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Understand the screens.
Know what you can do.
29 original interface screenshots, explained in simple English
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Prepared by HisabOnline, an independent QuickBooks service provider.
QuickBooks is Intuit software. Purchase software from Intuit and services separately from HisabOnline.
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QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

USING THIS GUIDE

A screen-by-screen tour
Read in order for a full introduction, or jump to the area you want to understand.

Getting started Home screen and account list 03-04

Products and inventory Inventory Center, items and assemblies 05-06, 16

People and daily work Customers, suppliers, employees and calendar 07-10

Sales and customer payments Invoices and received payments 11-12

Purchases and payments Bills, bill payments and direct expenses 13-15

Business overview Company Snapshot and Customer Snapshot 17-18

Reports and analysis Report Center, Insights and comparisons 19-25

Financial reports Profit and Loss, Balance Sheet and segments 26-28

Inventory and follow-up Item tracking reference, Income Tracker, reminders 29-31

Original pictures are preserved, including angled treatments. Some captions have been clarified to match the visible screen. Screens show older versions and sample
data; features and layout vary by edition, region, setup and permissions.
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QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

GETTING STARTED  /  SCREEN 01 OF 29

Home screen

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This is the main working area. It groups
common tasks into connected sections, such
as Customers, Vendors and Banking.

WHAT YOU CAN DO

Open a task by selecting its icon.

Follow the links between sales, purchases and
payments.

Use the left navigation bar to move to other
areas.

A SIMPLE EXAMPLE

Start here when you want to create an invoice
or enter a supplier bill.

The diagram is a navigation aid. It does not mean
every business must use every step.
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GETTING STARTED  /  SCREEN 02 OF 29

Chart of Accounts

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This is the list of accounts used to organize
your financial records. Each account has a
purpose, such as a bank account, sales
income or office expenses.

WHAT YOU CAN DO

Review account names, types and balances.

Open an account to examine its activity.

Add or edit accounts when your accounting
setup requires it.

A SIMPLE EXAMPLE

Use separate expense accounts to distinguish
rent from delivery costs.

Accounts group money activity. Items, shown later,
describe what you buy or sell.
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PRODUCTS AND INVENTORY  /  SCREEN 03 OF 29

Inventory Center

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This screen brings together the item list,
details about a selected product and its
related transactions.

WHAT YOU CAN DO

Select a product from the list on the left.

Review item information, prices and
quantities.

Look through the transaction history below.

A SIMPLE EXAMPLE

Check a product before accepting an order,
then review its recent sales or purchases.

A quantity on hand and a quantity available can
differ because some stock may already be
committed.
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PRODUCTS AND INVENTORY  /  SCREEN 04 OF 29

Products and services list

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

The item list holds the products and services
used on sales and purchase forms. The
original picture shows items arranged in rows.

WHAT YOU CAN DO

 Find the item you need in the list. 

 Review the item type and available columns. 

 Create or edit an item to keep its details 
 consistent. 

A SIMPLE EXAMPLE 

Set up a delivery service as an item so staff can 
select it on an invoice. 

Item fields depend on whether the entry is a service, 
stock item  or another type.
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PEOPLE AND DAILY WORK  /  SCREEN 05 OF 29

Customer Center

ORIGINAL SCREENSHOT  / 

WHAT THIS SCREEN SHOWS

This screen keeps customer information and
transaction history together. Choose a
customer on the left to see the details on the
right.

WHAT YOU CAN DO

Find a customer and review their contact
details.

See invoices, payments and other listed
transactions.

Open an existing transaction when you need
more detail.

A SIMPLE EXAMPLE

Before calling a customer, review their recent
invoices and recorded payments.

An unpaid invoice is an amount the customer still
owes; a sales order is not itself a payment.
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PEOPLE AND DAILY WORK  /  SCREEN 06 OF 29

Vendor Center

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

Vendors are the suppliers you buy from. This
screen organizes each supplier's details and
related transactions.

WHAT YOU CAN DO

Choose a supplier from the list.

Review contact information and transaction
history.

Open bills and payments to investigate an
amount.

A SIMPLE EXAMPLE

Check which supplier bills have been entered
before preparing a payment.

A vendor bill records what you owe. A bill payment
records the settlement of that amount.
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QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

PEOPLE AND DAILY WORK  /  SCREEN 07 OF 29

Employee Center

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This screen organizes employee records and
the related information available in the
company file.

WHAT YOU CAN DO

 Select an employee to view their details. 

 Review listed employee-related transactions. 

 Maintain employee records within your 
 permitted access. 

A SIMPLE EXAMPLE 

Find an employee's record when checking their 
details or related entries. 

Payroll processing depends on the product, 
subscription and region.
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PEOPLE AND DAILY WORK  /  SCREEN 08 OF 29

Business calendar

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

The calendar gives a date-based view of
business activity. The picture shows a monthly
layout, with supporting information below and
beside it.

WHAT YOU CAN DO

Move between dates to review activity.

Look at entries linked to the selected period.

Use the calendar to help organize follow-up
work.

A SIMPLE EXAMPLE

Review the coming days before planning which
tasks need attention first.

A calendar entry helps you review work; it does not
automatically complete or pay a transaction.
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QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

SALES AND CUSTOMER PAYMENTS  /  SCREEN 09 OF 29

Create an invoice

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

An invoice records a sale for which the
customer owes you money. This screen
contains the customer details and the items
being sold.

WHAT YOU CAN DO

Choose the customer and invoice date.

Enter items, quantities and agreed prices.

Review the total, then save and use the
available print or send options.

A SIMPLE EXAMPLE

Record a credit sale of ten products and give
the customer an invoice.

An invoice is not a receipt of money. Record the
customer's payment separately when it arrives.
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QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

SALES AND CUSTOMER PAYMENTS  /  SCREEN 10 OF 29

Receive a customer payment

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This screen records money received against a
customer's open invoices. It links the receipt
to the correct customer balance.

WHAT YOU CAN DO

Choose the customer and enter the amount
received.

Select the invoice or invoices being paid.

Check the date and payment details before
saving.

A SIMPLE EXAMPLE

Apply a customer's bank transfer to the invoice
they have paid.

Check how deposits are handled in your setup.
Recording a payment does not always create the
final bank deposit entry.
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QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

PURCHASES AND PAYMENTS  /  SCREEN 11 OF 29

Enter a supplier bill

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

A bill records an amount you owe a supplier.
Enter it when you receive the supplier's
invoice and will pay it later.

WHAT YOU CAN DO

Select the vendor and enter the bill details.

Use the appropriate expense accounts or
items.

Review the date, due date and total before
saving.

A SIMPLE EXAMPLE

Record a supplier invoice now so the amount
remains visible until it is paid.

Use the correct items for stock purchases. Expenses
and inventory items are not interchangeable.
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PURCHASES AND PAYMENTS  /  SCREEN 12 OF 29

Pay supplier bills

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This screen lists unpaid bills and lets you
record payment against the selected bills.

WHAT YOU CAN DO

Select the bills you want to settle.

Review available credits or discounts where
applicable.

Confirm the payment account, date and
amount.

A SIMPLE EXAMPLE

Pay two outstanding bills from the same
business bank account.

Use Pay Bills for bills already entered. A separate
ordinary check can leave the original bill unpaid. [3]
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QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

PURCHASES AND PAYMENTS  /  SCREEN 13 OF 29

Record a direct expense

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

The picture shows the Write Checks form. It
can record a direct payment, including a small
cash expense when the appropriate account is
configured.

WHAT YOU CAN DO

Choose the account paying the money.

Enter the payee, date and amount.

Use the expense or item lines to explain the
payment.

A SIMPLE EXAMPLE

Record a small office expense paid from the
petty cash account.

The source calls this Petty Cash Expense. It is not a
separate petty cash module. Use Pay Bills instead if
the bill already exists. [4]

hisabonline.com Screens may vary by version, setup and user permissions 15

https://hisabonline.com


QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

PRODUCTS AND INVENTORY  /  SCREEN 14 OF 29

Assembly item and bill of materials

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This picture shows an inventory assembly
setup and its component list. A bill of
materials is the list of parts needed to make a
finished item.

WHAT YOU CAN DO

Review the components used in an assembly.

Check the required quantity of each
component.

Review the item details and related cost
information.

A SIMPLE EXAMPLE

Define the parts needed to make one finished
product.

Setting up the component list is different from
recording an actual build. The assembly must be built
through the appropriate workflow.
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QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

BUSINESS OVERVIEW  /  SCREEN 15 OF 29

Company Snapshot

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

The snapshot brings several business panels
onto one screen. The original picture
combines charts, summaries and lists.

WHAT YOU CAN DO

Review an overview of income and expenses.

Look at the available customer and payment
panels.

Choose useful snapshot panels where
customization is available.

A SIMPLE EXAMPLE

Start a management review with the overall
picture, then open the relevant detailed report.

This is an overview, not a replacement for checking
the underlying transactions. [1]
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BUSINESS OVERVIEW  /  SCREEN 16 OF 29

Customer Snapshot

ORIGINAL SCREENSHOT  / 

WHAT THIS SCREEN SHOWS

This view summarizes one customer. It
combines their activity with charts and
supporting lists.

WHAT YOU CAN DO

Choose the customer you want to review.

Examine sales history and outstanding
amounts.

Review payment patterns using the available
information.

A SIMPLE EXAMPLE

Look at a customer's history before discussing a
new order or an overdue balance.

A snapshot reflects the transactions recorded in the
file. Missing entries can change the picture. [1]
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REPORTS AND ANALYSIS  /  SCREEN 17 OF 29

Report Center

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

The Report Center is a library of available
reports. The picture shows report previews
that help you choose a useful view.

WHAT YOU CAN DO

Browse the available report categories.

Select and open a report.

Adjust its dates and available settings to
answer your question.

A SIMPLE EXAMPLE

Open a customer balance report when you want
to review amounts still due.

The reports available depend on your edition,
company setup and permissions.
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REPORTS AND ANALYSIS  /  SCREEN 18 OF 29

Insights overview

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

The Insights tab presents financial information
as charts. This picture includes a
profit-and-loss view with supporting financial
panels.

WHAT YOU CAN DO

Choose the reporting period.

Review the main income, cost and profit view.

Use the supporting panels to identify areas
for further review.

A SIMPLE EXAMPLE

Look for a month that needs investigation, then
open a detailed financial report.

Insights uses accrual-based reporting. Its figures can
differ from cash-basis reports. [2]
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QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

REPORTS AND ANALYSIS  /  SCREEN 19 OF 29

Income and expense overview

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This is another view of the Insights dashboard.
The colored panels give a quick overview of
money activity in the company file.

WHAT YOU CAN DO

Review income and expense information for
the selected period.

Compare the main chart with the supporting
panels.

Investigate unusual changes in a detailed
report.

A SIMPLE EXAMPLE

Notice a higher expense total and then check
which recorded costs contributed to it.

Income and profit are different. Profit is what remains
after the relevant costs and expenses.
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QUICKBOOKS ENTERPRISE  /  INTERFACE GUIDE

REPORTS AND ANALYSIS  /  SCREEN 20 OF 29

Compare expenses across years

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

The chart shown is a previous-year expense
comparison. Paired bars show recorded
expenses for matching months in two financial
years.

WHAT YOU CAN DO

Check the years and reporting interval.

Compare the expense bars for matching
months.

Investigate large changes using an expense
report.

A SIMPLE EXAMPLE

Compare this December with last December to
see whether recorded costs have increased.

This chart compares expenses, not income or profit
margin. The amounts depend on the selected period
and recorded data.
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REPORTS AND ANALYSIS  /  SCREEN 21 OF 29

Net profit margin comparison

ORIGINAL SCREENSHOT  / 

WHAT THIS SCREEN SHOWS

This view compares net profit margin between
periods. Net profit margin is the share of
income left as net profit after recorded costs
and expenses.

WHAT YOU CAN DO

Check the periods used in the comparison.

Compare the margin bars and
percentage-point change.

Review income and expense reports to
explain the difference.

A SIMPLE EXAMPLE

If income rises but the margin falls, review
whether costs have increased faster.

A percentage-point change is the difference between
two percentages. It is not the same as percentage
growth.
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REPORTS AND ANALYSIS  /  SCREEN 22 OF 29

Business growth comparison

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This view compares total income between two
periods. The bars and summary show how
recorded income has changed.

WHAT YOU CAN DO

Check which periods are being compared.

Review the income amounts and the change.

Use sales or income reports to investigate the
difference.

A SIMPLE EXAMPLE

Compare this fiscal quarter with the previous
quarter to review the change in recorded
income.

This screen measures growth using total income.
Higher income does not by itself prove higher profit
or better cash flow.
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REPORTS AND ANALYSIS  /  SCREEN 23 OF 29

Insights report gallery

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This original angled image shows report
previews in a gallery. It illustrates the range of
report views available from the reporting
area.

WHAT YOU CAN DO

Browse the report previews.

Choose a report that matches your question.

Open it to review the underlying information.

A SIMPLE EXAMPLE

Choose a financial report for profit, or a
customer report for unpaid invoices.

A report preview is a starting point. Always check the
report name, date range and settings after opening
it.
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FINANCIAL REPORTS  /  SCREEN 24 OF 29

Profit and Loss report

ORIGINAL SCREENSHOT  / 

WHAT THIS SCREEN SHOWS

This report summarizes income, costs and
expenses over a selected period. The final
result is the recorded profit or loss for that
period.

WHAT YOU CAN DO

Set the start and end dates.

Review income, cost of goods sold and
expense lines.

Investigate the figures using the available
report detail.

A SIMPLE EXAMPLE

Review the month's trading result and identify
the largest expense categories.

Profit is not the same as the bank balance. Timing,
unpaid invoices and other entries can create
differences.
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FINANCIAL REPORTS  /  SCREEN 25 OF 29

Balance Sheet report

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

A balance sheet shows the business's financial
position at a particular date: what it owns,
what it owes and the owners' interest.

WHAT YOU CAN DO

Choose the reporting date.

Review assets, liabilities and equity.

Check unusual balances against the
supporting records.

A SIMPLE EXAMPLE

Review bank balances, customer amounts due
and supplier amounts owed at month end.

Assets are what the business owns; liabilities are
what it owes; equity is the owners' remaining
interest.
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FINANCIAL REPORTS  /  SCREEN 26 OF 29

Compare business segments

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS 

The source uses this report to illustrate a 
side-by-side comparison of business areas. 
Columns separate categories/business 
branches while rows show financial results. 

WHAT YOU CAN DO

Check what each column represents.

Compare matching income and expense
lines.

Review totals alongside the individual
segments.

A SIMPLE EXAMPLE

Compare branches or departments when the
company file has been set up to track them.

Class or department analysis requires consistent
coding. This screenshot alone does not demonstrate
combining separate company files.
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INVENTORY AND FOLLOW-UP  /  SCREEN 27 OF 29

Inventory reports menu

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

This picture shows the Reports menu with the
Inventory submenu open. Highlighted entries
point to stock, lot and serial-number report
options.

WHAT YOU CAN DO

 Open the Inventory section of the Reports 
 menu. 

 Choose a stock, valuation or tracking report 
 from the available list. 

 Set the dates and filters after the report 
 opens. 

A SIMPLE EXAMPLE 

Open a lot or serial-number report when you 
need to investigate tracked stock. 

The source also mentions barcode reporting. This 
picture shows report choices, not a completed 
barcode report. Available options depend on the 
enabled inventory features.
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INVENTORY AND FOLLOW-UP  /  SCREEN 28 OF 29

Income Tracker

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

The Income Tracker groups sales-related
transactions into a working list. Colored
summary areas help you focus on different
transaction statuses.

WHAT YOU CAN DO

Review the available status groups.

Filter the list to find transactions needing
attention.

Open a listed transaction to check its details.

A SIMPLE EXAMPLE

Review unpaid or overdue invoices before
following up with customers.

Check the selected status and date filters. A
sales-related total does not always mean money has
been received.
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INVENTORY AND FOLLOW-UP  /  SCREEN 29 OF 29

Business reminders

ORIGINAL SCREENSHOT  /  

WHAT THIS SCREEN SHOWS

The Reminders window lists business items
that may need attention. It helps users review
outstanding tasks and transactions from one
place.

WHAT YOU CAN DO

Review the categories and items shown.

Identify work that needs follow-up.

Open the relevant records and deal with each
task.

A SIMPLE EXAMPLE

Review reminders at the start of the day before
choosing which accounts tasks to handle.

Reminder visibility depends on preferences and
recorded activity. A reminder does not perform the
task automatically.
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Discuss the screens your team uses, the reports you need and the 
tasks users find difficult. Training can then focus on your everyday 
work. 

How to read this guide 
Examples are illustrative, not customer results. This is an interface 
introduction, not an installation manual or current product specification.

SUPPORT AND REFERENCE 

Learn the screens with the right support 
Software from Intuit. Independent QuickBooks services from HisabOnline. 

Help for your business Source notes 
HisabOnline provides independent configuration, implementation, Original images 

hosting, training, support and troubleshooting. Agree the work QuickBooks Enterprise Independent produced white paper, 

 [1] Intuit Enterprise In-Depth Guide 

 Reference for company and customer snapshots. 

Visit hisabonline.com [2] Intuit Understand reports 

 Reference for report settings and accrual-based Insights.

 [3] Intuit Pay bills in QuickBooks Desktop 

 Reference for settling recorded supplier bills.

 [4] Intuit Create modify and print checks 

 Reference for direct payments and the Write Checks form. 

 HisabOnline is an independent third-party service provider and is not affiliated with Intuit 
 Inc. QuickBooks and related trademarks belong to their respective owners.
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