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%7 Rock Castle Construction - QuickBooks Enterprise Solutions - [Report Finder]
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Financial Reporting — QuickBooks offers some of the strongest financial reporting capabilities
in all of accounting software. The screen above displays the Report Finder — a utility that helps
you locate the report you are looking for. With the Report Finder, you can browse the reports
related to what you are interested in, briefly learn what each has to offer, and locate exact reports
by search terms. When you find the report you want, you can display it in the Report window,
just as if you had created the report by choosing its name from the Report menu. If you don't
need to view the report in the Report window, you can print the report or send it to Excel directly
from the Report Finder. You can also customize the report's content, filter the report, or change
the report's date range without displaying the report. This is a faster way to create, modify, or
print reports.
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The reports menu shown above also provides an extensive listing of reports, organized by

accounting module.

Once you have printed a report to the screen, the real reporting power of QuickBooks starts to
shine. As shown in the screen below, buttons at the top of each report make it easy to modify,

memorize, print, or export the report to Microsoft Excel.

¢ Dec1-1503 =«
Ordinary Income/Expense
Income

@Poiteloss  hAETDd MR
todify Report. .. | Memaorize... | Frint.. | Escel.. | Hide Header | Collapse | Refregh |

Iiere | This Maonth-to-date | From [12/01/2005 8| To[12/15/2003 B Columns [Total anly | Soit By [Defaul Rd
2:32PM Rock Castle Construction
L Profit & Loss
Accrual Basis December 1 - 15, 2003

-

For example, the Modify Report dialog box allows you to specify the date range, toggle cash or
accrual, add sub-columns, and choose from a variety of display columns. You can also control
the sorting of data and add columns showing percents to totals. The Advanced button allows you

to suppress the printing of zero balance amounts, rows, or columns.

Modify Report: Profit & Loss

Display Filters ] Header/Foater ] Fonts & Humbers ]

Report Date Range

[NEWCEY | T hiz bdonth-to-date j From the first day of the cument month through today
From [12/01/2003 @ To [12/15/2003 =]

* pzcendngorder 23

Report Basiz

* Azcrual " Cash Thiz getting determines how this report calculates income and expenses.
Columns

Dizplay columnz by | Total only j across the top. Sort by |Default j

Sartin )
Add subcolumns for (" Descending order 34
[~ Previous Period [T Previous vear [ “earTo-Date [~ % of Row [~ % of Colurnn
I I B [ % of Income [ % of Expense
™ I
Adwanced. .. | Revert |
1].4 | Cancel | Help

The display columns pull down shown below is particularly powerful as it allows you to indicate
the types of columns to be displayed. This pull-down is also available at the top of the displayed

report, as “Columns”.

Copyright 2005, AdvisorCPE — www.QuickBooksAdvisor.info

88



QuickBooks for CPAs 2005

O
Display columing by - | across the b
[ Total oy JBY
Day |
Add subcalumns for| 88k ]
Twio week
[ Previous Period IZDLIJFI wEEl;1 [ Year]
alf o
r Month r
r Quarter

Year
CustomerJob
Yendor

Employes

Payroll Item Detai
Payes

Rep

Clazs Co:
Item Type

Itern D etail L
Shippihg Method
Terms «| GrossP

For example, here is the same report presented with two different column formats:

: .Rﬁth Castle leh:b;iﬂ;l-\
Profit & Loss

Dacambar 1 . 15, 2000
et iy L Fine

The first report shows P&L data by customer and job, while the second report displays the same
P&L data by item sold.

Adding Or Deleting Report Columns - Reports that list individual transactions can display
additional columns of data. To do this, click Modify Report and from the Display tab, click Add
Columns and select the columns you want to add. To delete columns, clear the checkmark for
each column you want to delete. As a tip, the column titled "left margin" adds white space along
the left edge of the report. By deleting this column, you can gain some extra room for report
data.

Refresh Button - The refresh button appears in the toolbar of every report and graph. If refresh
is needed, a message appears in the title bar indicating that the report or graph doesn't reflect the
latest changes to your company data.

Memorizing a Report — Whenever you change the settings for a report, you can memorize the
report with the new settings. Then, when you want to create a similar report, you can recall it
from your own list of memorized reports. When QuickBooks memorizes a report, it memorizes
your custom report settings, not the data in the report. If you want to save actual data, export the
report to a Microsoft Excel spreadsheet. After you have customized a report, click Memorize on
the report button bar.
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If you have recalled a memorized report and changed it, indicate whether you want QuickBooks
to replace the earlier report (under the same name) or create a new memorized report (under a
new name). If you want to assign the report to a memorized report group, select Save in
Memorized Report Group, then choose the group from the drop-down list. The memorize report
dialog box is shown below:

V=R (Prafit & Loss|
[ Save in Memorized Report Group: | J
1] | Cahcel |

JRETEE | T his Month-to-date

Print Breaks — QuickBooks provides a smart feature that can insert page breaks in your reports so
that groups of information remain together. Or, to conserve paper, QuickBooks can insert as few
line breaks as possible. This option is shown in the dialog box below:

Printing Features

» . You can print professional-looking QuickBooks

\y reparts with:

1] Smart page breaks. to eliminate
inappropnate line breaks.

2] Page breaks at major groupings, to keep
related information together.

Y'ou can also contral how large reports are

printed across pages by specifying the number
of pages ta span.

[ Do not display thiz meszage in the future

Once you proceed to print reports, you will find a wide number of print options available — some
of which will differ slightly depending upon the printer you are printing to.
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Print Reports x|

Print
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 Filg: [ASCIl text fle Rd Help
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Orientation: FPage Range:
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” Pages:
" Landscape
- From: To
FPage Breaks:

¥ Smart page breaks [widow/orphan contral] - Number of copies: |1

[~ Page break after 2ach major arouping

[~ Fit report to page(z) wide [ Print in color [color printers anly)

A nice feature to always use is print preview. In many cases, you can access the information you
need without actually printing the report to paper. Printing to paper not only takes time, but it
costs money for paper and toner, and creates wear and tear on your printer. Ultimately the
reports you print will need to be burned or thrown away in a landfill or garbage heap. Why eat
valuable time and money — use the screen and avoid printing on paper whenever possible.

Il Print Preview - Page 1 of 42 =] E3

Print ‘ ‘ Mext page | Zoam Out Help ‘ Claze ‘

-
2:55 PM Rock Castle Construction
1211503 Profit & Loss
Accrual Basis December 1 - 15,2003
Cabinet Pulls Liaht Pine
(Cabinets) (Cabinets)
Ordinary IncomeE xpense
Income
Construction
Labor 0.0 0.00
Materials 23T 8D 3,595.00
Miscdlaneous 0.0 0.00 o
Subcontractors 0.0 0.00 e
Total Construction 7 ED 3,585.00
Total Income 23T ED 3.585.00
Cost of Goods Sold
Cost of Goods Sold 19.43 3,000.00
Total COGS 19.43 3,000.00
GrossProft 21817 553.00
Expense
Automobile
Fuel 0.0 0.00
Total Automobile 0.00 ooo
Bank Service Charnes 0.o0 0non
Freight & Ddlivery 0.00 ooo
Insurance
Disability Insurance 0.0l 0.00
: d q

A complete listing of all of the standard reports produced by QuickBooks is shown below:
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Reports that show how well your

business is doing:

Profit & loss standard

Profit & loss detail

Profit & loss YTD comparison
Profit & loss previous year
comparison

Profit & loss by job

Profit & loss by class

Profit & loss unclassified
Income by customer summary
Income by customer detail
Expenses by vendor summary
Expenses by vendor detail
Balance sheet standard
Balance sheet detail

Balance sheet summary
Balance sheet previous year
comparison

Statement of cash flows

Cash flow forecast

Accountant Reports:

Trial balance

General ledger

Transaction detail by account
Journal

Audit trail

Transaction list by date
Account list

Income tax preparation
Income tax summary

Income tax detail

Budget Reports:

Profit & loss budget overview
Profit & loss budget vs. actual
Profit & loss budget by job
overview

Profit & loss budget vs. actual by

job
Balance sheet budget overview

Balance sheet budget vs. actual

Customer & AR Reports:

A/R aging summary

A/R aging detail

Customer balance summary
Customer balance detail
Open invoices

Collections report

Unbilled costs by job
Transaction list by customer
Customer phone list
Customer contact list

Item price list

Customer QuickReport

Sales Reports:

Sales by customer summary
Sales by customer detail
Sales by item summary
Sales by item detail

Sales by rep summary

Sales by rep detail

Pending sales

Goods Or Services Reports

Sales by item summary
Sales by item detail
Purchases by item summary
Purchases by item detail
Job profitability detail

Job estimates vs. actuals detail
Item profitability

Item estimates vs. actuals
Time by job

Time by item

Item price list

Item listing

Item QuickReport
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Jobs Reports:

Job profitability summary
Job profitability detail
Job estimates vs. actuals
summary

Job estimates vs. actuals detail
Job progress invoices vs.
estimates

Item profitability

Item estimates vs. actuals
Time by job summary
Time by job detail

Time by name

Time by item

Vendors & AP Reports:

AJP aging summary

AJP aging detail

Vendor balance summary
Vendor balance detail
Unpaid bills detail
Transaction list by vendor
Sales tax liability

Sales tax revenue summary
1099 summary

1099 detail

Vendor phone list
Vendor contact list
Vendor QuickReport

Inventory Reports:

Inventory valuation summary
Inventory valuation detail
Inventory stock status by item

Inventory stock status by vendor

Physical inventory worksheet
Inventory item QuickReport

Employees and Payroll Reports:

Payroll summary

Payroll item detail

Payroll detail review
Employee earnings summary
Payroll transactions by payee
Payroll transaction detail
Payroll liabilities

Employee phone list
Employee contact list
Employee withholding
Employee QuickReport
Payroll item listing

Payroll item QuickReport
New Hire List

Paid Time Off List
Emergency Contact List
Terminated Employee List
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QuickBooks also produces a wide variety of graphs and charts, like the sample income and

expense graph shown below:

5% Rock Castle Construction - BuickBooks Enterprise Solutions - [QuickInsight: Income and Expense Graph]
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The types of graphs that you can produce from QuickBooks include:

Income and Expenses
Net Worth

Accounts Receivable
Sales

Accounts Payable
Budget vs. Actual
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File Edit Wiew Insert Format Tools Data  window  Help - @ X
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Any QuickBooks report can be exported to Excel with the click of a button. Be aware that this is
a one way ride, data changes in Excel can not be automatically carried back into QuickBooks —

this would violate all the rules of data validation and a secure audit trail, etc.

When sending report to an existing Excel
spreadsheet, you can either send your data
to a new blank worksheet, or open
Microsoft Excel and add the contents of
the QuickBooks report to an existing
spreadsheet. The spreadsheet could be one
that you previously created in Excel or one
that QuickBooks created during a previous
export. Some of the advanced options are
shown in the screen to the right.

Export Report to Excel - Advanced options

Formatting options

Preszerve the following QuickBooks repaort farmatting options:

v :
v Colors

¥ Space between columng
vV Row height

Excel features

Turn on the following E xcel features for this repork:
v AutoFit [set colurnn width to dizplay all data)

¥ Freeze panes [keep headers and labels visible]
v Show Gridlines

[ Auto Dutling [allows collapsing # expanding)

[ Auto Filtering [allows custom data filkering]
Frinting optiohs

(* Send header to Page Setup in Excel
™ Send header ta screen in Excel

[v Repeat row labels on each page

w HowDal?

0K
[ =

Cancel

Help
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