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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

Learning Objectives



Customizing Reports
Customize built-in reports to suit your business
Nine categories of predefined reports
All can be customized

Save your customized reports for use again and 
again



Sending Reports
Use QBO to email reports
 To your distribution list
Automatically on a set schedule or on-demand

Can be exported in PDF or Excel format
Can also be exported to Google Sheets (in QBO 
Advanced)



Adding a Custom Field to Sales 
Forms / QuickBooks Payments
Customize Sales forms
 Business name
 Sales associate name
 Order number
More!

Up to three custom fields permitted on each type of 
Sales form
Payment features
 Accept customer payments “on the go” via ACH transfer or 

debit/credit card
 Payments automatically matched to invoice being paid



Protecting Confidential Information
Set user permissions
 Control unauthorized data access

Use Privacy mode to hide sensitive information on 
the Dashboards
Levels of access / Manage Users feature
 Regular users with limited access
 Administrators with complete access
 Reports-only users
 Time-tracking users
 Accountants



Keyboard Shortcuts



Extending Capabilities with Apps
300+ apps currently available
 Plug-ins help you manage your business (inventory 
management, merchant processing, etc.)
 Tools that help you integrate/sync data with QBO
An app that allows you to create sales receipts and 
take credit card payments

App store
Go to: quickbooks.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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