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Lesson Objectives

Learn about the different formats available for sales forms

Save sales and purchase forms in portable document format (PDF)
Practice creating a new invoice

Learn the purpose and use of the QuickBooks Item list

See how QuickBooks records the information you enter on sales forms
Memorize an invoice transaction for reuse

Add a new item to the Item list

Add a new price level to the Price Level list

Associate a price level with a customer

Create invoice letters

Generate reminder statements
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Use Sales Forms for Payment in the Future

Any time you make a sale in your business, you record it in QuickBooks on a sales form. A sales form
can be an invoice (when you expect payment to come later), a sales receipt (when you receive
payment at the time you make the sale), or a credit memo (when you issue a credit on your
customer’s account or a customer refund, perhaps because they've returned something they've
bought).

The type of sales form you use (invoice or sales receipt) depends on whether you expect payment in
the future or at the time of the sale. If you expect to receive payment at some future date, you enter
an invoice.

@
o  Step-by-Step: Display a Completed Invoice Form in QuickBooks

1. Open the Customer Center from the Customers drop-down menu (or any of the other access
points).

2. Click on the name of the customer whose invoice you would like to view.

3. From the Transactions tab for that customer, double-click on the invoice to open the invoice form.

Customer Center: Abercrombie, Kristy

& MNew Customer & Job ¥ E New Transactions ¥ Ej Print ¥ Excel * '.'Q‘ Word ¥ L[] Colections Center Q Income Tracker
Customers & Jobs Transactions C t | f t 1} &
ustomer Intformation [P
Active Customers hd >
Company Name Main Phone 415-555-6579 9/15/2003; Send Kristy
0 Full Hame  Mrs. Kristy Abercrambie Main EmailKristy@samplename.com estimate for den remodel
Customer Type  Residential 9/20/2003: Called Kristyto ...
&0 NANME = BALANCE TOT. ATTACH CREDIT R 91-431
o PR 535088 IS Account le REPORTS FOR THIS CUSTOMER
' Terms MNet 30
Family Room -1616.25 i
: ! : Bil o Kristy Abercrombie QuickReport
+Kitchen 0.00 5647 Cypress Hill Rd Open Balance
" Bayshare CA94326

»Patio 0.00 Show Estimates

+Remodel Bathroom 6,967.13 Customer Snapshot
+ Allard, Robert 300.00

Transactions Contacts ToDo's Motes Sent Email

+Remodel 0.00 -
+ Anthony's Pizza Parlor 0.00 show |AllTransa.. *  rFutersy  All * pare (Al -
+ Babcock's Music Shop 0.00 TYPE NUM DATE ~ ACCOUNT AMOUNT

+Remodel 0.00 Payment 12/15/2023 10100 - Cheacking 763328 a
» Balak, Mike 0.00 General Journal FAM2011 12115/2023 11000 - Accounts Re... 7,633.28 '

< Utility Shed 0.00 Credit Mema 71 12/15/2023 11000 - Accounts Re -1,616.25
< Barley, Renee 0.00 Estimate 1211212023 90200 - Estimates 767613

+Repairs 0.00 1091 1211012023 11000 - Accounts Re... 4522.00
+ Bauman, Mark 3,925.00 Check 12/01/2023 10100 - Checking 0.00

+Home Remadel 3,925.00 Credit Memo 4002 121012023 11000 - Accounts Re... 71115 o
+ Bolinski, Rafal 26.80

+2nd story addition 26.80 v Manage Transactions ¥ Run Reports b
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Main Formatting Send/Ship Reports HoA
@ n E <4 GreateaCopy €@ E = Print Later @ B Add Time/Costs 7 ) Creale a Balch
Find New Save Delete a Memorize Mark As Print  Email Email Later Attach  Bf Apply Credits  Progress | Receive B Refund/Credit
- - Pending - - File Payments
» Abercrombie, Kristy:Remodel B...
Customer
|nv0|ce DATE BILLTO suipTo (SMPTO1 e &
1210/2022 @ Kristy Abercrombie Kristy Abercrombie SUMMARY
- 5647 Cypress Hill Rd 5647 Cypress Hill Rd
PAID 12i15/2022 INVOICE
9 . Bayshore CA94326 Bayshors, CA 94325 Phone 415-855-6879
1091 Email kristy@samplename.com
Preferred delivery method E-mail
TERMS DUE DATE Open balance 0.00
Net 30 01092024 @& Active estimates 1
. . . . . Sales Orders to be invoiced 0
ITEM i DESCRIFTION D QUANTITY | Ut i RATE PTax Unbilled time and expenses:  1,910.00
See attached specifications for details on below work. A
Framing Framing labor 16 7150 1,144.00 MNon ' CUSTOMER PAYMENT ’
Installation Installation labor 12 4550 546.00 Non Your customer can not pay online
Removal Removal labor 16 4550 728.00 Non Edit customer preferences
SubsTile &Co . Install file or counter 82500 825.00 Non 8
v RECENT TRANSACTION =
12/15/22 Payment 763328
Your customer can't pay this invoice online T4 |8an Tomas > | (7.75%) 0.00 12/12/22 Estimate 7,676.13
Turn on TOTAL 4,522.00
CUSTCMER MESSAGE FEYMENTS AFFLIED 4,522.00 HOTES &
- BALANGE DUE 0.00
MEMO CUSTOMER | Tax - Save & Close Revert
Zaccons

4. Close the invoice (it's already been created and saved, and so you can just hit the Esc key to
close it).
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Use Sales Forms for Payment at the Time of Sale

If you receive full payment at the time you make a sale — either by cash, check or credit card — you fill
out a sales receipt instead of an invoice. Like the invoice, the QuickBooks sales receipt includes
information about the items or services purchased, but it also includes information about how
payment was made. (Think of the sales receipt as the QuickBooks equivalent of a cash register
receipt at a retail store.) The sales receipt completely bypasses the Accounts Receivable account.

@
o Step-by-Step: Display a Completed Sales Receipt in QuickBooks

1. Open the Customer Center from the Customers drop-down menu (or any of the other access
points).
Click on the name of the customer whose sales receipt you would like to view.

From the Transactions tab for that customer, double-click on the sales receipt to open the Sales
Receipt form.

Enter Sales Receipts

Main Formatting Send/Ship Reports Payments: oA
«® B BH 2 Bomwacw @ G & [ PrntLater )  Ebaddimeicosss Process payment O
Find New Savve De\:ate ﬁMemonze g‘::;iis Prlnt Erllai\ Email Later Attach T
] File
Processing
CUSTOMER: 0B [Imbie, y Roomjikd [0 Remodel 1=-lst=lare) 10100 - Checking = By=YEWS=M Cusiom Sales .. =
- Customer [RIEGEEERN]
H S0LD TO &
DATE
Sales Receipt R — -
102512023 B | 5647 Gypress Hill Rd Phane 4155556579
SALE NO Bayshore CA 94326
M |=—= R =l MORE SALE NG L Email kristy@s amplename.com
CASH CHECK EDRE%JI'TT e-CHECK v 8L Open balance -1616.25
CHEGK NO Active estimates 0
674 Sales Orders to be invaiced 0
ITEM DESCRIFTICON Qry i RATE CLASS AMOUNT | TAX Unbilled time and expenses:  217.94
Removal Removal labor - cleaned up backyard in preparation for 6.5 35.00 Remodel 227.50 MNon A
deck l
Installation Installation labor - installed new deck 4 35.00 Remodel 140.00 Non RECENT TRANSACTION ﬁ
v 12M15/23 Credit Memo 1,616.25
10/30/23 Sales Receipt 74375
T4 SanTomas v (7.75%) 50.38 10/25/23 Sales Receipt 1,067.88
TOTAL 1,067.88 081523 Payment 129278
CUSTOMER 06/07/23 Invoice - Paid 0.00
NOTES &
EMO T:;EIE;ER Tax - Save & Close Revert
4. Close the Enter Sales Receipts window.
Lesson 6 — Enter Sales Information 8
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Fill in a Sales Form

Filling in an invoice is just like filling in a paper form: enter the customer information first (this will
populate the header portion of the invoice), followed by a description of the charges (this will
populate the detail portion of the invoice).

@
o Step-by-Step: Enter Customer Information on an Invoice

1. Onthe Home page, click Create Invoices (or select CTRL+i or Customers > Create Invoices;
there are several other ways to open the Create Invoices window).

2. If you have custom invoice templates, choose the invoice template you would like to use from the
drop-down list.

3. Inthe Customer:Job field, enter the name of the customer/job for whom you wish to create an
invoice.

4. If the Billable Time/Costs window pops up, choose to add billable time or expenses.

Main Formatting Send/Ship Reports =oA
Y B E 82 Boreacacoy @ E = Print Later @ B Ada TmeiCosts BB ElcreatcaBaten
Find Mew Save Delele °MEMOIIZE Mark As Print  Email Email Later Attach | @ Apply Credits Receive B Refund/Credit
T T Pending - - File - Payments
CUSTOMER 408 | S e e e - CLASS ﬁ 3=/ =058 Rock Castle Invoice =
Customer
Invoice ) e e Z
Sonya Bristol Sonya Bristol SUMMARY
P 5920 N. Lighthouse 5920 M. Lighthouse
INVOICE # - |
Bayshore, CA 94326 Bayshore, CA 94326 Phone 415-555-5239
78 Email sonyab@samplename.com
Preferred delivery method E-mail
TERMS DUE DATE Open balance 3,825.00
Net 30 * |0114/2024 & Active estimates 0
Sales Orders to be invoiced 0
ITEM DESCRIFTION QUANTITY Ui RATE | cLass AMOUNT Tax
A
CUSTOMER PAYMENT 4
Your customer can not pay online
Edit customer preferences
v RECENT TRANSACTION 5
12115123 Invoice 3,925.00
“Your customer can't pay this invoice online T San Tomas ¥ | (T.75%) 0.00 01/04/23 Invoice - Paid 95 69
Turn on 0.00
CUSTOMER MESSAGE 0.00 NOTES &
- 0.00
MEMO CUSTCMER | Tax - Save & Close Clear
T8 CODE
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Fill in the Line Item Area

In the bottom half of the invoice (the detail or body of the invoice), you list each service or product
you're selling on its own line, along with the amount the customer owes for that item. Because
information about individual items is on separate lines, the lines are called line items.

But items are not just products you sell or services you provide to clients. Line items can be anything
you might want to put in the detail area of an invoice, like a discount, subtotal line, markup or sales
tax calculation.

@
o. Step-by-Step: Complete the Line Item Area of an Invoice

1. Inthe Item field, choose the item you would like to add to the invoice. If you chose to add
billable expenses from the last exercise, these items will already appear in this section.

2. Press Tab until you reach the Quantity column.
3. Enter the quantity of the item for which you wish to invoice in the Quantity column.

4. Press Tab to enter the rate or per unit price for this item. If this item has been set up with a
default rate, it will automatically appear on the line, but you can overwrite it.

5. Press Tab to see the amount or extension of the quantity multiplied by the per unit price.

6. Let QuickBooks populate the Tax code for this item automatically, but you can overwrite it by
selecting a different tax code from the drop-down.

ITEM | DESCRIFTION DOQUANTL.. § UM i RATE D AMOUNT | TAX
Remaoval Removal labor 40 3500 140000 Mon &
NOTES
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Complete the Sales Form

@
o Step-by-Step: Complete and Record the Invoice

1. Atthe top of the screen in the Main tab of the ribbon, click on the drop-down under Print and
choose Preview.

Rock Casle Construction I nv Oi ce

1735 County Foed

Bayshors, CA 84326 DATE BIVOICE *

152023
TERME DUE DLTE FROIECT
1 30 11142004 Rlcpuin
DEECRFTION CURMTITY um RATE AROUNT

R 4 3500 L 400
Subtotal L4000
Sales Tax (7.75%) 000
Total SLA00.00
PaymentsiCredits i
Balance Due LA

2. Click Zoom In and use the scroll bars to see the invoice items at greater magnification.

3. Click Close.
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Complete the Sales Form

4. Invoices and other sales forms can be printed, emailed or saved as PDFs by clicking on the drop-
down under Print or Email in the Main tab of the ribbon at the top of the form.

5. In the Create Invoices window, record the sale and close the window by clicking Save & Close.

QuickBooks records the invoice in your Accounts Receivable register. If this were a sales receipt,
QuickBooks would record the sale in your Undeposited Funds account until you deposit the money
at the bank or record a deposit into the bank account you specified in the Enter Sales Receipts
window. (The option to select an account in which to deposit the payment is available only when the
Payments preference Use Undeposited Funds as a default deposit to account is turned off.)

The Accounts Receivable register keeps track of how much money your customers owe you.

]

o Step-by-Step: See the Accounts Receivable Register

1. Open the Chart of Accounts.

2. Inthe Chart of Accounts, double-click the Accounts Receivable account.

11000 - Accounts Receivable

e Goto.. | =) Print... | [52 Edit Transaction ﬁQuickReport

DATE HUMBER CUSTOMER

MY

1201512023 76 Burch, Jason:Room Addition 3,925.00

MY 01/14/2024
121512023 7 Allard, Robert 300.00

1MV 12130/2023
211512023 78 Bristol, Sonya:Repairs 1,400.00

011412024

1201512023 1098 Cook, Brian:Kitchen

INV

121512023 42000 Matiello, Ernesto:Kitchen

PMT

1211512023 765467 ||Allard, RobertRemodel

PMT

1211512023 71 Abercrombie, Kristy Family Room
CREDME

121512023 FAMZ2011 | Abercrombie, Kristy Remodel Bathroom
GEMNJRM Bounced Check#

1-Line Show open balance

Sortby  Date, Type, Number/Ref =

1,636.69
01/14/2025

13,560.39
14,510.00

-1,616.25
1211512023

7.633.28
Paid

ENDING BALANCE 1 26,891 63

|' Record ] Restore

3. To open atransaction, double-click on the transaction in the register, or click on it once and then

click the Edit Transaction button in the toolbar.

4. Close the register.

Lesson 6 — Enter Sales Information
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Repeat a Sale

Many of the sales you make in your business are ones you repeat again and again. For example, you
may have a standing monthly order from a customer, or you may perform essentially the same
services for more than one client. QuickBooks lets you memorize sales forms so you don't have to
retype the information. In fact, QuickBooks allows you to memorize a transaction so it is automated
on a schedule if it's something that happens regularly in exactly the same way.

@)
o Step-by-Step: Memorize the Invoice

1. Make sure you have the invoice you want to memorize displayed on your screen.

2. From the Main tab of the ribbon in the upper right of the task bar, choose Memorize. The
Memorize Transaction window appears on top of the invoice.

Create Ir

Main Formatting Send/Ship Reports oA
«» B H 2 Create aCopy @ & = Print Later il | EhadaTimercosts B BlcrateaBatcn
Find New Save Delete QMemo,ize Mark As Print  Email Email Later attach | @A Apply Credits Receive B RefundiCredit
e e Pending - - File Payments
el s = 0e| Campbell, HeatherRemode! = cLASS =tz el Rock Castle Invoice =
Customer
Invoice e ¢
See ’ SUMMARY
Memorize Transaction 2 GalNEr ETiEl
98342 Sharondale Rd.
— Millbrag, CA94030 Phone 650-555-3423
Name | Remodel Example Invoice @ Email hcampbell@myemail.com
© Addto my Reminders List . Ccancel Preferred delivery method None
DUE DATE Open balance 13,900.00
* 12/25/2024 HE Active estimates 0
© Automate Transaction Entry Sales Orders to be invoiced 0
ITEM AMOUNT TAX
Floor Plans 3,000.00 Non =
Installation - 9,000.00 Mon CUSTOMER PAYMENT &
Labor 1,500.00 Mon Your customer can not pay online
Removal Remaoval labor 10 40.00 Remodel 400.00 Mon Edit customer preferences
A4 RECENT TRANSACTION g
12M0i23 Invoice 13,900.00
“Your customer can't pay this invoice onling T4 8an Tomas v | (7.75%) 0.00
Turn on 13.900.00
CUSTOMER MESSAGE 0.00 NOTES &
- 13,900.00
MEMO - Save & Close | Save & New \ Revert

3. Inthe Name field, type a description that will help you recognize the memorized invoice or keep
the default description QuickBooks has provided.

4. Click the radio button next to Do Not Remind Me.
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5. Click OK.

6. Close the Create Invoice, Accounts Receivable register and Chart of Accounts windows.

@
o Step-by-Step: Recall a Memorized Sale

1. From the Lists menu, choose Memorized Transaction List.

Memorized Transaction List

TRANSACTICN MAME TYFE AMOUNT | FREQUENCY AUTO NEXT DATE
» Qverhead General Journal 13100 - Pre-paid Insurance 675.00 | Mever

+ Recurring Depr Entry - Monthly General Journal 54000 - Job Expenses:54599 - Less Discounts Taken 19.60 Wonthly 232023
< Sergeant Insurance Check 10100 - Checking 675.00 Monthly 011512024

Memorized Transaction ¥ Enter Transaction

2. Double-click the transaction you just added. Remember, this is just a snapshot copy of an invoice
that you've memorized, not the original invoice.

3. Make any necessary changes on this copy of the memorized invoice (such as the date or other
details) before you save it.

4. Click Save & Close to record the invoice.

5. Press the Esc key to close the Memorized Transaction List.

NOTES
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Create Batch Invoices

Batch invoices are a way to assemble a list of customers to whom you can send similar invoices all at
once. This can be great for recurring service billing.

@)
o  Step-by-Step: Create a Batch Invoice

1. From the Customers menu, choose Create Batch Invoices.

2. Click OKto close the Is your customer info set up correctly? message.

Batch

Step 1 of 3: Select a billing group or choose customers and click Next.

SEARCH BILLING GROUP

Look for in  Allfields - -

Search Reset Search within results Manage Groups | \What s a billing group?

Search Results

NAME & BALAMNCE TO TERMS CUSTOMERS IN THIS GROUP
Abercrombie, Kristy “

Family Room -1,616.25 Met 30 l

Kitchen 0.00 MNet 30

Patio 0.00 MNet 30 Add>

Remodel Bathroom 6,967.13 Met 30 < Remove
Allard, Robert 300.00 MNet 15

Remodel 0.00 Met 15
Anthony's Pizza Parlor 0.00
Babcock's Music Shop 0.00 Met 15

Remodel 0.00 Met 15
Balak, Mike 0.00 MNet 30

v
Select All Clear All Save Group

Back m Help Cancel

3. Inthe Look for field, you can search for an item description.

4. Click Search.
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Create Batch Invoices

5. Inthe Billing Group field, enter a name for your batch. If you enter a name that does not exist,

you will receive a prompt to set up this group.

6. Highlight each client from the search results you wish to add to the Billing Group or you can click
Select All. Use the Add button to add clients to your list.

SEARCH

Lookfor shed in Al fields
Search Reset

Search Results

Matiello, Ernesto

Keenan, Brid: age Shed
Balak, Mike:Utility Shed
Bristol, Sonya:Utility Shed
Duncan, Dave:Utility Shed
Dunn, Eric C. tility Shed
Fomin, Slava:

Jimenez, ¢ y
Johnson, Gordon:Utility Shed
Memeo, Jeanette: Utility Shed
Overfield, David:Utility Shed

Select All Clear All

Step 1 of 3: Select a billing group or choose customers and click Next.

("] Search within results

NAME & i BALANCE TO... |

Add >

< Remove

BILLING GROUP

Sheds

Manage Groups Whatis a billing group?

Billing group :  Sheds

CUSTOMERS IN THIS GROUP

Matiello, Ermnesto

Keenan, Bridget:Storage Shed
Balak, Mike:Utility Shed
Bristol, Sonya:Utility Shed
Duncan, Dave:Utility Shed
Dunn, Eric C.W.Utility Shed
Fomin, Slava:Utility Shed
Jimenez, Cristina:Utility Shed
Johnson, Gordon:Utility Shed
Memeo, Jeanette:Utility Shed
Overfield, David:Utility Shed

Save Group

Help

>

Cancel

7. Click Save Group.

8. Click Next.

9. Choose the date of the invoices that are being issued in one batch as well as the invoice

template you wish to use for the entire batch.

10. Enter the information you would like on your invoice.

11. Click Next.

12. Review the list of customers checked in the next window and click Create Invoices.

13. The Batch Invoice Summary appears. Click Email to send the invoices to your customers or Print

to print the invoices.

14. Click Close to close the Batch Invoice Summary.

Lesson 6 — Enter Sales Information
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Enter a New Item

Items are what we use on sales forms like estimates, sales orders, invoices and sales receipts. Iltems
show the products/services that are sold and each item is mapped to one or more accounts in
QuickBooks. ltems can be mapped to one, two or three accounts, depending on the item setup.

® One-sided items - These items are used on either a sale or a purchase form, but not both. For
example, if you sell consulting services, you may have an item named Consulting for use on your
invoices. This item will be mapped to an income account to view on your Profit & Loss report. If
this item (meant for sales transactions, in this example) were used on a purchase transaction, it
would post a negative transaction to your income account.

® Two-sided items - These items are used on both a sale and a purchase form. The setup of these
items allows you to post to an income account when used on a sales form and post to an
expense account when used on a purchase form.

® Three-sided items - These items are used for inventory. The setup of these items allows you to
purchase the item and receive it into your Inventory asset account (part 1). When you sell the
inventory, the item posts to your Income account (part 2) and makes a Cost of Goods Sold entry
(part 3).

In this section we will look at a one-sided item entry.

Lesson 6 — Enter Sales Information 17
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(@

o Step-by-Step: Add a One-sided Item

1. From the Lists menu, choose Item List.

Enter a New Item

Loak for in Allfields - ch Rese Search within results
@ 1 NALE TYPE & ACCOUNT TOTAL QUANTIT ATTACH
+Painting Painting Service 40100 - Construction Income:40150 - Subcontracted Labor Inco 0.00
+Plumbing Plumbing Service 40100 - Construction Income:40150 - Subcontracted Labor Inco 0.00
+Roofing Roofing Service 40100 - Construction Income:40150 - Subcontracted Labor Inco 0.00
+Tile &Counter Install tile or counter Service 40100 - Construction Income:40150 - Subcontracted Labor Inco 0.00
+ Interior Door kit 2 Interior Door kit 2 Inventory Part 40100 - Construction Income:40140 - Materials Income 158 0 200.00
» Cable Foot Cable by the Foot Inventory Part 40100 - Construction Income:40140 - Materials Income 1] 0 5.00
» Cabinets Cabinets Inventory Part 40100 - Construction Income: 40140 - Materials Income 0 0 0.00
+Cabinet Pulls Cabinet Pulls Inventary Part 40100 - Construction Income:40140 - Materials Income 423 0 0.00
+Light Pine Light pine kitchen cabinet wall u... Inventory Part 40100 - Construction Income:40140 - Materials Income 4 0 1,799.00
+ Door Frame standard interior door frame Inventory Part 40100 - Construction Income:40140 - Materials Income 0 0 0.00
- Hardware Inventory Part 40100 - Construction Income:40140 - Materials Income o 0 0.00
+Brass hinges standard interior brass hinge Inventory Part 40100 - Construction Income:40140 - Materials Income 183 0 0.00
+Doorknobs Std Standard Doorknobs Inventory Part 40100 - Construction Income:40140 - Materials Income 103 0 30.00
+Lk Doorknobs Locking interior doorknobs Inventory Part 40100 - Construction Income:40140 - Materials Income 122 0 38.00
» Wood Door Doors Inventory Part 40100 - Construction Income:40140 - Materials Income 1 0 0.00
+Exterior Exterior wood door Inventory Part 40100 - Construction Income:40140 - Materials Income 16 0 120.00
=+Interior Interior wood door Inventory Part 40100 - Construction Income:40140 - Materials Income 26 0 72.00
+ Interior Door kit complete Interior door Inventory Assembly 40100 - Construction Income:40140 - Materials Income 41 0 0.00
» Lumber Lumber Non-inventory Part 40100 - Construction Income:40140 - Materials Income 0.00
+Trim Trim lumber Mon-inventory Part 40100 - Construction Income:40140 - Materials Income 0.00
+Decking Decking lumber Non-inventory Part 40100 - Construction Income:40140 - Materials Income 0.00
Item | Activies |*| Reports v | Excel ¥ | Aftach Include inactive

2. Click the Item menu button at the bottom left of the window then choose New.
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3. Inthe New Item window, choose an item type from the Type drop-down list.

= IMPORTANT: When you select an item type, a description of how that item should be used will appear to
the right of the drop-down box.

MNew ltem

‘o ———
- Useforsenices you charge for or purchase, like
specialized labor, consulting hours, or professional Cancel
faes.
Next
[term Wame/Mumber Subitem of
Notes

UNIT OF MEASURE Custom Fields

UM Set - Edit... Spelling

This semnvice is used in assemblies oris performed by a subcontractor or partner

Description Rate 0.00
Tax Code Tax -
Account - [tem is inactive

How can | set rates by customers or employees?

4. Assign an item name or number in the ltem Name/Number field.

5. In the Description field, enter the default information you would like to appear when this item is
used on a form. (This information can be overwritten on any individual transaction.)

6. You can assign a standard per unit selling price in the Rate field.

7. Inthe Tax Code field, assign a standard taxable or non-taxable code.

= IMPORTANT: [tems marked as Non-taxable in the setup will not accrue sales tax on sales forms. See the
Sales Tax training section for additional information.

8. Inthe Account field, choose the appropriate Income account to post to when this item is used on
sales forms.

9. Click OK to add the new item to the Item List.

10. Close the Item List.
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Create New Price Levels

For each price level you create, you assign a name and percentage increase or decrease to the
item'’s base or standard sales price. You can create up to 100 price levels in QuickBooks Pro and
Premier to use on invoices, sales receipts, estimates and credit memos. To enable price levels in a
company, click Edit >Preferences ->Sales & Customers > Company Preferences > Enable Price
Levels.

@
o Step-by-Step: Create a New Price Level

1. From the Lists menu, choose Price Level List.

Price Level List
Commercial
Industrial Fixed % -15.0%
Residential Fixed % -5.0%
Door Replacement Special Per Item varies per iter
Kitchen Upgrade Package Per ltem varies per item
Pretell Real Estate Rates Per ltem varies peritem

Price Level ¥ Reporis

2. From the Price Level menu button, choose New.
3. Inthe Name field, enter a name for the price level.

4. From the Type drop-down list, select Fixed % or Per Item. This setting determines if you have a
fixed markup/discount or if you would like to set up custom prices per item. (Per Item Price
Levels are not available in QuickBooks Desktop Pro.)

5. Setyour rounding parameters.
6. Click OK.

7. Close the Price Level List.
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Associate Price Levels with Customers

When you assign price levels to customers, QuickBooks calculates rates and amounts on sales forms
based on the price level associated with that customer.

(¥}
o  Step-by-Step: Associate a Price Level with a Customer

1. Open the Customer Center.

2. Inthe Customers & Jobs List, select the customer whose price level you wish to set.
3. Double-click on the customer name to open the customer detail page.

4. Click the Payment Settings tab.

5. From the Price Level drop-down list, choose the price level you want to associate with the
customer.

cusToMER Mave | Lew Plumbing - C

CURRENT BALANCE 220.00 How do | adjustthe current balance?

Address Info

AGGOUNT NO. GREDIT LIMIT
Payment Settings
£ay g FAYMENT TERMS | Net 30 - PRICE LEVEL [bommercial - ] a
Sales Tax Setftings PREFERRE =Add New =
il g REFERRED (£ ooy -

DELIVERY METHOD

Additional Info REFERRED
Industrial

CREDIT CARD INFORMATION ONLINE PAYMENTS  Residential

CREDIT CARD NO. | 9922y00000002222 Letthis custom  Door Replacement Special

— i Kitchen Upgrade Package
EXP. DATE | 09O 2005 Credit Car

Pretell Real Estate Rates

Bank Tran
MAME ON CARD | Lew Plumbing

ADDRESS | 221 Old Bayshore Rd

ZIP / POSTAL CODE | 94326

Can | save the Card Security Code?

Customer is inactive E Cancel Help

6. Click OK to close the Edit Customer window and save your changes.
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Now when you create a sales form for this customer, the price will automatically be adjusted
according to the price level. However, you will still have the opportunity to select the base or
standard price, or any of the other prices associated with other price levels, for each item (by clicking
on the drop-down next to the rate that appears). You will also be able to overwrite the price
altogether and enter a custom price for this sales form. See the next section, Assign Price Levels to
Individual Line Items, for situations in which you might want to use this feature.

NOTES
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Assign Price Levels to Individual Line Items

In addition to associating price levels with customers, you can also use price levels on an individual
basis on sales forms. Some examples of when you might want to do this are:

® You've associated a price level with a customer but want to charge the base sales price for an
item on a sale to that customer

® You wantto use a price level for one or more items but you don't want to assign a price level to
the customer for whom you're recording the sale

@
o Step-by-Step: Apply a Price to a Single Line Item

1. In a sales form with line items click in the Rate column and select the price level you want to use
from the drop-down list that displays (or you can enter your own price for that item, even if it is
not in the drop-down list).

2. When you move out of that field on the form QuickBooks recalculates the amount and balance
due.

NOTES
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Use the Income Tracker

The Income Tracker Center helps you manage collecting payments from your customers. It lists all
overdue and nearly-due invoices in a single place, as well as unbilled estimates. You can send email
reminders to one customer or many customers, and it tracks customer notes about your collection
efforts.

@
o Step-by-Step: Review Overdue and Nearly-Due Payments

for All Customers

1. From the Customers menu, select Income Tracker (or open the Customer Center and click on
Income Tracker).

2. Click on any of the money bar’s colored tabs on the top to filter the information, if desired.

Income Tracker

UNBILLED UNPAID 410
TR
2 SALES ORDERS 18 TIME & EXPENSES 0 OVERDUE
cusTomeErR.Jo8  |All | - | Tree Al | status |Al ~ | pate Al -
[ | cusTomer TYPE NUMBER | DATE ¥ DUE DATE AMOUNT OPENBALANCE | LAST SENTDATE | STATUS ACTION
[] Allard, Robert Invoice 7 1211523 12130123 300.00 300.00 Open
[ Alard, RobertRemo... Unapplied Payments 765467 12115123 14,510.00 -14,510.00 Paid
[] Bauman, Mark:Hom... Invoice 73 121523 12130723 3,925.00 3,925.00 Pending Open
[ Brenda Bowden_c Unapplied Payments 1211523 10,000.00 -10,000.00 Paid
[] Bristol, Sonya:Repairs Invoice 74 1211523 1114124 3,925.00 3,925.00 Pending Open
[] Bristol, Sonya:Repairs  Invoice 78 1211523 1114124 1.400.00 1,400.00 Open
[] Bristol, Sonya:Utility... Inveice 75 1211523 114724 3,925.00 3,925.00 Pending Open
[ Burch, Jason:Room Invoice 76 12/1523 1114124 3,925.00 3,925.00 Pending Open
[] CompuBooks Const.. Stmt Charge 67 1211523 175.00 175.00 Open
[ Cook, Brian:Kitchen Invoice 1098 1211523 1114125 1,636.69 1,636.69 Open
[] Morgenthaler, Jenny... Sales Order 7003 121523 114i25 27153 271.53 Open
[] Ted Customer Invoice 69 1211523 1215123 45,000.00 45,000.00 Open
[ WVasquez, Anabel:Ba... Invoice 68 1211523 12130123 862.00 862.00 Open .
t Batch Actions - Manage Transactions - Showing 1 - 71 of 71 dasp

3. Click on the down-facing arrow next to Select in the Action column for a list of actions you can
take with each line.

4. Inthe Unbilled section (the left half) of the money bar, click on the colored tab for Estimates.
These are open estimates that can be turned into invoices by using the Action field.
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5. Place checkmarks in the boxes in the far left column next to each estimate (or one checkmark in
the top box to indicate you are choosing all of them). Click on Batch Actions at the bottom
which, in this case, enables you to batch email them or mark them inactive.

6. The Manage Transactions button at the bottom left enables you to launch a new customer-
related transaction such as a new invoice or estimate, or to edit the currently highlighted row.

7. Close the Income Tracker.

NOTES
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Create Single Invoice Letters

@
o Step-by-Step: Create an Invoice Letter

1. From the Reports menu, choose Customers & Receivables, then choose Open Invoices from
the submenu.

2. Inthe on-screen Open Invoices report, double-click the open invoice for which you would like to
send a letter.

3. Under the Send/Ship tab of the ribbon at the top, click the Prepare Letter icon to display the
drop-down list.

4. Select Prepare Letter. If QuickBooks prompts you to find letters, click Copy.

5. Choose the type of letter you wish to create.

Letters and Envelopes

(DETCTOMDTeE
ypress HillRd |~ Choose a Letter Template
hre CA 94326

@ Letter templates available for invoice letters.

[ — . {Invoice Letter with Details
———)

g EWindow Envelope Cover Letter

éWindow Envelope Invoice Letter with Details

1 Create or Edit a letter template.

Back Cancel Help

6. Click Next.
7. Enter the appropriate name and title for the letter signature.

8. Click Next.
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Create Single Invoice Letters

9. Inthe next screen, indicate whether you wish to print envelopes as well. If you wish only to print a

letter, select Cancel.

Ruock Castle Construction
1735 County Road
Bayshore, CA 94328

December 15, 2023
Hristy Abercrombiz
5347 Cypress Hill Rd
Bayshaore CA 84325
Dizar Kristy,

This table summarizss your current invoics sctivity. Plesse review this information and let us
know if you have any questons.

Irmucice Job Rempodel Bathroom
Irvoice Murniber a4

Imvoice Cate 1112502021

Irvoice Due Dsie 1202502021

Irvoice Amount 11128

Imvoice Balance 11128

Thank you for choosing Rock Castle Construction. Wi hope to work with yau again in the future.

Sincarely,

Esther Friedoerg Kanp
President & CEOQ
Rock Castle Construction

10. You can choose to print the letter (and envelope) from Microsoft Word® if you wish.

11. From the Window menu, choose Close All.

NOTES
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Generate Reminder Statements

Reminder statements summarize a customer's account by listing recent invoices, credit memos and
payments received. You can use reminder statements when you bill through invoices but want to
remind your customers about delinquent payments and/or total outstanding balances.

Reminder statements are different from other forms in QuickBooks such as invoices, sales receipts or
checks in that they are not transactions; you can think of them as reports for your customers.
Furthermore, because QuickBooks already has all the information you need to create reminder
statements, you don't have to fill them out. Instead, you review the information that will appear on
each statement, decide whether to add finance charges, and generate them.

@
o Step-by-Step: Generate Reminder Statements

1. Click Home to display the Home page, then click Statements (or from Customers, select Create
Statements).

Create Statements

SELECT STATEMENT OPTIONS SELECT ADDITIONAL OPTIONS
Statement Date 12M5/2023 B Template
Intuit Standard Statement - Customize

® Statement Period From  14/16/2023 @& T0 12M15/2023 @&
7y All open transactions as of Statement Date Create One Statement  Per Customer -

Show invoice item details on statements
Print statements by billing address zip code

+ Print due date on transactions

SELECT CUSTOMERS
® All Customers Do not create statements:
7 Multiple Customers with a zero balance
) One Customer with a balance less than
) Customers of Type with no account activity
77 Preferred Send Method for inactive customers
View Selected Customers... Assess Finance Charges...
Preview Print E-mail Close Help

2. For Statement Date, enter the date you want to appear on the statement.
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3. Setyour statement period in the Statement Period From/To fields or select All open
transactions as of statement date.

4. Inthe Select Customers section, choose how you would like to create the statements. Select
additional options as they apply. Click Assess Finance Charges if you would like to add finance
charges to the statements. (If you want to assess finance charges without sending out statements,
you can click on Customers > Assess Finance Charges or access the Finance Charges icon

from the Home page.)

SELECT STATEMENT OPTION S

Statement Date 12152022 E
7 Statement Period From To
® All open transactions as of Statement Date

Include only transactions over

SELECT CUSTOMERS
® All Customers
7 Multiple Customers
77 One Customer
) Customers of Type

7 Preferred Send Method

View Selected Customers...

Preview Print

days past due date

SELECT ADDITIONAL OPTION S
Template
Intuit Standard Statement = Customize
Create One Statement  Per Customer -
+| Show invoice item details on statements
Print statements by billing address zip code

« Print due date on transactions
Do not create statements:
with a zero balance

+| with a balance less than 5.00

with no account activity:

forinactive customers

Assess Finance Charges...

Close Help
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5. Enter an assessment date in the next window (the Assess Finance Charges window) if applicable.

Click Assess Charges.

inance Cha

Click the assess column for each customer for whom you wish to create a finance charge invoice.

Assessment Date

Customers with *s have payments or credit memaos which have not been
applied to any invoice. The overdue balance does notinclude these credits.

Settings... Collection History | Assess Charges | Cancel

Generate Reminder Statements

12M15/2023 | Finance Charge - Customize
ASS LAST FC CUSTOMER OVERDUE BAL FIMANCE CHARGE
Abercrombie, Kristy 0.00 A
) *Remodel Bathroom 3,186.28 62215
v
Mark All Unmark All Mark Invoices "To be printed”

6. Back in the Create Statements window, click Preview.

7. Click Close.

8. Close the Create Statements window.

NOTES
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Enter Sales Information — Review Questions

1. When receiving payment at the time of sale, you create a in
QuickBooks.

2. When customers are returning items, you record the return on a

3. In QuickBooks you can record payments by customers made using which of the following?
a. Cash
b. Check
c. Creditcard
d. All of the above
4. True or false: QuickBooks lets you save sales forms as PDF files.
a. True

b. False

5. If you regularly invoice a customer for similar items or services, you can
the invoice to save time.
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6. From which list (or lists) does QuickBooks get the information for A, B and C in the graphic
below?

a.

b.

Main Formatting Send/Ship Reports oA
«» B H X CreateaCony € & = [ Pintlater ) Bbadatmercoss [ B BlcreateaBaten
Find New Save Delete @BMemorize Mark As Print  Email EmailLaler  Attach @ Apply Credits  Progress | Receive B Refuna/Credit
- T Pending - T File Payments

CUSTOMEF

Customer

| H DaTE BILLTO syze ShipTod h ¢
n VO I Ce See History 12110/2023 Kristy Abercrombie Kristy Abercrombie SUMMARY

5647 Cypress Hill Bd 5647 Cypress Hill Rd

Bayshare CA9433 Bayshore, CA94326 Phone 415-555-6579

Email kristy@samplename.com

Preferred delivery method E-mail

TERMS DUE DATE Open balance 7,589.28

Net 30 . 01/09/2025 & Active estimates 1

Sales Orders to be invoiced ]

ITEM DESCRIFTION QUANTITY Ui RATE ! CLASS AMOUNT TAX Unbilled time and expenses:  1,910.00
See attached specifications for details on Remodel A
pelow work. ' CUSTOMER PAYMENT &
Framing Framing labor 16 7150 Remodel 1,144.00 MNon §
Your customer can not pay online
Installation Installation labor 12 4550 Remodel 546.00 MNon y
Edit customer preferences
Removal Remaval labor 16 4550 Remodel 728.00 Non
v RECENT TRANSACTION 5
12M15i23 Invoice 62215
“Your customer can't pay this invoice online T [san Tomas w | (7.75%) 0.00 1215i23 Payment - Bounced Check
Turn on 4,522.00
GUSTOMER MES 0.00 NOTES, &
4,522.00

- Save & Close Revert

7. Listthe item types used in the line item area of the invoice above.

8. On which of the following can you not use price levels?
a. Invoices
b. Sales receipts
c. Credit memos

d. Purchase orders
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9. QuickBooks Pro allows you to assign price levels to which of the following?
a. Specific customers
b. Individual line items on sales forms
c. Bothaandb
d. None of the above

10. If a wood door’s base price is $120.00 and you set the rounding option to 1.00 minus .11 for a
certain price level, what price might appear on an invoice for the wood door if that price level is

used?

a. $120.11
b. $120.89
c. $119.89
d. $119.11

11. Which of the two methods described in this lesson for providing customers with information
about overdue invoices allows you to assess finance charges?

a.

b.
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Review Activities

1. Create an invoice for Rock Castle Construction that uses the new Repairs:Plumbing line item.
Create the invoice for a new customer by adding information to the Customer list on the fly.

2. Filling out a sales receipt is similar to filling out an invoice form. Create a sales receipt for the
customer Rock Castle Construction and select the Undeposited Funds option. (You need to
select this option only if the preference to use that account as the default deposit to account is
not set.) After you create the sales receipt, open the Undeposited Funds account register to see
the transaction QuickBooks created automatically.

3. Create a new price level for Rock Castle Construction for their January sales event. You want all
the prices to be 10% off and rounded to the nearest $.95. Then create an invoice and add some
items. Apply the January sales event price level and see the effect on the price. How would you
change the price level so all prices are rounded to the nearest $.49?
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Answers to Review Questions

1. When receiving payment at the time of sale, you create a sales receipt in QuickBooks.
2. When customers are returning items, you record the return on a credit memo.
3. In QuickBooks you can record payments received from customers using which of the following?
a. Cash
b. Check
c. Credit card
d. YAll of the above
4. True or false: QuickBooks lets you save sales forms as PDF files.
a. vTrue
b. False

5. If you regularly invoice a customer for similar items or services, you can memorize the invoice to
save time.
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6. From which list (or lists) does QuickBooks get the information for A, B and C in the graphic
below?

a. Customers & Jobs List

b. Customers & Jobs List (if associated terms with the customer); Terms List

c. lItem List

Create |

Main Formatiing Send/Ship Reports

& » a E S@ Bcrateacoy @ g = Print Later @ B Add Time/Costs B E)cresteasacn

Find New Save Delete OMemmiza Mark As Print  Email Email Later Attach quplyCredits Progress  Receive @Refundf(:mﬂit
T - Pending T T File Payments

cusTomer-yoe [, KristyRemodel Bathroomjied Vel Remodel = BISTEWSia Rock Castle Invoice =

Customer Transaction

Ship To 1 -

Invoice ¢
See History 121102023 & Kristy Abercrombie Kristy Abercrombie SUMMARY
— 5647 Cypress Hill B 5647 Cypress Hill Rd
INVOICE #
Bayshore CA 3433 Bayshore, GA 94326 Phane 415-555-6579
1091 Email kristy@samplename.com
Preferred delivery method E-mail

758928

TERMS DUE DATE Open balance
Net 30 01/08/2025 Active estimates 1
]

Sales Orders to be invoiced

e pEsEmETon soannTy o TATE oo AUOURT s Unbilled time and expenses:  1,910.00
See attached specifications for details on Remodel A
below work. ' CUSTOMER PAYMENT &
Framing Framing labor 16 71.50 Remodel 1,144.00 Mon
Your customer can not pay online
Installation Installation labor 12 45.50 Remodel 546.00 Mon
Edit customer preferences
Removal Removal labor 16 4550 Remodel 728.00 Mon
v RECENT TRANSACTION E
12/15i23 Invaice 62215
“our customer can't pay this invoice online % 8an Tomas v | (7.75%) 0.00 1211523 Payment - Bounced Check ..
Turn en TOTAL 4.522.00
CUSTOMER MESSAGE PEYMENTS APFLIED 0.00 NOTES &
- BALANCE DUE 4,522.00
MEMO CUSTOMER | Tax b4 Save & Close Revert
TAX CODE

7. Listthe item types used in the line item area of the invoice above.
Service
8. On which of the following can you not use price levels?
a. Invoices
b. Sales receipts
c. Credit memos

d. v'Purchase orders
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9. QuickBooks Pro allows you to assign price levels to which of the following?

a.

b.

C.

d.

Specific customers
Individual line items on sales forms
v'Both a and b

None of the above

10. If a wood door’s base price is $120.00 and you set the rounding option to 1.00 minus .11 for a
certain price level, what price might appear on an invoice for the wood door if that price level is

used?

a. $120.11
b. $120.89
c. V$119.89
d. $119.11

11. Which of the two methods for providing customers with information about overdue invoices
allows you to assess finance charges?

a.

b.

Invoice letters

v'Reminder statements
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