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Breakthrough Solutions, LLC

Providing solutions to help your business succeed!

QuickBooks® Tip — Custom Fields for Employees

Custom fields are used to add information that isn’t already tracked when you setup your
customers, vendors, employees, and items.

You can add up to seven custom fields to each Customer list, Vendors list, or Employee list.
Overlapping custom fields count as one field on each list. For example if you add the custom
field called Birthday on your Vendors and Customers lists, you can still add six other fields
to each of those lists.

Examples of Custom fields for Employees are shown below: These fields will track the
number of the key assigned to an Employee for their office and/or for your office building.

To begin, select Employee Center, you can add defined fields to new or existing Employees
by selecting the Change tabs: Personal Info from the pull-down menu, clicking on the

Additional Information tab and clicking on the Define Fields bu ~On page 2 you will see
the list that will be on the screen after you select the Defi ields button.
Step 1
§ New Employee
Information for:
Change tabs: | T > [ canca |
Personal Address and Contact Additional Info Step 2 Next
Help
Account No. Biling Rate Level = T
{Employee ID) Custom Fields inactive
Office Key #
Building Key #
e

Order Business
Cards

Step 3

One Bank Avenue, Suite D, P.O. Box 977, Kaukauna, WI 54130-0977
Phone: 920-759-1660 / Fax: 920-462-4521
www.breakthroughsolutionsllc.net



Page 2 of 3

These are the fields that are setup for this sample company. To set up a new Custom Field
type your name in the Label column. Select which list you would like the Custom Field to
appear in then click on OK. The new field(s) will appear on the Additional Info tab.

Set up Custom Fields for Names _ i

Use for:

Label Cust Vend Empl | oK
iy caeamB
Type of Business
Hourly Rate S
Office Key # S
Building Key # S
Avg Turn Around Time N

Once you have defined your custom fields you will be able to add those fields to your forms
and reports.

To add the custom fields to an Employee report you will modify that report to include the
custom field. In this example we are modifying the List report for Employees. Select the
Reports Menu, List, Employee Contact List.
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From the Modify Report screen you will see the Custom Fields you setup. To have a column
on your report with the Custom Field, just click to select that field.

( B
Madify Report: Employee Contact List h —— &J
Display Filters | Header [Footer | Fonts & Numbers |
Columns

State + | Sortby |Default
Zip -
Email Sort @ Ascending order 23
Pager O Destendngorder
PIM {Pager) - ng 4
MNote
Account N,
From Timer

| T Office key =

N Building Key #
US Citi
E‘hmlaisn Put a check mark next to each column
Disabled ~| that you want to appear in the report.
OK ] [ Cancel ] [ Help ]

Shown below is a report with the Custom Fields added.
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