Creating QuickBooks® Reports for Workers’ Compensation and General Liability Audits

This document provides step by step instructions for customizing your QuickBooks® software so
you can easily generate the reports needed for your BMIC audit. As an added bonus, you will be
able to track your subcontractors’ certificates of insurance.

First, we will set up your vendors so QuickBooks® can show your subcontractors and their
insurance information. Then, we will set up payroll reports.

Step 1. Open the Vendor List in your company QuickBooks® file. Look down the list until you
see the first company that is a subcontractor and double click on the company name.
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The vendor information box will open and look like this:
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Step 2. Click on the “Additional Info” tab to the right of the “Address Info” tab. You will see
information similar to this. In the “Type” box, click the down arrow and select “Subcontractors.”
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Step 3. Click "Define Fields” to set up the fields for insurance information; the second screen will
appear (once you add these fields they will always be listed).
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Step 4. In the first box type Work Comp Expiration, then click the check box under “Vendor” so
that this field will appear for your vendors.
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Step 5. The fields will appear in the “Additional Info” area. Enter the date each subcontractor’s
insurance expires (keep agent information handy to call for a new certificate). To set-up a
reminder on or before the date of expiration, create a “To Do” in your calendar. Click “Notes” and
“‘New To Do.”
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Step 6. Type in you reminder and chose the date of expiration for the reminder; add the
company name in the reminder because it will not stay linked to the company. When you're
done, click “OK.”
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Click “OK” again on the Notepad screen.
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Click “OK” once more and you’re back to the Vendor List.
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Repeat the previous steps and set up ALL of your subcontractors with this information. It will
save a lot of time in the future (FYI, the “To Do” list can be accessed from the Company page;
click on the Company Navigator button).
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Step 7. Next, we will create five reports and memorize each one. First, we will create the
Subcontractor Expense report. In the drop down menus at the top of the screen click “Reports,”
“Company & Financial,” then "Expenses by Vendor Detail.”
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Step 8. Click the button in the “From” and “To” fields to add dates of your audit period; make
sure “Accrual’ is selected in the “Report Basis” area. In the “Columns” area, check (or uncheck)
selections so the checked columns are Date, Number, Memo, Account, Split, and Amount, then
click the “Filters” tab.
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Step 9. In the “Filters” area scroll down and select “Vendor Type” and choose “Subcontractors.”
These choices will show to the left in “Current Filter Choices.” Click OK.
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Step 10. You will return to the report. To save the report, click “Memorize Report,” enter the
name (example: Expense by Vendor Detail for Auditor) and click OK.
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Step 11. Next, we will create the Subcontractor Insurance Certificate List. In the drop down
menus at the top of the screen, click “Reports,” “List,” “Vendor Contact List.”
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EditVend Begle Heating & Air Begle Heating & Air 1 Belmont Street Bayshare, €. Doug Begle
= 'td E“L il Big-Yalue Warshouse Store Big-Walue'Warehouse Store 128 Boradway Bays
ordorkis) Blackstane Cancrete Cutting Easley Concrete Cutting 14 Trestle Glen Place Mid...  Pauls Easley
Subcontractor Ingurance < . s
Vendors' WC Exp Bolinski Sand and Gravel Bolinski Sand and Gravel 831 River Rock Road Ea Rafal Bolinski
FdbE Hore 0N Bowedien Steam Flumbing 456-769 564 Milrea Averus East Bayshore, G4 84327 Brrenida Bowe
Expenzes by Vendar Det, ) 4 ‘ 2
ol i Brends's Framing Service Brends's Framing Service 112 Bowden Road Bay.. . Brenda
5 ® EDm_E [3 Qdu\c R Carr Building Suppby 123-456 Carr Building Supply 6445 Certer Street Bayshore .. Steve Carr
V“'°dma': o ‘?te Chidsster Marble & Tils 987554 Chidester Marble & Tiis Jim Chidester 3127 Hoosie... - Jim Chidester
VEndD' Daw.!iacm Children of Bayshore Foundstion Children of Bayshore Founcation Bayshore, ©8 9.
TE”D °'L fta' Coll ] City Floors City Floors East Bayshiore, CA 94327 ATTH Julie . Julie Rorton
D City of Bayshore City of Bayshore 1 Main St. Bayshore, CA 94326 David Orverfie
Feminders

City of East Bayshore East Bayshore, Ca 04327
City of Middlefield Middlefield, Ca 94452

City of Morth Bayshore Notth Bayshore, C4 04328
City of West Middlefield West Middiefield, CA& 94484
Colz Plumbing Products 9413 San Antonio Rosd k.
Color-Brite Paint Company 648 Greenbrae Drive V.
Crystal Bay Windowes 871 Skyline Blwd, Mickllefisl..
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Step 12. In the “Columns” area, check (or uncheck) selections so that the checked columns are:
Vendor, Phone, Contact, Work Comp Expires, Gen Liability Expires, Agent, and Agent Phone,
then click the “Filters” tab.

Modify Report: Vendor, Contact List Ask a help question |Ask il ¥ How Do 1?7

Display | Filters HeaderFooter Fonts & Mumbers

Columns

Al

Country | Sort by |DeFault
Print on Check, as
Ernail . (#) Ascending order
Accounk Ma. sortin () Descending order
Wendor Tyvpe
Terms
Credit: Limit
Tax ID
Eligible For 1039
Mote
From Timer
Y Work Comp Expires
-/ Gen Liability Expires
. figent

M oNE

Put a check mark next to each column
that wou want to appear in the report,

I QI l [ Cancel ] [ Help ]

Step 13. Active Status should already be listed in the Current Filter Choices (if not, select Active
Status and Active), then choose “Vendor Type,” select “Subcontractors” and click “OK.”

Modify Report: Yendor Contact List Aisk 2 help question ' How Do I?

Display Filters | Headet/Fooker Fonts & Mumbers

Choose Filker Current Filker Choices

Filker Wendor Type Filter Selk ko
Ernail - |'p'ubu:nntractnrs " Ackive Skakus Active
Account Mo, [Vendor Type Subcontrackors

Terms
Credit Limit
Tax ID
Eligible for 1099
Make I

Remove Selected Filker

a4 Cancel ] [ Help ]
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Step 14. You will return to the report. To save the report, click “Memorize Report,” enter the
name (example: Subcontractor Insurance) and click “OK.”

!

Cust Item

Mavigators
% Contractor
ﬁ Company
f% Customers
E Vendors
g Employees
Banking
% Business Services

@ Reports

Eﬂ Help & Support

Open Windows -

E xpenzes by Yendor Det
Edit "endor

“endor List

Subcontractor Insurance...
Wendors' W Expiration ...
Expenzes by Vendor Det...
Wwelcome to QuickBooks
Automatic Lpdate

Wendor Mavigator

Yendor Detall Center
ToDoList

Remindzrs

MemTx  VYeni

FjiVendor Contact List

Z @ 7 @&

Check Bill Reg

Accnt Rmnd

4
Find  Backup Support

2

Ask a help question [Askl‘r How Do I?-

. M Print. E-mail || Expart, Hide Header Refresh | Sort By |Default ©|
a3 Quality-Built Construction
1ansiT Vendor Contact List
December 15, 2007
Vendor e Contact k3 Phone < Work Comp Exp... ¢ Gen Liability... + Agent <+ Agent Phone
P Abercrombie Fence Co Kristy E50-555-6E68 4416 8i22 G Jones 123-4567 4

Avenue Electricians Colleen Garton 650-555-2684 121 121 G Jones 123-4567
Bay City Backhoe Service Barb Caylor 415-555-T826 12/04 1204 Za Casualty 456-7891
Begle Heating & Air Doug Begle 11103

Blackstone Concrete Cutting Paula Easley 415-555-1368 2022 2022 Susan Clark 456-1237
Brends's Framing Service Brenda B50-555-5855 515 555 Paul Linden 957-6541
Crystal Bay Windows Lakshmi Balakrizhna 405-555-2233 1414 1414 Psul Linden 654-3217
D-Lo Shesetrock David Lo Mane - Sols Prop More

Denine's Drywall Denine E50-555-3615 Mone - Sole Prop 1M Sam Smith E54-9871
Jones Plumbing Yalesha Jones E50-555-3651 3% 36 Sam Smith E54-9871
Lipps' Landscaping Michael Lipps B50-555-1331 Mone Mone

Maple Glow Cabinets Liza Towel B50-555-4853 B/ Mone Susan Clark 456-1237
haster Builders 7B TiE Sam Smith 654-98T1
Mog's Iron and Casting Wark Moe Luke B50-555-2365 0303 Mone Susan Clark 654-9571
Movello Survey Services Caral Novello B50-555-3755 bird 77 Zam Smith £54-9871
Raoxy's Tile Ellie Milner E50-555-6781 47 47 G Jones 123-4567
Shaw Glass Co. Amber Shawe 650-555-1834 93 943 Paul Linden B54-3217

CEOTERTEQQE
& 17 @

i4 start

Mame: | Subcontractar Insurance Info |

|:| Save in Memorized Report Group: | |

[ K [ Cancel ]
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Step 15. Next, we will revise the payroll summary report. The report already exists; however,
following these instructions will make it easier to read and use. In the drop down menus at the
top of the screen, click “Reports,” “Employees & Payroll,” then “Payroll Summary.”

Sample Quality-Built Construction - QuickBooks Premier: Contractor Edition 2004

File Edit View Lists Contractor Company Customers Vendors Employees Banking B Window Help
& & % gy @ ﬁ @ ‘_/ @:‘ ‘@ ©  Report Finder
Trivoice  Cust Itern  MemTx Vend Check Bill Req  Acont Rmnd  fi  Memorized Reports ¥
: £ KijiSubcontractor Insurance Info Proess Mhibiple Reports #isk.a help question [.nsklv How Do I?-
Mavigators Contrackor 3
%m Modify Report... = Memarize,,, || Print... || E-mail @ Company 8 FRancal . Fault |
5:36 PM Customers & Recelvables >
ﬁ Company 121507 Sales 3
Customers Jobs, Time & Milzage 3
E Vendors Yendors & Pavables 3
&8 Employess Vendor o Contact s | Purchsses v |Liability... + Agent = Agent Phone «
b Abercrombie Fence Co Kristy B Inwenkory r _ GJones 123-4567 4
| X i Zvenue Electricians Collesn Garton B 3 yroll 5 \ 34567
|2, Business Services Bay City Backhoe Service Barh Caylor 4] Banking | Payroll Item Detai £-7801
EL Reports Begle Heating & &ir Dioug Begle Accountant & Taxes ¥ Payroll Detail Review
[;} Help & Support Blackstone Concrete Cutting Paula Essley 41  Budgets & Forecasts ¥|  Emploves Earnings Summary 1237
Brenda's Framing Service Brenda [=H Lisk b Emploves State Taxes Detail 541
0 Windows Crystal Bay Windows Lakshimi Balakrishng a | Payroll Transactions by Paves 217
= D-Lo Sheetrock David Lo Eitz: ??;2:;;;832;;" Repart Payroll Transaction Detal
Denine's Drywall Denine B Payroll Liability Balances 4-0871
EKFEHSES by YendanDiet. Jones Plumbing Yalesha Jones B2 i Ctri+G . 4-9671
Bl yendor Lipps' Landscaping Michiae! Lipps B Transaction History Effrlayee. Contark L
YerdarLit Maple Glow Cabinets Lisa Towel 8 Transaction Journal Eiployes Wibloking 51237
Subcontractar Ims.urance... Master Builders ) i Bapeull Lem LiHing 4-9871
Yendois W Expialion . hioe's Iron and Casting YWk Mo Luke B50.555-2365 it Mo Summarize Pavrol Data i Excel  §4-9871
£ penses Dyiondonbete: Movel Survey Services Carol Novello £50-555-3755 b 77 St £54-9571
e Roey's Tile Elliz Miner £50-555-6781 457 457 © Jones 1234567
Automatic Updsle Shaw Glass Co. Amber Shaw B50-555-1834 9 am Paul Linden 654-3217
Wendar Mavigator
Wendor Detall Center
To Do List
Reminders

Your report will look similar to this. Click “Modify Report.”

File Edit Wiew Lists Contrackor Company Customers Yendors Employees EBanking Reports Window  Help
= = 2 2 - & &
3 B P E 4 @ 2 B % a4 & 2
Invoice  Cust Itern  MemTx Yend  Check Bill Reg Accnt Rmnd Find  Backup Support
: x FjiPayroll Summa Ask a help question [.nsklv How Do I?-
Haﬁgatm:-
Modify Report... | [ Memorize... | Print... |[ E-mal [ Export... | [ Hide Header | [ Refresh |
“E Contractor Dates |TF der Quarter-to-date | Fram [ 100172007 [E] Ta 1211502007 [B] Columps | Emplayes v
ﬁ Company
5:56 PM itv-l i i
ikt Quality-Built Construction
& vendors (EEaNY Payroll Summary
gEmplnyeex October 1 through December 15, 2007
. Banking Mitchell, Clark Pepper, Chris
€2 Business Services o Hours - Rate + Oct 1-Dec 15,07 « Hours - Rate + 0ct 1-Dec 15
i ~
EL Reports Employee Wages, Taxes and Adjustments i)
- Gross Pay
YA Helpts t =
[ Help & Suppor 1027 - Design » 000 4 a
— 5188 - Plumbing 24 21.25 510,00 24 21.00 S04
Dpen Windows 5190 - Electrical 24 21.28 510,00 24 23.00 552
5475 - Painting 32 21.25 E80.00 32 22.00 04
Subcontractor Insurance... 5646 - Carpentry 320 21.25 6,800.00 320 22.00 7,040
Expenzes byVendor Det... 9891 - Office 0.00 o
E dit Wendar Officer's Labor 0.00 _ o
Wendor List Total Gross Pay 8,500.00 8,800
Subcontractor Insurance...
Yendors' WC Expiration ... Adjusted Gross Pay 8,500.00 5,800
Expenzes byendor Det...
Welcome to QuickBooks Taxes Withheld
Automatic Update Federal Withholding 0.on a
Yendar Navigator Medicare Employee 000 a
endar Detal Center Social Security Employee 0.00 o
Ta Do List CA - Withholding 0.o0 o
Feminders CA - Disability Employee 0.00 a
Total Taxes Withheld 0.0 o
Deductions from Het Pay
Medical deduction -250.00 a
Total Deductions from Net Pay -250.00 i} =
21l L

'3 start CEOTDEREBTEQGE

& T H
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Step 16. A screen similar to this will appear. Change the “From” and “To” dates for your audit
period, uncheck the boxes for “Hours” and “Rates” and click “OK.”

Modify Report: Payroll Summ #isk a help question |Ask M = How Do 12

J Display | Filkers Header/Fooker Fonts & Mumbers

Report Dake Range

Dates |Cust0m W | The date range vou specify in the From and To fields
From |09/14/2005 |&| To |09/13/2006 |E

Columns

Display columns by |Emp|0yee - |across the kop.

Add subcolumns For

[] previous Period [ previous vear ] vear-To-Date ] % of Row ] % of Columin
| advanced. ., | [ Revert l
I Ok ] [ Cancel ] [ Help l

Your report will look like this. To save the report, click “Memorize Report,” enter the name
(example: Payroll Summary for Auditor) and click ‘OK.”

File Edit Wiew Lists Contrackor Company Customers Yendors Employees EBanking Reports Window  Help
R B ® & 4 @ 2 @B % & o 2
Invoice  Cust Itern MemTx  Yend  Check Bill Reg Accnt Rmnd Find  Backup Support
& FgiPayroll Summar Ak a help question [nsklv How Do I? -
Navigators Modify Report,., E-mail || Export. Hide Header Refresh
Contractor Dates Egustnm Fram !ng‘lijﬁ 3 Columps | Employee z|
ﬁ Company - - -
Custaineis b Quality-Built Construction
| i Vendors (EEaNY Payroll Summary
g Employees September 14, 2005 through September 13, 2006
Banking [ Rand, Jenn + Tei Tim + Tumacder, Jacint + Yoo, Young-Kyu -+ TOTAL s
=% Business Services Employee Wages, Taxes and Adjustments =
IE{ Reports GrosgiPay : =
Eﬂ Help & Support 1027 - Design 0.00 ooo 0.00 o.o0 2,850.00
o e R 5028 - Masonry 0.00 1,317.50 o.oo0 0.00 2,549.50
= 5188 - Plumbing 0.o0 855.00 0.00 0.00 2,745.50
Open Windows 5190 - Electrical 0.00 652,00 0.00 0.00 1,639.50
| 5213 - Concrete o.oo B311.25 o.oo o.oo 17,588.75
S bsBniactor| FAEncE.. 5475 - Painting 0.00 232500 0.00 000 6,030.25
Erpenses by Vendor Det... 5553 - Roofing 0.00 1,008.00 000 4 0.00 1,848.00
Edit Vendor 5646 - Carpentry 0.00 2433200 000 0.00 76,597.25
e 9891 - Office 0.00 000 12000 6,500.00 7,200.00
e et 9899 - Supervision 0.00 1,166.00 000 0.00 1,394.75
“endors' W Expiration .. Officer's Labor 45,257.50 oog _ 000 0.00 45,257.50
Evpenses by Vendeor Dat.. Total Gross Pay 45,257.50 3799975 12000 §,500.00 166,301.00
Welcome to QuickBooks
Automatic Update Adjusted Gross Pay 45,257 50 3799375 12000 650000 166,301 .00
Wendor Mavigator
“endor Detall Center Taxes Withheld
TahalE Federal Withholding -4,773.00 -3757.00 000 0.00 -21 58600
Reminders Medicare Employee -B96.23 -551.00 -1.74 -9570 -2411.36
= Social Security Employee -2,805.97 -2,35598 -7 44 -409.20 -10,31065
CA - Withholding -2,288.75 -1,762 83 o.00 -230.00 -7,485.31
CA - Disability Employee -404 .54 -342.00 _-1n08 -59.40 -1,160.45
Total Taxes Withheld -10,938.29 -5,7658.91 -1026 -794.30 -43,073.77
e e B
£ |
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B Memorize Report

Hame: |F‘ayr|:||| Surmmary For Auditor|

<L [

|:| Save in Memaorized Repark Group: |

[ (0] 4 ’ Cancel ]

Step 17. Next, generate two more payroll reports with custom dates so the auditor has the
payroll information necessary to reconcile the payroll to your quarterly 941 or SUTA reports. At
the top of the Payroll Summary report, change the date to the first day of the calendar quarter that
the start date of your audit falls in.

(Example: Audit period is September 14, 2005 to September 14, 2006. September 14 falls in the
third quarter of the year and the first day of the third quarter is July 1. The date areas at the top
of the report dates have been changed so that the “From” date is July 1, 2005 and the “To” date
is Sept 13, 2005.)

| Sample Quality-Built Construction - QuickBooks Premier: Contractor Edition 2004

File Edit Wiew Lsts Contractor Company Customers Vendors Employees Banking Reports  Window  Help
H B & ® & A €@ 2 @\ % 4 g 9
Invoice  Cust Ttern  MemTx  Wend Check Eill Reg fccnt Rrnd Find  Backup Support
80 R7iPa dito Ask a help question {A

Mavigators
— | Modify Report.,, | morize,. || Prink.. | E-mail || Expert.. | [ HideHeader | [ Refresh |
Isg Contractor Dates E_gustom _\:' From !Dz,!'ﬂl,!'EDDS_ o 'EI_E,I'IE,I'ZEI?IS olumnns ;_EEL—J}:EE 2|
.ﬁ Company
| 6:38 PM A
B2 Customers Built Con ction
& Vendors ikl Payroll Summ
ﬁ Employees July 1 through September 13, 2005
Banking + Mitchell, Clark + Pepper, Chris = Prentice, Adelaide + Rand, Jenn
% Blisiness Caivicas Employee Wages, Taxes and Adjustments
I@ Reports Gross Pay
E@ Help & § ; 5028 - Masonry ] aa0.00 4 0.00 0.oo
£ 23 UPHoT 5188 - Plumbing 1 &70.00 168000 0.00

: = 5190 - Electrical 340.00 0.0o 0.o0o
Dpen Windows- 5213 - Concrete 2,210.00 2,288.00 0.on
| Payroll Summary f | 5646 - Carpentry 3,230.00 475200 000
- Coirpann N asisator 9391 - Office 0.00 o0 24000
| Memorized Feport List | Officer's Labor 000 0.00 000 720
| ‘“endor Detail Center Total Gross Pay 8,530.00 8,720.00 24000 7,20
N N

After the report refreshes to the new dates click “Memorize;” you will see a screen like this: Click
“New.”

The repart wou are memotizing is a memotized report, Would wou like ko replace the original
\t'/ memorized report or create a nes one?

| Replace | [ P Cancel
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Name the report Payroll Summary for Auditor First Quarter, click “OK.”

B Memorize Report E|

Mame: |F‘a';.fr|:|II summary For Audicor Firsk Quarter| |

|:| Save in Memorized Report Group: | |

[ K Zancel ]

Step 18. Next, we will create a similar report for the last quarter of your audit. Using the previous
example, change the dates so that the “From” date is July 1, 2006 and the “To” date is
September 13, 2006 (the only change is the year). Note: Your audit dates may be different. The
dates we are using are examples only. Once the report updates, click “Memorize.”

® Sample Quality-Built Construction - QuickBooks Premier: Contractor Edition 2004

File Edit ‘Wiew Lists Contractor Company Customers Vendors Emplovees Banking Reports  Window  Help
H B & B @ 4 © 2 @B % A& o 9
Irvioice  Cusk Item  MemTx Wend Check Eill Reg  Accnt Rmnd Find  Backup Support
x ifiPayroll Summary for Auditor First Quarter Ask ahelp g
:Eiwgalms. Modify Report.., Memorize... || Print,., || E-mail || Export.., Hide Header Refresh
"2 Contractor Dates | Custom ~| From [07/o1j2006 [B8] 7o [09/13/2006 [8] columps |Employee v
ﬁ Company g b — : - —
53 Customers 641 B uality-Built ruction
& vendors gAY ayroll Sum
g Employees July Ythrough September Y3, 2006
Z| Banking + Mitchell, Clark < Pepper, Chris -+ Prentice, Adelaide « Ra|
% Business Services Employee Wages, Taxes and Adjustments
I|E‘a Reports Gross Pay .
Eg} Help & Support 1027 - Design b 000 4 o.0a 1,125.00
L e R o 5188 - Plumbing 1,530.00 000 0.0
: == 5190 - Electrical 170.00 365.00 0.00
Open Windows- 5213 - Concrete 340.00 176.00 0.00
m : 5475 - Painting 0.0o 35200 0.00
| Company Navigator 5646 - Carpentry £,460.00 10,032.00 000
emorized Flepart List 9391 - Office 0.00 0.oo 0.00
| Yendor Detail Center Officer's Labor 0.00 0.00 0.00
TaDa List Total Gross Pay 8500.00 1082800 112500
Reminders
= Adjusted Gross Pay ,500.00 10,928.00 112500

You will see a screen like this, click “New.”

Memorize Report

The report wou are memorizing is a memotized report, Would you like to replace the original
\t‘) mematized report ar creake a new oney

| Replgu:e | [ M Cancel
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Name the report Payroll Summary for Auditor Last Quarter, click “OK.”

B Memorize Report

3

Mame: |F‘a';.fr|:|II Surnmary For Auditor Lask Quarker

|:| Save in Memorized Report Group: |

| o

Cancel

]

Step 19. Close QuickBooks®, then reopen the program and your company file. You can
generate several reports at once. Go to the “Reports” tab and click “Process Multiple Reports.”

2 B\ %

Sample Quality-Built Construction - QuickBooks Premier: Contractor Edition 2004

File Edit View Lists Contractor Company Customers Vendors Employees Banking B

e G G 0 oA @

E

Cust Itern  MemTx  Yend  Check Bill Reg Accnt Rmnd Fi
= .8l * Company Navigator
HNavigators Conkrackor
Company & Financial
% Contractor Company P
Customers & Receivables
ﬁ Company /& ” i Sales
8 Customers .bJ [foud m o & Johs, Time & Misage
E Yendors Set Lp Forecasting Caah Flow Business Expe  Vendors & Payables
Budgets Projector Planning Analy h
.g Employees Purchases
I Banking Inventary
!% Busi o e § — Emplovess & Payrall
usiness Services /:-?} bS @ h Banking
= =5
@ Henoits ; Accountant & Taxes
= Reminders To Do Update Backup Ship
[k; Help & Support QuickBooks Budgets & Forecasts
List

Memorized Repart List
Wendor Detal Center

ToDoList
Remindzrs

Peminders Ovarview

Refresh

Due Date Description
+To Do Motes  [5)
# Overdue Invoices [1]

i+ Invaoi to Print  [50]

(¥ Credit Memos to Print (1]
+ Sales Receipts to Print  [2)

+/Checks to Print from Company Checking Account [z

Window Help

Report Finder
Memorized Reparts

Custom Summary Repork
Custom Transaction Detail Report

aive Us Feedback. .

[
3
3
13
3
3
3
3
L3
3

ind Integrated Applications..

#ynchronize Contacts...

hcome and Expense Graph

aet Accounting Advice..

reate/Share Datahase. .

Hew Busingss Checklist

Hel
Transaction History ed Repnrts
Transaction Jourrial
UTA T ESU Tebmpany L]
-2.500.00
27.500.00 Expenses by Yendor Detail for Audit

Imvoice  Cust

Navigators

ﬁ Company
2 Customers
E Yendors

g Employees

G & O

Item  MemTx

g sg Contractor

4 &

Wend Cll'neck Bl

G

Find  Backup

-+ <8l Reports =

Suppork

Banking
% Business Services

g EL Reports

Ea Help & Support

Choose the reports bo process, SRRl agst]

Contrackar
m  Accounkant

e 2ndar Detail e

Payroll Summary for Auditor|  Company

Payroll Summary for Audicor| SUstomers
= Employees

Payroll Suramary for Audicat | yandars

Subcantrackar Insurance Infa
Contractor: Job Status
Contractor: Job Costs Detail
Contractor: Billed/Unbilled Hours by Person

Contrackor: Certified Payroll - Box 1 Empl...

Accountant: Trial Balance

Last Month
Last Month

This Maonth-to-date

From To

=3

09/13/2006
07j01/2005  |09/13/2005
07j01/2006  |09/13/2006
11/01/2007  |11430/2007
11/01/2007  |11430/2007
1zf01j2007  |1215/2007

£

Display J [ Print

[ o |

Help
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This screen will appear; place check marks by the reports you just created. Verify the dates in
the “From” and “To” fields are the same as your audit period (if not, they can easily be changed
by clicking on them) and click “Display.”

Process Multiple Reports §|

Select Memaorized Reports From | <Ungrouped Reports = W

Choose the reports ko process, then press Display ar Print,

S Report [Dake Range Fraom To |
J |Expenses by Yendor Detail For Auditar Custam 09/14/2005 09132006 L
o [Pavroll Summary For &uditor Custom 09/ 14/2005 09132006
o |Payroll Surnmary For Suditor First Quarker | Cuskarn 07 j01)2005 091132005

roll Summary For Audikar Lask Quarker  [Cuskam 07012006 09132006

5L onkractor Insurance Info _

Dy l [ Prink ] [ Cancel ] [ Help

Your reports are open and ready to print. Complete your audit preparation by verifying that
subcontractor certificates of insurance are available and organized. It is best for them to be in the
same order as on the Subcontractor Expense Detail Report.
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