
Use Cost Codes in 

Quickbooks Online



HOW TO ENTER A BILL FROM A VENDOR

1. Select “New transaction”.

2. Select “Bill”.



1. Enter Vendor 
Details.

2. Close “Category 
details” window.

3.  Open “Item details” window. Use 
“Item details” for all purchase entries. 

HOW TO ENTER A BILL FROM A VENDOR



HOW TO ENTER A BILL FROM A VENDOR

1. Enter “Product/Service” 
= Your Cost Code.

2. Enter “Amount”.

3.  Enter Project Name. 

4.  Save. 



Create Quickbooks Online

Cost Code Report



HOW TO CREATE A COST CODES REPORT

1. Select Reports

2. Select “Purchases by 
Products/Services Detail”.



HOW TO CREATE A COST CODES REPORT

1. Set “Report period” to 
“Last Month”.

2. Set “Group by” to “Product/Service”.

3. Select “Customize”.





HOW TO CREATE A COST CODES REPORT

1. Select “Change Columns”.



HOW TO CREATE A COST CODES REPORT

1. Uncheck “Transaction Type”, 
“Qty”, “Rate”, and “Balance”.



HOW TO CREATE A COST CODES REPORT

1. Click on “Customer”…



HOW TO CREATE A COST CODES REPORT

1. …and move it to the top of the stack.

2. Click “Run report”.



HOW TO CREATE A COST CODES REPORT

1. This report shows the 
expenditures for each Cost 
Code  for each customer.

2. If you have multiple 
Cost Code entries for 
the same customer, 
just add them together. 3. Print or export the 

report as desired.



HOW TO CREATE A COST CODES REPORT

2. Name the new report 
“Purchases by Cost Code”.

3. Save Custom Report.

1. Select “Save 
customization”.



HOW TO CREATE A COST CODES REPORT

1. Report is now available 
in “Custom Reports”.
1. Report is now available 
in “Custom Reports”.
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