Four Ways to Search in QuickBooks to Find What You Need

Over time, your QuickBooks® company file can grow in size to the point that it becomes difficult to find
specific transactions.

For instance, let’s say that you hire a new employee, and want to order another desk to match the ones
in your office. You vaguely remember the last time that you ordered a desk, but can’t remember which

vendor, or how much you paid.

In this article we'll discuss four ways that you can search QuickBooks to find transactions such as this.

#1: Search Registers

QuickBooks maintains a register for each account on your balance sheet, which includes bank accounts,
inventory, accounts receivable, and other assets. There are also registers for accounts payable, loan
accounts, and owners’ equity. Depending upon what you’re looking for, a register might be a fast way to
find what you’re looking for, such as that desk we mentioned at the start:

1. Choose Edit, and then Use Register (or press Ctrl-R). Alternatively, you can choose Banking,
and then Use Register.

2. Asshown in Figure 1, choose your Furniture account from the list, and then click OK.
QuickBooks will then present a window similar to Figure 2.

Use Register x|

Select Account IFurniture j

(1] 4 | Zancel |

Figure 1: Every balance sheet account—not just cash accounts—has a register.

3. Asalso shown in Figure 2, you can use the Go To button to search the register. This can help
you narrow your search within a register that contains many transactions.
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Dake Ref Payee Decrease J Increase Balance
Type Account | Memo
1212002009 a9 Davis Business Associates i Z,100.00 2,100,00
CHE 10100 * Checking | Desks (7)
1213172009 Setup 3 [[Cverhead 20,726.00 22,826.00

GEMIRNL |[30000 * Cpening Bal Server - Purchased

CC 20600

5,000.00 27,826,00

05j01/2011 Karihi P.cu:.cnunt.: 15000 * Furniture and Equipment
BILL 2annn Which Field |_ el

12}15/2011 Search For |Desk

For more search options, use Edit|Find command. L‘ﬂl
5plis | Ending balance 34,326.00

™ 1-line

Sark by IDate, Type, Number/,.. ¥ | Record | Restore

f,500.00 34,326.00

Figure 2: The register displays a searchable listing of all transactions within a balance sheet account.

Keep in mind that registers are just one way to find transactions in QuickBooks, and won’t always be
appropriate for every situation. For instance, income and expense accounts don’t have a register—in
those cases you need to take another approach.

#2: “Simple Find” Search

Think of the Simple Find feature as an expanded version of the Go To feature within a QuickBooks
register. Choose Edit, and then Find (or press Ctrl-F) to display the window shown in Figure 3. If
necessary, click the Simple tab at the top of the window. You can then carry out searches based on
transaction type, such as Invoice, Estimate, Bill, Check, and so on:

1. Choose a transaction type from the list.

2. Optionally limit your search by completing the Customer/Job, Date, Transaction #, and
Amount. It’s not necessary to complete these additional fields, however without doing so
you’ll return a list of all transactions of a given type, which may or may not be helpful.
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Figure 3: Simple Find allows you to search within a single transaction type.

Once your list of transactions appears on the screen, you have several options:

e Double-click on a transaction to view it, or click once on the transaction and then click the
Go To button.

e C(Click the Report button to display a Find report onscreen. As we’ll discuss later in this article,
you can then click the Modify Report button to further refine the results of the Find report.

e Click the Export button to export the results to a comma-separated values (CSV) file or Excel

spreadsheet.
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#3: Advanced Find

This feature, shown in Figure 4, is akin to the Simple Find on steroids. You can search QuickBooks based
on any combination of dozens of criteria. For instance, Figure 4 shows a search on customers in the city
of Middlefield who bought appliances costing $500 or more. To use Advanced Filter, simply choose a
field from the Filter column, and then set the desired criteria. Your input choices will vary based on the
field that you choose.

For instance, if you click on Name City, you can enter a single city. Conversely, you can make multiple
selections when you choose a field like Item or Account. Keep adding new filters as needed. You can
craft some very elaborate searches in this fashion. To eliminate a filter, click once on the item within the
list on the right, and then hit the Delete key. Alternatively, the Reset button will also clear the decks for
you.

=* Find Type a help guestion Ask- * How Do I?I fE | I:Il XI
Simple I Advanced I

~ Choase Filter Current Choices
== 7] Name City -
Mame Street? |« Filter Set to | —
[T | viddefield Amount »=500.00 st |
Mame State Item Appliance
Mame Zip Mame City Middlefield | Close

Mame Phone M. ..
Marme Fax Mum. ..
Mame E-Mail Help
Mame AcC,Num. .. [

Date Type MNum Mame Account Memo Amount | GoTo
10/31/2007  |BILL Teichman, ...| 7400 - Job... |Refridoerator 350.00]
10/31/2007  [BILL Teichman, ...| 7400 * Job... |[Freezer 500.00 Report
10/17f/2007  |PURCH... Teichman, ...|7400 * Job... |Refridgerator 350,00
10/17/2007  |PURCH... Teichman, ...|7400 - Job... |Freezer 500.00 £ ¢
10f10/2007  |BILL McClain Ap...|7400 - Job... |2 Door ref... £00.00 -
10102007  |BILL McClain Ap...|7400 - Job... |Double ov... 500,00
10/01f2007 PURCH... McClain Ap...[7400 - Job. .. |2 Doar ref... 00,00
10/01f2007  |PURCH... McClain Ap...[7400 - Job. .. [Double ov. .. 500,00
07 292007 EILL Luke, Moel... | 7400 - Job... |Refrigerat... 1, 700,00
n7f29/2007  |BILL Luke, Moel... | 7400 - Job... |Double Oven 1,200.00
N7/ 14/2007 PURCH... Luke, Moel,,, | 7400 * Job... |Refrigerat... 1,700.00
07/14/2007  |PURCH... Luke, Moel... | 7400 - Job... |Double Owven 1,200.00 nyumber of
matches: 12

Figure 4: Advanced Find allows you to specify criteria for dozens of available fields.
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#4:. Google Desktop Search

Current versions of QuickBooks feature a Search command on the Edit menu. You may be prompted to
enable Google Desktop the first time that you choose this command. As shown in Figure 5, this feature
is not automatically enabled. Turning it on may cause performance degradation on your computer.

Search Feature

Search requires Google Desktop. Google Desktop can index your QuickBooks data so you

! can find invoices, estimates, customer information and more! Your indexed information stays
on your computer and can only be accessed from within QuickBooks,
Mote: QuickBooks Search may result in slower computer performance.

Would you like to install Google Desktop to search QuickBooks?

How does Google Desktop search OuickBooks?

Cancel |

Figure 5: You must enable Google Desktop Search within QuickBooks.

As a result of the performance question, a number of QuickBooks ProAdvisors® recommend that clients
do not enable Google Desktop. Before you consider enabling Google Desktop Search, be sure to discuss
decision with your QuickBooks ProAdvisor.
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Figure 6: Google Desktop search automatically groups transactions by type.

As shown in Figure 6, Google Desktop automatically groups transactions by type, and you can choose to
sort by date.

Indexing required: Google Desktop initially runs an indexing process on your QuickBooks data. The
length of time required for this varies, based upon the size of your QuickBooks company. You'll get the
best results from your search if you wait until Google Desktop has completed its initial index. New
transactions will automatically be indexed after this one-time process completes.

Summary

You now have more options to find new ways to retrieve transactions or contact information from
QuickBooks. Not every technique is appropriate for every search, but understanding these four ways to
search QuickBooks can broaden your skills, and help you retrieve information about anything within
your accounting records.
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