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Using QuickBooks’ Income Tracker 

QuickBooks provides numerous ways to learn about your company’s health. Income 
Tracker is one of the most effective. 

 

You can get an enormous amount of useful information from QuickBooks’ reports – 
especially if you customize them to isolate the precise data you want. Reports included 
with the software range from the very simple, like Open Invoices, to output that’s 
exceptionally complex, like Trial Balance and Profit & Loss.  

 

Warning: Standard financial reports like Trial Balance are easy to run in 
QuickBooks, but very difficult to understand and analyze. You should be aware 
of what they are telling you at least once a quarter – even once a month in some 
cases. We can help with this. 

 

Sometimes, especially first thing in the morning as you’re planning your day, you just 
want to cut to the chase and get a quick overview of your company’s finances. That’s 
where QuickBooks’ Income Tracker comes in. It not only provides that overview, but 
it also contains links to related screens where you can do the work that’s needed there. 

A Simple Layout 

Click the Income Tracker link in the toolbar to open the tool’s main screen. If you 
have been using QuickBooks for a while, you will see a framework like this with your 
own company’s data already filled in. 
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QuickBooks Income Tracker displays both summaries of income types and the specific transactions 
that contribute to those totals. 

Look first at the top of the screen. You’ll see six horizontal bars, each of which 
represents groups of transactions that either require immediate attention or will at some 
point in the future. Besides identifying the type of transaction, each block displays the 
number of transactions involved and their total dollar amount. They are: 

 Estimates – estimates that have been created and shared with customers, but 
haven’t yet turned into sales 

 Sales Orders – orders that have been entered but have been neither fulfilled 
nor converted to invoices 

 Time & Expenses – hours that have been recorded for customers but not yet 
invoiced 

 Open Invoices – invoices that have been created and sent to customers, but no 
payments have been received 

 Overdue – open invoices that have passed their due dates  
 Paid Last 30 Days – payments that have been received within the last 30 days 

Modifying the View 

Click on any of the colored bars, and the list of transactions below will change to include 
only those that meet that particular criteria. To get back to the default display of all 
transactions, click the Clear/Show All link in the upper right of the screen.  

QuickBooks also lets you display a user-defined subset of the transactions. Click on one 
of the four drop-down lists above the transaction grid itself to change the view of: 

 Customer: Job – choose just one from the complete list 
 Type – Sales Orders, Invoices, Received Payments, etc. 
 Status – All, Open, Overdue, or Paid 
 Date – multiple ranges available 

You can also modify the toolbar if your company doesn’t use all the sales 
forms/transaction types supported. To do so, click the gear icon in the far upper right of 
the screen and click in the boxes in front of Estimates, Sales Orders and/or Time & 
Expenses to remove them. 
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Taking Action 

QuickBooks’ Income Tracker provides a great way to get a quick look at your finances 
and it also serves as a launching pad for related activities, such as converting a sales 
order to an invoice, or marking an invoice as inactive.  

 

Click the down arrow in the Action column to take care of tasks related to that transaction. 

Highlight a transaction by clicking in the row, then click the down arrow at the end of 
the row in the Action column. The options that appear there depend on the type of 
transaction you selected. Choose a Sales Order, for example, and you can Convert to 
Invoice, Print Row, or Email Row. Options for an invoice are Receive Payment, 
Print Row, or Email Row. 

As we said before, QuickBooks offers numerous reports that can give you more insight 
about your accounts receivable. If you understand the software’s robust customization 
tools, you can create reports about your income that will answer questions you may 
have. If you don’t, let us know. We’ll be happy to work with you on pulling together just 
the data you need. 

We hope you find this QuickBooks tip helpful. Please visit our company website 
http://www.accountingconnections.org often as it is updated constantly and offers a 
wealth of tax and accounting tips, along with links to better serve your business needs.  
Our QuickBooks Tips newsletters are archived on our website as well.  

Accounting and Taxation is our business; having us a part of your team allows you to 
concentrate on your core business.   

  Diane Offutt, Managing Partner at Accounting Connections, LLC  
Enrolled Agent (EA),  Master of Accounting (MAcc),  National Tax Practice Institute Fellowship (NTPI)  
And Certified QuickBooks™ ProAdvisor   
  
 

 

 An Enrolled Agent (EA) is a federally licensed tax professional, who has taken an extensive test in taxation and must comply with 
continuing education in tax law to maintain their license.  

 
Enrolled Agents are allowed to represent clients before all administrative levels of IRS without their clients’ presence (the same as a 
CPA or Tax Attorney). 


