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Topic 1: Sales and Revenue Transactions

All these transactions types relate to monies coming in. Most of these transactions can be

launched from more than one access point, whereas others can be launched only from one.

Estimates are non-posting transactions that provide your customers with information on what
you think you are going to charge them. Think of an estimate as a quote or proposal.

Invoices are the sales transactions used when you want the customer to pay on account. An
Invoice will increase accounts receivable, generally increase income and perhaps sales taxes if
they are being collected.

Receive payment is the type of transaction used to receive payment against an invoice. A
Receive payment decreases accounts receivable and increases either a bank account or
Undeposited Funds.

Sales receipts are the sales transaction used when you receive payment at the time of sale; it has
no effect on accounts receivable. It increases income and increases either a bank account or
Undeposited Funds. Think of it as the equivalent of a cash register receipt when you buy a pack
of gum at the store.

Credit memos are used when a customer returns something or negotiates a lower price after the
original invoice has been issued. This creates a credit in accounts receivable that can be used
against future invoices.

Refund receipts are also used when a customer returns something or negotiates a lower price,
but with a refund receipt you are refunding their payment. It has no effect on accounts
receivable. Refund receipts are often used if the customer to whom you are refunding the money
has no outstanding accounts receivable balance with you.

Delayed charges and credits are only available in QuickBooks Online Essentials, Plus and
Advanced; they are non-posting transactions that reflect a potential revenue increase or
decrease, as they are reminders to add these charges or credits to future invoices.
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APPROPRIATE SALES-RELATED SETTINGS

Account and Settings

Click the gear icon to access the Account and Settings under Your Company.

YOUR COMPANY LiSTS PROFILE
Account and settings TS Order checks 2 Feedback
Manage users Preducts and services import data Privacy

Custemn form styles

Recurring transactions

Import desktop data

Chart of sccounts Attachments Export data
QuickBooks labs Custem fields Recencile
Tags Budgeting
Audit log
SmartLaok

Resolution center

You're viewing QuickBooks in Accountant view. Learn more Switch to Business view

There are several tabs down the left side of Account and Settings to set the preferences you want to
use with the company file. The Sales tab is its own category, but there are also sales-related settings
under the Advanced tab.

NOTE: In an actual QuickBooks Online company (as opposed to the test drive company below), you
would see more tabs down the left side, including ones for Billing and Subscription, and one for
QuickBooks Payments. Signing up for QuickBooks payments lets your customers pay online by ACH
or by credit card (fees apply).
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Miccount and Settings & »
Coate b= ]
Custor
Sales form content Preforred invoice term e
=) -
Shig o
Custom fields
ot
ol
,,,,, on
off
Products and service: e columr on
e ou

Late fees Default charge applied to overdue E off

er Product/Service

Progress Invoicing Create multiple partial invoices from a single estimate off

Customize Sales Forms

The first setting under the Sales tab allows you to customize the sales forms. Click Customize look
and feel. Click New Style, then decide if you are going to create a new style for an invoice, estimate
or sales receipt. Click Invoice.

Custom form styles

CAlllists

Estimate
NAME FORM TYFE LAST EDITED

Sales receipt

No data available

Change the name of the invoice template from the generic My INVOICE Template - DD-YY (xxxxx) to
something meaningful.

In the Design tab, you can rename the title of this sales form, choose your template (Airy new, Airy
classic, Modern, Fresh, Bold or Friendly), upload up to 10 logos (you can use only one at a time on a
form), add color and choose your font. You can also print your in-progress template to test how it
looks on plain paper or letterhead with various margins or preview a PDF of the form.
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Create invoices that turn heads and open wallets

=i Emails

123 Siera Way
San Pabio. CA 87080
noreply@quickboeks com

[ Esther's Default Invoice Template ] Craig's Design and Landscaping Services

Invoice
BILLTO INVOICE# 12345
Smith Co DATE 0111212018
123 Marm Street DUEDATE 02112:2016
City CA 12345 TERMS  Ne120
Alry new Alry classic Modern Fresh Bold Friendly
DarE asmaTE ATTRT Y are e
Ftem name Descripton of the tem z 22500
Mam name Description of the ftem ' 225.00
o Add your unique logo
Splash on some color you sve s e SUBTOTAL #7500
(X ] DISEOUNT 2% -1ase
TOTAL TAX 101.25
TOTAL 5776.25
BALANCE DUE §776.25

F{: Get choosy with your font

When in doubt, print it out

§ ) €S

Click Content tab = pencil icon in any of the three sections (Header at the top, Table in the middle
or Footer at the bottom) to review and edit the content in that section; you can also edit labels,
column widths and so forth.
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Make sure to look at the options for billable expenses and billable time if you invoice based on time
and expenses. In the Table area you can include the employees’ names on the form, and you can
group activities by day, week, month or type, and have the groups subtotaled. If these options are
not visible you can make them appear by clicking Show more activity options.

Craate invoices that turn heads and open wallets

= =

Table Craig's Design and Landscaping Services

Account summary
[] show on invoice
NVOICEY

Activity table

COLUMNS EDIT LABELS AND WIDTHS
= @ Date

T @ Product/Service

[] nclude description here

(] cetegory

2 @ Descriptien
D Include Quentty end Rate

DATE ACTIATY RCTITY AMOUNT

45000

129172016 T mame Descnption of the item

01122016 i Tiarem Descripton of the tem

" @ Quantity

i [ Rate

2] . Amount

S [ sku .

Shew more activity eptions
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The Emails tab allows you to set the default email subject and message that accompanies the sent
form (the Standard email), as well as the format of any Reminder emails you might send.

Create invoices that turn heads and open wallets

2= (Conet Invoice from Craig's Design and Landscaping Services

. . quickbeoks@notificatien.intuit.com
~ Hew your invoice appears in emails

Full details
® Summarized details

[/] PDF Attached INVOICE 12345

~ Standard emai Craig's Design and Landscaping Services
Edit the email your customners gst with avery inveics
Subject

Invoice from Craig s Des gn and Landscaping Services

DUE 02/12/2016

Use gresting Pear v [FullName] b $7 76 2 5

Message to customer

Yeur invoice Is ettached. Please remt payment et your earliest convenience. Print or save
Thank you for your bus ness - we appreciate it very much.

Sincerety, Powered by QuickBooks
Craig's Besign and Lendscaping Services

Dear [customer full name)

Your invoice is attached. Please remit payment at your earfiest convenience
» Reminder emai Thank you fer your business - we appreciate it very much.

Sincerely,
Craig's Design and Landscaping Services

Coerr) GEID

Sales Form Content

This section of the Sales tab of Account and Settings allows you to set options such as Preferred
invoice terms and Preferred delivery method, which can be changed on an actual individual sales
form. The Content section sets defaults. Here you specify if you allow custom user-entered
transaction numbers on sales forms (as opposed to a numbering sequence put in place by
QuickBooks, with no option to change the numbers) as well as a service date column. You can also
add additional line items such as shipping, discount, deposit, tips fields or tags.
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Products and Services

In this section of the Sales tab in Account and Settings, you identify if you want to Show the
Product/Service column on sales forms so the drop-down list of products and services is available.
Also, this where you turn on the preference to track inventory and price rules. Inventory tracking and
price rules are available only in QuickBooks Online Plus and Advanced.

Products and services Show Preduct/Service column on sales forms &) [ @
Show SKU celumn ®

Tuwrcr e S
Track quantity anc price/rate (3 [ @

Track inventory quantity on hand @ (}

(o) QEEED
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Late fees

You can turn on Late Fees, which applies a default charge to overdue invoices, either in the form of a
flat fee or a percentage of the remaining balance. You can define the frequency, if it is an upfront,
one-time fee, as well as the grace period and the terminology to be used for the charge (e.g., Late
fee). Lastly, you can specify if sales tax is to be applied to this charge.

Late fees Default charge applied to overdue invoices .

After you turn on late fees, you can customize settings for individual
customers from your dashboard under Customers.

Type
Flat fee

@ Percentage of remaining balance

Percent (%) Frequency
2 [Pe r month v

(] Apply an upfront, one-time flat fee

Grace period

Grace period begins the day after the due date. Late faes will not
accumulate during thattime.

None v
Appears on invoices as

if you delete this item from the Products and Services list, late fees will no
longer apply.

Late fee

Apply Sales Tax

»

There may be limits on the amounts and types of fees you may charge to
your customers. You should confirm the requirements in your jurisdiction
and how they relate to you.

Cancel :I m

Progress Invoicing

You can create multiple invoices from an estimate with Progress Invoicing, allowing you to keep
track of the progress of a job. It is available in all subscription levels of QuickBooks Online. This is the
section in the Sales tab of Account and Settings where you turn on the ability to perform Progress
Invoicing.

Progress invoicing Create multimle pariial invoices frem 2 single estimate (:J
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Other Sales Settings

Topic 1: Sales and Revenue Transactions

The Messages setting allows you to create default email forms when emailing sales forms.

Messages Defauit email meksage sent with sales forme
Use greeting| Dear ¥ [Full Name] =

Sales form (D

EYETSIE Al Use standard message

Email subject line
Invoice from Craig's Design and Lands

Email message

Thenk you for your business - w= eppreciate it vary much.

Sincerely,

Craig s Design and Landsceping Servicss
D Email me a copy at noreply@quickbooks.com
Copy {Cc) new invoices to address

Blind Copy {Bcc) new invoices to address

Sales form

Your invoics is sttached. Pisase remit paym=nt at your earlizst convenizance.
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The Reminders setting, like the Messages setting, allows you to create default emails when sending
reminders.

Reminders Pefault email message for invoice reminders ~
Use [Invoice No.] and [Company Name} as placehslders in the email.

Subject line

|
Reminder: Your payment to Craig's Design and Landscaping Servi

[Full Name] ~

. Use email greeting | Dear v l

Email message

We're sending a reminder to let you know that invoice [Invoice
Na.] has not been paid. If you already paid this invoice or have
any questions, let us know!

Have a great day,
Craig's Design and Landscaping Services

D Send 2 copy te nercply@quickmecks.cem

Automatic invoice reminders D

Automatic email reminders only apply to new invoices. Turning off automatic raminders
removes them from all invoices.

Reminder 1 {3 day(s) bafore due date} Off v

Reminder2 (®n due date) Off v

Reminder 3 (3 day(s) afrer due date) Off v
’ Cancel ) Save

Online delivery settings relate to emailing your forms and what you want the customer to see. There
are options of sending as plain text, HTML or using an online invoice.

Online delivary Email cptions for all sales forms

® Show short summary in email
Show full details in email

PDF Attached

Additienal email optiens for invoices

Fleintext «

Cancel Save
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There are a couple of preferences to choose from regarding Statements. See below:

Statements @ List each transaction as a single line &

List each transaction including all detail lines

Show aging able at bottom of statemen. (&

Advanced Settings

For more sales-related preferences, look at the Automation section of Advanced settings.

Automation Pre-fill forme with previously entered content (&
Automatically apply credits (&)

Automatically invoice unbilled activity ()

Automatically create invoices and don'tnotify me ¥

Schedule
nthly on o every | 1 months(s
Automatically apply bill paymants () Q

If you turn on the preference to Pre-fill forms with previously entered content, QuickBooks Online
will copy the information from the last transaction using the same customer.

If you turn on the preference to Automatically apply credits, QuickBooks Online will apply any
available credits to the next invoice. Beware of turning on this or any other automation preference. It
may be that you don’t want to apply the credit to the very next invoice, but instead to some future
nvoice.
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Topic 1: Sales and Revenue Transactions

You can turn on a preference to Automatically invoice unbilled activity. Once this preference is

turned on, you then choose one of the following automation options:

Autematically inveice unkilled activity @ (@)

Automatically creste invoices and don't notify me @J

Automatically create invoices and don't notify me

=

Automatically create inveices and notify me

smind 1o cra ‘e B
Auto Remind me to create invoices (

In addition, you specify a schedule regarding how often (in days, weeks, months or years) and when

this automation function runs.

You need to understand the ramifications of the Automation preferences to know if they make sense

for you. If you have problems with accounts receivable, check these settings.

Schedule

Menshly = on | day ~ 1t + | ofevery | 1 monihz(s)




Course 3 - Record Transactions in QuickBooks Online Topic 1: Sales and Revenue Transactions

ALTERNATE ENTRY POINTS TO ENTER SALES TRANSACTIONS

Customer Center

The Customer Center, accessed by selecting Sales > Customers in the left navigation bar, is a
dashboard for adding, editing and reviewing customers with whom your QuickBooks Online
company does business. The list of customers can be printed or exported to Microsoft Excel®, and it
can be sorted by various parameters or filtered. In the far-right Action column, beside each customer
listing in the Customer Center, is a drop-down box from which to create transactions such as
invoices or estimates, send a reminder of a balance due, or print or send a statement. In addition,
batch actions can be performed for one customer, selected customers or the entire list: send or print
statements and send emails directly from within QuickBooks Online.

Overview All Sales Invoices Payment Links Customers Products and Services

Customers New customer | v
t

Unbilled Last 365 Days Unpeid Last 365 Days Pad

$0 $750 |$1,526 §5,28 $3,136
0 ESTIMATE 3 UNBILLED ACTIVITY 10 OVERDUE K O > | 12 PAID LAST 30 DAYS

’ @ Do you organize sub-customars as projects? You cen convers the first leve| of sub-customers |nzo the r own project Convert now |

Batch actions v

Creets statements comPANY FHONE OPEN BALANCE
Emsil L
@ 5 (650) 555-3311 $239.00 Receive payment v
Make inaciive ‘
Select customer type
] 415) 444-8538 585.00 Receive payment w
‘0ol Cars
V] & (415) 555-9933 $0.00 Create invoice w
— J| Cool Cars
Diego Rodriguez [) (650) 555-4477 30.00 Create invoice v

Ol &

Dukes Basketball Camp [)

Dukes Basketbell Cemp

(520) 420-5638 $0.00 it nvoios ¥
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Enter Transactions from the Customer Center

Step by Step: Create an Estimate

There are several ways to create an estimate in QuickBooks Online. To create an estimate from the
Customer Center, follow these steps:

1. Select Sales > Customers from the left navigation bar.

2. If necessary, remove any filters from the search bar at the top of the customer list to produce a
full list of customers.

\L'( Batch actions ) O\

. CUSTOMER / PROJECT » / COMPANY PHONE

3. Select the drop-down box in the far-right column for Diego Rodriguez > Create estimate.

[] CUSTOMER/PROJECT a / COMPANY PHONE OPEN BALANCE

0 Amy's Bird Sanctuary (6505563311 $230.00

[ Bilts Windsur Shop (415) 4446538 58500

‘7‘ Cool Cars {415) 555-9933 S0I00

[] Diego Rodriguez (650) 555-4477 $0.00

4. Complete the on-screen estimate for Diego Rodriguez with the desired date, expiration date of
the estimate (if any), products and services of your choosing, the quantity, description (override
the description if you want) and rate (override the rate if you like) of each and the sales tax (check
the Tax box for specific items, then select the sales tax to be applied in the drop-down box in
the footer).

5. Complete any other desired fields such as Discount and Message displayed on estimate.
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6. Select Save and close or (by clicking the drop-down next to Save and Send) Save and new.

(> Estimate

& Ot X

Emait

$2,250.00

Hlling oddross [ Emprmm i

0250 Rodrigues

Channing
Pala Alia CA 94303

Faga )
+ - PRODUETSETVICE DescRIFTION ar naTE AMOUNT TAx
1 DasgnDengn Custom Design by Esthe 225000 i
]
Add lines Cloar all ines Add subtotal Subtotal $2,250.00
Massags displayed on estimate Toxabie sublotal $0.00
it
Dkcount porcent = 50.00
Messags displayed on statement Total 52.250.00
Estimate Tota| 52,250.00

@ Attachments
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@
{i@% Step by Step: Create an Invoice from an Estimate

To create an invoice from the estimate you just created, the easiest way to find that estimate is from
the Money Bar in the Customer Center.

1. Select Sales > Customers from the left navigation bar.

2. Click the Estimates rectangle in the far-left section of the Money Bar to display a list of open
estimates.

Customers

Customers oo |

$2.250 750 1,526 $5780 3,136
ETMATE %uwmusowwv zo'vuuue 2 ?}ﬁnmmms

3. Locate Diego Rodriguez on the list of open estimates.

J‘ Batch actions v o)
[l CUST®MER /PROJECT « / COMPANY PHONE OPEM ESTIMATES ESTIMATE AMOUNT ACTION
[] Diego Rodriguez [ (650) 555-4477 1 Open ssumsz= $2250.00 Start invoice

4. Find the estimate you want to turn into an invoice, then select Start invoice at the far right.

=D

L ‘CUSTOMER / PROJECT & / COMPANY PHONE 'OPEN ESTIMATES ESTIMATE AMOUNT ACTION

[ ] DiegoRodriguez [ (650) 555-4477 1 Open estimate $2,250.00 "{:..:@v_ojca
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5. Add the open estimate from the drawer on the right.

= = , =
(< Invoice Dleearowr G @ Hep X
Cuatomer Customar small e =T *  Addto Invoice
BiegoRacr ga: <i| | Disge@Rocriguar.com
0.00
All dates w
Hilling addham - [— [ —
Dizgo Roontue: Add all
321 Cronming
Polo Ao CA 94303
: Extimate #1001
s
$2,250.00
"
*  PRODUCT/SERVICE DESCRAFTION arny RATE AMOLNT TRX %:"i
Add lines Clear all lines Add subtotal Subtotasl $0.00
P —— i
Discount parcont ¥ $0.00
R —— Total $0.00
Balance duc $0.00
5 Al

Printer Preview ~ Mokerecumng  Customize

6. Make changes to the already-populated invoice, as required.

7. Select Save, Save and close (by clicking the drop-down box next to Save and Send), Save and
new, or Save and share link.

? 1 M0) x

(% Invoice

BALANCE DUE

— | a0 o $2,250.00

Bling addrens - [ [
321 Char
prRODUCT/SERVICE DEsCRTION arr AT AMOUWT TAX
Add lines. Clasr ofl linas. Akt watn Subtotal $2,250.00

Mossage on invoico Taxable subtotal $0.00
Discount percont $0.00

Total $2,250.00

Maessage on statement

Cancel Cloar
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When you create an invoice from the estimate, you can change the quantity of the line items on the
invoice. If you are invoicing for a smaller quantity than on the estimate you have the option for
QuickBooks Online to keep track of the quantity of each item on the original estimate and the
cumulative number of each item sold on subsequent related invoices. For this, turn on Progress
Invoicing. It will affect the number of each item available to bring over to future invoices from the
same estimate.

NoTE: If you do not want to invoice for the entire amount of the estimate, you can perform progress
invoicing, which is available in all subscription levels of QuickBooks Online. First, ensure that Progress
Invoicing is turned on. To do this click the gear icon - Account and Settings under Your Company
2 Sales tab 2 Progress Invoicing = pencil icon (or click anywhere in that section) and toggle
Create multiple partial invoices from a single estimate. Then click Save and Done.

Wccount and Settings CL .

Statements
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@
%@% Step by Step: Create an Invoice for Unbilled Activity

You can also easily create invoices for any unbilled activity.

1. Select Sales > Customers from the left navigation bar.

2. Click the Unbilled Activity rectangle in the left section of the Money Bar to display a list of

unbilled activity.

@ guickbooks = - Sample Company

Overview  AllSales  Invorces  Paymentlinks  Customers  Products and Services

Customers  Clear Fiter / View Al

8 wepes Qup A Q0 & O

$0 $750

OESTIMATE 3UNBILLED ACTMITY

1 $3.136
12 PAID LAST 30 DAYS

3. You could click Start Invoice in the far-right column from here to see the unbilled activity.
Instead, however, click Unbilled activity for Amy’s Bird Sanctuary.

Overview All Sales Inveices Payment Links Customers Products and Services

Customers  Ciear Filter / View Al

Unbied Lest 365 Bays Unpad Lest 365 Days
$750
$0 3 UNBILLED ACTVITY $1,526
QESTIMATE 10 OVERDUE

| 53136
| 12 PAID LAST 30 DAYS

@ Do you organize sub-customers ss projects? You can convert the first leve! of sub-customers nzo the r ewn project Cenvert now X
& Batch actions v Q
[] CUSTOMER/PROJECT » / COMPANY PHONE UNBILLED ACTIVITIES UNBILLED AMOUNT ACTION
Amy's Bird Sanctuar
0 y's Blir ry [ (650) 555-3311 1 y\gﬂﬁdﬂxw $375.00 Start invoice
— Video Games by Dan [<] (650) 555-3456 2 Unbilled scavites $375 00 Start invoice

s 12
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4. Find the one Time Charge activity that is outstanding (unbilled) for this customer; it will display
Start Invoice in the far-right column. Click Create Invoice.

»:  Amy's Bird Sanctuary & &

Add notes

Transaction List Projects

Amy's Bird Sanctuary | 4581 Finch St., Bayshore, CA 94326

Customer Details Late Fees

J( Batch actions v ) ( Filter v )

L DATE ~ TYPE

04/22/2021  Payment

04/21/2021  Peymant

04/20/2021  Time Charge

04/D/2021  Invoice

O|0o|0O

04/06/2021  Psyment

[[] 040672021 CreditMemo

[[] oar01/2021  inveice

NO. MEMO

6552

Custom Design

1001 Frontyard hedges, and side..

Crested by QB Online to link

1021

DUE DATE

04/22/20 21

04/21/2021

04/20/2021

05/20/2021

04/08/2021

04/06/2021

05/01/2021

f ™
) G

BALANCE TOTAL STATUS
5000 -$220.00 Closed
$0.00 -$108.00 Closed
$0.00 $375.00 Open
$0.00 $108.00 Peid
50.00 $0.00 Closed
5000 -$100.00 Closed

5239.00 $459.00 Overcue

$239.00

$239.00

OVERDUE

1-90f 9

ACTION

geﬁf invoice

Print w»

Print w

Receive payment v

NOTE: If you have multiple activities listed here (instead of just one), you can start an invoice for one
unbilled activity and bring other unbilled activities in from the drawer on the right to add them as

well.

5. Add any additional charges, sales tax or discounts then click Save, Save and close, Save and

new, Save and send or Save and share link.

(% Invoice

1 linknd Time Cosege
Cum omar Customer smail

v | | rdedimurca

Bllfing address T

Lauterbech
Amy's Brd Sanciuery
4531 Finch 5t

Baythor= CA 94326

Togr T

*  PRODUCT/SERVICE

Clost sil linas Add subtotsl

Message on statemant

DEICTIFTION

$375.0

arn RATE AmMgLNT ™Y

Subtotal
Tawable subtatal $0.00

- 8%

Total

Balsnce due

& @ X

<

4 ANCE MY

$375.00

§0.00
$375.00

$375.00
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Enter Transactions from the Sales Transactions Page (Sales Center)

Step by Step: Create an Invoice

1. Click Sales - All Sales from the left navigation bar.

@b guickbooks = Ssample Company

4+ New Qverview All Sales Invoices Payment Links Customers Products and Services

Dashboard Salés Transactions

Banking

Unbilled Last 365 Days Unpaid Last 365 Days

$375 $1,526

Sales

Expenses 1 UNBILLED ACTIVITY 10 OVERBUE

Projects

Payroll

( Filter ~ ) Last 365 Days

J:( Batch actions v )

Time

Reports

2. This opens the Sales Transactions or Sales Center. Under the Action column (1), there are
suggested next steps. You can filter the Money Bar (2) here the same way you can in the
Customer Center. You can also create a New Transaction at the top right of the screen. Click
New transaction = Invoice (3).

= Ssample Company 8 Wepes QHap Q QO & GI

QOverview All Sales Invoices Payment Links Customers Products and Services
Sales Transactions ( Import Transactions v )
Invoice
Unbied Last 365 Days Unpaid Last 365 Days Pad
Psyment
$0 $375 $1,526 $3,136 Estimate
0 ESTIMATE 1 UNBILLED ACTVITY 10 OVERDUE 12 PAID LAST 30 DAYS 3
Payment Link [E2

Salss Recsipt

CreditMemo

Batch actions v Time Activity
¢ Conmhecions + ) Sl R—

1-67 of 67
:‘ DATE v TYPE NG CUSTOMER MEMO DUE DATE BALANCE TOTAL  STATUS
[[] 051972021 Invoice 1039 Amy's Bird Sanctusry 06/18/2021 $375 00 5375.00 Open Receive payment v
[[] 0571922021 Invoice 1038 Diego Rodrigusz 06/18/2021 $2,250.00 $2,250.00 Open Receive payment v
[[] o0sr19/2021  Esumane 1001 Diego Rodriguez 05/19/2021 $000 $2,25000 Closed Print v

04/23/2021  Invoice 1037 Sonnenschein Family St 05/23/2021 $362 07 $362.07 Open Receive payment v
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3. Create a new invoice for Video Games by Dan. When you enter the customer name, QuickBooks
Online opens a drawer on the right that shows time or expense activities that have been marked
billable or any delayed charges or credits for this customer. You can easily add them to the
invoice. The difference between creating the invoice from here (in the Sales Center) vs. creating
it from the Action column for that customer or activity, is in the Sales Center you have a choice of
what you are adding (you can click Add for each item you wish to add or you can click Add all if
you wish to add them all); if you create an invoice from the Action column, it automatically puts
the unbilled activity on the invoice.

(5 Invoice DTskeswour @) Help X
Customar Customer omail Ce/Bee b Add to Invoice
Wdea Games by Der - Videogemes@inwuiz.com
5 =] $0 00 Filter by
S B
All dates w
Billing address Terms o mata
41 6 Add all
Charge #1
ogs® Mensge tags s
$300.00
Installation of landscampe
design
# PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT TAX Add ®pen
i}
B Charge #1
Apr 20
75.00
Addlines | [ Cloeralllines | [ Add sublotal Subtotal 50.00 B
Weekly Gardening Service
Mossago on Invoice L—
Add Open
Thank you for your business and have » great dey!
—
"
Discount tporcont v 50.00
Message on statement Total $0.00
Balance due $0.00

Cancel Clear Printor Preview | Makerecurming  Customize Save Saveandcose v
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4. Invoice just for the installation by clicking Add (and you can collapse the drawer by clicking the
sideways caret if you want, as indicated in the previous screen capture), and you'll see there is a
hyperlink to 1 linked Charge in the top left portion of the invoice. Then Save and close.

i!‘:\,- Invoice I Drskeatorr G (@) Help M
1 Wik Chvars b
Customer omail () CefBee WAACE D
$300.00
Biling addross Torms ® —— Trum st
Net30 anaj
Tags @D Menage tegs
# PRODUCT/SERVICE (2) DESCRIFTION ary RATE AMOUNT TAX
1 Lendscaping:Installation Installation of landscape design e 30 00 @ [i1]
[i]
Addlines | [ Cloaralllines Add subtotal | Subtotal $300.00
Massaga on invoics Taxable subtotal $0.00
Thenk you for your business and hsve & great dey! =
i
Discount percont ¥ 50.00
Massago on statemont Total $300.00
Balance due $300.00

Cancel Clear Printor Preview | Makerecumng  Customize

5. This brings you back to the Sales Transactions list. To clear any filter resulting from the Money
Bar selection, so you can see all the transactions, click Clear filter / View all at the top of the
table, if it is visible. Note this table is sorted by date. You can sort by any column header by
clicking that column’s header (clicking sorts by that parameter; clicking twice sorts it in reverse

@verview All Sales Invoices Payment Links Customers Products and Services
. =
Sales Transactions 1 Import Transactions v ) New transaction v
Unblled Last 365 Days. Unpad Last 365 Days 43
$0 $75 $1.526 $3,136
0 ESTIMATE 1 UNBILLED ACTIVITY 12 PAID LAST 30 DAYS

Lot 65y Incices X Overdoe
Batch actions ~
(e =)
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6. If you don't see the columns you need, click the grid gear icon above the Action column and
choose the columns you want to display. Then click the grid gear icon again to make that list of
columns disappear.

Overview All Sales Invoices Payment Links Customers Products and Services

Sales Transactions ( Import Transactions ~ \ Newmmcﬁm v

Unbilled Lest 365 Days Unpa d Last 365 Days Prig

$75

$3,136
1 UNBILLED ACTMITY 12 PAIDLAST 30 DAYS

-~
e
—Batch actions v

¥ — / % \

Columns
[] paE~ TYPE NO.  CUSTOMER MEMO DUE DATE BALANCE TOTAL  STATUS [ Method
D 05/19/2021  lnvaice 1040 Vidso Gamas by Dan 06/18/2021 $300.00 $360.00 Open [: Sourcy
[] Aging
[] osnoeszoz1  iaveice 1039 Amy's Bird Ssnctuery 06/18/2021 $375.00 $375.00 Open Bl Lost delivarad
. [] emait
[] osr19/2021  tnvoice 1038 Diego Redrigusz 06/18/2021 $2,250.00 $2,250.00 Open —
[] attachments
[] osn9z021  Esimere 1001 Diego Redriguez 05/19/2021 5000 $2,250.00 Closed =] eo
v Show More
[] oar232021  invoice 1037 Sonnenschein Family Sz 05/23/2021 5362.07 $36207 Open
Rows
[] oar232021  iavoice 1036 Freeman Sporting Goo.. 05/23/2021 $477.50 $477.50 Open 150 ¥
[ oar23/2021  reymen Freeman Sporting Goo 04/23/2021 5000 -5387.00  Closed
[ oar23/2021  peyment Caol Cars 04/23/2021 50.00 -81,67552  Closed

Step by Step: Receive Payment

1. The next step is to receive payment. Dan sent us a check for $300. Click Receive payment next
to his name.

Overview  AllSales  Invoices  Paymentlinks ~ Customers  Productsand Services
Sales Transactions Import Transactions ~ New transaction v
Unbed Lost 365 Days Unpe d Lost 385 Days Pald
$0 $75 $3,136
0 ESTIMATE 1 UNBILLED ACTMITY 12 PAID LAST 30 DAYS
-~
Filter v ) | 251365 Days
J‘ Batch actions v ’ )
1-68 of 68
[] parE~ TYFE (-8 CUSTOMER MEMO DUE DATE BALANCE TOTAL  STATUS ACTION
[] 0571972021 lawoic= 1040 Video Gemes by Dsn 06/18/2021 $300.00 $300.00 Open
J 05/19/2021  Invoice 1039 Amy's Bird Sanctuary 06/18/2021 5375 00 $37500 Open Receive payment v
| puagiansi i T M TP T favaionans = g0 oo TR e i iaice R
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2. Alist of Outstanding Transactions shows up for this customer with the invoice being paid
checked. You can deposit to Undeposited Funds or directly into a bank account. In a real
company, if you're signed up for QuickBooks Payments, you would see a box to check to process
a credit card here. You'll learn more about payments in Module 5. Specify the Payment date, the
Payment method, the Reference no. (check number), choose Undeposited Funds -> Save and

close.
(% Receive Payment @ Heip| X
” $300.0

Video Games by Dan . Find by invoice no.

Outstanding Transactions
| Fitter > Al

O DESCATFTION DUEDATE ORIGINAL AMOUNT DPENBALANCE PAYMENT

o ce % 1040 (05/19/202 DA

Amount to Apply $300.00
Amount to Crodit 50.00

(' Clear Payment

Cancel Clear Print Saveandnew v

From the Sales Transactions page you can enter transactions contextually based on the currently
listed transaction (click the drop-down in the Action column for that transaction), or you can create
new sales transactions (click the New transaction drop-down at the top of the page).
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Enter Transactions from +New

Topic 1: Sales and Revenue Transactions

If you have the expanded view of +New open, you can see a list of sales type transactions under the

Customers column.

CUSTOMERS

Invoice

Receive payment
Estimate

Credit meme
Sales receipt
Refund receipt
Delayed credit

Delayed chargs
| S—

VENDORS
Expenze

Chack

Bill

Pay bills
Purchass order
Vendor credit
Credit card credit

Print chacks

EMPLOYEES

Payroll #

Time entry

OTHER

Bank deposit

Transfer

Journal entry

Statement

Invantory gty adjustiment

Pay down credit card

Show less
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Step by Step: Enter a Delayed Charge

1. To open +New, click the +New sign at the top of the left navigation bar in QuickBooks; if you
don't see the expanded view, click Show more.

2. Click Delayed Charge. A delayed charge is a non-posting transaction; you're telling QuickBooks
Online you will need to invoice a customer for something in the future. Let's say you are a
landscaping service and do gardening for multiple customers. Every day you record where you
gardened that day, but you invoice only once a month. You can record that activity in
QuickBooks Online as a delayed charge and, at month end, create an invoice.

CUSTOMERS VENDORS EMPLOYEES OTHER
Invoice Expense Payroll # Bank demposit
Recaive payment Check Time entry Transfer
Estimate Bill eurnal entry
Credit meme Pay bills Statemant
Sales raceipt Purchase order inventory gty adjustment
Refund receipt Vender credit Pay down credit card
Delayed credit Credit card credit
Delayed charge @ Print chacks
Show less
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Topic 1: Sales and Revenue Transactions

3. Enter Amy’s Bird Sanctuary. In the Date field type a w to select the beginning of the currently
displayed week. Enter Gardening under the Product/Service column. Enter 4 under the QTY
(Quantity) column and $35 under the Rate column. Click Save and new.

(% Delayed Charge

Eartarme

Amy's Bird Sanctuary

Delayed Charge Date

Add lines Cloor all ines

@ Attachments  Maximum size 20M8

DESERIPTION

Weekly Gerdens

ng Service

& @ Hep X

$140.00

ary RATE AMOUNT TaX
" veen ]
[i]

Total $140.00
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Topic 1: Sales and Revenue Transactions

4. Enter Amy’s Bird Sanctuary. In the Date field, type a k and +. K brings you to the end of the
currently-displayed week and the + advances a day, which brings you to the beginning of next
week. Enter Gardening under the Product/Service column. (Some of this might be there already,
if the Automation preferences are set to Pre-fill forms with previously entered content in Account
and Settings.) Enter 3 under the QTY column and $35 under the Rate column. Click Save and

close.

(X' Delayed Charge

Delayed Charge Date

T

¥ PRODUCT/SERVICE DESCRIPTION

Add lines Cloar all lines |

Lendsceping:Gerdening Weekly Gerdening Service

8 @ Hep X

$105.00

ary RaTE AMOUNT TaxX

= =

Total $105.00
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1.

Topic 1: Sales and Revenue Transactions

Step by Step: Create an Invoice from +New

From +New choose Invoice.

CUSTOMERS VENDORS EMPLOYEES OTHER
Inveice ] Expense Payroll ¢ Bank eeposit
Receive payment Check Time entry Transfer
Estimats Bill Journal entry
Credit memo Pay bilts Statement

Sales receipt Purchase orcer fnventory ety adiustment

Refund receipt Vendor credit Pay down credit card

Delayed crecit Credit card crecit

Delayed charge

Print checks

Show less

2. Enter Amy’s Bird Sanctuary. As soon as you enter the customer name, if there are any unbilled
(delayed) charges (or credits) or unbilled time (or expenses), a drawer opens on the right so you

can easily add them to the invoice.

~ .
(% Invoice k- & @ X
G Cumomec sorsd * | aAddto Invoice
ARRYLCYE SALANEE DuE
amye B dSanciosr] BirgsGintu Tcom so 00
[[] sendisee ® .
All dates -
Biling addrors - [, Dyt deke
Ay Brd Sanctusry
2581 Finch St )
Heyshors CA 92326
= Charge #1
-t May 18
$140.00
Add Ogen
#  PRODUCT/SERVICE CESCRIFTICON ary RAYE AMCUNT TRX
Charge 32
May 23
$105.00
Add lines Cleat ol liney. Add subtotal Subtotal $0.00 Weekly Gardening Service
Toxabis subtotal $0.00 Add One
” - 8%
it
Discount percant v 50.00
Mexcaze on statamom Total 30.00
Balance due $0.00
At
Gancel Tear Save Seve and dose -
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3. Click Add all then Save and close.

Topic 1: Sales and Revenue Transactions

(S Invoice

Customer @D Customer email () TalBer
Amy's Bird Sanctuery = @
] sandimer @
Billing addross. Torms () Irecico date [
Amy Lautarbach . 3
Amy's Bird Sanctuery
4581 Finch St
Bayshore, CA #4326
Taga (5
¢ PRODUCT/SERVICE (1) DESCRIFTION
1 Landscaping Gardening Wezkly Gerdening Service
2 | Landscepin Weskly Gerdening Service
Add lines Cloaralllinos | [ Add subtotal

Message on invoice

Thenk you for your bus'ness and have a great dey!

Messago on statement

Print or Preview

DTakeatour ) (@) Help X

ALANTL 41l

$245.00

RATE AMOUNT X

W0 @ i

@ m

]
Subtotal $245.00

Taxable subtotal 50.00

Calfaerid v 8% 000
Discount percant ~ * $0.00
Total $245.00
Balance due $245.00
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Step by Step: Recurring Transactions

If you have monthly recurring charges and you don’t want to have to remember to enter them,
QuickBooks Online can create an invoice automatically and email it to your customers. Use the
Recurring Transactions feature. Most transactions (sales, purchases and journal entries) can be made
recurring.

1. From +New click Invoice.

CUSTOMERS VENDORS EMPLOYEES OTHER
Invoice ] Expense Payroll # Bank seposit
Receive payment Check Time entry ransfer
Estimate Bill Jeurnal entry
Credit memo Pay bills Statement
Sales receipt Purchase order Inventory gty adjustment
Refund receipt Vendor credit Pay down credit card
Delayed credit Credit card credit
Delayed charge Print checks
Show less
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2. Type Bill's Windsurf Shop and choose Pest Control under Product/Service. Leave the quantity at
1 and the rate at $35. At the bottom of the screen click Make recurring.

& Invoice Drkesonr & @ Hop X
Torms (D) Invvgice date Dot derts
Net 30 .
Tags D Manage tags
¢ PRODUCT/SERVICE ESCHITION arr naTE AMOUNT ™
——
[+] 1| Past Control:Past Control Pest Control Services | is §5.00 O @
[i]
Add lines Clearalilines | | Add subtotal Subtotal $35.00
MpssdgdohinveicS Taxablo subtotal $0.00
Thanx you for yeur business and have a great da,
youTory g Y —
i
Discount parcont ¥ $0.00
Message on statement Total $35.00
Balance due $35.00
@ Attachments  Meximum s ze. 20ME
Print offeview  Makerecumng | Customize Save Saveandclose v

Cancel Clear
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3. This opens a screen where you can create a recurring invoice template. You can name the
template, say whether you want it automatically entered, choose to send an email automatically
and, if scheduled, set up the schedule. Click Save template.

~ 5
& Invoice & @ree X
Recurring Invoice
Type
Scheduled v | Create days in advance
Camtrmme Emil Optiens.
8il's Windsurf Shop - Surf@ltuit.com Aptomaticallyjesnd;emisify
[]Print iater
Ce/Bec nclude unbilled charges
[ St clate Eat
Monthly v | on| day v | 1s v | ofevery month(s)
Torms
Nex 30
Tags @
# PRODUCT/SERVICE DESCIFTION ary RATE AMDUNT =X
1 Pest Control:Pest Control Pest Control Services i
[i]
| Addlines Clear all lines Add subtotal | Subtotal $35.00
Massaga on invoice Taxablo subtotal $0.00
Thank you for your business and have a grear day
it
Cancel Clear Customize e i

You have a lot of flexibility when creating a template. Experiment with it in the sample file. Note that
if you have an already-recorded transaction and want to make it recurring, you can open it up and
click Make recurring at the bottom of the screen. Remember that most transactions can be made

recurring.
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Step by Step: Recurring Transaction List

Topic 1: Sales and Revenue Transactions

1. To see a list of recurring transactions, click the gear icon and open Recurring Transactions

under Lists.

YOUR C@MPANY
Acceunt and settings
Manage users
Custom form styles
Chart of sccounts

QuickBooks labs

LISTS

All lists

Products and services

Recurring transactions @

Attachments
Custem fields

Tags

You're viewing QuickBooks in Accountant view. Learn more

TOOLS

Order checks
Import data

Import desktop data
Exoort data
Recencile
Budgeting

Audit log
SmartLook

Resolution center

PROFILE
Feedbsack

Privacy

Switch to Business view

2. From here you can add new templates, edit an existing template, use an existing template,
duplicate it (a good starting point for a new template) or delete it.

Recurring Transactions

< All Lists
TEMPLATE NAME v TYPE
Telephone 8ill Scheduled

Monthly Building Lease Scheduled

Bill's Windsurf Shop Scheduled

TXNTYPE

Bill

Bill

Inveice

INTERVAL

Every Month

Every Month

Every Month

PREVIOUS DATE

NEXT DATE

05/08/2021

05/08/2021

06/01/2021

CUSTOMER/VENDOR

Cal Telsphone

Hell Properues

Bill's Windsurf Shop

AMOUNT

7430

900.00

35.00

Duplicate

Delste






