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How To Create Custom Reports In QuickBooks Desktop

Customize Existing Reports For Better Insight

Whether you’'re using QuickBooks Desktop or QuickBooks Online for your
accounting software, experienced users already know that it’s not possible to
create a fully custom report in the Intuit application.

However, there are various ways that you can use existing report templates to
create a more custom QuickBooks bookkeeping or accounting report. The good
news is that if you know how to create reports in QuickBooks, creating a
customized report will be easy.

Though you cannot create a report from scratch, using these templates will allow
you to build a custom report that will suit your needs.

For example, if you wish to look at data for the previous year, you can replace the
default data with a custom data filter that will create a report based on last years’
activities rather than the default report that covers a single month.

In addition to changing data filters, you can also choose to add additional data to
any report, as well as add or delete columns and rows, change the format from
portrait to landscape, add custom headers or footers, and even include notes on
any report that you distribute.
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Because of this range of options, you can come as close as possible to create a
QuickBooks custom report that is not built from scratch. In addition, any report
that you customize can be saved in QuickBooks Desktop for future use or added
as a favorite for easy access.

Report customization options are included in all versions of QuickBooks, including
QuickBooks Pro, QuickBooks Premier, and QuickBooks Enterprise, QuickBooks
Proadvisor, as well as both QuickBooks Online Accountant and QuickBooks
Proadvisor.

To start creating custom reports in QuickBooks Desktop, it’ll be helpful to first
spend a little time familiarizing yourself with the custom reporting options
available in the application. It's also important to know that QuickBooks is
designed to display all of its reports using report sets, which are sets of general
instructions specific to each available report.

In addition, keep in mind that all QuickBooks Desktop report sets use Source
(which is summary information for each transaction) or Targets (which provides
detailed information for each transaction) in every default report included in the
application, providing you with the structure to build upon when you begin to
create a custom report.

Once you're familiar with the reporting structure, you can begin to explore ways
to create more custom reports.

But first, you’ll need to access the Report Preferences option in QuickBooks
Desktop, where you can set both personal and company preferences for any
reports that you'll be running for any of your companies.

Because QuickBooks Desktop reports use report templates, it’'s important to set
all of your preferences before creating a custom report.

If you’re not sure how to create a custom report in QuickBooks Desktop, we’ll
take you through the steps of creating a custom profit & loss report.

It’s also important to know that QuickBooks is designed to display all of its
reports using report sets, which are sets of general instructions specific to each
available report.



Profit & Loss

QuickBooks Desktop offers a variety of profit & loss reporting options, including a
custom summary report, a transaction detail report, a YID report, and a
comparison report.

For this example, we’ll say that you've been concerned with profit levels for your
business. To stay on top of company performance, you decide you're going to
create a detailed profit & loss report for the last two weeks.

But if you're looking to create a more custom profit & loss report, you can follow
these steps:

= Choose the profit & loss report you wish to customize. We're
running a detailed profit & loss report in our example, but QuickBooks
Desktop offers you several other options to choose from. If you're unsure
which one to choose, click the info button in the report window directly
below the report image to find out a bit more about each available report.

The Company & Financial reports page where you can choose the profit & loss
report.

= Click on the Customize Report tab at the top of the report. Whatever
report you decide to customize in the future, you will need to click on this
tab, which is located at the top of any report. Doing so will take you



directly to the various available customization options.
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Customize your profit & loss detail report by clicking on the Customize Report
option at the top of the screen.

= Clicking on the Customize Report tab will bring up the Modify Report
option. This feature offers several different options including the
following.

» Display: The Display option lets you choose the date range you wish to
include for the report. While the report will always default to the current
fiscal year, clicking on the drop-down arrow will display a long list of date
range options including a custom option if you don’t see the date range
you're looking for. The Display option also lets you choose both your
report basis and the data sort option as well as the number of columns
you wish to include in your report.
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The Modify screen is available in all QuickBooks Desktop reports.

For example, by choosing the Custom option in the Dates field, you can base your
activity report only on the last two weeks.

= Filters: The Filters option is where you can really begin to customize your
report. Your choice of filters will depend on the report that you wish to
customize. The Filters option also lets you choose the account(s) you wish
to include in your report. You can choose from blocks of accounts such as
all income/expense accounts, or you can drill further down the list and
choose specific accounts from your chart of accounts that you wish to
include in your report. The filter list is displayed on the right side of the
screen and will update as your filter options change.
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The Filters feature lets you choose the filters to include in your report.

Next, you’'ll need to choose the accounts you wish to include. In this example,
we’ve chosen all income/expense accounts.

But if we decided we only wanted to see only banking information, we could
choose those specific accounts.

» Header/Footer: The Header/Footer option is pretty straightforward. This
feature lets you choose to include things like your company name, a
report title if you wish to include one, the report date, and even a subtitle
for your new report. By clicking on the footer tab, you can also include
footer detail, such as a page number, or add an extra footer line if you
desire. Once you choose your options, the report image on the page will
update to display your choices.
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The Header/Footer feature offers a variety of cosmetic options for you to use.

» Fonts & Numbers: You can really make your reports stand out by using
the Fonts & Numbers feature in QuickBooks Desktop. This option lets you
change the font throughout the report, or only in select areas. For
example, you can choose to use one font for your column or row labels
and another font for your report data. You can also choose how you wish
numbers to appear.
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The Fonts & Numbers option lets you easily change the appearance of any report.

For example, the customized profit & loss report displayed below shows data for
the first two weeks in January, as we stated above. The report also reflects the
custom fonts we chose for this report.
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A fully customized profit & loss report.

If you wish to save the custom report for future use, just click on the Memorize
Report tab at the top of the screen, and assign the name of the report. You can
also add any memorized report to a specific report group if you desire.

QuickBooks Desktop also lets you place a note or comment on any report.

For example, if you wish to share your custom profit & loss report with your staff,
you can easily share the report via email and add a comment at the bottom of the
report.

Five reports you may want to customize

Even though report customization is completed using a standard report template,
the customization options are endless. Here are some examples of custom reports
you can create for your business.



Sales by State

If you sell products in more than one state, Sales by State is a must. This report
allows you to track sales performance in multiple locations, so you'll always know
how a specific state is performing.

To run this report, follow these steps.

1. Select the Sales category, and then the Sales by Customer Detail
report.

Click on the Customize Report tab at the top of the screen.

From the Columns list found under the Display tab, select Name State.
Select the Total Only option found under the Total By drop-down.

Under the Sort By option, choose Name State.

Click on OK, or click on Cancel if you wish to make any changes.

SR

Multiple Year Profit & Loss Comparison

A profit & loss, or income statement is one of the most important reports a
business can run. But it can be even more useful when it’s used to compare
company performance from one year to the next.

The good news is that you can easily print a multiple-year profit & loss statement
in QuickBooks Desktop by following these simple steps.

Select the Company & Financial reports category.

Select Profit & Loss Standard.

Click on the Customize tab at the top of the screen.

On the Display tab, select the years to include in the report.
Select Year from the Display Column area.

Click on OK.
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Open Purchase Order Report Totaled by Vendor

QuickBooks Desktop’s default Open Purchase Order report does not provide totals
by vendor. However, there is a way to obtain these totals by customizing the
Transactions Detail report in QuickBooks Desktop.

Remember, if you're using a software application such as PLANERGY, you can



also create custom reports directly in the application that may provide a better
level of detail for your vendor and accounts payable reports.

To create the Open Purchase Order by Vendor report, follow these steps.

1. Select Custom Reports, then Transaction Detail.
2. Click on the Customize tab at the top of the screen.
3. From the Filters tab, choose the following:

= Account = Purchase Order
» Posting Status = Either
= Received = No

4. Select Total by drop-down.
5. Select Vendor.
6. Click on OK.

This report will provide you with the total amount of purchase orders open by
vendor.

Purchase Orders and Sales Orders by Item

If you're interested in what items are included in your most recent purchase
orders and sales orders, you can create a custom report that will provide that
detail.

To get started, follow these steps.

1. Select the Custom Report option, then Transaction Detail.
2. Under the Display option, choose the following custom fields:

= Amount

= Balance

= Date

= Name

= Num

= Item

3. Under the Total by option, select Item detail.
4. Under Filters, select the following filters:



» Detail Level: All except summary

= Item: All Sales Item

» Posting Status: Non-posting

» Transaction Type: Multiple Transaction Types: Sales
Orders and Purchase Order.

5. When ready to run the report, click on OK.

Outstanding Estimates

If you commonly provide your customers with estimates, a good report to run is
the amount of all outstanding estimates. To customize this report to suit your
needs, follow these steps.

From the Reports menu, select Jobs, Time & Mileage.
Next, select Estimates by Job.

Click on the Customize Report option at the top of the page.
Under Display, add the Open Balance

Uncheck any columns that are not necessary.

Select the date range of the report.

Click on OK to process the report.
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Once you become familiar with the report customization process, you can easily
create custom reports for your business, saving your changes for future access.

In addition to creating custom reports in QuickBooks Desktop, you can also export
any report to Microsoft Excel for even further customization if desired.

What'’s your goal today?

1. Use PLANERGY to manage purchasing and accounts
payable

We’'ve helped save billions of dollars for our clients through better spend
management, process automation in purchasing and finance, and reducing
financial risks. To discover how we can help grow your business:

» Read our case studies, client success stories, and testimonials.


https://planergy.com/customers/

= Visit our “Solutions” page to see the areas of your business we can help
improve to see if we're a good fit for each other.
= Learn about us, and our long history of helping companies just like yours.

Book a Live Demo

2. Download our guide “Preparing Your AP Department For
The Future”

Download a free copy of our guide to future proofing your accounts payable
department. You'll also be subscribed to our email newsletter and notified about
new articles or if have something interesting to share.

download a free copy of our guide

3. Learn best practices for purchasing, finance, and more

Browse hundreds of articles, containing an amazing number of useful tools,
techniques, and best practices. Many readers tell us they would have paid
consultants for the advice in these articles.
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