
 
 
QuickBooks lets you open multiple transactions and reports in new windows. This can be 
useful when you want to see different reports side-by-side, or if you need to reference an old 
estimate or invoice when creating a new and similar one. 
 
There are several ways to open a new window depending on if you’re opening an existing 
transaction, new transaction, or a report. 
 
To open an existing transaction in a new window 

1. In any transaction list, double-click the transaction you want to open in a new window. 
 
To open a transaction or report in a new window 
You can either: 

• Click Create (+), hover over the transaction, and click the detach icon. 
 

 
 

Then drag the window anywhere you want. 
 

• Open a new transaction in a new window by adding Shift to keyboard shortcuts. 
 

For instance, press Ctrl+Shift+T to open a new estimate in a new window, or 
Ctrl+Shift+I to open a new invoice in a new window. 
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To open a report in a new window: 
1. Choose the report you want to open, and then click the detach icon next to the report 

title.  

 

Profit and Loss  
Shows money you earned (income) and money you spent (expenses) so you can 

see how profitable you are. Also called an income statement. 

Run | Customize 
 

2. When your report opens, drag the window anywhere you want. 
 
What won’t open in a new window 
Although you can open most transactions in a new window, you can’t open these: 
 

• Pay Checks 
• Time Activities 
• Weekly Time Sheets 
• Pay Bills 
• Statements 
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