ANNUAL PARISH FINANCIAL REPORT

PRODUCING THE PROFIT & LOSS STATEMENT FROM QUICKBOOKS

1. Reports
Company & Financial Profit & Loss Standard
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2. Report Basis: Cash

. Dates 7/1/21 — 6/30/22

4. Make sure that Expand Rows is on. When rows are correctly expanded, this button
will show “Collapse Rows”. If it shows “Expand Rows” press it until it says
“Collapse Rows”

W
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5. Print the report — save as either (a) PDF or (b) excel, your choice.

a. Savefto pdf
Print — Save as pdf then mail/email/send
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b. Save as excel

Excel — Create New Worksheet —
New popup will appear
‘Create new worksheet’
¢ In new workbook’
Export
Save the file and mail/ email/ send the file
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PRODUCING THE BALANCE SHEET FROM QUICKBOOKS

1. Reports — Company & Financial — Balance Sheet Standard

2. Report Basis: Cash
3. Balance sheet dates: BOTH 6/30/22 and 6/30/21

5|Page



4. To get the comparative balance, you can either (a) or (b)

a. Run the balance sheet twice. Once as of 6/30/22 and again as of 6/30/21.
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b. Put the balance sheet as of 6/30/21 and 6/30/22 on one report:
Customize Report

A ‘Modity Report’ popup will appear

Enter: dates from 6/30/22 to 6/30/22 (yes, same dates) — Report basis: Cash
Check off ‘Previous Year’ and also — Check off ‘§ Change”
Hit OK

'REPORT DATE RANGE
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c. Output should look similar to the below:

5. Print the report. Either as (a) PDF or (b) Excel

a. Save to pdf
Print — Save as pdf then mail/email/send
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b. Save as excel
Excel —
Create New Worksheet
The popup below will appear
Select ‘Create new worksheet’ and ‘In new workbook’
Export
Save the file and mail/ email/ send
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