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Lesson Objectives

Learn how to create job estimates
Find an estimate in a data file

Learn to duplicate an existing estimate
Create an invoice from an estimate
Display project reports for estimates

Update a job’s status

Make an estimate inactive

Lesson Objectives

QuickBooks Desktop 2021 Client Training
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Turn on Estimates and Progress Invoicing

An estimate is a description of work or products you propose to sell to a current or prospective
customer. (You might refer to an estimate as a quote, a proposal or some other term.) You can
create multiple estimates for each name (customer or Customer:Job combination). If the customer
accepts an estimate, you can turn the estimate into an invoice, modifying it as necessary. When you
have actual costs and revenues, you can compare them to your estimated costs and revenues to see
if you were over or under the estimate.

Estimates are non-posting transactions. Although they are recorded in QuickBooks, they do not
affect any financial reports or income and expense balances. QuickBooks allows you to create
invoices from estimates, either by transferring the entire estimate to an invoice or by choosing a
percentage or selected items to invoice. The ability to bill for only a percentage of the estimate or
selected items is called progress invoicing.

@
o Step-by-Step: Turn on Estimates and Progress Invoicing

1. Make sure you are signed into the QuickBooks company as the Admin user. (If other users have
been set up on other computers to access the company in multi-user mode, ensure they are not
signed in and you are in single-user mode.)

2. From the Edit menu, choose Preferences.

3. Click Jobs & Estimates in the left panel.

4. Click the Company Preferences tab to display the Jobs & Estimate preferences.
5. Click Yes after Do You Create Estimates?

6. Click Yes after Do You Do Progress Invoicing?

7. Click OK to record your selections then close the Preferences window.

QuickBooks Desktop 2021 Client Training 6
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Turn on Estimates and Progress Invoicing

Jobs & Estimates

7

Muttiple Currencies @ Yes
Payments

Payroll & Employees
Reminders invoice
Reports & Graphs
Sales & Customers
Sales Tax numbers
Search

Send Forms

Service Connection

EFfdoaPzaf @g

Speling

E’ Accounting = My Preferences
By sis
B cotencer Pending
a Checking
Awarded
1 Desktop View
E Finance Charge In progress
G |
ﬁ Enera Closed
:I Integrated Applications
& tems & Inventory Mot awarded

Company Preferences

Awarded
In progress

Closed

Mot awarded

DO ¥OU CREATE ESTIMATES?

) No

Close estimates after converting to

2 Warn about duplicate estimate

Enter the job status descriptions you prefer

for your business. For example, you could
enter "Submitted” for Pending.

OO ¥OU DO PROGRESS INVOICING?

® Yeg N

2 Dont print items that have zero
amount

Cancel

Help

Default

Also See:
General

Sales and
Customers

Time Tracking

NOTES
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Create an Estimate

@)
o)

Step-by-Step: Create an Estimate from the Customer Center

1. Inthe Customers & Jobs list of the Customer Center, select the name of the customer or job for
which you would like to create an estimate.

Right-click on that name and select Create Estimates.

Complete the form with the items and pricing you would like to appear on the estimate.

Create Estimates - o

Main  Formatting  Send/Ship  Reports oA
e« B H 2 Boredcacor @ & = [ Emaiaer @ Bcesemcics  oreate Purchase orcer @
Find New Save Delete @BMemorize P = G & create sales Order St

Project

=

=\1

Abem’“mb‘e- — - - — - - ‘éﬁj\

e

=N

. | |

Estlmate DATE NAME | ADDRESS suproSUPTOT v | § |

121152025 @] ey b Kristy mbi | — ral

| I

— 5647 Cypress Hill Ra 5647 Cypress HilRd | || |

o Bayshore CAD4326 Bayshore, CA94326 {‘ Phone 415-555-6579 |

| i

| Email kristy@samplename.com |

|| Open balance 0.00 |

iren | pescriPTION ferv fum fcost DAMOUNT fMamkUP fTOTAL i TAX | Actve ostimates ol

Appliance Microwave oven 1 385.00 385.00 10.0% 423.50 Tax A i* Sales Orders to be invoiced 0 1

Appliance Trash compactor 1 125.00 125.00 10.0% 137.50 Tax | Unbilled time and expenses 0.00 |

Appliance Garbage disposal 1 95.00 95.00 10.0% 10450 Tax | | |

Subs Drywall Install drywall 850.00 850,00 15.0% 977.50 Non | | |

| |

Subs:Painting Painting 660.00 660.00 25.0% 825.00 Non | | RECENT TRANSACTION B |

SubsElectrical Electrical work 15 25.00 375.00 35.0% 506.25 Non | 02120125 Payment 5,019.08 |

| | |

Subs:Tile &Counter Install tile or counter 20 25.00 50000  350.00 850.00 Non 4‘ 0201125 Invoice - Pald 5,010.08 |

Counter Custom made counter top 175000  1,750.00 10.0% 1,025.00 Tax :\: 12/01123 Estimate 5,019.08 \

& |

Subs:Tile &Counter Install tile or counter 10 25.00 250.00 15.0% 287.50 Non | | |

|| - . - ‘ | | |

LA | i

| .\

| Al

SUBTOTAL 990 | |

4.990.00 | P |

| | |

VARKUF 1.046.75 i‘ |

T [SanTomas v | (7.75%) 200.76 | | |

cusToueR nessase Tom 6,237.51 | |

- {»‘ |

| i

| | |

MEMO CUSTOMER | Tax - Save & Close Clear ] |

A% CODE M — -

4. Click Save & Close to save the estimate.

IMPORTANT: You can also access the Estimates window from the Customers drop-down menu or from
the Home screen.

IMPORTANT: If you are giving or sending this form to a customer, you may wish to create and choose a
template design that reads Quote or Proposal or some other term.

NOTES
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Create Multiple Estimates

You can easily create multiple variations of an estimate without having to reenter all the data. First,
create a duplicate of the estimate, then make the modifications necessary for the second bid.

@)
o Step-by-Step: Create a Duplicate of an Existing Estimate

1. Inthe Main tab at the top of the existing estimate, select Create a Copy. (Two other ways to do
this are to right-click on any blank area in the body of the estimate and choose Duplicate
Estimate, or use the Edit drop-down and select Duplicate Estimate.)

= Create Estimates -0

Main  Formaiing  Send/Ship  Reporis 2oA
«> B B K L] & =g [ Emailater ) Soeatemvice P create Purchase Oer @
Find New Save Delete B Memonze arkAs | Print  Email attach B Create Sales Order
S Inactive S S Filo FSN‘;: "
A0\ BW WS/ 7
Abemmmme‘ e - - CUS'U"‘" —— - - (\\5'\\’&
]
i el
. y | |
EStI mate DATE MAME / ADDRESS sweToSNDTOT1 = | |
5 5 | |
1211512025 B [ K | J—— 4
JE— 5647 Cypress Hill Rd 5647 Cypress HilRa ||
o15 Bayshore CA94326 Bayshore, CA 94326 | Phone 415-555-6579
l‘ Email kristy@samplename.com
k\‘ Open balance 0.00
ITEM i DESCRIPTION i oty i um i cosT {AMOUNT | MARKUP | TOTAL | Tax \= Acive estimates 0
Appliance Microwave oven 1 385.00 385.00 10.0% 42350 Tax A 24 Sales Orders to be invoiced 0
Appliance Trash compactor 1 125.00 125.00 10.0% 137.50 Tax | Unbilledtime and expenses 0.00
Appliance Garbage disposal 1 95.00 95.00 10.0% 104.50 Tax |
Subs:Drywall Install drywall 850.00 850.00 15.0% 977.50 Non l‘
Subs:Painting Painting £60.00 560.00 25.0% 825.00 Non || RECENT TRANSACTION E
Subs:Electrical Electrical work 15 25.00 375.00 35.0% 506.25 Non | 02120126 Payment 5,019.08
Subs:Tile &Counter Install tile or counter 20 25.00 50000  350.00 850.00 Non l‘ 02/01/25 Invoice - Paid 5019.08
Counter Gustom made counter top 475000  1,750.00 10.0%  1,925.00 Tax ‘,\: 12/01/23 Estimate 5,019.08
N
Subs:Tile &Counter Install tile or counter 10 25.00 250,00 15.0% 287.50 Non | |
[i M - v
¢
SUSTOTAL 4,990.00 | | NOTES
MARKUP 1,046 75 {i
T*C ganTomas v (7.75%) 200.76 |
CUSTOMER MESSAGE ToTAL 6,237.51 i\‘
- 1
1
wewo customer [Tax v save & Close Clear | |
Tax CODE e
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2. Click OK when QuickBooks notifies you the duplicate estimate has been created.

QuickBooks Desktop Information

Create Multiple Estimates

o

A duplicate Estimate has been created. Make any changes you need and save the
Estimate.

Ifyou want to duplicate this Estimate regularly, you may want to use Memorized
Transactions instead. Click here for more information on Memorized Transactions

3. Modify the duplicate estimate accordingly to create a new, different estimate (in this case, the
customer and job were changed).

Main Formatting

Send/Ship

Reports

¢» B H & Boem:cw @
Find New Save Delele @BMemorize  MarkAs
= Inaclive

Email Later

Attach
File

Estimate

Jacobsen, DougKitchen b

& create Invoice
G create sales orger

5] create Purchase Order @

Start
Project

© Cuslom Eslimate

'-

DA NANE | ADDRESS

swpo ShipTod =

2 Jacobsen, Doug:Ki

Customer

121152025 & Doug Jacobsen DougJacobsen SUMMARY ¢
O — 6845 Ocean View 6845 Ocean View
o Bayshore, CA24326 Bayshore, CA94326 Phane 415-555-4411
Email  jacobsen@samplename.com
Open balance 2,320.00
ITEM i DESCRIPTION tary fum i cosT {AMOUNT | MARKUP § TOTAL  § TAx Active estimates 0
Appliance Microwave oven 1 385.00 385.00 10.0% 42350 Tax 4 Sales Orders to be invoiced 0
Appliance Trash compactor 1 125.00 125.00 10.0% 137.50 | Tax Unbilledtime and expenses:  1,470.00
Appliance Garbage disposal 1 95.00 95.00 10.0% 104.50 | Tax
Subs:Drywall Install drywall 850.00 850.00 15.0% 977.50 Non
Subs:Painting Painting 660.00 660.00 25.0% 825.00 |Non RECENT TRANSACTION )
Subs:Electrical Electrical work 15 25.00 375.00 35.0% 506.25 Non 1201425 Payment 2,000.00
Subs:Tile &Counter Install tile or counter 20 25.00 500.00 350.00 850.00 Non 1112525 Payment 1,200.00
Counter Custom made counter top 175000  1,750.00 100% 192500 Tax 1425/25 Invaice 4,725.00
Subs:Tile &Counter Install tile or counter 10 25.00 250.00 15.0% 28750 Non 10/30/25 Payment 241275
10/23/25 Invaice - Paid 3,207.75
v
SUBTOTAL 4,990.00 NOTES
MARKUP 1.046.75
T [sanTomas + (7.75%) 200.76
CUSTOMER MESSAGE ToTAL 6,237.51
-
MEMO CUSTOMER | Tax - Save & Close Clear
—
QuickBooks Desktop 2021 Client Training 10
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Create an Invoice from an Estimate

Once you have created an estimate and the customer has approved it, you can use the estimate to
invoice the customer.

Progress invoicing (also known as progress billing) lets you invoice for jobs you complete in phases.
When you use progress invoicing, you first create an estimate for the job (which you might or might
not give to the customer, depending on your needs — some QuickBooks users use estimates for
internal purposes only). Then, as you complete each phase, you can easily transfer items from the
estimate to an invoice.

@
o Step-by-Step: Create an Invoice from an Estimate

1. Click Customers on the menu bar.
2. Inthe Customers & Jobs list, choose the Customer:Job you wish to progress bill.
3. Right-click on that name and select Create Invoices.

4. Press Tab to leave the Customer:Job field. The Available Estimates window appears.

Available Estimates x
Customer.Job ﬂ-.hen::rcumhie, Kristy Kitchen - ] “

Select an estimate to invoice

) . . . Cancel
DATE ! AMOUNT ! CUSTOMER:JOB ! EST. NO.

12M15/2025 6,237 51| Abercrombie, Kristy.Kitchen (615 Help

5. Highlight the estimate your customer accepted, then click OK.

QuickBooks Desktop 2021 Client Training 11
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6. Select Create invoice for a percentage of the entire estimate.

7. Enter the percentage you wish to bill for in the % of estimate field.

Create Progress Invoice Based On Estimate

Specify what to include on the invoice.

1 Create invoice for the entire estimate (100%).
(® Create invoice for a percentage of the entire estimate.
% of estimate T0.0%

(7 Create invoice for selected items or for different percentages of each item.

8. Click OK.

9. Since you are invoicing from the estimate, you probably don’t want to include any billable items
or costs. If the Billable Time/Costs window appears, choose Exclude outstanding billable time
and costs at this time? (You may add these later by clicking the Add Time/Costs button at
the top of the invoice.) Click OK.

Billable TimefCosts o

@ The customer or job you've selected has outstanding billable time andfar costs.

Do you want to:

1 Select the outstanding billable time and costs to add to this invoice?

@ Exclude outstanding billable time and costs at this time? (You may add these Iater
~ iy clicking the Add Time/Costs button atthe top of the invoice.) ;

[ Save this as a preference. “ Help

10. You may choose to use a different invoice template for progress invoices, in which case select

the appropriate template from the Template drop-down.

QuickBooks Desktop 2021 Client Training 12
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Main | Formatiing  Send/Ship  Reporls
@ n CreateaCopy @ g = Print Later @ &) ada Tmeicosts =] & Blcreseasaen
Find New Save Delete @ Memorize Mark As Print  Email Email Later Aftach Bl Apply Credits  Progress  Receive B Refuna/Creait
= = Pending = M File Payments
Aercrombie, Kristykitchen - - Rock Castle Invoice
Custom Progress Invoice
I . Custom S.0. Invice s SHDTO1 =
nvo I Ce Finance Charge Abercrombie Kristy Abercrombie SUMMARY ¢
Intuit Proguct nvoice Sypress Hill Rd 5647 Cypress Hill Rd
ore CA94326 Bayshore, CA94326 Phone 415-555-6579
Packing Siip Email aisty@s amplename.com
Progress Invoice Preferred delivery method E-mall
TeRuS DUE DATE Open balance 0.00
Net30 v [0111412026 B || Active estimates 1
Sales Orders fo be invoiced 0
mem DESCRIPTION um RaTe AuouNT Tax Untilled time and expenses 00
Appliance Microwave oven 42350 206.45 Tax i
Appliance Trash compactor 07 137.50 96.25 Tax CUSTOMER PAYMENT ¢
Appliance Garbage disposal 07 10450 7395 Tax Your customer can not pay anline
SubsDrywall  Install crywall 07 a77.50 684.25 Non Edit customer preferences
SupsPainting  Painting 07 826.00 577.50 Non 2
Subs:Electrical  Elechrical work 105 3375 35438 Non RECENT TRANSACTION
Subs:Tile &Coun... Installtile or counter 14 42550 595.00 Non 12715125 Estimate 6.237.51
Counter Custom made counter tap. 07 1,925.00 1,347.50 Tax 02/20/25 Payment 5.019.08
Subs:Tile &Coun... Install file or counter 7 2875 201.25 Non wores &
v
Your customer cant pay this invoice onine T ganTomas < (7.75%) 14083
Turn on TomL 4,366.26
GUSTOMER MESSAGE PAYMENTS APPLIED 0.00
) sauance oL 4,366.26
oo [T - sarecioss e
J.coe

11. Make any edits (such as the date, adding a memo, etc.). Select Save & Close.

12. Close the Customer Center.

=  IMPORTANT: You can also access the Invoice window from the Customers drop-down menu, from the
Home screen or by selecting Ctrl+i.

NOTES
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Display Reports for Estimates

Display Reports for Estimates

Because you've just completed a progress invoice, you can see how QuickBooks records this on the
Job Progress Invoices vs. Estimates report. This report shows job status, estimate total, total invoiced
from the estimate on progress invoices, and the percentage of the estimate already invoiced on

progress invoices.

@

o Step-by-Step: Display the Job Progress Invoices vs. Estimates Report

1. From the Reports menu, choose Jobs, Time & Mileage.

2. Choose Job Progress Invoices vs. Estimates. (The default date range is This Fiscal Year-to-date.
Change that if necessary. You can even choose All.)

= Job Progress Invoices vs. Estimates - 0O %
Customize Report Comment on Report Share Template E-mail » Excel v Hide Header Refresh
[oEICE This Fiscal Year-to-date = From 01/01/2025 B To 12M5/2025 [ SoriBy Default -
Show Filters
10:32 AM Rock Castle Construction
12116125 Job Progress Invoices vs. Estimates
January 1 through December 15, 2025
Type Date Num Estimate Total Progress Invoice % Progress
Abercrombie, Kristy 4
Kitchen
» Estimate 1211572025 615 6,237.51 4,366.26 70.0% 4
Remodel Bathroom
Estimate 10/30/2025 606 3,114.00 o.00 0.0%
Estimate 1212/2025 613 7.676.13 763328 99.44%
Cook, Brian
2nd story addition
Estimate 10172025 605 22,427 44 o.00 0.0%
Kitchen
Estimate 10/M11/2025 604 8,94169 1,636 69 18.30%
Estimate MHTI2025 6810 422541 o.00 0.0%
Craven, Pam
Duct Work
Estimate 05/21/2025 602 602.40 946.80 157.17%
Ecker Designs
Office Repairs
Estimate 11MBI2025 609 5,628.80 0.00 0.0%
Jacobsen, Doug
Kitchen
Estimate 12/15/2025 6186 8,237.51 0.00 0.0%
Poolhouse
Estimate 12/05/2025 612 6,323.50 0.00 0.0%
Melton, Johnny
Dental office
Estimate 11/05/2025 B07 15,281.8% 12,754 14 78.33%

3. Close the report window.

QuickBooks Desktop 2021 Client Training
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Update Job Status

Every time you change the status of a job, you should update its status in the Customer:Job list. For
example, the estimate for the Office Remodel is no longer pending; Wilma Nelson awarded you the
job and you have started work.

@
o Step-by-Step: Update the Status of a Job

1. Click Customers on the icon bar.

2. Inthe Customers & Jobs list, select the Customer:Job with which you wish to work.
3. Right-click to select Edit Customer:Job.

4. Click the Job Info tab.

5. Inthe Job Status field, select In progress.

= Edit Job — 0O x
JOB NAME [Ofﬁoe Remodel ] customeEr | Nelson, Wilma -
CURRENT BALANCE (.00 How do | adjust the current balance?
Address Info

JOB DESCRIFTION
Payment Settings

JoeTvRFE Remodel -
Additional Info
Bl=-Faen i3 In progress
Job Info
MNaone
START DATE
Pending

PROJECTED END DATE Awarded

In progress
Closed

END DATE

Mot awarded

"1 Job is inactive “ Cancel Help
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6. Enter the Start Date.
7. Enter the Projected End Date.
8. Click OK.

9. Close the Customer Center.
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Make Estimates Inactive

Once a customer has accepted one of the estimates for the job and you have started work, you
might want to make any unaccepted estimates for this job inactive. When you make an estimate
inactive, QuickBooks keeps a record of it but does not use the numbers in reports. (This is not the
same as deleting it; deleting an estimate will remove the record from QuickBooks.)

@
o Step-by-Step: Mark an Estimate Inactive

1. From the Customer Center, find the relevant Customer:Job, and in the Transactions Tab on the
left, double-click on and open the estimate you wish to inactivate.

& New Customer&Job ¥ ] New Iransactions v & Print v Excel Word ¥ & ncome Tracker
. P 4
Job Information 0 o e
Sctho Cstomers - > Job liame Remodel Bathroom sin Phons 415-555-6579
o) Customer Name  Abercrombie, Kristy Main Emai kristy@samplename.com REPORTS FOR THIS JOB
R Job Type Remodel
e S AT JobStatus I progress QuickReport
+ Apercromoe, Kristy 17.24454 . ot om0 Open Balance
« Abercromoie, KristF amily Room 0.00 omcsats 12112025 Job Profitabiity
o Abercrombie, Kristy-Finished Basement 520000 erbme 1232025 Eetimates ve Actuale
o Abercrombie, KristyKitchen 436626 e KislyAbercromtie
© Abercrombie, KristyRemodel Bathroom 7.678.28 5647 Cvoress Hill Rt A
« Allard, Robert 1451000 Transactions | Contacts ToDo's Noteg Sent Email
o Allard, RobertRemodel 14510.00
« Baboocks usic Shop 000 siow | AllTransadions v | FEREv Al ~  oae ThisFiscal Year ~ | 0110172025 - 123112025
» Babcocks Music Shop:Remodel 0.00 Tree o oaTE ACCOUNT AMOUNT
+ Baker, Chris 000 General Joumal FAMZO11 1211712025 11000 - Accounts Receivable 753328
© Baker, Chris:Family Room 0.00 Payment 1211512025 10100 - Checking 7.633.28
o Baker, Chris:Garage Repair 0.00 Invaice 1104 1211512025 11000 - Aceounts Receivable 45.00
» Balak, Mike 0.00 Estimate 613 1211212025 90200 - Estimates 7,676.13
+ Balak Mike:Utility Shed 000 . Hinvoice 1001 12/1012025 11000 - Accounts Receivable 4,522.00
© Barley, Renee 000 © lcnecx 478 1200172025 10100 - Checking 115,
o Barley, Renee Repairs 0.00 CreditMema 1002 120112025 11000 - Aceounts Receivable 7115,
+ Bauman, Mark 0.00 Invoice 1084 1112512025 11000 - Accounts Receivable 3,111.28
+ Bauman, arkHome Remace om0
< Bolinski, Rafal 0.00
o Bolinski, Rafal-2nd story addition 0.00
o Bristol, Sonya 0.00
« Bristol, SonyaRepairs 0.00
o Bristol, SonyaUtity Shed 0.00
o Burch, Jason 1,005.00
+ Burch, Jasen:Room Addition 1,005.00
+ Campoell, Heatner 13,900.00
o Campbel, HeatnerRemode! 13,900.00
o Carr's Pie Shop 0.00
o Carr's Pie Shop:Remodel 0.00
» Castlllo, Eloisa 0.00
+ Castillo, EloisaBay Window 0.00
o Castillo, Eloisa:Utiity Room 0.00 L Manage Transactions v Run Reports -

2. Click the Mark as Inactive icon at the top of the estimate in the Main tab of the ribbon. (If you
click that icon in error, it turns into the Mark as Active icon, which you can click to undo your
action.)
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Make Estimates Inactive

Main  Formatting  Send/Ship  Reporis H oA
¢+ B B X Bocwacd @ & = | Emelate & create Purchase order @
Find New Save Delete @B Memorize Mark As Primt  Email & Create Sales Order =
Inactive S
e = Cusmm === = . > Abercrombie, Kristy:Remodel B...
Customer
Estlmate e NAVE / ADDRESS sueTo/ShipTo1 =
Kristy Abercrombie SUMMARY I's
—— 5647 Cypress Hill Rd 5647 Cypress Hill Rd
06 Bayshore CA 94326 Bayshore, CA94326 Fhong 415-555-6579
Email kristy@samplename.com
Open balance 7678.28
ITEM | DESCRIPTION arr § um i cosT {AMOUNT | MARKUP | TOTAL TAX Active estimates 1
Framing Framing labor 16 55.00 880.00 880.00 Non = Sales Orders to be invoiced 0
Installation Installation labor 12 35.00 42000 42000 Mon Unbilled time and expenses: 1,910.00
Removal Removal labor 18 35.00 560.00 560.00 Mon
Subs:Tile &Counter Install file or counter 750.00 750.00 10.0% 825.00 Non
Subs:Painting Painting 140.00 140.00 10.0% 154.00 Non RECENT TRANSACTION &
Subs:Electrical Electrical work 250.00 250.00 10.0% 275.00 Non 1215025 Invoice 45.00
12/15125 Payment - Bounced Check
12112125 Estimate 7,676.13
1210125 Invoice 4522.00
12/01/25 Credit Memo 71115
v
SUSTOTAL 3.000.00 NoTES
MARKUP 114.00
7% BanTomas v (7.75%) 0.00
CUSTOMER MESSAGE ToTAL 3,114.00
=y cusTouER [Tax = Save & Close Revert
TAX CODE
S

3. Click Save & Close.

NOTES
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Lesson 13 — Estimates and Progress Invoicing Estimates & Progress Invoicing — Review Questions

Estimates and Progress Invoicing — Review
Questions

1. QuickBooks tracks estimates using what kind of account?
a. Posting
b. Non-posting
2. True or false: QuickBooks allows you to create multiple estimates for a single customer.
a. True
b. False
3. Which of the following is not an option when creating an invoice from an estimate?
a. Create an invoice for the entire estimate
b. Create an invoice for a percentage of the entire estimate
c. Create an invoice for selected items or different percentages of each item
d. None of the above

4. You prepared an estimate for a customer and were subsequently awarded the contract. How
would you change the job status from pending to awarded?

a. Create the invoice from the accepted estimate — this changes the status automatically
b. Use the Job Status drop-down list in the customer’s record

c. Use the Job Status drop-down list in the Create Estimates window

d. None of the above

5. What QuickBooks feature would you use to charge customers as you complete various phases of
ajob?

a. Progress invoicing
b. Phased invoicing
c. Partial invoicing

d. None of the above
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Lesson 13 — Estimates and Progress Invoicing Review Activities

Review Activities

Use Rock Castle Construction (sample product-based company) to do these activities:

1. Create an estimate for the 75 Sunset Rd. job for Pretell Real Estate. The estimate is for 6 hours of
installation labor, 18.5 hours of plumbing work and 4 hours of drywall work.

2. Create a progress invoice for 50% of the estimate just created for the 75 Sunset Rd. job for Pretell
Real Estate.
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Lesson 13 — Estimates and Progress Invoicing Answers to Review Questions

Answers to Review Questions

1. QuickBooks tracks estimates using what kind of account?
a. Posting
b. v Non-posting
2. True or false: QuickBooks allows you to create multiple estimates for a single customer.
a. v True
b. False
3. Which of the following is not an option when creating an invoice from an estimate?
a. Create an invoice for the entire estimate
b. Create an invoice for a percentage of the entire estimate
c. Create an invoice for selected items or different percentages of each item
d. v None of the above

4. You prepared an estimate for a customer and were subsequently awarded the contract. How
would you change the job status from pending to awarded?

a. Create the invoice from the accepted estimate — this changes the status automatically
b. v Use the Job Status drop-down list in the customer’s record

c. Use the Job Status drop-down list in the Create Estimates window

d. None of the above

5. What QuickBooks feature would you use to charge customers as you complete various phases of
ajob?

a. v Progress invoicing
b. Phased invoicing
c. Partial invoicing

d. None of the above
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