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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



Learning Objectives (cont.)

• Use keyboard shortcuts
• Search for QuickBooks apps
• Access QuickBooks Labs



Customizing Reports

• Reports can be customized to present the 
information most pertinent to your business.

• QuickBooks Online has nine categories of 
predefined reports, each of which can be 
customized.

• Your customizations can be saved, making a 
customized report easier to create again later.



Sending Reports

• QuickBooks Online allows you to automatically 
send reports wherever they are needed.

• These reports can be sent manually or on a 
schedule.



Adding a Custom Field to Sales Forms

• QuickBooks Online allows you to add custom 
information to sales forms.

• These custom fields can include the name of the 
business, the specific employee who did the job, or 
even an order number.



Protecting Confidential Information

• To prevent unauthorized access to your data, 
QuickBooks allows you to set up user permissions.

• There are several different levels of access 
available:
• Regular users with limited access
• Administrators with complete access
• Reports-only users
• Time-tracking users
• Accountants

TIP! When privacy is needed immediately, Privacy mode temporarily 
hides sensitive information from the Dashboard. 



Keyboard Shortcuts

To help speed up navigation, QuickBooks Online has 
many keyboard shortcuts:



Extending Capabilities with Apps

• As cloud-based, online software, QuickBooks 
Online has the ability to use plug-in apps.

• More than 300 apps can be found by searching for 
or typing a category.

TIP! The test drive sample does not have an Apps button. 



The QuickBooks Community

• QuickBooks Online users can help one another with 
learning and applying the software to specific 
needs.

• You can provide feedback under Profile in the Gear 
menu.

• The QuickBooks Online developers also provide 
QuickBooks Labs, a space where users can 
experiment with new beta features.
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