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QuickBooks  

Power Reporting: Using Classes 

Classes are a very powerful, and probably my favorite feature of QuickBooks. They allow you to departmentalize your 

profit and loss statement. For example, if you are in the service industry, you might set up a class for each consultant or 

employee. All their expenses (including payroll) can be classified to their class and then you can run a profit and loss 

report by class. If you are a larger organization and want to track expenses by your offices such as West Coast, East Coast 

and Mid-West, set up a class for each one. 

Creating your classes 

Classes are found in the QuickBooks lists. Click on the menu List > Class List. 

Right click and select new. You can have a structure to your classes but creating sub-classes as well. 

 

For example: 

West Coast Office 

 Accounting Dept 

 Sales Department 

 Management 

East Coast Office 

 Accounting Dept 

 Sales Department 

 Management 

By creating the departments as sub-classes under the major offices you will get totals for each department and grand 

totals for each office location. 

TIP: You must turn on the class preference in order to use this feature.  

Click on the menu Edit >Preferences. Choose the Accounting Icon and the Company Preferences tab. Check use class 

tracking. Once you do this each screen, invoices, bills, credit cards and journal entries will all have a class field. 

TIP: Assign every invoice, bill, credit card charge and journal entry to a class. When you run your profit and loss, choose 

profit and loss by class report.  
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