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Topic 1 · Sales and Revenue Transactions

• 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 OuickBooks 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.

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. 
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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 

Account and settings ]� ""'" 

Manage users Products and services 

Custom form styles Recurring transactions 

Chart o' accounts Attachments 

QuickBooks labs Custom fields 

Tags 

You're viewing QuickBooks in Accountant view. learn more 

fA My Experts (!) Help

Order checks g 

Import data 

Import des op data 

Export data 

Reconcile 

Budgeting 

Aud· log 

Smartlook 

Resol ion cen er 

PROFILE 

Feedback 

Privacy 

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 OuickBooks 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 

OuickBooks Payments. Signing up for OuickBooks payments lets your customers pay on line by ACH 

or by credit card (fees apply). 
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ccount and Settings 

eo..,., 
Customi.1:1 

........ 

l"log1e11 lmloklng 

CuJto,.,iet�w,y forrntW)Olttoyo,..r ai1to-, I ♦JI. f• :f@§§I§♦ I 

Customfielcb 

Off 

Off 

Off 

Off 

Topic 1: Sales and Revenue Transactions 

-----------------------"""-· I 

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 Newstyle v 

(All tsts 

Fi: -I·◄• 
Estimate 

Sales receipt 

Nodataavailab!e 

Change the name of the invoice template from the generic My INVOICE Template - 00-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. 

 



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

Design Content Emails 

I Esther's Default Invoice Template 

• 

Airy new 
EJ r· 
Airy dassic Modern 

O Add your unique logo 

• • Splash on some color •• 
I_Ff Get choosy with your font 

r When ;n doubt, pr;nt;, out 

■ 

Fresh 

• ■

Bold Friendly 

Craig's Design and Landscaping Services 
123S,arraWay 
San P11tilo,CA87filQII 
nQC'9Ply@qulci<bookJ.c,om 

Invoice 

BILL TO 
SmMC. 
1231.ta,nStaet 
Cny CA\234.5 

12/01/2016 OHcript,onaflh•ru,m 

DHcnpt,onafWllt!m 

INVOICE# 12345 
DATE 01/12/2016 

DUE DATE 02/12/2010 
TERMS Net30 

SUBTOTAL 
DISCOUNT2"' 
TOTAL TAX 
TOTAL 

22500 

2:25.00 

675.00 

-13.50 

101.25 
sne.25 

$776.25 

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. 

I 



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

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. lf these options are 

not visible you can make them appear by clicking Show more activity options. 

Table 

Account summary 

0 Show on invoice 

Activity table 

COLUMNS 

··· i;zj Date 

•.. � Product/Service 

Content 

D Include descr,pt,on here 

0 Category 

... 
� 

Description 

D Include Ouencry t1nd Rtite 

... 
� 

Quantity 

··· i;zj Rate 

... f;zJ Amount 

... 0 SKU 

Show more activity options 

EDrT LABELS AND WIDTHS 

Craig's Design a.nd Landscaping Services 
�- -.. way 

_ilflPat110-::..A::-ovg 

- ..

nvo 

DATE 

12/01/2016 

01112/2010 

0.K:npt."Onof!h.11 ..... 

Oescnp00noflhettem 

( 

HVOICEff 
DATE __ G 

DUE OAT£ .: 1:.. e 

TERMS 

AMOUNT 

45000 

-' 

r ., 

S776.25 

F) ♦+;,,&

I 
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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. 

Design Content 

.., How your invoice appears in emails 

Full details 

• Summarized details 

[;zj PDF Attached 

... Standard email 

Edit the email your customers get with every invoke 

Subject 

Invoice from Craig s Des gn and landscaping SeN ce� 

Emails 

� Use greeting Dear v [FullName] 

Mecceige to customer 

Your nvo ce s enached. Plea1oe rem,t peyment et yourearl1e5t conven ence. 
Thank you for your bus ness - we appreoate ,i very much.. 

S;ncerely, 
Cr11ig's Oes·gn end landscap ng Services 

► Reminder email 

V 

Sub;ect Invoice from Craig's Design and Landscaping Services 

From quickbooks@notifica·on.intuit.com 

INVOICE 12345 

Craig's Design and Landscaping Services 

DUE 02/12/2016 

$776.25 
Print or save 

Powered by OuickBooks 

Dear (customer full name} 

Your invoice is attached. Please remit payment at your ear1iest convenience. 
Thank you for your business - we appreciate it very much. 

Sincerely, 
Craig's Design and Landscaping Services 

( r iew >F ) ♦+;,,-

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 

OuickBooks, 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. 

I 
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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 OuickBooks Online Plus and Advanced. 

Products and servkes Show Product/Service co!um n o sales forms G)

Show SKU co umn G)

Turn on price rules ell
.................................. 

Track qua ttty and price/ra e (D

rack inven ory q an ·ty on 1and G)

(Cancel) Save
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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 C) 

Progress Invoicing 

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 ____ 1,.l _re_r_m_o_nt_h ___ v_J 
D Apply an upfront, one-time flat fee 

Grace period 

Grace period begins the day after the due date. late fees will not 
accumulate during that ·me. 

None VI 
Appears on invoices as 

If you dele1e this item from the Products and Services list, late fees will no 
longer apply. 

l Late fee 

Apply Sales Tax 

CJ 

There may be lim· son 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. 

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 OuickBooks Online. This is the 

section in the Sales tab of Account and Settings where you turn on the ability to perform Progress 

Invoicing. 

Progress lnvoidng Create m !tip[,,, pa Lial i voices fro a single estimate 

(Cancel) 
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Other Sales Settings 

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

Messages Default email mejssage sent with sales forms 

� Use greeting I Dear • I� Na e] • I 
Sales form (v 

Use standard message 

Email subject line 

[ Invoice from Craig's Design and Lands, ] 

Email message 

Your invoice is anac ed_ PleBse rem ii payment at your earlrest convenience. 

Thank you for your business - we appreciate it very much_ 

Sincerely, 
Craig s Design and Landsceping Services 

D Email me a copy a noreply@quickbooks.com 

Copy (Cc) new invoices to address 

Se 8 ,plee a 

Blind Copy (Bee) new invoices to address 

Sales form 

I Es ·mate • 1 (1) 

L _J 
(cancel)-
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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 placeholders in the email. 

Subject line 

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

� Use email greeting 
�
[ _D_e_ar ___ v�J I [Full Name] 

Email message 

We're sending a reminder to let you know that invoice [Invoice 
No.] 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 a copy to noreply@q ic boo s.com 

Automatic invoice reminders U 

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

Reminder 1 13 day(s) before due date) Off 

Reminder 2 (On due da e) Off 

Reminder 3 (3 day(s) a er due date) Off 

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 on line invoice. 

Online delivery Email op•ions for all sales forms 

• Show short.summary in email 
Show full de ails in email 

� PDF Attac ed 

Additional email options for invoices 

I Plein text y I 

(Cancel) 
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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 G) 
List each transaction including all detail lines 

Show aging able at bottom of statemen. G) 

( Cancel ) 

Advanced Settings 

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

Automation Pre-fill forms with previously entered content G) 

Automatically apply credits G) 

Automatically invoice unbilled activity G) 

Avtomatfcally create invoices. and don rt notify me .-

Schedule 

Fmhly "-1 on �7 � o every J 1 ] months(s) 

Automatically apply bill payments G) aJ 

( Cancel ) 

If you turn on the preference to Pre-fill forms with previously entered content, OuickBooks Online 

will copy the information from the last transaction using the same customer. 

If you turn on the preference to Automatically apply credits, OuickBooks 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 

invoice. 
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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: 

u omatically invoice billed activi G)

Automatically create invoicas and don't notify mQ 

tomat1celly c.ireate invoices a d no ·• , e 

Re in e o ere ete inv ices 

� mo ths(s}

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. 

Sc edu e 

Mo ,hly .,,. on I day ,... 
11 

1.st .,,. o- every I 1 I morr _ sJ 
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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 OuickBooks 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 OuickBooks Online. 

Overview All Sales Invoices Payment Links Customers Products and Services 

Customers 

Unb t'dl.Jost365Dliys Unpedl...!lst365Days. 

$750 
3 UNBILLEOACTMTY 

I $1,526 
100VERCUE 

I O Do you org1miz11 sub-aistOfflGrs as projects? You can con�ert the fim le� of sub-custome� ntothe r own pro;ect Convert now 

Eme>I 

[;ZI 
M11kein110:;ve 

Se'eci:cui:1omer1ype 

D B, 1W,ndi:urfSl,op 

[;ZI 
Cool Cars � 
CoolCarsa 

[;ZI Diego Rodriguez B 

r 

0 Dukes Basketball Camp C:::, 
Dvkes B11sketbe l Camp 

(650)555-3311 

(415)444-6538 

(415)555-9933 

(650)555-4477 

(520)420-5638 

Pod 

$3,136 
12PAIDI.ASD0DAYS 

( Cu,tome,type, 
) •iii ih:H::11-0

$239.00 R-iVQpaymQnl.., 

$85.00 R .. c .. ivupaymanl ,.. 

S0.00 Creeteinvoic. ,.. 

S0.00 Cr1111t11invo!ca • 

$0.00 

1
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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 OuickBooks 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 .

.J; ( Batch actions • )
\ii-aiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiiii� 

0.. 

□ CUSTOMER/ PROJECT � / COMPANY PHONE 

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

□ CUSTOMER/ PROJECT '" / COMPANY 

D Amy's Bird Sanctuary B 
A,r, 18,rdSu1ctu11,y 

□ Bill'sWindsurfShop B 
B , W,nd•u.f Shop 

D CoolCars B 

Cool Cars 

D Diego Rodriguez B 

PHONE 

{650)555•3311 

{415)444-6538 

{415)555-9933 

{650)555-4477 

OPEN BALANCE - -�--"I 

S239.00 Createestimete 

Sendpeymemlink� 

S8500 Create charge 

Createtimeecrivity 

5000 M11ke1necti11e 

Create �:atemem 

50.00 ___ -t!) 

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 

lilllo,go,d,;lr.,.• 

o�w<>Rodn51,.,.: 
311 a-.�'"'"'!il 
Plo!oA1111 CA 94lC3 

I O....g..Oe11g11 

Q,V 

,.. 

It 

@ (!) Holp 

$2,250.00 

"'°""' '"" 

US0.00 m 

m 

Subtot�I S2,250.00 

, __ oi.iS0.00 

' .

Dlf<ountpt,tnonl S0.00 

Toull 52,250.00 

E.ctimoteTot.ol 52,250.00 
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� 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.

lnvo,ces Payment Linn Custom«s f'roduet1.11ndS..rv.ces 

( Customertype, ) E:Wl-'i •"iliifi♦

$750 
l UNll.1.£0 ACTMiY 

I $1,526 
.........

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

J; ( Batch actions • ) 

□ CUSTOMER/ PROJECT • / COMPANY 

$3,136 
11MDI.ASTJOD&l'S 

D Diego Rodriguez � (650)555-4477 1 Openeit•mate $2250.00 StortinvoiOD 

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

J; ( Batch actions ,.. ) 

□ CUSTOMER/ PROJECT • / COMPANY PHONE OPEN ESTIMATES ESTIMATE AMOUNT 

0 Diego Rodriguez B {650)555-4477 IOpene,i;:imete S2,250.00 

ACTION 



Course 3 - Record Transactions in OuickBooks Online 

5. Add the open estimate from the drawer on the right.

(':) Invoice 

c--© ea..---@ 

��-•_,,_,_�_,,_"'_' ---�· l D,t,go-ORod,;g�n,_ 

�d.lr.•· (!) 

._ ....... 

0,•goRoor,g_e: 
321CtltM,"II 
f'tlo A.�o CA 'i'QOJ 

I PIIODUCT/$(JMa (i) 

Topic 1: Sales and Revenue Transactions 

Subtotal 

Tot.I 

$0.00 

m 

m 

S0.00 

S0.00 

S0.00 

Balance due S0.00 

Add to Invoice 

, .. ., 

Al d.ites 

E5tlm•tei11001 

M•yl9 

52,25-0.00 

________________________ -_._.�_-_·_· __ ... _"'_•=_•_"'_"_c"_=_~_, ____________________ "'_� __ .. _�_·""_"""' __ ·_I

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.

(';) Invoice 

c..-(!) 

.......... 

o.go1toc1,;1;e: 
n, c�.,.,,."il 
... ,o&/toCA 9,303 

,,____,CD 

f HOOUCT/HIMCII: '!) 

1 Du "0."P" 

Addh, r 0.-al.,_ 

........... 

It 

� """' ® (i) Help 

.....,.,DU\ 

$2,250.00 

Subtotal 

Totol 

• 

m 

52,250.00 

S0.00 

52,250.00 
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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 

OuickBooks 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 OuickBooks Online. First, ensure that Progress 

Invoicing is turned on. To do this click the gear icon ➔ Account and Settings under Your Company 

➔ Sales tab ➔ 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.

ccount and Settings 

"-

Progress Invoicing 

SWementJ 

Off 

Serv,cedate 

°'""'' Off 

, ... 0,, 

0 

0Htt mi,,• l)l•�rt.1 ·1,,0·,:ut,,om •li�·•ffl>Nte 

� 

Caocel --

Off 

© Help 

., 

" 

" 
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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.

Qb qu'1ckbooks 

+ New 

Dashboard 

B.inking 

s.1� 

Expenses 

Overv,ew All Sales lnvo,ces Payment Links Customers Products and Services 

Customers ClearF.lter/ViewAll 

$0 OESTIMAiE I $750 3UN81LLEOACTMTY 
I $1,526 
""""""" 

$3,136 
12l'AIOLASTJODAYS 

f}, My Experts (z) Help Q_ C @ G 

( Customertypes 
) Eiiff:Ut+:NHO 

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 Sa'.es Invoices Payment Links Customers Products and Services 

Customers C'earFilter/ViewAI! 

Unb edl..an365Days Unpedl..an3650ays 

$750 
JUNBILlEOACTMTY 

I $1,526 
ID<MHIJUE 

0 Do you org .. nil" sub-custom.,,o, as proj.,cb? You cen conven the f\rn level of sub-cu�1omers n10 the r own pro1eCT- Conwm now 

-" ( Batch actions • ) 

□ CUSTOMER/ PROJECT • / COMPANY 

D 
Amy's Bird Sanctuary � 
Amy, B rd S11t'!CTLJ11ry 

D 
Video Games by Dan � 
\i1d�o G11me• by Dan 

0. 

(650)555-3311 

(650)555-3456 

$3,136 
12 PAID USTlO DAYS 

UNISIU!:DACTIVITI� 

1!.!nb
�

11a•l!a.): 

2 Unb,lled �ct,v,te$ 

( Cuotome,type, > •Hi Hi+l::IIHD 

X 

ACTION 

$375.00 St11rtinvoice 

$375 00 St11rtinvoice 
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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.

I ➔, Amy's Bird Sanctuary � ,!) 

Amy'sB,rdSanctuary 

Add notes 

4581 Rnch St., Bayshore, CA 94326 

Transaction list Projects Customer Details late Fees 

$( Batch actions • ) � 

□ DATE ... TYPE NO. MEMO 

□ 04/22/2021 Payment 

□ 04/21/2021 Pl!lymem 6552 

□ 04/20/2021 Time Charge Cu!otomOe51gn 

□ 04/20/2021 Invoice 1001 Fromyardhedgei;,and&ide .. 

□ 04/06/2021 Payment Created by QB Online to link. 

□ 04/0o/2021 Credit Memo 1026 

□ 04/01/2021 lnvo,ce 1021 

DUE DATE BALANCE TOTAL STATUS 

04/22/2021 sooo ·S220.00 dosed 

04/21/2021 S0.00 -$108.00 Closed 

04/20/2021 S0.00 $375.00 Open 

05/20/2021 S0.00 $108.00 Paid 

04/06/2021 S0.00 SO.CO Closed 

04/06/2021 S000 -$100.00 Closed 

05/01/2021 $239.00 S459.00 Overoue 

GQ EIM+++,i-
s239.oo 
OPEN 

$239.00 
OVERDUE 

1.9of9 

I 

n � .., 

ACTION 

cr".ffe;• invoice I 
Prinl . 

Print ...-

Receive payment ,. 

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 

,..,_TI..a...g. 

�
c..._,-_(!)�----

� 
c.n--..-0 

LI Affl
_

,
_

,
_

,,
_

,s-
_

o
_

•••---� 
.. I B ,d ... nu .. >t.�om 

9ill"'iJ..idr ... 

Arl')'U�e•b-odl 
Arnt1BrdS....a.,1'f 
llS41FnchS< 
a.1sho,� CA 91.3:'o 

t PIIODuc:TIUIMC,:(D 

<e, Ta\Al.ttour {§} {!) Help X 

$375.00 

Subtotal 

1 ....... l>hcou,lso.00 

. ... 

Total 

Balance due 

6' II 

II 

S375.00 

S0.00 

S375.00 

S375.00 

Cancel dea 
Pnnt Of F'fov,ew M£�c rccumrog Cus.tomi.ro Smm S.-..tdos. ., 
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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.

Sample Company 

All Sales Invoices 

( Filter .., ) Last 365 Days 

$ ( Batch actions .., )

Payment Links Customers 

Unbilled LBs. 365 Doys 

I $31s

II 
1 UNBILl.ID ACTMTY 

Products and Services 

Unpa d last 365 Day; 

I $1,526 
100VERIXJE 

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).

= Sample Company E}, My Experts G) Help Q. 0 @ G 

Overview All Sales Invoices Payment Links Customers Products and Services 

Sales Transactions 

�
last365Days 

J: 
( Batch actions " ) 

D DATE• TYPE 

D 05/19/2021 lnvo<ce 

D 05/19/2021 Invoice 

D 05/19/2021 Esuma:e 

04/23/2021 lnvo,ce 

Unb ed 1..iist 365 Oeys 

I $375 
1 UNBlllIDACTMTY 

1039 Amy'sSirdSancruary 

1038 Diego Rodrigue: 

1001 D,ego Rodriguez 

1037 SonnenscheinFamilySt 

( Import Transactions " ) 

Pod 

06/18/2021 $37500 S375_00 Open 

06/18/2021 S2,250.00 $2,250.00 Open 

05/19/2021 so 00 S2,25000 dosed 

05/23/2021 S36207 S362.07 Open 

Sa es Receipt 

Cred'tMemo 

Time Activity 

1-67of67 

Receive payment .. 

Receive payment • 

Print• 

Receive a ment • 
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3. Create a new invoice for Video Games by Dan. When you enter the customer name, OuickBooks

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.

(�) Invoice 

Customer (D Customeumeil (D 

=1 V.=d•o=G•=m••=b,=D•"=====• I V'deogamesG,n1u;1._com 

Billing address 

DanWilks 
V.deoGarnesbyDan 
202ManSt 
Tuc.on.A:Z.8570,: 

Tags@ 

Ter""'(i) 

I PRODUCT/SfRVICf Ci) 

Mes .. geon·nvo·• 

Than�youloryourbuOnessandhaV<Oagreatday' 

C.,B« 

Manage tags 

II 

Subtotal 

$0.00 

m 

ffl 

S0.00 

Discountparcent • S0.00 

Total 

Baloncedue 

S0.00 

S0.00 

� Take a tour @ (!} Help X 

E) Add to lnvo;ce 

FIiier by 

All dates 

Charge#1 

Apr20 

S300.00 

lnsta!lat1onoflandscape 
des,gn 

EJ Open 

Charge#1 
Ap,20 
S75.00 

Weekly Gardening Service 

Add Open 

Cancel Oeai- Pnntorl'l"eview Makerecumng Customize Saw Saveanddose .,. I 
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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.

(':'} Invoice 

Custome, G) 

Video Games by Den 

Bi!lingoddrfls 

OanWi'�s 

�i2e�?���• 
by Den 

Tucson.AZ 85704 

Tegs(i) 

Customer•meil (D 

V.deogamesC,n:uit.com 

Terms(!) 

Ne130 

I PRO0UCT/URI/ICE. G) 

1 Lands.c1ping:lnm,!111ion 

� [ O..arallfon 11 Addoubtotal I 

MHvgeon1nvoica 

Mes»geonlt&l""'8nl 

C</11« 

M1n19eugs 

lntuil11bonof!1ndsc1pede119n 

It 

�Takeatour {§} G) Help 

$300.00 

Subtotal 

Taxablasubtot&IS0.00 

Discountpere<mt " 

Total 

c> ffi 

ffi 

S300.00 

S0.00 

5300.00 

Balance due S300.00 

Cancel Oea, Print or PreV1ew Make rect.1mng Customize Save Save and dose ., 

�------------------------------------------------

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

order).

Overview All Sales Invoices Payment Links Customers Products and Services 

Sales Transactions ( lmportT,on,ect;on, • ) f.1§%\l\rH:I& 
Unb ed le� 365 D1ys 

$75 
1 UNBlll.EDACTMTY 

� Cm3650ays lo,oicesX Ovecd"')[ C'wfi,e,/Vjew,, 

J; ( Betch actions .. ) 

Unpadle�365Days 

I 
$1,526 
10CA/EROOE 

$3,136 
12PAIO LAST 30 DAVS 
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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 ( lmportT,an,oct;on, •I f.l§'l§Hl:5-
Unb lled Lnt 365 Days Unpa d La� 365 Days 

$75 
1 UNSlll.EDACTMTY 

I $1,526 
1QCMJ!I)(,£ 

$3,136 
12 PAID LAST lO DAYS 

�Last365Days 

�c Batch actions • ) r ei ,!, �" 
Co!umns 

□ DATE,,. TYPE NO. CUSTOMER MEMO OUEDATE BALANCE TOTAL STATUS □Method 

□ 05/19/2021 Invoice 1040 Video Gemes by Dan 06/18/2021 S300.00 $300_00 Open □•·"'�
□Aging 

□ 05(19/2021 Invoice 1039 Amy't.Blrd Sanctuary 06/18/2021 $375.00 S375_00 Open 0Lastdelivered 

□ 05/19/2021 !rwoice 1038 Diego Rodriguez 06/18/2021 S2,250.00 S2.250.00 Open 
0Em,H 

0Attachmonts 

□ 05/19/2021 E�ma1e 1001 Diego Rodriguez 05/19/2021 S0 00 52.250.00 Closed r;;)Typo 

v Show More 
□ 04/23/2021 Invoice 1037 Sonnen,cheinFemilyS1 .. 05/23/2021 5362.07 $362 07 Open 

Rows 

□ 04/23/2021 Invoice 1036 Freemen Sporting Goo ... 05/23/2021 5477.50 S477.50 Open 150 

□ 04/23/2021 Peyment Freemen Sporting Goo 04/23/2021 S0 00 ·S387.00 dosed Oeompact 

"-

□ 04/23/2021 Peymenl CoolCer, 04/23/2021 S0.00 ·S1,67552 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 All Sales Invoices Payment Links Customers Products and Services 

Sales Transactions 

Unb .eel Lnt 365 Oeys 

-$0 _______ $75 
OESTIMATE 1 UNSJUfOACTMTY 

�last365Days 

� 
( Batch actions .., ) 

□ DATE• 

0 05/19/2021 Invoice 

0 05/19/2021 Invoice 

1040 Video Gemes by Den 

l039 Amy-,BtrdSencru11ry 

Unpedlest365Deys 

SA.LANCE 

06/18/2021 5300.00 

06/18/2021 537500 

( lmportT,on,oct;on, • :, flih/HIH-1:1-
Pod 

$3,136 
12PAIDlASTJODA.YS 

ei w ® 
1--68of68 

TOTAL STATUS ACTION 

S300.00 Open �p�Ylilll!!J• 

S37S00 Ope" Receive payment .
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2. A list 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 OuickBooks 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.

(9 Receive Payment (!)Help� 

I Find by invoice no. I 

eymenl et• 

I 

Outstonding Tronsoctions 

�All 

□ 

h.ro,ceJ/1040(05/1912021) 

$300.00 

AmounttoApply S300.00 

AmounttoCrKl>l S0.00 

I 

. ---

Cancel dear Print Save and new .,. j 

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 

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

Customers column. 

CUSTOMERS VENDORS EMPLOYEES OTHER 

Invoice Expense Payroll t Bank deposit 

Receive paymen Chee Time entry ransfer 

Esti ate Bill Journal entry 

Credit n emo Pay bills Statement 

Sales receipt Purchase order Inventory qty adjustment 

Refund receipt Vendor credit Pay down credit card 

Delayed credit Credit card credi 

Delayed charge Print chec s 

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 OuickBooks; 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 OuickBooks
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
OuickBooks Online as a delayed charge and, at month end, create an invoice.

CUSTOMERS VENDORS EMPLOYEES OTHER 

Invoice Expense Payroll t Bank deposit 

Receive payment Chee Time entry Transfer 

Estimate Bill Journal entry 

Credit memo Pay bills Statement 

Sales receipt p r ase order Inventory qty adjustment 

Refund receipt Vendor credit Pay down credit card 

Delayed credi Credit card credit 

Delayed charge � ] Prin chec s 

Show less 
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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.

,9 Delayed Charge {g}(I)Help x 

DalayadChug•Data 

1 Land$ceping:Garden,ng 

� [ ONrall�no• I 

··~

{w Anach,....nts Ma:tJmum 1-Ze 20MB 

Showex,st,ng 

WeekfyGa,den,ngService 

$140.00 

Total 

m 

m 

5140.00 

Cancel dear Make recurring Save and new .,. 
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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.

(9 Delayed Charge 

AmtsB,rdSaocvary 

Mon•getags 

1 Landsceping:Garden,ng WeekfyGa,den,ngService 

(il,An&ehments Max,mumsze.20MB 

Showexisti�g 

@ (i)H,lp X 

$105.00 

Totel 

m 

m 

S105.00 

'Iii 
Cancel dear Mak.e recumr,g Save and new .,. 
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� Step by Step: Create an Invoice from +New

1. From +New choose Invoice.

CUSTOMERS VENDORS 

Invoice 
)'J ]

Expense 

t<ece1ve payment Chee 

Estimate Bill 

Credit memo Pay bills 

Sales receipt Purchase order 

Refund receipt Vendor credit 

Delayed credit Credit card credit 

Delayed charge Print ch ec. s 

EMPLOYEES 

Payroll t

Time entry 

Topic 1: Sales and Revenue Transactions 

OTHER 

Bank deposi 

Transfer 

Journal entry 

Statement 

Inventory qty adjustmen 

Pay down credit card 

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 

c...-(i) c.m---ii © 
�I A-m

,
-,,-.,-... -a�-,1--�. I BrdtOlrm.t.CO'fl 

91111r,gaddr­

.,...,l.aU!.f!'!bad, 
Am�•BrdS-et .. a,y 
�Sl-1 FnchS, 
a.,....o,eCA90:?o 

�M"'1cr .. (}) 

f ,11:00UCT/SllMCf {fl 

AddllMt I OH,....... r Add.._.. 

Ma-9'" __ _ 

It 

Subtotal 

. '" 

Total 

Bolanc;edue 

$0.00 

S0.00 

S0.00 

S0.00 

S0.00 

<e, Ta\Al.ttour {§} {!) Help X 

Add to Invoice 

Alld•te, 

Cha,�J1 

M•y16 

)t40.00 

Add Croe" 

Chatget2 

M•y23 

S105.00 

Cancel dea Pnnt01F'fov,ew M£�crccumrog Cus.tomi.ro Smm S.-..tdos. ., I 
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3. Click Add all then Save and close.

(':-:• Invoice 

Cu,1omer(!) 

8illingaddr<11s 

AmyUuterbach 
Amt• a;,d S•n�uuy 
4581F,nchSt. 
Bayihore,CA943Z6 

Cu,tom9,,m,eil(z) 

Os.�dlr.or(D 

T•ms (!) 

I PRODUCT/S!.RVIC!.@ 

I Landscaping.Gardening 

ThaMyoulcryourbua·nusandhaV<Oagreatday' 

Menageteg• 

w .... klyGarden,ngService 

Wuk!yGarden,ngService 

Topic 1: Sales and Revenue Transactions 

$245.00 

,;> iii 

,;> iii 

m 

Subtotal $245.00 

Taxablesubtotel S0.00 

. "' 000 

Discount percent S0.00 

T0tt1I 5245.00 

Balance due 5245.00 

Cancel dear Prml Of Prev,ew Mal::e recumng Custom,ze Save 5a.,., and dose .,. 

- ------------------------------------------------------ - - --
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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, 

OuickBooks 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 

Invoice Jl"J ] Expense 

Kece1ve payment Chee 

Estimate Bill 

Credi memo Pay bills 

Sales receipt Purchase order 

Refund receipt Vendor credit 

Delayed credit Credi card credi 

Delayed charge Print chec s 

EMPLOYEES OTHER 

Payroll ,. Bank deposit 

Time en ry Transfer 

Journal en ry 

Statement 

Inventory qty adjustmen 

Pay down credit card 

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 

Billing add,.,., 

9 I Lucchini 
8,il'1W.nd1urfShop 
120<:eanDr. 
HalMoonBayCA 94213 

T«ms G) 

Ne:30 

I PROOUCT/SERVICIE T 

0 1 Pest Control:f'e�t Control 

Matsa9aoniny0k,o 

Thar>Kyoulcryourbu1,ne,sandhavea9rea,day' 

Qi Anechments Mu,mum I ze. 20MB 

Manage tags 

It 

�Tak•"°"' {el {v Help X 

D m 

ffi 

Subtotal S35.00 

Taxable subtotal S0.00 

000 

Discountpercant • S0.00 

Total 535.00 

Bal,mcedue S35.00 

__ ea
_

=_' _ _  a
_

•
_

M ______________________ "'_"_'•_'�_=_•_•_ Mak:L;"
ecumng _a._"°

_
m_'" ____________________ ,..._= _ _  s._w_ood

_
d_= _ _  •_I
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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.

(9 Invoice 

Recurring Invoice 
T..,,platanam• Typ<1 

Blil'aWind1csrfShop Scheduled • Create daysinadvance 

8,ll"cWindcutfShop SurfChnuit.com 

Month� • on day • ,.: • ofevery 1 month{$) 

Bitlingaddr<11s 

8,11 Lucchini 

Terms(!) 

Net30 
B l'1Wind1csrfShop 
120cnnDr 
Ha'fMoon&.y,CA 94213 

TegsG) 

;;; 

f PRODUCT/SERVICE G) 

1 Pe•t Control:Pe$1 Cor,vol 

Mo1sa90.,.,!nYOka 

Thar,(youfcryourbusanessandhav.,ag,ea,day" 

Option• 

§ 

Autom.itically send emails 
Print later 

Cc/Bee Include unbilled charges 

Pe,:ControlServices 

" 

Subtotal 

Taxablasub!otal S0.00 

{g}(I)Help x 

m 

m 

S35.00 

Cancel dear Custom,ze Save template 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 

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

under Lists.

YOUR COMPANY LISTS 

Account and settings All lists 

Manage users Products and services 

Custom form styles Recurring transactions 
� 

Chart o accounts A achments 

QuickBooks labs Custom fields 

Tags 

£A MyExperts

TOOLS 

Order checks e' 

Import data 

Import desktop data 

Export data 

Reconcile 

Budgeting 

Aud· log 

Smartlook 

Resolubon center 

(!}Help 

PROFILE 

Feedback 

Privacy 

You're viewing QuickBooks in Accountant view. learn more 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 
<Alllists 

�AU 

TEMPLATE NAME • TYPE 

Telephone Bill Scheduled 

MonthlyBuild,ngleese Scheduled 

B'11 s Windsurf Shop Scheduled 

TXNTYPE 

8,11 

Bill 

Invoice 

INTERVAL PREVIOUS DATE NEXT DATE CUSTOMERNENDOR AMOUNT 

Every Month 05/08/2021 Cal Telephone 7430 

Every Month 05/08/2021 HellPropen,es 900.00 
Duplicete 

Every Month 06/01/2021 Bill',.WindsurfShop 

ACTION 

EditG 

1-3 




