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Chapter 9: Customizing, Fine-Tuning, and

Extending Capabilities




Learning Objectives

 Customize reports

* Save and send customized reports
* Add custom fields to sales forms
 Enable Privacy mode

* Set user permissions

* Use keyboard shortcuts

» Search for QuickBooks apps



Customizing Reports

* Customize built-in reports to suit your business

* 9 categories of predefined reports
All can be customized

* Save your customized reports for use again and
again



Sending Reports

* QBO can email reports

 To your distribution list
e On a set schedule or on-demand

* Can be exported to PDF, Excel
« Also to Google Sheets, in QBO Advanced



Adding a Custom Field to Sales Forms

e Customize sales forms
« Business name
« Sales associate name
e Order number
* More!

 Payments feature

« Accept customer payments “on the go” via ACH transfer or
debit/credit card



Protecting Confidential Information

* Set user permissions
e Control unauthorized data access

* Levels of access
* Regular users with limited access
« Administrators with complete access
 Reports-only users
« Time-tracking users
* Accountants

TIP! Use Privacy mode to temporarily
hide sensitive information from the Dashboard.



Keyboard Shortcuts

Your Company ID is

Keyboard Shortcuts

To take advantage of shortcuts, simultaneously press
[etrl] and [alt or option] and one [key from the list below]

REGULAR PAGES - HOMEPAGE, CUSTOMERS, AND SO TRANSACTION PAGES - INVOICE, EXPENSE, AND SO ON

ON

SHORTCUT KEY ACTION SHORTCUT KEY ACTION

i Invoice X Exit transaction view
W Check c Cancel out

- Estimate s Save and New
X Expense d Save and Close
r Receive Payment m Save and Send
G Customers p Print

Vendors

a Chart of Accounts

| Lists

h Help

f Search Transactions

2

or/ This dialog




Extending Capabilities with Apps

« 300+ apps currently available
 Manage your business

* Integrate with QBO

* App store

Go to quickbooks.com/intuit.com/apps/apps/home
Or use the Apps link on the Navigation bar

TIP! The test drive sample does not have an Apps link on the Navigation bar.
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