Add some Flair to Your QuickBooks® Columns!

Ever wished you could see more, less, or different informatioouin y Find...

QuickBook® Lists?

In the 2005 (and subsequent) versions of QuickBbthere is a feature
that allows you t@ustomize exactly what you see in your Lists

For instance, in an Item List, you may wish to alwagsv the links Enter Sales Receipt
established for the Cost Account as well as for theriree Account. To S s
. . . . . Create Purchase Orders...
customize your view, simply open your List, then rigitkc The drop vElsnndg e
down menu shown at the right will appear. Receive Items...
Enter Bill for Received Items...
Adjust Quantity/Value On Hand...
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After you make this choice, the

screen shown at the left will appear,
where you can highlight any of the
choices shown undéwvailable
Columns. Click on theAdd button

(in this case, since | wanted to see the
cost account, | chose the COGS
Account) and your choice will appear
underChosen Columns Continue to
Add columns as desired.

You can alsdremovecolumns if you
wish by highlighting them and
clicking on theRemovebutton

The next step is to use tMove Up and/orMove Down buttons to organize your Chosen Columns to
display in the desired order. When you have finishizk the OK button to see your new List layout.



From the List view, you still have two more choicesnake the List even more useful,.....

1. You canchange the column widthby
positioning your cursor at the top and right of
the column. After you see the two-sided
arrow (as shown to the right), left click on
your mouse and drag the column to the width
desired.

2. By clicking on the name of any column, the List wdltsbased on that specific column. One
click sorts in ascending order, another click sorts icelesing order

Use this approach to modify each of your Lists,... and eygay new “lease on Lists”!



