and expense
account, so | can determing what —
Irrventony contributed bo my company's net
profit? More...
Emptapeas & [Pl | ¥TD Carmparizan How do my incorme and expenses for a

Banking

Accountant & Taxes

recent period of time compare ta the entire
fizcal pear to date? More...

| Prev vear Comparizon |z my company makin_g MOre Money now
Budgets & Forecasts thzn?fﬂél;]; jsame periad a year
Ligt B| Bydob Haw much money is my compaty making
aof lozing on each job? More...
Contractor )
| By Clazsz Howe much money did my company make
Ffg & Wholesale or loze on each buziness segment that iz
tracked through QuickBooks
Professional Services clazses? More...
Fietail B Unclazsifisd Haw much roney did rmy compary make
aor loze that is nat tracked through
Manprafit QuickBooks classes? Mare. .

Income & Expenses

| Income by Customer

“What iz the gross p_lofit [zales minus cost LI

The Report Center contains a description and example of each QuickBooks report. The
“Learning” link at the top of the window takes you to a window in which you can
launch a video tutorial that provides an overview of QuickBooks reports as well as links
to several help topics about working with reports.
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Analyzing financial data

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 choose Prev Year Comparison.

The report on your screen should resemble the following figure.

i Balance Sheet Prev Year Comparison (=] ]
Modify Report... Memarize. .. Hide Header | Collapse | Refresh
Dates Im Asof [12/15/2007 B| Columns |T0ta| only ﬂ Sort By |Default ﬂ
Lol Rock Castle Construction
12118i07 Balance Sheet Prev Year Comparison
Accrual Basis As of December 15, 2007
B Dec 15, 07 3 Dec 15, 06 @ $ Change 3 % Change 3
ASSETS -
Current Assets
Checking/Savings
Checking 45,548.98 4 8,070.83 38,478.15 475.8%
Savings 14,368.42 259,500.00 -15,131.58 -51.3%
Total Checking/Savings 50,917.40 37,570.83 23,3458.57 82.1%
Accounts Receivable
Accounts Receivable 52,041.94 1,516.05 60,525.89 3,992.3%
Total Accounts Receivable 52,041.94 1,516.05 60,525.89 3,992.3%
Other Current Assets
Tools & Equipment 5,000.00 5,000.00 0.00 0.0%
Inventory Asset 27,042,593 -458.90 27,511.83 5,867.3%
Retainage 2,451.80 0.00 2,451.80 100.0%
Undeposited Funds 2124.00 20,252.08 -18,128.08 -89.5%
Total Other Current Assets 36,628.73 2478318 11,845.55 47.8%
Total Current Assets 159,588.07 63,870.06 95,718.01 149.5%
Fixed Assets
Trucks
Original Cost 33,852.91 33,852.91 0.00 0.0%
Depreciation -9,000.00 -5,000.00 -3,000.00 -50.0%
Total Trucks 24852.91 27.852.91 -3,000.00 -10.8%
Total Fixed Assets 2485291 27,8529 -3,000.00 -10.8% LI

Scroll the report window to see more of the report.

Notice that the buttonbar at the top of the report is the same buttonbar you saw in
the QuickReport window. with the addition of a Collapse button.

3 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.

Click Expand to return to the original report display.

5 Keep the report displayed on your screen. You'll use it in the next exercise.
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Filtering reports

You 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 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.

To filter a preset report:

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

2 Click the Filters tab.
QuickBooks displays the Filters tab of the Modify Report window.

Modify Report: Balance Sheet Prev Year Comparison ﬂ
Cisplay I Filters I Header Footer ] Fonts & Mumbers I
r— Choose Filter  Current Filter Choices —————————————
[ | Filter | setto |
Account | - I""" accounts j Date This Fiscal Year-to-date
Amount
Date =1 Include split detail?
Item i o
Memao O Yes
Mame = For detail accounts matching
Mumber
TransactionType | . |AII accounks ﬂ
Remove Selected Filter

r— Account Filter

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

accounts only).
Tell me mare... |

Revert |

OK | Cancel | Help |

Suppose you want to see only the asset accounts on the comparison balance sheet.
You can filter the report by account.

3 In the Filter scroll box, make sure Account is selected.

Notice that QuickBooks provides a description of the selected filter below the list of
filters. If you need more information about how applying a particular filter will
affect the report, click Tell me more.

4 In the Account field, choose All assets from the drop-down list.
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Analyzing financial data

5 Click OK.

QuickBooks displays the customized balance sheet comparison report.

Tl Balance Sheet Prev Year Comparison =131 x|
Modify Report... Memorize... | Print... | E-mail » | Export... Hide Header ‘ Collapse | Refresh |
Dates [ITNeRATEe W ~ | As of [12/15/2007 B Columns [Total orly ] sart By [Defaut |
ER RN Rock Castle Construction
1215007 Balance Sheet Prev Year Comparison
Accrual Basis As of December 15, 2007
- Dec 15, 07 - Dec 15, 06 - $ Change B % Change ®
ASSETS ﬂ
Current Assets
Checking/Savings
Checking b 8,070.83 38,478.15 476.8%
Savings 29,500.00 -15131.58 -51.3%
Total Checking/Savings 37,570.83 2334557 62.1%
Accounts Receivable
Accounts Receivable 1,516.08 60,525.89 3,992.3%
Total Accounts Receivable 1,516.05 60,525.89 3,892.3%
Other Current Assets
Tools & Equipment 5,000.00 5,000.00 0.00 0.0%
Inventory Asset 27,042.93 -458.90 27,511.83 5,867.3%
Retainage 2,451.80 0.00 2,461.80 100.0%
Undeposited Funds 2,124.00 20,252.08 -18,128.08 -89.5%
Total Other Current Assets 36,628.73 24783.18 11,845.55 47.8%
Total Current Assets 158,588.07 63,870.06 95,718.01 149.8%

If you scroll to the bottom of the report, you'll see that QuickBooks removed the
liability and other accounts from the report.

Some filters represent more than one thing. This may be a little confusing if you’ve never
used report filters in QuickBooks before. Here are some tips on what to filter for:

Use “Item” to filter for any kind of line item that appears on a purchase order or sales
form. These include goods and services, discounts, and sales tax.

=
'_
€
5]
e
(%2}
e
2
=]
a

Use “Name” to filter for customers, jobs, vendors, employees, or any name on your Other
Names list.

Use “Transaction type” to filter for any transaction, including invoices, cash sales, state-
ment charges, customer payments, bank deposits, purchase orders, item receipts, bills,
bill payments, credit card charges, checks, paychecks, and general journal entries.

Saving reports in PDF format

To keep a record of the information in the report as it exists today, you can save the
report in Portable Document Format (PDF).

To save a report as a 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 asked if you want to add this report to the Memorized Report list.

Go to the Window menu and choose Close All.

N O b WON =

Click Home in the icon bar.

236



Creating and customizing a sales report

In this exercise, you'll create a QuickBooks sales report, which you will then customize

by changing the date range it covers.

To create a sales report:

1 From the Reports menu, choose Sales, and then choose Sales By Customer Summary

from the submenu.
QuickBooks displays the sales by customer summary report.

ol x|
le Edit View Lists Accountant Company Customers Vendors Employees Banking Reports Window Help
) 0 >
® @ &d =) : ?) B P & 9
Home Customer Center Vendor Center Employee Center | Report Center | Online Banking | Help Invoice Item MemTx Check Bill
Il sales by Customer Summary i ] 9]
Modify Report... Memorize... | Print... | E-mai_lv‘ Export... Hide Header | Collapse I Refresh I
Dates lm FromllZfleZUD}' B| To IIZIISIZDD?E Columps ITUtaI only ﬂ Sort By |Defau|t ﬂ
e Rock Castle Construction
12115107 Sales by Customer Summary
Accrual Basis December 1 - 15, 2007
N Dec 1- 15,07 o
Abercrombie, Kristy ﬂ
Remodel Bathroom b 4,522.00 4
Total Abercrombie, Kristy 452200
Baker, Chris
Family Room 1,040.00
Total Baker, Chris 1,040.00
Cook, Brian
Kitchen
Change Order # 4175.50
Kitchen - Other 1,528.45
Total Kitchen 5,703.95
Total Cook, Brian £,703.95
Cuddihy, Matthew 120.00
Duncan, Dave
Utility Shed 1,600.00 _I
= -

The Dates field in the report buttonbar shows that the report covers “This
Month-to-date.” Customize the report so you can see sales figures from January 2007.
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Analyzing financial data

To customize a report:

1 Inthe Dates field, select Custom from the drop-down list.

2 In the From field, enter 01/01/2007.

3 Inthe To field, enter 01/31/2007 and press Tab.
QuickBooks updates the report and displays the new data.

Tl sales by Customer Summary =]
Modify Report... Memarize. .. | Print... | E-mai_lv| Export... Hide Header | Collapse | Refresh |
Dates [Custom =] From [01/01/2007 B To [01/31/2007 B Columps e SR ~ | Sort By [Default =]
Zr L] Rock Castle Construction
12118107 Sales by Customer Summary
Accrual Basis January 2007
£ Jan 07 £
Balak, Mike -
Utility Shed b 1,999.00 4 —
Total Balak, Mike 1,855.00
Barley, Renee
Repairs 400.00
Total Barley, Renee 400.00

Bristol, Sonya

Repairs 93.84
Total Bristol, Sonya 93.84
Rice, Linda

Repairs 1,830.00
Total Rice, Linda 1,830.00

Yoo, Young-Kyu

Repairs 210.00
Total Yoo, Young-Kyu 210.00
TOTAL 4,532.84

4 From the Dates field, choose All from the drop-down list.
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Using QuickZoom in a preset report

As with all QuickBooks reports, you can QuickZoom any item in the report to see more

detail.

To QuickZoom on a report item:

1 Position the mouse pointer over the $11,105.00—the amount for Anton Teschner’s

sun room.

The arrow pointer turns into a magnifying glass with a Z in it.

2 Double-click $11,105.00.

QuickBooks displays a QuickZoom report showing sales by customer detail.

Il sales by Customer Detail -0 x|
Modify Repart... Memorize... | Print... | E-mail * | Export... Hide Header Refresh
Cotes [CTE ~ | o | & Tof ] Sort By [Default =1
el Rock Castle Construction
12msi07 Sales by Customer Detail
Accrual Basis All Transactions
o Type Date @ Hum_ e Memo @ Name + ltem < Oty < Sales Price o Amount @ Balance o
Teschner, Anton
Sun Room
» Invoice 10/0572007 40 Removal lab: Teachner, Anton:S Removal 56 35.00 1,560.00 1,960.00 4
Invoice 11/282007 &0 Window Teschner, Anton:5...  Window 4 150.00 600.00 2,550.00
Invoice 11/28/2007 &0 Doors Teschner, Anton:5...  Wood D. 1 1,950.00 1,950.00
Invoice 11/28/2007 60 Locking inte...  Teschner, Anten:S... Hardwa... 1 45.00 45.00
Invoice 11/28/2007 80 Rough lumber  Teschner, Anten:S... Lumber.... 1 1,400.00 1,400.00
Invoice 11/28/2007 &0 Trim lumber Teschner, Anton:S...  Lumber:... 1 275.00 275.00
Invoice 11/28/2007 60 Decking lum. Teschner, Anton:S Lumber: 1 710.00 710.00
Invoice 117282007 60 Removal labor ~ Teschner, Anton:S Removal 12 45.00 540.00
Invoice 11/28/2007 60 Framing labor ~ Teschner, Anton:S...  Framing 40 60.00 2,400.00
Invoice 1zm12007 7O Checkreturn... Teschner Anton:5... Bad Che.. 1 1,200.00 1,200.00
Invoice 1zmzo00r 7O Service cha...  Teschner, Anton:S... Bad Chk... 1 25.00 25.00
Total Sun Reom 11,105.00 11,105.00
Total Teschner, Anton 11,105.00 11,105.00
TOTAL 11,105.00 11,105.00

To QuickZoom further to display the original invoice for a

transaction:

1 Position the mouse pointer over the first item on the report (invoice #40 dated
10/05/2007 for Removal labor).
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2 Double-click anywhere in the first line.

QuickBooks displays Invoice #40 for Anton Teschner’s sun room.

o
&l previous [ Next @ - 8 - a - | %‘ Spelling Eth History Journal | - % -
Customer: Job Template Print Preview

[Feschner, Anton:Sun Room ICusmm Invoice L.

Invoice %@% m ﬁm!
Anton Teschner %@ F%

2424 Lisa Lane )
Bayshore, CA 54326

Met 15 v| 10/20,/2007 E| 1197-03LFAY
RATE Tax

ITEM QUANTITY | DESCRIFTION AMOUNT
Removal 56 Removal labor, removed shed and graded area for 35.00 1,960.00 |Non 1
sun room addition LI
Customer | Thank you for your - Tax [San Tomas = ]{7.75%) 0.00
Message |business.
Total 1,960.00
[™ To be printed Add Time/Costs... I Apply Credits. .. I Payments Applied 1,960.00
[~ To be e-mailed Customer Tax Code Iﬁ Balance Due 0.00
Memo
- Learn about our payment processing and online invoicing solutions. PR G | Save & New I . |

Notice that QuickBooks puts a paid stamp on invoices for which payment has been
received in full.

3 From the Window menu, choose Close All.
4 Click No when QuickBooks asks if you want to memorize the report.

5 Click Home in the icon bar to display the Home page.

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

m Ifthereport 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.

m If thereport shows transactions and you QuickZoom a transaction, QuickBooks
displays the invoice, bill, or other form for the requested transaction.

You can widen or narrow columns on any type of QuickBooks report. To make a column
wider, drag the small diamond at the right of the column header toward the right. To
make a column narrower, drag the small diamond at the right of the column header
toward the left.

=
—
+
=
©
o)
92}
>4
2
)
a
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Saving report settings

After you have customized a report to provide the information you need, you can have
QuickBooks memorize the settings so you can quickly produce the same report in the
future. (QuickBooks memorizes a report’s settings, not the actual data.)

Note: If you use one of the QuickBooks Premier products, you can export the
settings for memorized reports as report templates. A report template lets
you specify all of a report’s settings in advance—for example, report date,
format, and filters. Report templates can be imported into other QuickBooks
data files and then accessed from the Memorized Report list.

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 a way 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. You can add your own reports to these groups, modify
the groups to meet your needs, and even create your own groups.

In this exercise, you’ll create a memorized group called “Year End” to which you will add
some memorized reports. Later, you learn how you can batch process memorized
reports.

To create a memorize report group:

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

QuickBooks opens the Memorized Report list.

R

+ 1099 Summary—Year 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
+Statement of Cash Flows
+Customers
+AfR Aging Summary
+Customer Balance Detail
+Customer Balance Summary

| Memorized Report *|  Display... Print... Export... |
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2

3

4

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

In the Name field of the New Memorized Report Group window, type Year End.

Your window should look like this.

E New Memorized Report Group N =] E3

Marme: IYeal End

1].4 | Cancel |

Click OK.
QuickBooks adds the new group to the Memorized Report list.

Memorizing preset reports

Now, you’ll memorize a report and add it to the memorized report group you created.

To memorize a report:

1

2

5

6

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

On the report buttonbar, click Memorize.

QuickBooks displays the Memorize Report window.

E Memorize Repork il

WEI=HE Tncome Tax Summary

[ Save in Memarized Report Group: I'\"ear End =]

oK Cancel |

Leave the name of the report as is.

Click the “Save in Memorized Report Group” checkbox to select it, and then choose
Year End from the drop-down list, if it is not already selected.

Your window should look like this.

B Memorize Report x|

Mame: IIncome Tax Summary

¥ Save in Memorized Feport Group: |

1].4 | Cancel |

Click OK to memorize the report and add it to the Year End memorized report
group.
Close the income tax summary report.
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Adding reports to memorized report groups

Now, you’ll add two previously memorized reports to the Year End group.

To add memorized reports to a memorized report group:

1

2

8
9

In the Memorized Report List window, select the report called
“1099 Summary--Year End.”

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

QuickBooks opens the Edit Memorized Report window.
Leave the report name as is.

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

Click OK.
QuickBooks moves the 1099 Summary report to the Year End memorized report
group.

_Io/x]
I Report Name

+Year End -
+ 1099 Summary--Year End
+Income Tax Summary
+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

«Statement of Cash Flows
+Customers

«AfR Aging Summary

|

" Memorized Report *|  Display... | Pt | Ewort.. |

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

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

Leave the report name as is.

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

10 Click OK.

Once a report is memorized, you can easily display it from the QuickBooks Memorized
Report list.
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To display a memorized report:
1 Inthe Memorized Report list, select “Balance Sheet--Year End.”

2 Click Display.
QuickBooks displays the report.

3 Leave the report open.

Printing reports

Any time you have a report displayed in the report window, you can print it by clicking
the Print button in the report buttonbar.

To print a report:
1 With the balance sheet year end summary report displayed, click Print.
QuickBooks displays the Print Reports window.

Print Reports |
Settings | Margins
Print to: LI
o« Printer:: |I'~'1icrosof't Office Document Image Write. .. ﬂ Options... | Cancel |
" Filg:
File: [ascI text file [ Help |
Mote: To install additional printers or to change port )
assignments, use the Windows Control Panel. Preview |
— Orientation: — Page Range:
% Portrait & al
" Landscape " pages:
From: Il To: |9999

— Page Breaks:
MNumber of copies: |1
¥ Smart page breaks (widow/ orphan contral) =t
¥ Collate
™ Page break after each major grouping
[ Fitreport to Il page(s) wide [~ print in color {color printers only)

In the Print Reports window you can select the print orientation and tell
QuickBooks where you would like the pages to break in multi-page reports.

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

QuickBooks displays a preview of your report onscreen.

3 Click Close to close the Print Preview window.

4 Close the Print Reports window, and then close the report.
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Processing reports in groups

Organizing your memorized reports in groups makes it fast and easy to process several
reports at once. Now, you’ll process the reports you added to the Year End report group
you created in the previous exercise.

To batch process reports:

1 Inthe Memorized Report list, select Year End.

2 Click Display.
QuickBooks opens the Process Multiple Reports window. You can use this window
to display or print the selected reports. You can also 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 il

elect Memarized Reports From _

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

| Peport Diake Range From Ta
Balance Sheet--Year End Custom 1213112007 1z 007
J 1099 Surmmary--Year End Last Calendar Year 01/01/2006 12/31/2006
J  |Tncome Tax Surmmary Last Tax ¥ear 01012006 12/31j2006
|
Display | Brint | Cancel Help |

3 Leave all three reports selected and click Display.
QuickBooks opens the three reports in the Year End group.

4 Trom the Window menu, choose Close All.

Exporting reports 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.

You 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.

Note: To proceed with this exercise, youneed Microsoft Excel 2000, 2002, 2003, or
2007. If you don’t have Excel, proceed to “Creating QuickInsight graphs” on
page 251.
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Sending a report to Microsoft Excel

When exporting a report to Microsoft Excel, you indicate whether or not you want to
preserve the formatting from your QuickBooks report. You also have the option of
turning on or off several Excel features from within QuickBooks.

By default, QuickBooks preserves the look of your report when exporting to Microsoft
Excel, and turns on the following Excel features:

AutoFit sets column widths in Excel wide enough to display your data without

cutting off words or numbers.

Freeze panes allows you to scroll through data while keeping the row and column

headers in view.

Show Gridlines turns on gridlines in Excel.

In this exercise, you learn how to select which QuickBooks report formatting options
you want to preserve in Excel, and how to turn on and off certain Excel features from
within QuickBooks.

To send a report to Microsoft Excel:

1

2

3

From the Reports menu, choose Company & Financial, and then choose

Balance Sheet Standard.
On the Report buttonbar, click Modify Report.
QuickBooks displays the Modity report window.

Modify Report: Balance Sheet
Display I Filters ] HeaderFooter ] Fonts & Mumbers I
— Report Date Range
Dates Im From the first day of the current fiscal year through today
From |10/01/2007 B| To [12/15/2007 B
— Report Basis
& Accrual " Cash This setting determines how this report calculates income and expenses,
r Celumns
Display columns by ITotaI anly ¥ | across the top. Sort by |Defau|1 ﬂ
' Ascendingorder 24
Sortin
Add subcolumns for " Descending order 3
[~ Previous Period [~ Previous Year [~ % of Row [~ % of Column
I™ & change I™ 4 change
I~ % Change I~ 2 Change
Advanced... | Revert |
0K | Cancel | Help

In the “Add subcolumns for” area, click the Previous Period checkbox, and then

click the $ Change and % Change checkboxes.
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Your screen should resemble the following.

Modify Report: Balance Sheet |
Display I Filters I Header [Footer I Fonts & Numbers I

— Report Date Range

Dates |This Fiscal Year-to-date ﬂ From the first day of the current fiscal year through today
From |10/01/2007 E| To [12/15/2007 M|

— Report Basis

' Accrual " Cash This setting determines how this report calculates income and expenses.

r Columns

Display columns by ITotaI only ~ | cross the top. Sort by IDefauIt ﬂ
1 3
1

* pscending order £
Sortin i =
Add subcolumns for " Descending order
¥ Frevious Period I~ Previous Year [ %of Row M %of Column
¥ $Change [T & Change

[T @ change

Advanced... | Revert |

0K Cancel | Help |

4 Click OK.

Your balance sheet should now look like this.

Il Balance Sheet =1ol =]
Modify Report... Memorize... | Print.. | E-mail Export... Hide Header | Collapse | Refresh
Dates m As of | 12/15/2007 B| Columns ITDtaI only ﬂ Sort By |Default ﬂ
SRR Rock Castle Construction
12nsi07 Balance Sheet
Accrual Basis As of December 15, 2007
+ Dec 15, 07 * Sep 30,07 + § Change k3 % Change k3
ASSETS ﬂ
Current Assets
Checking/Savings
Checking » 4554398 4 7,950.28 38,558.70 482.8%
Savings 14,358 42 29,500.00 -15,131.58 -51.3%
Total Checking/Savings 60,917.40 37,490.28 2342712 §2.5%
Accounts Receivable
Accounts Receivable 62,041.94 31,668.26 30,373.68 95.9%
Total Accounts Receivable 62,041.94 31,668.26 30,373.68 95.9%
Other Current Assets
Tools & Equipment 5,000.00 5,000.00 0.00 0.0%
Inventory Asset 27,042.93 4,391.88 22,651.058 515.8%
Retainage 2,461.80 0.00 2,461.80 100.0%
Undeposited Funds 2,124.00 34,197.88 -32,073.88 -83.8%
Total Other Current Assets 36,628.73 43,589.76 -5,961.03 -16.0%
Total Current Assets 158,588.07 112,748.30 46,839.77 41.5%
Fixed Assets
Trucks
Original Cost 33,652.91 33,852.91 0.00 0.0%
Depreciation -5,000.00 -5,000.00 0.00 0.0% LI

247



Analyzing financial data

5 On the Report buttonbar, click Export.
QuickBooks displays the Export Report window.

Export Report

Basic I Advanced ]

Export QuickBooks report to:
" & comma separated values (.cav) file

&

™ an existing Excel workbook

| BOWSE, ., |

£ use an existing shest in the workbook

ISeIect a sheet j

% create a new sheet in bhe workbook

¥ Indude a new worksheet in the workbook that explains Excel
worksheet linking

Export | Cancel | Help

On the Basic tab, make sure that “a new Excel workbook” is selected.

If desired, you can also send the report to a new sheet in an existing Excel workbook,

or to a comma separated value (.csv) file.
Click the Advanced tab.

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

The title font will remain blue in QuickBooks, but display in black in Excel.

Under Excel features, select the Auto Filtering checkbox.

Export Report
Basic I Advanced I

x|

Preserve the following QuickBooks report formatting options;
[+ Eonts ¥ Space between columns
[ Colors v Row height
Turn on the following Excel features for this report;
¥ AutoFit {set column width to display all dats)
¥ Freeze panes (keep headers and labels visible)
¥ show Gridiines
[~ Auto Outline (allows collapsing / expanding)

¥ Buto 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

Export Cancel Help
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10 Click Export.

QuickBooks starts Excel (if it’s not running already) and opens the report in a new

spreadsheet.

I
Fle Edit Vien Insert Format Tools Data Window Help Adobe PDF / on forhelp -
NEHE| S| 0% -EAria\ -8 -Iu 3 H

Al - #e
—oix
AlB[c]DJE F G H | TJ] K L M [ =]

1

2 Dec 15,07 +| | Sep 30,07 +| § Change | % Change |

3 |ASSETS

4 Current Assets

5 Checking/Savings

6 Checking 46,543.98 7,990.28 38,558.70 482.57%

7 Savings 14,368.42 28,500.00 -15,131.58 -51.28%

8 Total Checking/Savings 60,917.40 37,490.28 23,427.12 52.45%

9 Accounts Receivable

10 Accounts Receivable 62,041.94 31,668.26. 30,373.68 95.91% —

1 Total Accounts Receivable 52,041.94 31,888.26. 30,373.68 95.91%

12 Other Current Assets

13 Tools & Equipment 5,000.00 5,000.00 0.00 0.0%

14 Inventory Asset 27,04283 4,391.88 22 651.05 515.75%

15 Retainage 2,461.80 0.00 2,461.30 100.0%

16 Undeposited Funds 2,124.00 34,197.88. -32,073.33 -93.79%

17 Total Other Current Assets 36,628.73. 43,589.76. -6,961.03 ~15.97%

18 Total Current Assets 159,588.07 112,748.30 45,839.77 41.54%

19 Fixed Assets

20 Trucks

4l Original Cost 33,852.91 33,852.91 0.00 0.0%

22 Depreciation -9,000.00 -9,000.00 0.00 0.0%

23 Total Trucks 24,852.91 24,852.91 0.00 0.0%

24 Total Fixed Assets 24,852.91 24,852.91 0.00 0.0%

25 Other Assets =
W 4 » v\ QuickBooks Export Tips ) Sheet1 4] | v
Ready P

11 Leave the report open in Excel; you'll use it in the next exercise.

If you wanted to save the report, you would choose Save from the Excel File menu.

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.

To find out if any of Rock Castle Construction’s account balances have decreased since
the previous period, you'll filter the balance sheet report you just created.

To filter a report in Microsoft Excel:

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

Custom AutoFilter K E
Show rows where:
£ Change
quuals j || LI
& and or

| = I

Use ? ko represent any single characker
Use * to represent any series of characters

(o4 I Cancel |

2 Inthe $ Change field, choose “is less than” from the drop-down list.
3 Inthe field to the right, type 0.

Your screen should resemble the following.

Custom AutoFilter EE3
Show rows where:
£ Change
Iis less than j fol =
' and lor

| = —

Use ? to represent any single characker
Use * to represent any seties of characters

0K I Cancel

4 Click OK.

Excel filters the $ Change column for negative amounts and displays the results.

A|B|C|D|E F G H | Al K L I |
1
2 Dec 15, 07 |+ | Sep 30, 07 |+ § Change |=| % Change |+
7 Savings 14,368.42 29,500.00 15,131 58 -51.29%
|15 | Undeposited Funds 2,124.00 34,197 38 -32,073.88 -33.79%
17 | Total Other Current Assets 36,628.73 43,589.76 -6,961.03 1597%
ﬁ Pre-paid Insurance 1,041.85 3,364 .51 -2,32266 -69.03%
| 27| Total Other Assets 1,041.85 3,364.51 -2,32266 -53.03%
= Payroll Liabilities 3,302.06 3,781.99 47993 -12.69%
| 43 | Bank of Anycity Loan 19,832.65 2050 .07 -565.42 -4.18%
|50 | Hote Payable 3,440.83 20,500.00 17,0537 -83.22%
51 | Truck Loan 5,662.38 714932 -1,486.94 -20.8%
| 52 | Total Long Term Liabilities 32,847.18 45,450.39 -15,503.21 -32.0%
| 55 | Opening Bal Equity 21,3218 11,937 68 -8,383.50 T8E%
53 | Owner's Draw -5,000.00 0.00 -6,000.00 -100.0%
El Total Owner's Equity 19,000.00 25,000.00 -6,000.00 24.0%
E Het Income 38,013.44 76,530,285 -38,516.54 -5033%
|: |‘< [» W[ QuickEooks Export Tips s Sheetl § Sheet? 4 sheet3 / [4] | LlJA

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

7 Choose No when asked if you want to memorize the report.




Creating Quickinsight graphs

A report gives you numbers that are essential if you want to stay on top of your business
finances. But when you want a visual picture to plan current or future business
decisions, a graph is another invaluable tool.

A QuickInsight graph shows your data pictured as either a bar graph or a pie chart. The
bar graphs and pie charts are simply different views of the same company financial
information.

QuickBooks has six types of graphs, providing up to 15 different views of your data:

m Income and Expenses graphs show your income and expenses for the period you
specify.

m Sales graphs show your company’s sales income for the period you specity.

m  Accounts Receivable graphs show how much your customers owe.

m  Accounts Payable graphs show how much you currently owe your vendors.

m  Net Worth graphs show changes in your company’s net worth.

m  Budget vs. Actual graphs let you see the variance between your budgeted amounts
and the actual amount you earned or spent.

To create a QuickInsight graph, select the type of graph you want from a report
submenu or from the Report Center.

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.

You should be especially concerned with the proportion you're spending 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.
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To create an income and expense graph:
1 From the Reports menu, choose Company & Financial, and then choose

Income & Expense Graph.

QuickBooks displays a graph depicting your income and expenses.

Hl QuickInsight: Income and Expense Graph - | Ellil
Dates. .. By Account | By Customer | By Class. Mext Group Refresh
Income and Expense by Manth Tncome
October 1 through December 15, 2007
$in 1,000's
70 —
60 T
50T
40+
300
20 T
10
a
Oct 07 Mov 0F Dec 1- 15,07
Expense Summary Job Exg o

penses Yoh6. 74

Cctober 1 through December 15, 2007 B Fayroll Expenses 18.99

Cost of Goods Sold 5.59

M Insurance 3.46

M Rent 191

M Tools and Machinery 0.92

Automobile 0.77

M Interest Expense 0.75

M Utilities 0.35

M Professional Fees 0.20

W Other 0.32

Total §125,748.62

By Account
Show on Pie Chart: Income I IExpense |

In the top portion of the graph window, QuickBooks displays a bar graph and
legend showing total income and expenses. In the lower portion of the window,
QuickBooks displays a pie chart and legend showing expense percentages by
account.

QuickBooks can display only 10 accounts at a time. To display more accounts, click
the Next Group button at the top of the graph window.
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Features of Quickinsight graphs

These features are common to all QuickInsight graphs:

Every graph window, except for the Net Worth and the Budget vs Actual graphs,
shows a bar graph in the top part of the window and a pie chart in the bottom half.

The bar graph usually shows totals. For example, the Income and Expense graph
shows the total for income and the total for expenses in each month of the period.

The pie chart shows a breakdown of the information shown in the bar graph; each
pie slice in the Income and Expense graph represents a type of income or expense.
The legend to the right of the pie chart shows you which income or expense
account corresponds to the color shown in the pie chart; it also shows you what
percentage of the pie each slice represents.

Every graph window has a buttonbar with buttons you can click to customize the
graph. For example, you can change the time period shown in the graph by clicking
the Dates button. If you want the pie chart to show a breakdown by customer or
class rather than a breakdown by account, just click By Customer or By Class.

Just as you can use QuickZoom in a report to get more detail on the numbers, you
can use QuickZoom in a graph to see the numbers behind the picture. When you
double-click a bar or pie slice, QuickBooks shows you the numbers represented by
that graphic image. For example, the pie chart legend tells which income/expense
accounts are represented by each pie slice, and tells you what percentage of the
whole is represented by each slice. When you zoom in on a pie slice, you can find
out exactly how much you received or spent (in dollars) for each account.

Customizing graph data

To display income accounts instead of expense accounts:

1 ClickIncome at the bottom of the graph window.

2 Click By Customer.
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QuickBooks changes the pie chart to display income by customers.

I QuickInsight: Income and Expense Graph =] 4]
Dates... By Account | By Customer Mext Group Refresh |
Income and Expense by Month Tncome
October 1 through December 15, 2007
£in 1,000's
70—
el 1
50+
a0 4
30+
204
I o
1]
Oct 07 Mowv OF Dec1-15,07

Income Summary Pretell Real Estate %25.74

October 1 through December 15, 2007 ™ Croeok Br?:n s u1g:m

Natiello, Ernesto 8,47

M Robson, Dard 7.28

B Melton, Johnny 6.59

W Teschner, Anton 5.27

Jacobsen, Doug 5.05

B Teichman, Tim 4.71

B Abercrombie, Kristy 4,38

B Ecker Designs 3.95

B Other 3.85

Total 5153,979.66

By Customer
Show on Pie Chart: | Income I Expense

Using QuickZoom with graphs

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

To display the sales for Anton Teschner:

1 Position the mouse pointer over the Teschner, Anton slice of the pie chart.
(Use the Key on the right side of the window.)
The pointer changes to a magnifying glass with the letter Z inside.

2 Double-click the Teschner, Anton slice.

Note: If aslice is too small to click, click on its legend representation instead.
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QuickBooks displays a QuickZoom graph depicting sales for Anton Teschner by
month.

I QuickZoom Graph -0l x|
[exk Group | Print... |

Teschner, Anton
October 1 through December 15, 2007

$in 1's
7,000 —
5,000 +—
5,000 +
4,000 +—
3,000 +
2,000 1+
1,000 -

0 AN

CQct07 MNev 07 Dec1-15,07

To display a report describing the transactions for a given month:
1 Position the mouse pointer over the bar representing November 2007.

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

QuickBooks displays the custom transaction detail report for the month of
November 2007.

o
Modify Report... |  Memorize...
Dates [T ~ | From [ 11/01/2007 B8] Ta [11/30/2007 B8] Total By [Total only =] sort By [Defaut =]
G Rock Castle Construction
12807 Custom Transaction Detail Report
Accrual Basis November 2007
B Type o Date ¢ Num ¢ Name ¢ Memo Account +Clr o Split + Debit + Credit ©__ Balance -
Nov 07
» Invoice 11/28/2007 60 Teschner, Anton:S...  Window Waterials Accounts Re... 600.00 600.00 4
Invoice 11/28/2007 80 Teschner, Anten:S...  Doors Materials Accounts Re... 1,850.00 2,550.00
Invoice 1172812007 60 Teschner, Anton:S... Doors Cost of Goods Sold Accounts Re.. 1,750.00 £00.00
Invoice 1172812007 80 Teschner, Anton:5..  Locking inte...  Materials Accounts Re. 45.00 845.00
Invoice 11/28/2007 60 Teschner, Anton:5... Lockinginte...  Cost of Goods Sold Accounts Re. 39.40 805.60
Invoice 11/28/2007 60 Teschner, Anton:5..  Rough lumber  Materials Accounts Re. 1,400.00 2,205.60
Invoice 11/28/2007 60 Teschner, Anton:S...  Trim lumber Waterials Accounts Re... 275.00 2,480.60
Invoice 11/28/2007 80 Teschner, Anton:S... Decking lum.. Materials Accounts Re... 710.00 3,1%080
Invoice 1172812007 60 Teschner, Anton:S... Removal labor  Labor Accounts Re.. 540.00 273060
Invoice 1172812007 80 Teschner, Anton:5..  Framing labor  Labor Accounts Re. 2,400.00 613060
Nov 07 1,789.40 7,920.00 6,130.60

You may need to scroll to the right to see the entire report.
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Analyzing financial data

To display the first transaction in the report:

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

QuickBooks displays the invoice.

. Create Invoices

Al previous [P rext &5 - & - B - | € Speling By History Journal | - 34 -

=101]

Customer: Job

Invoice

Anton Teschner
2424 Lisa Lane
Bayshore, CA 94326

[Teschner, Anton:Sun Room

Template  Print Preview

|Cusb:|rn Invaice | |

11/28/2007 §| &0

Met 15 v| 12f13/2007 §| 1197-03LFAV
ITEM QUANTITY | DESCRIFTION RATE AMOUNT Tax
Window 4 Window 150.00 ©00.00 |Tax =
Wood Door 1 Doors 1,950.00 1,950.00 Tax LI
Customer - Tax |San Tomas =] (7.75%) 385.95
Message
Total 8,305.95
I™ To be printed Add Time/Costs... | Apply Credits. .. | Payments Applied 7,740.00
Tob iled
™ To be e-maile Tisie e T Iﬂ Balance Due 565.95
Memo |
- Learn about our ent processing and online invoicing solutions. Save & Close I Save & N Revert

2 From the Window menu, choose Close All.

Customizing 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.

To change from 3D to 2D:

1 From the Edit menu, choose Preferences.

QuickBooks displays the Preferences window.
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2 Inthe left panel, click Reports & Graphs.

QuickBooks displays the Preferences window for Reports and Graphs.

Preferences

(=] Accounting

p Bills

ﬁ Checking

H2E Desktop View

%, Finance Charge

T General

$fl ntegrated Applications
Jo Items &Inventory

{= Jobs & Estimates

D Multiple Currencies

My Preferences I Company Preferences I

™ Prompt me to modify report options before opening a report

Graphs Only
™ Draw graphs in 2D {faster)
[ Use patterns

Reports and Graphs

When a report or a graph needs to
be refreshed:

" Prompt me to refresh
% Refresh automatically
" Don't refresh

Click Help for information about

0K
Cancel

Help

PR

Default

Also See:

General

q payroll &Employees refreshing a large report.

wdy Reminders

@ Sales & Customers
& SalesTax

m Send Forms

& Sservice Connection
E Speliing

% Tax: 1095

'y Time &Expenses

3 Click “Draw graphs in 2D (faster).”
4 Click OK.

5 Click Report Center.

6

Choose Sales. Then from the Sales by Customer list, choose Sales Graph.

QuickBooks displays the sales graph in 2D.

QuickInsight: Sales Graph 10l =|
Dates... By Item | By Customer | By Rep Mext Group | Print... | Refresh |
Sales by Month Dollar Sal
Qctober 1 through December 15, 2007 oar saes
$in 1,000
&0
40
20
a
Oct07 Nov 07 Dec 1-15,07
Sales Summary

Sub: %e34.60

October 1 through December 15, 2007 I~ Lﬂmsber nl}'.DQ

Framing 10,47

W Removal 5.79

B Appliance 577

M Installation 4.63

Window 4.51

M Plumb Fixtrs 3.29

M Wood Door 3.23

M Retainage . 5-4,176.80

W Other 10.60

GpAl= Sub-Total _ §164,549.84

Displaying graphs in 2D often allows your computer to draw them on your screen
faster than displaying them in 3D.

7 Close the graph.
8 Close the Report Center.
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