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These reference materials are designed to complement the information presented by the instructor and to
act as a stand-alone training guide.




In this course you will learn how to:

Combine, re-order, and batch-print multiple financial statements in one workbook
Create new financial reports added in 2010 such as:

0 The Cash Flow Statement

0 Retained Earnings

0o Expanded Date Capability on Financial Reports — cross fiscal years, 13-week quarters, and
4-week months available!

o Filter reporting by Class and Customer:Jobs

Generate Word document templates and attach documents to a financial reporting package

Easily insert rows, columns, subtotals, and grand totals in Microsoft Excel templates created in
Intuit Statement Writer

Consolidate financial reporting and create as a PDF document package for your client

Analyze financial reporting created in the Intuit Statement Writer by creating charts, graphs, and
ratio analyses that refresh at a click of a button!

This course will cover the core functionality of Intuit Statement Writer and the new and improved features
in 2010 that allow you to present financial statements in compliance with GAAP. By using the Intuit
Statement Writer you will also be able to create financial and management reports that are not possible
within the QuickBooks Financial Software. Impress your clients with charts, graphs, and ratio analyses
that feed directly from Intuit Statement Writer so you can create them once and simply refresh the data
each reporting period.

Intuit Statement Writer is included in all editions of QuickBooks Enterprise Solutions and available for an
additional fee in QuickBooks Premier: Accountant Edition.







Intuit Statement Writer (ISW) uses Microsoft Excel 2003" and 2007 as its platform to generate
professional and customized financial statements for you and your clients. In 2010, the following features
were improved or added:

New financial statement templates were added such as the Cash Flow and Retained Earnings
statements

You now have the ability to work with up to 16 statements in one Microsoft Excel Workbook

Documents such as cover letters and compilation reports created in Intuit Statement Writer using
Microsoft Word?can be attached to a Microsoft Excel Workbook

Prepare financial statements for any arbitrary date range such as 4-week months, 13-week
quarters, or crossing fiscal periods

Entire financial statements can be filtered by Class and/or Customer:Job

Combine more than one class in one column

Combine QuickBooks accounts by Account Name, Account Type, or Account Range
Refresh one statement or the whole Microsoft Excel Workbook

Microsoft Excel worksheet rows are unlocked to allow for insertion of rows

Create Summary Total and Grand Total columns

Customize Headers and/or Footers to meet firm or client-specific needs

Change a variety of preferences including:

Show/hide inactive accounts
Show/hide decimals

Divide balances by 1,000, 100, or 10
Show/hide and format zero balances
Save print order

Change document order

O O O O o0 o

Run ISW Diagnostics to identify any potential issues and resolutions
Create charts and graphs within the Intuit Statement Writer template and refresh data as needed

Easily generate PDF® reports containing your Microsoft Excel financial statements and Microsoft
Word documents
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] Intuit Statement Writer 2010

Wélcome tothe
Intuit Statement Writer

i}{ Recent updates and |ate breaking news about ISW!

E? New Financial Report

Start a new financial report containing
one or more statements and Word
documents. [earn more

Create New Report

ﬁ’ Important information about Excel 2007

INTUIT

Prepare professional financial reports quickly and easily...

% Open Financial Report

Open an existing ISW financial report.

Learn more

| Open Existing Report

s |

Help

ISW allows you to create a new report from a list of templates or open an existing report template you
created previously to use again. To choose a report from a list of templates available in ISW, choose

Create New Report .




The list of ISW templates includes the new reporting available in 2010 and also allows you to select
multiple templates to include in the Microsoft Excel Workbook. Additionally, Word templates can be
attached to a workbook for letters such as cover letters, compilations and reviews.




ISW reports are not limited to the fiscal period in the QuickBooks file. You are able to filter the reporting
by any time period including 4-week months, 13-week quarters, and crossing fiscal periods.
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You are able to filter all of the reports by Class or Customer:Job. Additionally, you can filter one report at
a time and combine more than one Class or Customer:Job in one column.

Accounts from the Chart of Accounts in the associated QuickBooks file can be combined on any row of a
financial statement by Account Name, Account Type, or Account Number in ISW.




Each time a template is changed with any formatting or amounts are changed in QuickBooks, the
financial statements can be refreshed from ISW. Now in 2010, with the new feature to export multiple
templates to one Microsoft Excel Workbook, you have the option to refresh the data for the whole

workbook, or just one report at a time.

In 2010, the ISW templates are no longer protected. Therefore, rows and columns can be inserted into
the Microsoft Excel spreadsheet and formulas can be manually entered.




Summary Total and Grand Total columns can be inserted into an ISW template using the ISW Sidebar.
This allows you to provide a total for a group of columns with the Grand Total or insert a Summary Total
column to create a 2-column statement.




Customize the Headers and Footers in the ISW reporting by selecting the Statement Writer menu and
choose Preferences ...

ISW reporting can easily be formatted in the Intuit Statement Writer Preferences as well. The reports can
be filtered to show or not show inactive accounts, decimals, whether or not to show zero balances, how to
present negative values on reports, and whether to divide the data by 10, 100, or 1,000.




If you are having any trouble opening ISW or any of the reporting, ISW Diagnostics can be run to identify
any components that may be missing on a particular computer system.

Report packages can be created as a PDF by selecting the Statement Writer menu and choosing Save
as PDF. Reports can be selected from the workbook to issue. The order of the reports can be changed
based on how the reporting should be copied or printed.







Intuit Statement Writer is included in all editions of QuickBooks Enterprise Solutions and available for an
additional fee in QuickBooks Premier; Accountant Edition. Intuit designed ISW for three primary
purposes:

To empower accounting professionals to present financial statements to their clients that comply
with Generally Accepted Accounting Principles (GAAP)

To empower QuickBooks users with additional reporting options when preparing account-based
reports (i.e., Balance Sheet, Profit & Loss, Cash Flow Statement, and budget reports)

To reduce data entry transposition errors and/or version control issues with reporting. In the past,
many financial reports were exported from QuickBooks to Microsoft Excel to create financial
statement reporting packages. Rather than having to export data and manually update figures,
ISW will allow you to refresh data directly from QuickBooks when you are using ISW in Microsoft
Excel.

Perform the following steps to open Intuit Statement Writer:

1. Select Intuit Statement Writer from the Reports or Accountant drop-down menu in QuickBooks.
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2. When you open ISW the first time, QuickBooks will display the window shown below. Select Yes,
whenever this QuickBooks company file is open then click Continue...

3. Click Yes to allow ISW to have access to the client’s QuickBooks file.




4. Click Done to continue to Intuit Statement Writer.




ISW displays the window shown below prompting you to create a new statement from one of the number
of available templates, or to open an existing statement that you previously created and saved.

1. Click Create New Report to choose from a pre-populated list of financial report templates that
can be used to create a customized financial statement from your QuickBooks data.




2. Inthe New Financial Report window shown on the following screen shot you will select the
Report Date you want to use to generate financial statements.

L)

3. Next, you will select the reports from the list of report templates in the Statement and Document
Templates section of the window. You have the option to pick one statement only or select
multiple statements and create a workbook.

4. After you select the statement(s) or document(s) you want to create, select the arrow key to copy
it over to the Financial Report Contents

5. Enter the name of the financial report package in the Report Name field. When finished,
select OK.




Intuit Statement Writer will open the Microsoft Excel Workbook and import the appropriate data from your
QuickBooks file as shown in the screen shot below.

The default templates are created to be in accordance with GAAP rather than the typical formatting used
for QuickBooks reports. For example, there is a single Current Assets section that includes all of the
current asset account types that QuickBooks uses: Bank, A/R, and Other Current Asset. Once the
templates are opened, you will be able to edit the design of the default template to meet your firm’s
specific reporting preferences and/or bring the statement format into tighter compliance with GAAP.
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Use the Document Actions panel on the right side of the spreadsheet to edit Report, Statement, Row,
Column, and Cell Properties as described in this section.

.
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To change properties for the entire workbook, select the Report Properties tab. This area allows you to
change the date of all the reports in the workbook, to edit the overall statement appearance/layout, to
change the basis of the statement between the accrual and cash basis, refresh the QuickBooks data for
the entire workbook and to attach additional Microsoft Word documents to the workbook. If you change
data in the QuickBooks data file, the changes will not automatically update Intuit Statement Writer. Click
the Refresh from QuickBooks button to update the workbook with any changes you made to
QuickBooks since opening ISW.




-, 9%-+"3 - §

To change properties for just one statement, rather than the whole workbook, select the Statement
Properties tab while in the report you want to update. This area allows you to change the date of the one
report that is selected, change the title of the report, and filter the report for Class and/or Customer:Job.
Additionally, you are able to refresh the QuickBooks data for just one statement at a time or delete the
statement from an entire workbook.
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To change the properties for any given row or rows, select the row(s) and then click the Row Properties
tab on the Document Actions panel. If you select a single row as shown on the following screen shot for
the Money Market account, the Row Properties tab allows you to change the label (hame) of the
row/account, to delete the selected row, or to add a new row above the selected row. When inserting a
row, you have the option to insert a blank row, accounts from QuickBooks, totals, or column headers. You
are also able to combine accounts in a row or separate accounts out, format zero balances, and reverse
a positive balance to a negative balance, or vice versa, using Manage Accounts.
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When you select a column and click the Column Properties tab, Intuit Statement Writer allows you to
change the type of data contained in the column or insert a new column with the option to insert a blank
column, QuickBooks Data, Variance, % of the Whole, a Summary Total, or Grand Total. You can also use
the Column Properties tab to change the date of the QuickBooks data for the selected column only (not
the entire statement) or to filter the QuickBooks data in the selected column by Class or Customer:Job.
You can also delete a column from the statement as well.
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ISW allows you to dive even deeper to control the data on a report by giving you access to change just
one cell's data. When you select a cell and click the Cell Properties tab, ISW allows you to change the
date of the data in the cell or reset it back to the original date. You can also use the Cell Properties tab to
insert a new field into the spreadsheet, such as client or accountant information, change the basis of
accounting information in a cell, and format the statement date.

++

ISW allows you to format the report templates within the financial reporting package so that the same
report appearances can be applied to any report you create in ISW.

1. From the Report Properties tab, choose Edit Appearance .




2. Select the Current Appearance to select one of the saved overall appearances created
previously for the report (e.qg., fonts, indentions, header and footer placement, etc.) or create a
new appearance to save it for a future report.

3. To editindividual components of an appearance template, select the cell and change the font, the
font size, and/or the indention.
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1. To set preferences for the overall financial statements, choose the Intuit Statement Writer menu
at the top of the Document Actions panel, then select Preferences...




2. Select General Preferences in the Intuit Statement Writer Preferences window to change where
an ISW report template is saved on your computer or on a server. Additionally, to find out more
information on how to use ISW in a server environment, select the link in this window and run
ISW Diagnostics to identify any errors that may be occurring when trying to use ISW.




3. Select Formatting in the Intuit Statement Writer Preferences window to create overall style
changes to the entire financial statement workbook. Options that can be chosen are items such
as deciding on whether or not to show decimals or inactive accounts on a financial statement,
how to present zero balances and negative numbers, and whether to show amounts in full or
divided by a multiple of 10, 100, or 1,000 on your financial statements.

)




4. Select the Accountant Information  option in the Intuit Statement Writer Preferences window to
enter information about your accounting firm. ISW will store this information for use on cover
sheets, letters and/or reports for your clients as part of a financial statement package.

]

5. Select the Header/Footer option in the Intuit Statement Writer Preferences window to modify,
change, add, or remove what will appear on reporting for Title, Headers, and Footers.

(—




6. Place your cursor in the cell in the report you want the Accountant Information entered into.
Select Cell Properties , then Insert Fields to insert four types of information into the financial
statement report template: 1) Accountant Information, 2) Client Information, 3) the report Basis
(accrual or cash), 4) Statement Date Information.
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There are resources available to you 24 hours a day to help you work with ISW. Choose Resources from
the Intuit Statement Writer Preferences to find links for asking questions and getting answers, finding the

ISW Support Center, downloading 30+ templates that have already been created for your use to import
into your ISW, and more.
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When you finish all edits to a financial statement template, click the Save Report button from the
Statement Writer drop-down menu on the Document Actions panel. You can save templates in any folder
on your computer or network — allowing other users in your company to easily access the template. You
can also email and upload templates to Intuit if you would like to share your format with the larger
QuickBooks user and accountant communities.
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Intuit Statement Writer allows you to combine multiple General Ledger account balances as a single row
on a financial report. When you first open a default statement template, all sub-accounts are automatically
combined into their parent accounts. Each account group that is combined will have a red notation mark
in the cell. Hover your mouse over the notation to see which accounts are combined.

To combine accounts in a row, follow the steps below:

1. Select each row you want to combine as one row.




2. Select the Manage Accounts button in the Row Properties section of the Document Actions
panel, then select Combine accounts from selected rows




3. ISW will consolidate all of the accounts in one line. You also have the option to rename the row
as well. In the example below, the Money Market account was renamed to Cash & Cash
Equivalents once all the accounts were combined.

4. Undeposited funds as of the statement date also represents cash on hand. When combining cash
accounts on the Balance Sheet you should also include the Undeposited Funds account. Select
Manage Accounts , then Add accounts, then By name .




5. Select Undeposited Funds from the Add Accounts by Name window, then Add.

L

NOTE 6" & % !$" (( &&"%-$-" "52 &&"%- 3 " &&"%- "2 . /$ II"'5E M -"&"2 %
&&"%-$2 $!& %7 %7 "# &&"%-%'2 $" % %- &&"%--3 7"3 %7.

6. If you want to separate the accounts back out into separate lines or remove a single account from
the combined row, select the consolidated row (e.g., Cash & Cash Equivalents) and select the
specific account you want to break out. Select Manage Accounts , then Separate accounts .




Intuit Statement Writer allows you to QuickZoom from the balance on the report template to the
QuickBooks General Ledger detail. If you drill down on a consolidated balance like the one shown below,
QuickBooks displays General Ledger detail for each of the accounts included in the combined row.
Perform the following steps to QuickZoom from Intuit Statement Writer into the QuickBooks General
Ledger.

1. Click the account balance on the ISW report template to obtain the QuickBooks detail, as shown
below.

2. Select the Statement Writer menu, then Zoom into QuickBooks in the Document Actions
panel.

)
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Intuit Statement Writer allows you to add as many columns as you want to your financial statements. By
using ISW, you are not limited to the comparison and variance columns in QuickBooks reports. Examples
of column information you can add to the financial statements include:

Accounts from the QuickBooks Chart of Accounts
Blank columns

Variances expressed as percentages or dollars
% of the Whole

QuickBooks Data (account balances)

Summary Total — summarize a group of columns

Grand Total — summarizes the Summary Total columns




In Intuit Statement Writer there are 4 types of calculating columns you can add to a financial statement:

% of the Whole (i.e. % of Column)

Variances expressed as either a percentage or amount

Summary Total
Grand Total
(%7 2%/ /" "1%-" %%B&L !--, %-
To add a % of the Whole column to a financial statement, perform the following:

1. Select a cell in a column on an ISW template that you want to place a % of the Whole column in.
% of the Whole columns are used to calculate an account balance as a percent of a total value
such as Total Assets or Total Revenue.

2. Choose Insert Column(s) from the Column Properties tab on the Document Actions panel, then

choose % of the Whole .




3. The financial statement will now have a % of the Whole column inserted in the spreadsheet.
Select column B from the QuickBooks Data: field to choose which column to calculate the
percentage from.

4. The financial report template will now have a % of the Whole column inserted for the Balance
Sheet as seen on the screen shot below. The spreadsheet is unprotected in ISW, which allows

you to change individual cells or change the header title for a column as well if you do not like the
default.
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To add a Variance column to a financial statement, perform the following:

1. Selectacell in a column on an ISW template that you want to place a Variance column in.
Variance columns can be expressed as a percent change or dollar change between 2 columns.

2. Choose Insert Column(s) from the Column Properties tab on the Document Actions panel, then
choose Variance .

3. The financial statement will now have a Variance column inserted in the spreadsheet. You can
select whether you want the Variance column to be a Percent (%) or Amount. For this example,
select Percent (%). It is also important to select which columns you want to calculate the variance
for. In the example below, column C will be subtracted from column B.




4. The financial report template will now have a Variance column as a percent difference between
2007 and 2006 seen on the screen shot below. The spreadsheet is unprotected in ISW, which

allows you to change individual cells or change the header title for a column as well if you do not
like the default title.
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One of the advantages of using ISW is that it has more reporting flexibility than using QuickBooks reports.
You have the ability to add additional columns to a financial statement and add subtotals as necessary. In
the following example, a Cash Flow Statement was selected from the ISW template list.

1. Inthe Column Properties tab on the Document Actions panel, choose the time period of the data
in the Period field as Specific Month , then select January from the Show data from: field.




2. Repeat these steps in each column for the entire year to create a cash flow statement by month.
See the screen shot below.
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3. If you are interested in subtotaling a group of columns, you will insert a Grand Total column. To
create a Grand Total for the first quarter, select Insert Column(s ) from the Column Properties tab
on the Document Actions panel, choose Grand Total .

4. This will create a column adding up the columns preceding the Grand Total for January,
February, and March.




5. To create a 2-column statement, a Summary Total can be used. For a Balance Sheet report,
place your cursor in the column after the year or time period, then choose Insert Column(s) from
the Column Properties tab on the Document Actions panel, then choose Summary Total .

6. The financial statement will now have a Summary Total column inserted in the spreadsheet.
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Intuit Statement Writer allows you to filter a report by Class or Customer:Job. You are also able to filter a
column by Class or Customer:Job or combine multiple classes or customers in one column. In the
following example, an Income Statement was selected from the ISW template list.

1. Inthe Column Properties tab on the Document Actions panel, choose the Class field and select
as many classes as you want to filter the column for; or choose the Job field and select as many
customers as you want to filter the column for.




2. The financial statements will now have a Class column filtered for New Construction and
Remodel inserted in the spreadsheet and a Job column filtered for the Abercrombie and Baker

jobs.
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3. In order to refresh the data that is shown on the screen shot, you have the option to refresh the
data for the whole workbook or just the report you are on. To refresh the data for the entire
workbook, select the Report Properties tab from the Document Actions panel, then Refresh
from QuickBooks to update the data with balances from QuickBooks.




4. To refresh the data for just the statement you are on and not the whole workbook, select the
Statement Properties tab from the Document Actions panel, then Refresh from QuickBooks to
update the data in the current statement with balances from QuickBooks.
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Intuit Statement Writer allows you to create and modify supporting documents (e.g., title page, cover
letter, and compilation report). The application includes numerous templates you can use without any
modification or that you can use as a starting point to create a list of customized document templates for

your firm.

These templates are formatted for Microsoft Word 2003 and 2007. You will use Microsoft Word to create
and/or modify supporting documents.

When you customize the templates you can insert two different types of data into the documents:

Hard text : This is text that you type into the document using Word. This text will not change as
you create supporting schedules for different clients and different financial periods. The text
below is an example of “hard text” you might use in your document.

“We conducted our audit in accordance with auditing standards generally
accepted in the United States of America. Those standards require that we plan
and perform the audit to obtain reasonable assurance about whether the financial
statements are free of material misstatement. An audit includes examining, on a
test basis, evidence supporting the amounts and disclosures in the financial

statements.”

Dynamic/Merged Text : This information in the document changes. When you open the
supporting document, it includes the current ISW firm information, client contact information,
reporting period, etc. When you are creating or editing the supporting document templates, this
data will show in double carets (i.e., «Accountant_Firm_Name»). If you edit the name of your firm
in ISW (e.g., due to a merger with another firm), all supporting documents will automatically
reflect the update when you print financial statements for your clients. The fields that are available
as dynamic fields in Intuit Statement Writer are the following:

Client's Company Name
Client's Address1
Client's Address2

Client’'s City
Client’s State
Client's Website

Client's Company Type

Accountant’s Address2
Accountant’s ZIP

Accountant’s Email
Accountant’'s Name

Months in Period

Client's ZIP
Client's Legal Company Name
Client’s Legal Address1
Client’s Legal Address2

Client’s Legal City
Client’'s Federal EIN
Accountant’s Firm Name
Accountant’s City
Accountant’s Phone
Accountant Website
Accountant’s Initials

Current Date

Client's Legal S tate
Clien  t's Legal ZIP
Client’s Phone
Client’s Fax
Client’s Email
Client's SSN
Accoun tant’s Addressl
Accountant’ s State
Accountant’s Fa X
Accountant’s Federal EIN

Report Date




Perform the following steps to use an existing document template in Intuit Statement Writer 2010:

1. Select a Microsoft Word template  from the New Financial Report window when opening ISW
from QuickBooks, or select a Microsoft Word template  from within ISW by choosing the
Statement Writer menu from the Document Actions panel, then Insert Documents , From
Templates...

2. Select a statement such as the Accrual Basis Compilation Report with Disclosures, then

, and click OK.




3. After you have selected all the Word documents you want to include in your workbook, select
Documents... from the Report Properties section of the Document Actions panel to open up the
template. Select the document and then choose Open. ISW opens Microsoft Word and displays
the document(s) you selected.

C

4. The template will include hard text and dynamic fields from the QuickBooks file and Accountant
Information you entered in Intuit Statement Writer.




5. Edit and/or add all non-merge code data (i.e., hard text) as necessary. You can edit this hard text
without limitation. Do not edit any merge fields during this step.

6. Add and/or remove merge field data as necessary. When working with existing merge fields you
can remove the entire field from the document or you can insert new fields into the document.
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7. Toinsert new merge fields into the document (and to select the case, font and other formats for
the merged data) place your cursor where you want the field to appear, click the Add-Ins tab,
select the field you want to insert from the drop-down menu, then choose Insert Field .

)




8. To save the changed template, select the Add-Ins tab, then the Save As icon. Save the
document as a Word template as shown below, then select OK. Word requires you to save the
template as a unique file name — which is the preference so you can preserve the original formats
that came with ISW. It is best to save the template in a folder to which all professionals in your
practice have access (e.g., an administrative folder on your file server).

9. The dynamic fields in the Microsoft Word document do not update until you are ready to print or
create the report as a PDF document. To create as a PDF, go back to your Document Actions
panel in Microsoft Excel, select the Statement Writer menu, Save As, then PDF.




10. Select the Accrual Basis Compilation Report with Disclosures from the Create PDF window,
highlight the report in the PDF Contents section and then choose Create.

Save the report in the file folder of your choosing, hame the file and select Save as shown below.




11. The PDF document will now update the dynamic fields that are inserted into the Microsoft Word
template as shown on the screen shot below.
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++ B> + +

The Intuit Statement Writer 2010 will allow you to create reporting that you are unable to create in
QuickBooks Financial Software. Included in this section are some examples of reports you can create in
Intuit Statement Writer 2010.

6

All in one report you can combine Balance Sheet and Income Statement accounts. You can calculate
variances between quarters and years as well as ratios. See the screen shot below.




+

Charts and graphs can be created directly from Intuit Statement Writer 2010 templates. When you refresh
the data from QuickBooks on any report, the charts and graphs that are linked to them update as well.
Below are some examples of charts that can be created using Microsoft Excel linking to Intuit Statement
Writer data.
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6

In QuickBooks Financial Software, you are unable to create a Cash Flow Statement side by side for a
month or quarter or a comparison of years. Using the Intuit Statement Writer 2010, you are now able to
query the date range. In the next example, a Cash Flow Statement was created by month.




+ 6

Using the Intuit Statement Writer you are able to create a Balance Sheet that compares more than 2
years, which is the limitation in the QuickBooks Financial Software. In the screen shot below, a 3-year
Balance Sheet was created using the Intuit Statement Writer 2010




New in Intuit Statement Writer 2010, a Retained Earnings Statement is now included. This report cannot
be generated in the QuickBooks Financial Software. See screen shot below.




+

Budget reports in Intuit Statement Writer pull information from the QuickBooks Financial Software
database. You can modify the template to filter information by Class or Customer:Job, or change the date
ranges so you can view it by month, quarter, or any fiscal period that your client uses. Below is an
example of a budget vs. actual report by quarter.




+ B+ 6

You have the flexibility to remove any information you want from a report in ISW so you can generate the
analysis you need. Below is an example of a comparison of operating expenses only on a monthly basis.




