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Supplemental Guide Overview

PURPOSE OF THIS GUIDE

From the recorded session you learned about common workflows in QuickBooks Online and the
concepts relevant to them. This set of topics will guide you through practice exercises for recording
sales-related financial activity in QuickBooks Online.

NOTE: For purposes of this introductory training, we will focus on money coming in as income. While
some of the Products and Services items in the sample company are tracked as inventory items, which
record revenue and cost when used on a sales form and inventory asset when used on a purchase
form, we will not be focusing on that more advanced scenario.

Each of the step-by-step activities presented in this handbook is intended to help you:

@® Utilize the various sales screens and features built into QuickBooks Online

® Complete sales transactions

LEARNING OBJECTIVES

In this module you will complete the following hands-on activities related to the learning objectives:

Recognize alternative entry points for entering sales transactions

Define common QuickBooks concepts and terms related to recording sales transactions
Identify best practices when using QuickBooks Online to record revenue

Recognize the features of Online Invoices

Identify the functionality of QuickBooks Payments

Recognize methods for working with existing sales transactions

Identify functionality of batch processes for sales transactions

Module 4: Common Workflows - Sales 3
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TRAINING AT A GLANCE TABLE

Overview

Use this as a guide to selecting specific training you want to cover.

TOPICS STEP-BY-STEP WORKFLOWS LEARNING OBJECTIVE
1. SALES ® Record Financial Activity ® Recognize alternate entry points
' . . to enter sales transactions
CONCEPTS ® Posting vs. Non-posting _ )
e Define common QuickBooks
® Accrual vs. Cash
concepts and terms related to
® Record Sales vs. Income recording transactions
® Report Sales vs. Income
2 RECORDING e Create an Estimate ® |dentify best practices when
' using QuickBooks Online to
SALES ® Enter Delayed Charge record revenue
® Invoice vs. Bil ® Recognize the features of Online
® Create an Invoice Invoices
® Make an-lnvoice a Recurring e |dentify the functionality of
Transaction QuickBooks Payments
® Invoice for Billable Charges ® Recognize methods to work with
® Convert Estimates to Invoices existing sales transactions
® Receive Payments ® |dentify the functionality of batch
e Credit Memos processes for sales transactions
® Sales Receipts
e Refunds
® Deposit Undeposited Funds
® Online Invoices
® Recurring Sales Receipts with
QuickBooks Payments
® Explore the Customer Center

Explore the Sales Center

Module 4: Common Workflows - Sales
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QUICKBOOKS ACCOUNTANT TEST DRIVE

Exercises contained in this handbook can be completed using a QuickBooks Accountant “test drive”
file. The test drive uses a sample company file called Craig’s Design & Landscaping Services. It can
be accessed through the following link:

Craig's Design & Landscaping

You don't have to create an account or sign in to access the test drive file, just complete the security
validation and click Continue.

If you don't see the Accountant Toolbox when logging in through this URL, log into gbo.intuit.com
with your Intuit ID. This will open up QuickBooks Online Accountant. Click on the gear icon then
click Sample Company.

This is what you are looking for in the sample company.

@ Craig's Design and Landscaping Services ¥

This test drive is designed for you to explore and try out new things without worrying that you will
break something or make a mistake. It is not designed to retain any changes you make. Once you
close this QuickBooks Online test drive company it is completely refreshed, so please remember to
allow sufficient time to complete each activity. Don't worry if you have to close the test drive before
you are finished, you can always begin again. You can also share the test drive with your clients.

NOTE: The test drive uses QuickBooks Accountant. It contains some features that are not available in
QuickBooks Online Simple Start, Essentials or Plus. In addition, some features (such as in-product
Help) are not enabled inside this test drive file. This is subject to change.

Module 4: Common Workflows - Sales 5
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Topic 1: Sales Concepts

RECOGNIZE ALTERNATE ENTRY POINTS TO ENTER SALES TRANSACTIONS

Record Financial Activity

QuickBooks Online makes recording financial activity easy to access by giving you several ways to
add a new transaction.

® Quick Create - This menu is found at the top of the screen at the plus icon. Come here to add
any new transaction. Click the 4 icon to open the menu. When you open the menu the + icon
turns into an X icon. Click the X icon to close the menu.

The condensed view of this menu shows only the four most frequently used transaction types.
Click the Show more link to expand it and see all transaction types. This is a sticky menu so your
choice of condensed or expanded view will be remembered next time.

1 > o]
—

Create
nvoice
Estimate
Expense

Check

» Show maore
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Topic 1: Sales Concepts

Transaction types in the expanded view of this menu are grouped by their relation to Customers,
Vendors, Employees or Other. Transaction types related to money coming in to the business are
found in the Customers column.

Oy Sample Company

Create

Customers Vendors Employees Other
Payroll # Bank Deposit
Single Time Activity Transfer

Weekly Timesheet Journal Entry

b Show less

Select the type of transaction you want to add and a blank form for that transaction type slides
down over the screen.

Customer/Vendor centers - From the left navigation bar you will find the Customer Center to
organize the people giving money to the business. To add a new transaction from here, use one
of the action links or drill into the customer you want to record activity for then click the New
Transaction button. There you'll find the types of transactions that are relevant to record sales.

Sales/Expense centers - Click Transactions on the left navigation bar then select Sales. The
Sales Center is similar to the Customer Center, but lists sales transactions instead of customers.
There are action links on each row to record suggested transactions related to those sales
transactions. You will also find a button to add a new sales transaction.

Banking Center - The Transaction menu on the left navigation bar also leads to the Banking
Center. The Banking Center pulls in activity from your bank and credit card accounts so you can
easily add them as transactions without having to retype the date, description and amount.
While you can post money received directly to income accounts, you cannot use Product and
Service items to record sales. Therefore it is a best practice to use a sales form to record money
coming into the business and allow the bank feed to match to it.

Copy - Copying a transaction is another easy way to enter activity into QuickBooks, especially if
there is a lot of detail. From any existing transaction, click the More menu in the footer bar then
select Copy to make a duplicate. Change the necessary information and click Save.

Module 4: Common Workflows - Sales 7
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DEFINE COMMON QuUICKBOOKS CONCEPTS AND TERMS RELATED
TO RECORDING SALES TRANSACTIONS

Posting vs. Non-posting

Posting Transactions

Posting transactions record debits and credits to the general ledger. For example, an invoice
prepared for a customer posts as a debit to accounts receivable and a credit to an income account.
Posting transactions in QuickBooks Online include:

® Customers Invoice - payment, credit memo, sales receipt and refund

Non-posting Transactions

Non-posting transactions do not post a debit or credit to the general ledger. They do facilitate the
business cycle by storing detailed information which may be used in a related posting transaction.
For example, an estimate stores detailed information about proposed products and services you
would like to sell to a customer, including notes and attachments related to the proposed sale. Upon
acceptance of the estimate and delivery of the goods and services, you can convert the estimate into
an invoice. The invoice will debit and credit the general ledger; the estimate does not. If the estimate
is not accepted by the customer, mark it as rejected and nothing will post to the general ledger.
Non-posting transactions in QuickBooks Online include:

® Customers - delayed charge, estimate and delayed credit

Module 4: Common Workflows - Sales 8
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Accrual vs. Cash

For posting transactions, the date the transaction is recorded may be different than the date it is
reported.

The accrual basis accounting method involves reporting income at the time it is earned, not when
the payment is made by the customer. The cash basis accounting method involves reporting income
in the period the cash is received from the customer, regardless of when the product was sold or
when the service was performed.

Craig's Design and Landscaping Services Craig's Design and Landscaping Services
PROFIT AND LOSS PROFIT AND LOSS
Junsary -Oacumtas 7975 Jutmary - Decemves 313
. TomL rotaL
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Owsign moome Dwsigaincome

aCoums gives Dicourtts gven

[ — Lasdscaging Services

Pesl Controd Services Past Contrad Sarviess.

Saies of Product ncome Sakiy of Prodect ncome o
Larviess 80185 v 20385

Accrual| == - ash| ==. =

Contol Dovdi Joid iy Cont o Goods 5ok

Contol Gouds $obd bl Cot of Goedds Lol mn
Total Cont of Godn Sk e ot Cont of ooy Sk TS
o Prots I i P PP
ilalll\"lln GG Frpnsey

Sveitind - Advertaag
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M rpagamerd Rervial : i
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FLLY ] M rianeis 283000
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Wl O oo FETT Mot Dthed o 4 20m080

Nt ome L Mathcoms SAM
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Sales vs. Income: Recording

Sales transaction forms are used to record financial transactions related to money coming into the
business. Sales forms are found on the Quick Create menu in the Customers column.

When you use product/service items to record financial activity in QuickBooks, it is important what
type of transaction form you are using. The type of form you use determines which mapped account
the transaction will be posted to. When you use a sales form (invoice or sales receipt), activity will be
posted to the account that is mapped in the Product/Service item’s Sales Information section in the
field that is labeled Income Account.

Comtemers Vastors

$511.00

Sales —f -—— Income _._. _._

Lnprres mceonet

Module 4: Common Workflows - Sales 10



Supplemental Guide Topic 1: Sales Concepts

Sales vs. Income: Reporting

It's important to understand the difference in terminology between income vs. sales in QuickBooks.

® Income (or Revenue) is recorded directly by selecting an Income account from a drop-down
field on a transaction, such as a deposit or journal entry (which does not allow you to use
product/service items)
® On a Profit & Loss report, you can drill down into the income account and find this transaction

® On a Sales Report, transactions recorded directly to accounts will not be included

@ Sales are recorded by using a sales form and product/service item to record the income to the
account mapped to that product/service item. In the end, the sale may be recorded to the same
income account as if you had posted it there directly, but using product service items gives you
more options for reporting and more control on how activity is recorded.

® On a Profit & Loss report, you can drill down into the income account and find transactions
posted directly to income accounts and transactions posted by sales forms using
product/service items mapped to that income account

® On a Sales Report, only transactions recorded using product/service items will be included

All posting transactions record activity to the general ledger and can be found on a financial report,
such as the Profit & Loss report. However, only transactions posted using product/service items will
be found on QuickBooks Online’s sales reports.

Craig's Design and Landscaping Services Craig's Design and Landscaping Services
053 PROFITAND LOSS.
wtmary - Decwrmtan 1015

TonAL FasAL

Sales Income

1231080

Wl et Incorme 5 25800

Nethcome S1AALAG
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Topic 2: Recording Sales

IDENTIFY BEST PRACTICES WHEN USING QUICKBOOKS ONLINE
TO RECORD REVENUE

Record activity related to money coming in by using QuickBooks Online’s sales forms. Sales forms
have a lot in common with each other. We'll go through each one and discuss its different purpose
and functionality.

Estimates

At the start of the sales cycle, you use an estimate to give a customer a quote (bid or proposal) for
products and services. The purpose of the estimate is to begin negotiations with your customer. An
estimate in QuickBooks is a non-posting transaction; it may or may not lead to a sale. Once an
estimate is accepted, an invoice can be recorded. Estimates are available in all versions of
QuickBooks Online.

O
o Step by Step: Create an Estimate

1. Select Estimate from the Quick Create menu. If viewing the expanded menu, find it in the
Customer column.

Create

nvoice

Expense

Check

» Show maore
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2. Selectthe customer Amy’s Bird Sanctuary.

If a customer does not yet exist in the Customer List in QuickBooks Online, you can add them
from a sales form by clicking the Customer field drop-down arrow then clicking + Add New at
the top of the drop-down list. You can enter the name only and Save, or click +Details to enter
more information.

Selecting the customer will pull the customer’s email and billing address onto the screen. If no
information pulls onto the screen or if you want to change the information, make those changes
on this screen.

The estimate defaults to a status of pending. You can change that status as the customer accepts
or declines your proposal.

Check the box if you want to email this estimate later in batch.

Add the estimate date, expiration date and any other information such as custom fields available
in the header section.

In the Item details grid, use your Products and Services items to add details of the description
and charges for the products and services that make up this proposal. Add one line for each
Products and Services item to include on the estimate. To select an item in the Product/Service
column, either click the drop-down arrow to view the Item list and select one, or type keywords
in the field to search and select an item by its name or description.

S Borepo 0]
s $3,832.50

S Bhupprng dote Traching nea. Location

Mesange displayed an estmn e Tanalle sulbdoial

Mema Shapping

Estimate Total 33,832.50
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7. In the footer section, add any message for your customer, internal memo for your records, and
add attachments such as images, supporting documentation and communication related to the
estimate. If you are using sales tax and discounts, complete these fields appropriately. You can
change the order of which is applied first by clicking the up/down arrow next to these two fields
as it may affect the amount calculated. The form automatically calculates the subtotal and total
for you.

Taxable subtotal $3,500.00

Sales Tax + | 9.5% 332.50
it

Discount value v $0.00

8. On the footer menu along the bottom of the estimate you have the options to cancel, print or
preview, make recurring, customize and save.

® Cancel will roll away this screen without recording or updating the transaction. Same function

as the X'in the upper right corner of the transaction. Clear removes the data entered in the
fields.

® Print or preview will let you check the box to print it later in batch or save the estimate and
view the PDF version on screen to see what your customer will see. Hover over the PDF for
options to zoom, print to paper or save PDF.

1 Services Way

Mountain View, CA 94043
(650) 545-6567
jessica_snow@intuit.com

ESTIMATE

ADDRESS SHIP TO ESTIMATE # 1023
David McDonald David McDonald DATE 09/20/2016

DATE ACTIVITY RATE AMOUNT

09/23/2016 Catered dinner per person 35.00 3,500.00T
Catered dinner

SUBTOTAL 3,500.00
TAX (8.5%) 332.50

TOTAL $3 , 832, 50

Module 4: Common Workflows - Sales 14
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® Make recurring will display a Recurring section above the header on the estimate and give

you options to schedule this to enter itself automatically, give you a reminder or save it as a
template to use later.

&  Estimate #1023

Recurring Estimate

Template name Type
David McDonald Scheduled % Create days in advance
Customer Email

David McDonald

4p

Interval Start date End

-

Menthly ¥ on| day = 1st ¥ |ofevery| 1 monthis) 10/06/2016 None ¥

® Customize lets you pick from the custom sales form styles you have created in Account and
Settings.

Modem

«' Standard

Customize
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® You have several options to save the transaction. All of them record the transaction or any
updates to it.

® Save leaves you on the screen

® Save and new takes you to a new estimate

® Save and close takes you back to the screen you were on previously
o

Save and send takes you to the Send email screen where you can further customize the
subject and body of your email and preview your estimate before sending. Once sent, the
date, time and email address the estimate was sent to will display near the top of the form.

Whichever save option you select, QuickBooks Online will remember it next time.

Send email

print 111 (] 4 (-]

ESTIMATE

Dkt MeDinaks Diavvid MeDenals DATE 0803018

D9TNR0NE Caterad dinner por parson 100 3800 3,500,007
[

SURTOTAL 500.00
TAX (9.5%) 250

TOTAL $3,832.5 +

Accagind By Aceaind st

9. Once you save the estimate (or preview it, which saves it) you will see the button to Copy to
invoice and/or Copy to purchase order, if you've turned on these features in Account and
Settings. You will also see a More menu on the footer menu along the bottom of the screen. The
More menu gives you options to:

® Copy the estimate to another new estimate
® Delete the estimate

® View the audit history to see when and who added or modified this estimate

Copy

Delete

Audit History

Module 4: Common Workflows - Sales 16
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e

TIP: You can use a keyboard shortcut to save any transaction in QuickBooks Online:

® CTRL-ALT-S ( PC) or CTRL-OPTION-S (Mac) for Save and New
® CTRL-ALT-D (PC) or CTRL-OPTION-D (Mac) for Save and Close
® CTRL-ALT-M (PC) or CTRL-OPTION-M (Mac) for Save and Send

You can run reports of estimates and filter by status to keep track of your pipeline. When your
customer accepts an estimate and you complete delivery of the items ordered, you can convert the
estimate into an invoice to save time when recording the sale and automatically mark the estimate
closed.

Delayed Charges and Credits

Delayed charges and credits are available in QuickBooks Online Essentials and Plus. They are non-
posting transactions and therefore do not debit or credit the general ledger. They are used to log
charges to a customer you are not ready to invoice.

For example, you are working on a project for a customer and have to drive to their office. That
incurs a trip charge. Enter that as a delayed charge so you remember to invoice your customer when
you charge them for the project.

As another example, you are in the business of paving driveways. Your crew comes back at the end
of the day with a list of driveways they paved. You only invoice once a month but you want to
remember to invoice everyone whose driveway you paved. Enter a delayed charge in QuickBooks so
at the end of the month you can add that paving to the invoice.

Module 4: Common Workflows - Sales 17
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O

o Step by Step: Enter a Delayed Charge

1. From the Quick Create menu, click Delayed Charge.

Create

Customers Vendors Employees
Invoice Expense Paycheck #
Receive Payment Check Single Time Activi
Estimate Bill ‘Weekly Timeshee
Credit Memo FPay Bills

Sales Receipt Purchase Order

Refund Receipt Vendor Credit

Delayed Credit Credit Card Credit

Delayed Charge

Print Checks

2. Select the customer name, Amy'’s Bird Sanctuary.

Topic 2: Recording Sales

3. Inthe date field type w to go to the beginning of the week. (W is the beginning letter in the

word week.)

4. Inthe ltem details grid, select Gardening under the Product and Service column. Type 4 under

the Quantity column and $35 under the Rate column. Click Save and new.

£ Delayed Charga

Amy's Bird Sanciuary %

Dislarpued Charge Date

100672016

&  PRCOUCT/SERVICE

1 Lanescapingardening

Meme

|| Atachavens  Masimn sies: 35ME

@ -
$140.00
RATE AMOUNT | TAYX
s 140.00 [i]
Total $140.00

Module 4: Common Workflows - Sales
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5. On the new screen, select Amy’s Bird Sanctuary as the customer again.

6. Inthe date field type k and the plus key (#). K brings us to the end of this week and the plus key
advances a day, which brings us to the beginning of next week. (K is the ending letter in the
word week.)

7. Select Gardening under the Product and Service column. Type 3 under the Quantity column
and $35 under the Rate column. Click Save and close.

© Delayed Charge

Memo Total $105.00

|y Amachments  Maximum se. 2008

Module 4: Common Workflows - Sales 19
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Invoice vs. Bill

In the real world we frequently use the terms invoice and bill interchangeably to refer to a document
created to request funds from someone.

Invoice

In QuickBooks, invoice is the term used for a document you send to your customer for an amount
they owe you. When an invoice is paid by the customer, money comes into the business.

Bill

In QuickBooks, bill is the term used for a document you receive from a vendor for an amount you
owe them. When a bill is paid to a vendor, money goes out of the business.

Customer Invoice = Money In Vendor Bill = Money Out

Invoices

In QuickBooks Online, an invoice is what you send a customer so they can pay you. You've extended
credit terms, delivered the goods or services and the customer has not yet paid for them. You need
to send them a document with details of the charges and the total amount due.

The Invoice screen in QuickBooks Online is a sales form. This form posts an accrual transaction — the
income is recorded as earned but no cash has been received yet. The total amount of the invoice will
post as a debit to increase accounts receivable. Individual charges on each line of the invoice are
recorded using Products and Services items that post as a credit to increase the mapped account in
the item’s Sales Information column in the Income Account field.

Module 4: Common Workflows - Sales 20
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v
o Step by Step: Create an Invoice

1. From Quick Create, click Invoice.

Create

Customers Vendors

Receive Payment Check

Estimate Bill

Credit Memo Pay Bills

Sales Receipt Purchase Order
Refund Receipt Vendor Credit
Delayed Credit Credit Card Credit
Delayed Charge Print Checks

2. Select the customer Bill's Windsurf Shop. The customer’s information pre-fills the screen,
including any email address you have on file. Once you create the invoice, if you choose to send
it, QuickBooks will email it to this email address. Click the €C / BCC link to add additional email
addresses of others you want to carbon copy or blind copy.

3. Select the appropriate terms to calculate the due date for payment of this invoice.

4. Inthe Date field type h to go to the end of the month. (H is the ending letter in the word month.)
Entering the invoice date will also calculate the due date based on the terms.

5. If you've turned on the setting to use custom transaction numbers, then you'll want to enter your
custom invoice number; if not, QuickBooks will automatically assign a number.
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6. Inthe ltem grid, choose Pest Control under Products and Services. Leave the quantity at 1 and
the rate at $35.00. Since the Invoice is a posting transaction, the charges you enter here will post
to their mapped income account and the total of the invoice will post to accounts receivable.

©  Invoice @

T e = $35.00

Billing sddress Terms Invaice date Due date

Mat 30 * 1031/2016 11/30/2016

# | PRODUCT/SERVICE DESCRIPTION
1 Pest ControlPest Control Pest Control Services
2

Add Snes Ciear afl ines Add subsota

Sublptnl 535.00

Message displayed on irwoice Taxable subtetal $0.00
Thanik you for your business and have a great day!

Discount percent ¥ 50.00

Statement memo Total £35.00

Balance due £35.00

7. Scroll down to see the footer section of the transaction.

8. Add a message to the customer.

9. There is a statement memo field to type a descriptive summary of the charges you may want to
show on the statement.

10. In the Attachments field, click the paperclip to browse for a document to upload or drag a
document from a folder on your computer to the field. Since this is an invoice, once the

document finishes uploading you will see a checkbox to specify if you want the attachment to be
sent with the invoice.
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11. Click Save. You have the same options as an estimate to Save, Save and new, Save and close, or
Save and send. You also have an option to Save and Share Link. This retrieves the web link to the

invoice to easily share the link with your customer via email, text message, etc. This link is also
available on the Print Preview screen.

Share invoice link

Enable your customers to pay, print and download this invoice

Copy and share link through email or SMS

https://connect.intuit.com/pertal/app/CommerceNetwork/view/aec8960b-8/

Cancel Copy link and close

Once the invoice is saved, the More menu will show in the footer menu bar.

12. Click More to view the options on this menu. You have the options to copy, delete and view

audit history, same as on an estimate. You also have some additional options not found on an
estimate.

® Void - Voiding a transaction is sometimes preferable to deleting it. A deleted transaction
cannot be reversed. A deleted transaction disappears, only to be found in the audit log
where it cannot be restored. A voided transaction zeros out the amounts but holds the place
of the once-existing transaction plus potential notes and attachments.

® Transaction Journal - Since this is a posting transaction, you also have the option to view the
Transaction Journal, which shows exactly how the invoice is debited and credited to the
general ledger. The charges you enter on the detail lines will post to their mapped income
account and the total of the invoice will post to accounts receivable.

Sortv Add notes Edit header = & E‘)v ‘p:}
Craig's Design and Landscaping Services
JOURNAL
All Dates
DATE TRANSACTION TYPE NUM NAME MEMO/DESCRIPTION ACCOUNT DEBIT CREDIT
10/31/2016 Invoice 1038 Bill's Windsurf Shop Accounts Receivable (A/R) $35.00
Pest Control Services Pest Control Services $35.00
$35.00 $35.00
TOTAL $35.00 $35.00
Thursday, October 6, 2016 12:17 PM GMT-07:00
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O
o Step by Step: Make an Invoice a Recurring Transaction

What happens if you have monthly recurring charges and don’t want to have to remember to enter
them? Ideally you'd like QuickBooks to automatically create an invoice and email it to your
customers. Use the Recurring Transactions feature to accomplish this. Many transactions (sales,
purchases and journal entries) can be made recurring.

1. Use the invoice in the exercise above.

2. Atthe bottom of the screen click Make recurring.

©  Invoice #1038

Biling sddress Terma Irvvice date D date

Balance due $35.00

Asschments Lt
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This opens a screen to create a recurring invoice template.

& Invoice #1038

Recurring Invoice
Template name Ty

Bill's Windsurt Shop | Scheduled & | Cresee

Seart date Erdd

3. Give the template a name.

Topic 2: Recording Sales

@ X

4. Specify the type. Scheduled will automatically create the transaction at the interval you define.
Reminder will remind you to enter it. Unscheduled will save it to the list of recurring templates,

which you can use anytime to quickly enter the information saved on it.

5. Depending on the type you select, you may also see options to define how many days in
advance of the interval date you want QuickBooks Online to create the transaction, options to
automatically send the transaction via email and whether to include unbilled charges. If

scheduled, set the interval and start and end dates.

6. Save the template.

You have a lot of flexibility when creating a template. Experiment with it in the sample file. It's often
fastest to find an already-recorded transaction that you want to make recurring. Open it and
click Make recurring at the bottom of the screen. Remember, most transactions in QuickBooks

Online can be made recurring.
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Invoices for Billable Charges

Some companies record financial activity for money spent that is marked as billable to a customer.
Later, when you create an invoice for the customer, the data marked as billable acts as a reminder to
charge and collect the amount from the customer.

]
o Step by Step: Create an Invoice for Billable Charges

1. From Quick Create choose Invoice.

Create

Customers Vendors
Receive Payment Check
Estimate Bill
Credit Memo Pay Bills

Sales Receipt
Refund Receipt
Delayed Credit

Delayed Charge

Purchase Order

\Wendor Credit

Credit Card Credit

Print Checks

2. Select Amy's Bird Sanctuary. As soon as you enter the customer name, the time, expenses or
charges that have been marked as billable to this customer but have not been added to an
invoice will open a drawer on the right side of the screen. Drawer is a term to describe this right-
side panel that slides open and closed to remind you when you have billable charges for the
selected customer. It allows you to easily add them to the invoice.

2 Invoice ® X

$0.00

Terma Invvcee dabe [

l Amy's Bird Sanctuary

Billable time

Not 30 # | | 10312016 14/30/2016 dore
37500
Custonm Dasign

Cadd | Open

£ | FRODUCT/SERVICE DESCRIFTION ary HATE AMOUNT | TAX

pavr ro PR Sublotal $0.00

Message daplayed on

Thark you for your busingss and have 3 groal day

Tazabiln subintsl $0.00
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3. Review the list of delayed charges, billable time, billable expenses and estimates and add them
to the invoice or open them to learn more about them. If you performed the steps in the earlier
exercise to enter delayed charges for Amy’s Bird Sanctuary, then you may notice these charges in
the drawer waiting to be added to an invoice. When you're finished with the drawer, click
the arrow to collapse it.

4. Add any additional charges, memos or attachments.

5. Save the invoice.

Due date
114302018
ary RATE AMOUNT | TAX
T 3750
Subiotal 275,00
Message disployed on wvoice Tawable subbatal $0.00
Thank you for your buginess and have a great day
Califormia 3 | o
bt
Discount porcent & $0.00
Sintement mema Total $375.00
Balance due 3375.00
() Artschments  tiscimom size: 258

Maks recuring
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6. Look in the upper left corner beneath the customer name field to see a blue hyperlink if there are
any linked transactions. Click this link to view details of all the linked items from the drawer that

were added to the invoice.

& Invoice #1039

Amy's Bird Sanctu
Type Date Amount

]
[£]

1 linked transaction
Billable time  09/07/2016 $375.00 Remove

illing address Terms Invoice date Due date
Ay Laiterhach Net 30 s | | 10/31/2016 11/30/2016
Amy's Bird Sanctuary
4581 Finch St.
Bayshore, CA 94326

Crew #

7. Look in the Item grid and notice the links on the far right of each row that were added from the
drawer. Click the link to view details of the linked transaction(s).

8. Click Remove to delete a billable charge from the invoice and send it back to the drawer for use
later or leave it linked to the invoice, but don't charge for it.
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Converting an Estimate to an Invoice

If you've ever spent a lot of time working on a detailed estimate for a customer, then you understand
the ability to copy an estimate to an invoice can be a real time-saver, especially for businesses with
detailed line items and charges. There is more than one way to do this in QuickBooks Online.

)
o Step-by-Step: Convert an Estimate to an Invoice

1. If you configured this functionality in Account and Settings, once you save the estimate you will
see a Copy to invoice button in the upper right corner. Click that button and you instantly have
an invoice identical to the estimate. In addition, the invoice contains a hyperlink under the
customer field for easy access to the estimate.

& Estimate #1002

‘ Amy's Bird Sanctuary H Birds@Intuit.com — $ 5 4 00

2 Pending = Send later

2. Create a new invoice and select a customer with an open estimate. The drawer will open on the
right side of the screen. Look for the estimate. Click Add on the estimate. This will copy all the
information in the estimate onto the invoice and link the invoice to the estimate.

In both cases, the estimate status will be updated to Closed. Add additional information or send the
invoice as-is.

NOTE: If you change the invoice so it differs from the estimate, the estimate is still considered fully
invoiced. There is no progress billing tool in QuickBooks Online.
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Receive Payment

When a customer makes a payment you want to record it against their receivable balance. A
payment is received against an invoice, decreases accounts receivable and increases either a bank
account or Undeposited Funds.

v
o Step by Step: Receive a Payment from a Customer

1. From Quick Create choose Receive Payment.

2. Selectthe customer Red Rock Diner. QuickBooks Online will load all the open invoices awaiting
payment for that customer. If there is a long list of open invoices and they've paid for just one of
them, click the Find by invoice no. button to quickly apply the payment to the proper invoice.
Or use the filter options above the list of invoices to search for all or overdue invoices by date
range.

3. Enter the payment date, payment method and reference number for the payment (such as the
customer’s check number).

4. Enter the Deposit To account.
® If the payment was deposited directly to a bank account with no other payments and the total
of the deposit is the same as the total of this payment, select that bank account

® If the payment was grouped with other payments when deposited, select the Undeposited
Funds account. This method is regarded as the best practice to record payments received.

NoTE: Undeposited Funds is not a default preference setting, you'll need to make sure the proper
account is selected each time. Whichever account you used last time will be selected. If you always
use the Undeposited Funds account, it will automatically select that account.

5. Check the box for both rows to indicate the customer paid both invoices. Notice the Amount
Received field reflects the total of the invoices selected.

6. Oninvoice #1023, modify the payment amount in the grid to $70. This is how you record a
partial payment on a particular invoice.

7. Add a memo and attachments, as applicable.
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8. Save and close.

& Receive Payment

Payment date

10/31/2018

Payment methad Heterence no.

Outstanding Transactions

Fiter w A
~| | DESCRIPTION
ce # 1024 O7/CHETH6

o Ieeccs B 105 QUORTOTE)

Fled Flock Diner & Find by

Depasit 1a

Undeposited Funds

-

DUE DATE

Ca022016

TORTONE

Topic 2: Recording Sales

$10.00

Amaunt recesced

0.00
OFEGINAL AMOUNT OPEN BALANCE PAYMENT
56.00 156.00
000 oo 0.00
12002
Amaurt 1o Apaly 10.00
Amount to Gredat $0.00

Glear Paymant

You can also record a payment by navigating to the invoice the customer has paid and clicking
the Receive Payment button. In this situation, the customer and invoice will already be populated
on screen. Just enter the payment method, reference number, Deposit To account and payment

amount.
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Process and Record Payment

Companies with an active QuickBooks Payments merchant services account can charge a customer’s
credit card or accept ACH bank transfers when recording their payment in QuickBooks Online.

If you've received your customer’s authorization to charge their card, you can record the payment
and charge their card all in one step.

NOTE: The QuickBooks Online sample company does not have an active QuickBooks Payments
merchant service account activated so you will not be able to practice this in that environment.

O

o Step-by-Step: Charge Credit Card and Record Payment

1. From the Quick Create menu, select Receive Payment.

2. Select the customer with an open balance whose credit card you will charge.

3. Fill out the payment date as today and select the open invoices associated with this payment.
4. From the Payment method drop-down field, select a credit card type.

5. Ifthere is no credit card on file for the customer, the No credit card information button will
appear. Click the button and swipe the card or enter the credit card information. Click OK to
save the information.

Credit Card Information

Swipe card Or enter card details below

Credit card number

Expiration date CVV (3-4 digit code)

Payment method . .

Name on card

1p

Visa

Street address ZIP code

A 4

Mo credit card information

¥ Use this credit card in the future for this customer

Process credit card
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If there is a credit card on file for the customer, the last four digits will show on a button under
the Payment method field. Click the button to modify or view the credit card details.

Payment method

Visa

@»

Visa: xxxx-3961

' Process credit card

6. Under that button will be a checkbox to Process the credit card. Check this box to tell
QuickBooks Online you want to charge the customer’s credit card when you save the transaction.

& Receive Payment

Genevieve's Design - Find by invoice no. $3 5 1 O
Payment date
10/13/2016
Payment method Reference no. Amount received
Visa = 351.00
Visa: xxxx-3961
+ Process credit card
Outstanding Transactions
i All
Filter w f‘é}
DESCRIPTION DUE DATE ORIGINAL AMOUNT OPEN BALANCE PAYMENT
v Invoice # 71069 (09/24/2016) 10/24/2016 1.00 1.00 1.00
& Invoice # 71052 (11/30/2019) 12/30/2018 350.00 350.00 350.00
s 1-20f2 Ne
Amount to Apply $351.00
Amount to Credit $0.00
Clear Payment

7. Click Save and close to charge the customer’s credit card and record the payment.
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O
o  Step-by-Step: Transfer from Bank Account and Record Payment

1. From the Quick Create menu, select Receive Payment.

2. Selectthe customer with an open balance from whose bank account you are authorized to
pull funds.

3. Fill out the payment date as today and select the open invoices associated with this payment.

4. From the Payment method drop-down field, select Check.

5. Ifthere is no bank information on file for the customer, the Enter bank info button will appear.
Click the button and enter the banking information. Click OK to save the information.

Enter bank account info

Account Number Account Type

Routing Number Phone Number

*

Name

Payment method

« Use this account information in the future

Check

4

| have signed authorization from my customer or will read the
authorization script

Enter bank info

v

| have authorization and would like to process this transaction

If there is bank account information on file for the customer, the last four digits of the bank
account will show on a button under the Payment method field. Click the button to modify or
view the bank account details.
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8. Under that button will be a checkbox to process the ACH bank transfer. Check this box to tell
QuickBooks Online you want to transfer funds from the customer’s bank account to the
company'’s bank account when you save the transaction.

& Receive Payment @ X

Genavieve's Deslgn * Fird by inwasice no. $ 1 D U

Payment dals
10/90:2016

Fayrneni methed Raolermnse na, Amouni recenaed
Chack - 1.00

Consemer Chacking: woooned 321

of || have authorizalion and would like 1o progess this ransaction

Outstanding Transactions
Fiffer + A o
it
=| | DESCRIPTHIN OLIE DWTE ORIGINAL AMOLNT OPEM BALANGE PRFMENT
& lmvoice 2 71069 (0924/2015) 242016 1,060 1.00 1.00
Invoice # 71032 (117302018 12702019 350.00 350,00
Fest Previpus 1-20f2 Mext Last -
Cancal Clear Saveand close v

9. Click Save and close to transfer funds between bank accounts and record the payment.
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Credit Memo

What if you overcharge your customer or something you shipped was damaged. When the invoice
needs to be reduced, use a credit memo to issue a credit to your customer and apply it against
their invoice.

The Credit Memo screen in QuickBooks Online is a sales form and has the reverse effect of an
invoice. This form posts an accrual transaction — the income is reversed but no cash refunded. The
total amount of the credit memo will post as a credit to decrease accounts receivable. Individual
charges on each line of the credit memo are recorded using Products and Services items that post as
a debit to decrease the mapped account in the item'’s Sales Information column in the Income
Account field.

Sales Receipts

The Sales Receipt transaction type in QuickBooks Online is the cash equivalent of an invoice. It's a
receipt for a sale that was made and paid for at the time of sale. It will record the income for the
items you sold and record the money you were paid.

The Sales Receipt screen in QuickBooks Online is a sales form and is used when you receive a
payment at the time of sale. This form posts a cash basis transaction — the income is recorded as
earned and the payment is recorded as received. The total amount of the sales receipt will post
as a debit to increase the bank account or Undeposited Funds account, as specified in the
Deposit To field.
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v
o Step-by-Step: Create a Sales Receipt

Topic 2: Recording Sales

1. Create a new sales receipt and fill out the fields on screen with appropriate details as you would

on an invoice.

2. Specify the Deposit To account as you would on Receive Payment.

® If the payment was deposited directly to a bank account, select that bank account.

® [fthe payment was grouped with other payments then deposited, select the Undeposited
Funds account. This method is regarded as the best practice to record a payment received

on a sales receipt.

Payment methed Depositte

Undeposited Funds

Azt reee

Balanes due

$35.00

3. Companies with an active QuickBooks Payments merchant services account can charge a

customer’s credit card or accept ACH bank transfers when recording a sales receipt in
QuickBooks Online. The process is the same as the way you charge a customer’s credit card on
the Receive Payment screen by selecting a credit card or check from the Payment method field's

drop-down list.

4. Click the Print Preview option on the bottom footer menu for the option to print a packing slip.
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Refunds

Sometimes you need to issue a refund. The Refund screen in QuickBooks Online is a sales form and
has the reverse effect of a sales receipt. It's different than a credit memo which credits the customer’s
accounts receivable account so the customer has a lower balance due. Instead, with a refund you are
going to give the customer back their money. The Refund form posts a cash-basis transaction — the
income is reversed and the payment is refunded.

The total amount of the refund will post as a credit to decrease the checking account, or whichever
account is selected in the Refund from field. Individual charges on each line of the refund are
recorded using Products and Services items that post as a debit to decrease the mapped account in
the item’s Sales Information column in the Income Account field.

O

o Step-by-Step: Create a Refund

1. From the Quick Create menu, select Refund Receipt.

2. Enter the customer, date and other details about the refund.

3. Select the payment method for repaying the customer.

4. List each Products and Services item and the amount to refund.

5. Add any messages and attachments as needed.
® If you're refunding to a credit card, check the box to process the credit card and save the
refund transaction to trigger the reimbursement of funds to the customer’s credit card.

® If you're sending the customer a check, you can print it from here or check the box to print it
later in batch.

® If you're refunding cash, save the refund screen and hand over the cash refund to the
customer.

6. Save the transaction.

7. You can print and preview refund receipts which use QuickBooks standard template.
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& Refund Receipt

Dylan Solifrank *
Billing address Refund Receipt date
Dylan Sollfrank 10/31/2016
Crew #
Payment method Refund From Balance Check no.
Check - Checking s $1.201.00 To print
Print later

Topic 2: Recording Sales

Refund successfully issued

Gustomer name: Dylan Sollfrank
Amount: $§52.00
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Deposit Undeposited Funds

During the Receive Payment and Sales Receipt sections previously in this guide, we learned that if
the payment was deposited in a group with other customer payments, we should record it as

deposited to the Undeposited Funds account, not directly to the bank account. The Undeposited
Funds account is a holding account that allows you to group all of the payments into one deposit.

There is no setting in QuickBooks Online to set this as the default Deposit To account. The user
needs to remember to select Undeposited Funds each time. However, on a Receive Payment and
Sales Receipt, the account field is sticky. This means it will automatically show whatever account was
used last time.

O

2  Step-by-Step: Deposit Undeposited Funds

1. From Quick Create select Bank Deposits.

2. Inthe upper half of the Deposit screen are all of the undeposited payments and sales receipts
waiting to be taken to the bank. Check the box of each payment or sales receipt included in the
deposit.

3. Once the deposit screen total matches the total deposit at the bank, Save the transaction.

Now the deposit you've posted to the bank account in QuickBooks Online will match the deposit
amount shown on the bank statement, making for easier bank reconciliation.
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RECOGNIZE THE FEATURES OF ONLINE INVOICES

Online Invoices

There is an option in Account & Settings in the Sales category that turns on the online invoicing
feature. With this feature turned on, QuickBooks Online will generate a special type of email to your
customer with a link to an Online Invoice. This Online Invoice is a webpage that interacts directly
with the invoice in your QuickBooks Online account.

&
o Step-by-Step: Send an Online Invoice

1. From an invoice, click Save and send.

Send email
Email
rint 171 ¥ k4 =
intuit@email.com B g < - =
Subject
Invoice from Rare Ish inc.
Payments
Bod h 1234 N MAIN AVE
ocy W TUCSON, AZ B5705
Dear Intuit. (888)888-8888
ryan_kelley@intuit.com
Your invoice is attached. Please remit payment at your earliest convenience. X
Thank you for your business - we appreciate it very much. “
- INVOICE
Online payment BILLTO INVOICE # 1022
Intuit DATE 10/06/2016
Let your customer pay you by: DUE DATE 10/06/2016
« Creditcard visa [ g5 o
+ Bank transfer =
ACTIVITY AMOUNT
Imigation 500.00
BALANCE DUE SSD0.0\.
+
-

2. On the Send Email screen, edit the subject line and body of the email. You may want to
customize a specific message to the customer.

3. View an image of the invoice. Verify information and whether you are using the intended
invoice style.

4. Inthe Online payment section, specify whether to let your customer pay you by credit card
and/or bank account (ACH, electronic payment). If you are not signed up for QuickBooks
Payments, this option won't be available.
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5. Click the Send button and the customer will receive an email with a link to view the Online
Invoice. (Sending Online Invoices is disabled in the sample company.)

- Payments

INVOICE DUE DATE BALANCE DUE

1022 10/06/2016 ~ $500.00

View invoice

Dear Intuit,

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

Sincerely,
Rare Ish inc.
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When the customer clicks the View invoice button in the email, a browser window opens to view the
Online Invoice. The interactive Online Invoice is branded with the company’s name and shows the
customer an image of their invoice, the invoice number and due date. The balance due for that
invoice at the time the customer opens the invoice will also be displayed. If the customer makes a
partial payment, the next time they click to view the invoice the remaining balance due will show.
The balance showing on the Online Invoice is connected to the balance due in QuickBooks Online.

Print and save options let the customer archive a copy of the invoice by printing it or saving it as
a PDF.

@ guiickbooks. B ewatms0020 (3
Payments =V
BALANCE DUE
INVOICE DUE DATE
1022 Qctober 6, 2016 $ 5 0 O s 0 0 visa [0 L e foa
S Print [) save PoF
Payments
1234 N MAIN AVE o _
TUCSON, AZ 85705 & e
(888)888-8888
=
’ J—
BILL TO INVOICE # 1022
Intuit DATE 10/06/2016
DUE DATE 10/06/2016
ACTIVITY AMOUNT
irrigation 500.00
BALANCE DUE $500 00

The customer can post a message and upload an attachment in the right side messaging section.
The company will receive an email notice that the message has been posted and includes the text of
the message. In addition, the message is posted in the QuickBooks Online account on the invoice in
the activity feed and the company can post messages to the customer. This two-way messaging
allows the company and the customer to communicate directly about this invoice and serves as an
important archive of this communication.
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Topic 2: Recording Sales

In addition to messages from customers, the company can also see when they sent the invoice and
when the customer viewed the invoice. Online Invoices are tracked, making it easy for the company

to know when their invoice has been opened.

() Attachments  Maximum size: 25ME

Show existing

Activities

October 8, 2016
TODAY

Intuit Viewed this invoice.

Privacy
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IDENTIFY THE FUNCTIONALITY OF QUICKBOOKS PAYMENTS

Online Invoices with QuickBooks Payments

Companies that have activated QuickBooks Payments have the option to allow customers to pay
their Online Invoice via credit card or bank account. On an invoice in QuickBooks Online, when you
click Save and send, check the options you want to make available to your customer.

When the customer receives your emailed invoice notification and clicks to view the invoice, there
will be a Pay now button above the print and save PDF buttons.

o q DECONER

visal [T 1 = [omn
&, print [) save PoF

4 Add file Send

Module 4: Common Workflows - Sales 45



Supplemental Guide Topic 2: Recording Sales

When a customer clicks the Pay now button they can designate the amount they want to pay and
enter credit card or bank information. There is an option to Save payment method to pay faster next
time by not requiring them to enter the credit card or bank info the next time they click to view and
pay an Online Invoice.

Pay with confidence
Hi, ewatkins0929

Enjoy peace of mind every time

Payment information you pay. Mere than a million small
businesses trust their financial
data with QuickBooks

Amount due $50000

8 Information will be protected

Due date October 6, 2016 and kept confidential.

Payment amount

@ TRUSTe »
$ | 500.00 Certified Privacy
Payment method o
@qulckbooks.
& Credit card Bank
Privacy. Terms of Service.
Cardholder name Expiration date Security code © 2016 Intut, Inc. All rights reserved.
/ What's this?
Credit card number Billing ZIP code

v RN
¥ Save payment method to pay faster next time

Back to invoice m

The customer will verify the information entered is correct and click the button to Submit payment. A
confirmation page and email receipt confirms to the customer that payment has been processed
successfully. The Online Invoice will now show the paid status, the date payment was received and
any remaining balance due.

The company will receive an email notification of the sale and QuickBooks Online is updated
automatically with the payment, deposit and merchant fees.
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Recurring Sales Receipts with QuickBooks Payments

Another use for QuickBooks Payments with QuickBooks Online is scheduling automatic charges to a
customer’s credit card or automatic transfers from a customer’s bank account. Companies with
customers who have fixed recurring fees can create a recurring sales receipt for each customer and
schedule it to automatically record the sale and charge the customer’s credit card or transfer from
their bank account.

O
o  Step-by-Step: Make Recurring Sales Receipts with QuickBooks Payments

1. From the gearicon and select Recurring Transactions.

2. Create a new recurring sales receipt. If you already have a sales receipt created for this customer
that you'd like to make recurring, navigate instead to that sales receipt and click Make recurring
on the footer menu.

3. Enter details about the template: the name of the template, schedule, interval and start date.

4. Enter or review and modify details about the sale that you want QuickBooks Online to post for
you automatically.

5. Specify the credit card type in the payment method drop-down field or select Check as the
payment method to transfer funds from their bank account.

6. Check the box to process payment. At the defined schedule, the sales receipt will be recorded
and the customer’s credit card or bank account will be charged. Funds will be deposited to the
company's bank account.

Be sure to keep a signed authorization form on file for these customers. You can attach it to the
recurring sales receipt.
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RECOGNIZE METHODS TO WORK WITH EXISTING SALES TRANSACTIONS

Customer Center

We've explored each of the sales forms in QuickBooks Online and how to add them from the Quick
Create menu. Next we'll explore the Customer Center to learn how to manage customers and their
existing transactions and add new transactions. Navigate to the Customer Center by

clicking Customers in the left navigation pane.

@ Accountant E Craig's Design and Landscaping Services ¥ Q {9:‘ Sample Company @ Help
Home
&8 Customers
» Unbilled Last 365 Days Unpaid Last 365 Days Paid
Ve
$0 $750 $1.526 $3.136
Eipiyoen 0 ESTIMATE 3 UNBILLED ACTIVITY 10 OVERDUE 12 PAID LAST 30 DAYS
~
Batch actions w C o
g A &0 ®
CUSTOMER « / COMPANY PHONE OPEN BALANCE ACTION
s B =
Amy Sf'f"_ Sanchuay, =1 (650) 555-3311 $239.00 Receive payment | v
?l” s Windsurf Shop [] (415) 444-6538 $85.00 Receive payment | »
Bill's Windsurf Shop 7
=
(_.':oul Fars = (415) 555-9923 §0.00 Create invoice | v
Diego Rodriguez [~ (650) 555-4477 $0.00 Create invoice | v
=

Pukes Basketball Camp [ (520) 420-5538 $0.00 Create invoice | v
Dukes Basketball Camp
Dylan Sollfrank §0.00 Create invoice | v -

The most obvious element in the Customer Center is the money bar. The money bar is a visual
representation of open and recent sales activity for customers: Unbilled Activity, Unpaid Activity and
Recently Paid Activity. Below the money bar is a list of customers. Drill down on any section of the
money bar to filter the list of customers and show only those customers related to the money bar
filter you selected. Click the Clear Filter/View All link to return to the list of all customers.
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Above the money bar is a button to add a new customer. This is where you enter the customer’s
name and address information, notes, tax info and payment and billing info. Click the down arrow
next to the New customer button to import customers.

Below the money bar is a grid of customers.

® Selectseveral clients by checking the box next to their name and use the Batch actions button to
create statements or send an email to the selected customers

® Use the search box above the grid to quickly find a particular customer by name or phone
number

® Click the column headers for Customer / Company or Open Balance to sort forward and
backward by that column

Use the icons to print the customer list or export it to Microsoft Excel®

® The columns of the grid can be configured by selecting the grid’s gear icon to show the address,
email and phone, include inactive customers in the list, and change the number of rows showing
from 50 to 150 to 300. The next time you open the Customer Center, QuickBooks Online will
remember your preference.

® Click the envelope icon next to a customer name to launch an email already addressed to the
customer

® Click an action link to perform the next logical action that QuickBooks Online suggests based on
current open transactions. Review the list of customers and the suggested next actions. The
action links also have a down arrow next to them to find other actions to perform: Send
reminder, Create statement, Charge, Time activity, Invoice, Sales receipt or estimate or Make the
customer inactive.

® Click on a customer name to view the customer details
® Edit the customer’s profile information and see a list of transactions related to the customer
® Attach files to the customer

® Add new transactions for the customer via the New transaction button or click one of the
action links next to an open transaction.

® View a list of existing transactions related to this customer

® Use the grid’s gear icon to configure which columns to show, including the Attachments
column for documents attached to this customer’s sales transactions

® Onthe left, click to expand and access your customer list to quickly jump to another
customer’s profile or transaction list
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If you click the Estimates filter in the Unbilled Activity (blue) section of the money bar, you'll see a list
of customers with open estimates waiting to be invoiced. The action link on each customer’s row

suggests you start an invoice.

NoTE: If you do not want to invoice for the whole amount of the estimate, you can change the quantity

or line items on the invoice. However, QuickBooks still considers the estimate fully invoiced. There is

no progress invoicing in QuickBooks Online.

O

0

1.

Step-by-Step: Invoice Unbilled Activity from Customer Center

From the Customer Center, click the Unbilled Activity filter on the money bar.

2. View the list of customers with activity waiting to be invoiced.

3.

]

@ Accountant E Craig's Design and Landscaping Services ¥ o) “’::g'} Sample Company @ Help
Home
Customers G i veu o
Customers
T Vend Unbilled Last 365 Days Unpaid Last 365 Days Paid
Vendors [
750
0 $ 1526 119
Employees $ 3 UNBILLED ACTIVITY : i $ : $3
I peayaes 10 OVERDUE 14 PAID LAST 30 DAYS

4.

5.

Notice the action link on each customer’s row suggests you start an invoice.

Transactions

r Batch actions v Q LeL §0}
I . = 2 8
CUSTOMER «~ / COMPANY PHOME UNBILLED ACTIVITIES UNBILLED AMOUNT ACTION
Apps
i B =1
Amy's Bird Sanctuary [ (650) 555-3311 1 Unbilled activity $375.00 Start invoice
Amy*s Bird Sanctuar
i i
Video)Sames by Dan \[=] (650) 555-3456 2 Unbilled activities $375.00 Start invoice

Privacy

Click Start invoice for Video Games by Dan. QuickBooks Online will create an invoice for this
customer with all the unbilled activity already added.

Add additional information and charges then click Save.
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Recognize this is an alternate method to create an invoice for unbilled activity. You can also start a
new invoice from the Quick Create menu and add unbilled activity from the drawer.

&

TIP: If you have multiple activities and only want to create an invoice for one or some of the
activity, you can unlink each charge from each row by clicking the link then the Remove
button. Or, from the Customer Center, drill down into the list of unbilled activity and find the

charge you want to bill for then click Start invoice for that one charge.

@ Accountant Craig's Design and Landscaping Services ¥ L ‘/('3_"3 Sample Company @ Help
= Video Games by Dan 202 Main St., Tucson, AZ B5704
Customers $0.00
Add notes OPEN
| Vendors
$0.00
OVERDUE
Employees
Tran
Transaction List Customer Details
Sales Tax ) )
J TR Filter ¥ nbilled income % Clear fitter / View al e b o
Apps
DATE ~ TYPE NO. MEMO TOTAL ACTION
09/01/2015 : Charge 1 $300.00 Start invoice
09/01/2015 | Charge 1 §75.00 Start invoice
1-20f 2
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&
o  Step-by-Step: Receive Payment from Customer Center

1. From the Customer Center, click the Open or Overdue Invoices filter on the money bar to see a
list of customers with balances due.

2. Notice the action link suggests you receive payment.

@ Accountant E Craig's Design and Landscaping Services ¥ Q, {é’_‘ Sample Gompany @ Help
Home
Customers  Ciear Fiter/ View Al
E& Customers
Unbilled Last 365 Days Unpaid Last 365 Days Paid
Ven _
1,526
$750 ?;: [;VEH[I.IE LTl
Employees 3 UNBILLED ACTIVITY PAID LAST 30 DAYS
Transa
Reports N
Batch actions v C iy
v X B ®
CUSTOMER = [/ COMPANY PHONE PENDING INVOICES OPEN BALANCE ACTION
‘e Bi =]
Amy's Bird Sanctuary [] (620) 555-3311 1 Open invoice £239.00 Receive payment  w
Amy's Bird £ ar =
e W =]
?l" s Wi dSU'tf Shop [ {415) 444-6538 1 Open invoice $85.00 Receive payment | w
Bill's Windsur? Shop
0969 Ocean View Road [
S - (415) 555-9933 1 Open invoice $477.50 Receive payment | v
(650) 555-0987 2 Open invoices $85.00 Receive payment | »
Geeta Kalapatapu [ (650) 555-0022 1 Open invoice $629.10 Receive payment | w

3. Click the Receive payment link. QuickBooks Online will create a payment transaction for this
customer and select all the open invoices. If you have a customer with a lot of invoices that are
all or mostly paid by one payment, this is faster than going to Quick Create and checking
every box.

4. Enter remaining information about the payment and click Save.
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Sales Center

Navigate to the Transactions - Sales screen in the left navigation pane. The Sales Center lets you
manage existing sales transactions and add new ones. It's similar to the Customer Center, however
instead of a list of customers we see sales transactions for the last 365 days.

@ Accountant E Craig's Design and Landscaping Services ¥ Q @ Sample Company @ Help
Home =
Sales Transactions Import Transactions
Nerir Unpaid Last 365 Days Paid
Emplo 2 UNBILLED ACTIVITY 0 10 OVERDUE 14 PAID LAST 30 DAYS
Transactio
Banking ~
Fiter ¥ | ast365 Days
J Batch actions v % E‘J‘ -’b:?
DATE ~ TYPE NO. CUSTOMER DUE DATE BALANCE TOTAL @ STATUS ACTION
09/30/2015 ' Sales Receipt 1038 Dukes Basketball Camp £0.00 §3500 Paid Print | »
09/30/2015 | Refund 1038 Dylan Solifrank £0.00 §-52.00 Paid Print check
09/04/2015 | Payment Cool Cars 09/04/2015 $0.00 $-1,675.52 | Closed
09/04/2015 | Payment Freeman Sporting Goods... | 0%/04/2015 $0.00 $-387.00
09/04/2015 | Invoice 1036 Freeman Sporting Geods... = 10/04/2015 $477.50 $477.50 Open Receive payment | v
09/04/2015 : Invoice 1037 Sonnenschein Family Store = 10/04/2015 $362.07 $362.07 Open Receive payment | v
09/04/2015 : Invoice 1035 Mark Cho 10/04/2015 $314.28 $314.28 Open Receive payment | v =

As in the Customer Center, we have a money bar showing information about unbilled, unpaid and
recently paid activity. Click any segment of the bar to filter the sales transaction list below it.

Above the money bar we can add new sales transactions.
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Below the money bar is a grid of existing sales transactions.

Use the filter button to search by specific sales transaction type, status, delivery method, date
and customer. Use the date filter to see more than the last 365 days.

In the grid of transactions, select several rows by checking the box then use the Batch actions
button to print transactions, print packing slips, send transactions via email or even create
invoices.

Just like in the Customer Center, click the column headers to sort forward and backward, use the
icons to print the sales list or export it to Excel, and use the gear icon to edit the grid. Pick which
fields you want to show as columns, such as the Attachments column, change the number of
rows showing and switch to compact rows. The next time you open the Sales Center, QuickBooks
Online will remember your preferences.

Also similar to the Customer Center, the Sales Center has action links to perform the next logical
action that QuickBooks Online suggests based on the status of the transaction. Or click

the down arrow next to the link to perform the available actions for that transaction type on that
row, such as Print, Send, Print packing slip or Copy.

As we saw in the Customer Center, when you use the Unbilled Activity filter on the money bar, the
grid below will show one row for each customer with unbilled activity. You can either drill down to
view the unbilled activity, or click the action link to start an invoice for this customer with all of the
unbilled activity already added to it.

Similar to the Customer Center, click the Open or Overdue Invoices filter on the money bar, then
click the Receive payment action link and QuickBooks Online will create a payment for this

customer for the invoice whose row you selected.
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IDENTIFY FUNCTIONALITY OF BATCH PROCESSES FOR SALES TRANSACTIONS

Batch Processing

Unlike the Customer Center, the Sales Center gives us the option to check multiple rows for several
customers with unbilled activity then use the Batch actions button to create invoices for all
customers’ unbilled activity at once.

O

o Step by Step: Invoice all Unbilled Activity in Batch

1. From the Sales Center, click the Unbilled Activity section on the money bar.
2. View the list of customers with activity waiting to be invoiced.
3. Check the box in the header row to select all rows in the grid.

4. Click the Batch actions button then select Create invoices.

@ Accountant E Craig's Design and Landscaping Services ¥ \ i‘zfr Sample Company @ Help

§ Home
Sales Transactions Import Transactions v

Unpaid Last 365 Days Paid
$750 $1526 $3.119
2 UNBILLED ACTIVITY
L & 10 OVERDUE 14 PAID LAST 30 DAYS

Banking ES

Employ

Transactions

Sales Filter
RE Unbilled income Clear filter / View all

Batch actions o
|, S | G ®
IMER CHARGES TIME EXPENSES CREDITS UNBILLED AMOUN ACTION

| 09/30/2015 = Amy's Bird Sanctuary §0.00 $375.00 §0.00 $0.00 $375.00 = Start invoice
Sales Tax
« ' 09/30/2015 ' Video Games by Dan $375.00 $0.00 $0.00 $0.00 $375.00 = Start invoice
Apps
Totals (selectad) $750.00

1-20f 2

5. Click the Open Invoices section on the money bar and find the invoices that were instantly
created dated today for the customers who previously had unbilled activity.

6. Check the boxes next to each. Click the Batch actions button then choose Send transactions to
email them to customers.
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Guide Conclusion

You have just completed Module 4, Common Workflows - Sales. This Supplemental Guide, in
tandem with its recorded module, has been provided to help prepare you for the QuickBooks
Online Certification Exam. Continue on to the remaining modules and their related guides then
proceed to the certification exam.

By completing this module, you should be able to:

Recognize alternate entry points to enter sales transactions

Define common QuickBooks concepts and terms related to recording sales transactions
Identify best practices when using QuickBooks Online to record revenue

Recognize the features of Online Invoices

Identify the functionality of QuickBooks Payments

Recognize methods to work with existing sales transactions

Identify functionality of batch processes for sales transactions
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