Information?

One of the primary benefits of an accounting system is that you can store and categorize LOTS of
information. On the other hand,.....one of the primary problems with an accounting system is that you can
store and categorize LOTS of information!

But where did it go? Anyone who'’s gone searching for a precise piece of data, or a specific transaction (or
series of transactions) in QuickBooks® knows that the two opening sentences are not contradictory. For
example, have you ever:

Entered a transaction and then wondered if it posted to the wrong job?

Known that a transaction occurred between one date and another for a certain amount and
painstakingly paged through your register or check screens looking for it?

Needed to find out if a transaction was entered twice? (e.g., once as a bill, and again as a check?)
Wanted to see a series of transactions for a specific amount, or to a specific vendor, in one report?

If you've had any difficulty in finding what you were looking for, | believe that | have some extremely helpful
information for you!
Advanced is Easy

The “Find” feature is a powerful search tool that can help you locate nearly anything that you're looking for
in QuickBooks. There are two primary “Find” windows available for your use:

The SIMPLE Find feature, and
The ADVANCED Find feature

TIP: A fast way to access the Find windows is to hold down your CTRL key + the F key at the same time.

Here’s another secret: In my opinion, the Advanced Find feature is actually the easiest and most user-
friendly of the two!

Note: When the Find window opens, QuickBooks may open to the Simple Find window. Many users don’t

realize that they can also access a different Find window by clicking on the button (or the tab) labeled
Advanced.
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From the ADVANCED window, it's easy to choose a filter (for example “Name”) and to then type in the
beginning of the name you are looking for.
Here’s what you will see:
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In this case, when | typed in “su” the name “Sue’s Design Services” popped in, but when | added the “s” to
make it “sus”, Susan’s Landscaping (a vendor) showed up in the window. QuickBooks will continue to
“seek” to match the name you are typing in (whether it's Customer:Job, a Vendor, or an Employee) based
on what it can alphabetically match at any given point in your entry.

For example, if we had a Customer named Sudmore, Ralph that name would pop up first (as the “d”
following “su” precedes the next “su” vendor (Sue’s Design Services). If we had a Customer named Sutton
Richard then the vendor names beginning with “sue” through “sus” would come up before the customer
name starting with “sut”.

Once you find the name you are looking for, all you have to do is strike the “tab” key and that filter is

accepted. If that’s the only criteria you want to impose on the current search, just click on the Find button
(right side of screen), and the results will display in the window at the bottom of the screen.
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ALTERNATIVE Filters

If, instead of a name, you were more interested in locating an amount, you would click on the filter
“Amount”, and the center of the screen would provide you with choices that relate to amounts (i.e., “Any”,
“Equal to”, “Less than”, or “Greater than”) as follows:
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To view the numerous filtering choices, just scroll down through the list shown in the “Choose Filter” section
on the left side of the screen. In addition to those shown above, you can choose from more than 40 other
elements!

Aging Job Type Name Acc.Num Sales Tax Code
Billing Status Name Address Online Status Ship Date

Class Name Streetl Paid Status Template

g{?;gerger Type Name Street2 Paid Through Terms

Detail Level Name City Payment Method Vendor Type

Due Date Name State Payroll Item Voided
Entered/Modified Name Zip Posting Status Workers Comp Code
Estimate Active Name Phone Number Printed Status Is Adjustment

FOB Name Fax Number Received Custom Field

P.O. Number Name E-Mail Rep

As you change filters, the center of the screen will change to provide options appropriate to that filter.

TIP:
If your choices relate to a List (e.g., “Customer Ty  pe” will provide you with a drop down
list), you can select just one element in the list. Alternatively, if you go to the top of the list

and choose “Selected”, you can select  multiple_elements from the list.

Treat Yourself! Choose some ADDITIONAL Filters
If, however, you're looking for other specifics related to this vendor, you can also save yourself some search

time by adding additional filtering criteria. For example, you could click on “Transaction Type” in the left
hand menu, and then choose “Selected Transaction Types” from the choices in the center of the screen.
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A secondary drop-down list will appear (as shown below), and if you wanted to review only certain types of
transactions (e.g., checks, bills, and credit card entries), you then check them off as shown below.

After selecting the various Transaction Types you're interested in viewing, click on the Find button and
abracadabra (!), your results will display almost instantly.

Reports, Anyone?

Many users don't realize that, after the search results are displayed, it's easy to quickly turn the information
into a report. The Report button (bottom left corner of the Find screen) turns from gray to black after the
search, and you can simply click on it to see your results in a “Report” format.

The Modify Report screen then also allows you to customize the report in a variety of ways to meet your
needs. (This feature is also available from the Simple Find screen.)

When to use the Simple Find?

Although | very seldom use the Simple Find feature (probably because I'm so used to using the Advanced
Find on a regular basis), a number of my clients like to use it when they are in transaction-entry mode. For
example, if they are entering a bill and it looks “familiar” to them, they can quickly search recent entries by
clicking on the following magnifying glass icon at the top of the screen (which takes them to the Simple Find
window).

¥} Find

When you are entering a transaction, the Find feature becomes context sensitive (i.e., it's programmed to
see that you are in Bill-entry mode), and will only give you the option of selecting vendor names (as you
would probably be entering a vendor name related to a bill).
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You can then quickly search for recent entries for that vendor.

NOTE: The context sensitive feature operates similarly in other transaction-entry windows. E.g., The
Create Invoices Find feature allows access to only Customer Job names.

You've “Advanced” to the Head of the Class
Just remember that, if you want the additional flexibility in your Find activities (as described above), you can

just click on the “Advanced” button or tab at any time. I’'m sure you'll agree that being in an “Advanced”
state of knowledge and efficiency is where you'll want to be!

Info Plus Accounting offers a wide variety of on-site and/or Internet training, accounting, and support services and
products for your QuickBooks accounting and software needs.

For assistance with any of your accounting or QuickBooks® software issues or questions, please contact us toll-free at
(866) 244-2228 for an appointment.
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