
HOW TO USE CLASS TRACKING (ONLY AVAILABLE IN QBO PLUS)

Some businesses need to track the sales and expenses for one part of their business separately from another part of their business. Sales minus 
expenses represents profit. That’s why these “parts” of a business are often called “Profit Centers”. 

For example, a store with 2 locations wants to track the sales and expenses (profit) of each location separately. Or a bakery that has a retail shop and 
a catering division wants to track the sales and expenses (profit) of each division separately. 
QuickBooks provides 2 ways to do this. If you need to track different locations, use Locations. And if you need to track another type of profit center, 
use Classes. 

A good way to understand how location and class tracking works is to think of them as a way to “tag” sales and expenses with a specific profit center 
(you can even split a transaction and tag it with 2 or more classes/locations - for example, if you make one purchase for office supplies that are 
distributed to the different profit centers). 

In this example, our landscaping company needs to track two profit centers separately: Maintenance (mowing, etc.) and Construction (installing 
fountains and fireplaces). The goal is to tag transactions appropriately so you can quickly see how profitable each profit center is. 

1. Click the          icon to open the Company menu.

2. Click Account and Settings.



3 Click the Advanced tab.

4 In the Categories section turn on Track classes.

5. Click Save and Done.



ADD CLASSES

1. Click the         icon.

2. Under Lists click All Lists, and select Classes.

3. Click New.



4. Name the class Mowing/Maintenance and click Save.

5. Create a second class named Construction/Hardscapes and click Save.

ASSIGN CLASSES TO AN EXPENSE TRANSACTION

1. Click the        sign.

2. Select Expense.

+



3. Enter the date as the first of next month. 

4. Select the appropriate payment account, Payment method, Expense information, and Class.

5. Click the Save and new drop-down arrow and select Save and close.

ASSIGN CLASSES TO A SALES RECEIPT TRANSACTION 

6. Click the        sign.

7. Because the customer paid at the time of the sale, you don’t need to create an invoice. Instead create a 

Sales Receipt. 

+



8. Enter the date as the first of next month.

9. Select the appropriate payment account, Payment method, Expense information, and Class. 

10. Select Save and close.



ASSIGN CLASSES TO A CHECK TRANSACTION

13. Enter the payee and payment account. 

14. Select the account details, including assigning a Class. 

15. Select Save and close. 

11. Click the         sign.

12. Select Check. Enter the date as the first of next month. 

+



16. Click the Reports tab.

RUN A REPORT BASED ON CLASSES

17. Search for Profit and Loss by Class. 

18. Click the            icon.

19. Adjust the date range to reflect Next Month.



20. The first two columns show information from the Mowing/Maintenance and Construction/Hardscapes 
classes.

NOTE: Any transactions entered within the report’s date range not categorized by class will appear in a 
Not Specified column.
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