Instructions for Running Reports for your
Workman’s Compensation Audit

Creating a Custom Transaction Detail Report

From your QuickBooks® Company File, Select Reports, then Custom Transaction Detail Report
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This box will open up. On the Display Tab, select your dates and the Cash Button
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Then in the Colums box, uncheck the boxes next to Account, Class, and Clr by clicking on each
line. Also clear the lines for Debit and Credit.
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Next, change the Total By to Payee.
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Now click the Filters Tab.

Modify Report: Custom Transaction DetglaClis ===y m

J Display I Filters " Header [Footer || Fonts & Mumbers |
Report Date Range = {_
[

Dates |W w | From the first day of the current month through today
From |12/01/2007 |B| To |12/15/2007 |&|
Repart Basis
) Accrual () cash This setting determines how this report calculates income and expenses.
Columns
< {left margin) | Total by |T|:|tal only w |

Trans =
+Type =

Entered,Last Modified Sort by | Default o |

Last modified by (%) Azcending order 2}
/Date Sortin
~Mum (") Descending order  §

Adj

p ]O = Put a chedk mark next to each column

T that you want to appear in the report.
+Name b/ ’ Advanced. .. ] ’ Revert ]
QK ] ’ Cancel ] ’ Help ]

Created by The Wren Group, Inc.
X:/-";;‘?‘ Certified QuickBooks® Pro Advisors
J 770-554-5414

www.thewrengroupinc.com

Page 4



From the Filters tab, the first item on the left is Accounts. From the drop-down box, choose All

Income/Expense Accounts.
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Then select the date button and input the date range that your auditor gave you:
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Now Select Name from the left box, and click on the down arrow and select multiple names

Modify Report: Custom Transaction DetagijaeRic aelEall L
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Amourtt = — Dime Coumd
Date = | all names { »
Date iple =
Memo 0
all customersjobs
Mame
Ir_.— “_—I All vendors
= . All employees
Ti tionT
_!u: i coslorees
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Mame Filter Cottage - Mew Construction Job
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Hamby, Shane Custormer: Job
Cottage - Mew Construction Job
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[ albrecht, Henry

||

Kitchen Remodel
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House-Mew Construction
Hamby, Shane
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Molotsi, Hugh

Second Story Addition
Tedford, Dan
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\Wiessinger, Gary

Cancel
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Scroll down past your customers and select the first vendor. In this example, the first vendor

is AAA Tech Consultants.
Select Hame

{*) Manual

select the name from the list, then
dlick 0K,

]
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Custom Home
Quality-Built Construction
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Enter the exact name below, then dick Marketing I
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Lo |

| Cancel |

Check off all the names in the list, all the way to the bottom. If you will click one name and
hold down your left mouse button and move your mouse down, it will automatically check off

each name in the list.
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Once you have all the names selected, click the OK button
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Now you’re back to the filters box. Just one more filter to add.
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drop-down list.

Tell me more... ]
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The last filter to add is the transaction type. From the left box select Transaction Type. Then

in the middle box, select Multiple Transaction Types.
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Display | Filters | Header Footer Fonts & Mumbers
Choose Filter Current Filker Choices
Filter TransactionType Filter Set to
Account i BlMultiple Transaction Types g | Account &ll income fexpense ac..,
Amount i m Date Custom
Date = Iv Mame Multiple names. ..
[tem .
Mermo
Mame Check
Mumber Dieposit
: Invoice
Ti HionT:
[TransactionType] + Sales Receipt
P Payment - . _
Credit Memao == c e -
Journal
Tr ctionType Filte| credit card
Choose the type of ir Bill _
To select several trang C_Card l;red|t
Transaction Types.' Bill Credit
CCard Refund
Bill Payment
Bill CCard
Sales Tax Payment
Purchase Order ., [ — ]
Inventary Adjustment Ever
QK ] [ Cancel ] ’ Help
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Select the following transaction types:

Check
Credit Card

Bill Payment
Bill CC

Select Transaction Types . |

Select the Transaction Types from the
list, then dick QK.

Chedk
Deposit
Invoice

Sales Receipt
Payment
Credit Memo
Journal
Credit Card
Bill

CCard Credit

B3

II
e

Cancel

B3

Select Transaction Types . |

Select the Transaction Types from the
list, then dick QK.

Cancel

II
e

Credit Memo S
Journal { B

JCredit Card -
Bil N
CCard Credit —5
Bill Credit

CCard Refund !
ml

+Bill Payment
Bl CCard [ (U
Sales Tax Payment =z

Then Click OK. Your Filters window will look like this:

Modify Report: Custom Transaction DetdRiER= TSy m
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Item
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TransactionType Filter

Choose the type of transaction from the drop-down list.

To select several transaction types, choose "Multiple

Transaction Types.'

Tell me more... ]
[ QK ] [ Cancel ] [ Help ]

Now click OK. Your report is done! You can e-mail or fax to your auditor.

Page 11

o

Created by The Wren Group, Inc.
Certified QuickBooks® Pro Advisors

770-554-5414

www.thewrengroupinc.com




