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Lesson Objectives

Learn how to record customer payments in QuickBooks
Learn how to handle customer discounts, partial payments, overpayments or down payments

Learn how to handle customer bounced checks

See how to record a deposit in QuickBooks and how QuickBooks treats the deposit behind the
scenes

Learn how to enter cash back from a deposit in QuickBooks

Lesson 7 — Receive Payments & Make Deposits 5



QuickBooks Desktop 2019 Client Training Record Payment in Full for a Single Job

Record Payment in Full for a Single Job

If you receive payment at the time of a sale and fill out a sales receipt, the customer payment is part
of that sales receipt transaction. When you invoice a customer and receive payment later, you must
enter the payment in the QuickBooks Receive Payments window as a transaction that is separate
from the sale.

@
o Step-by-Step: Record a Payment in Full

1. From the Customers menu, choose Receive Payments. (If the QuickBooks Payment Interview
window displays, close it.)

2. Inthe Received From field, select the Customer:Job from whom you are receiving the payment.
Press Tab.

3. Inthe Amount field, type the amount of the payment. Press Tab.
4. Inthe Date field, enter the date the payment was received. Press Tab.
5. Select the payment method from the payment icons. Press Tab.

6. Enter the reference number for the payment, if applicable.

Lesson 7 — Receive Payments & Make Deposits 6
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Record Payment in Full for a Single Job

7. Place a checkmark next to the invoices in the grid to which you are applying the payment. (If
Automatically apply payments has been chosen in Edit > Preferences > Payments >
Company Preferences, you can remove checkmarks and add your own if the automatic

application of payment doesn't suit your needs.)

Receive Payments

Main Reporis Payments oA
= o Process payment
«»> B X & = 0 = = -
Find Mew Delete Print  Email Atiach Look up Un-Apply Discounts And Record
M T File Customer/invoice Payment Credits Bounced Check Ad[‘
Customer Payment
ECEIVED FROM | Jacobsen, DougKitc... = . . -
u E =i Master ...
PAYMENT AMOUNT 2,000.00 I;:ET
CASH CHECK DEBIT e-CHECK
CATE 42M1402023 ] L
CHECK# | ggg CEFOSITTS  |42000 - Unde.. =
J | DATE NUMBER ORIG. AMT. AMT. DUE PAYMENT
1012312023 1069 3,207.75 795.00 0.00
11/25/2023 1082 4,725.00 3,5256.00 0.00
» 121512023 FAM2013 2,000.00 2,000.00 2,000.00
v
Totals 9,932.75 §,320.00 2,000.00
AMOUNTS FOR SELECTED INVOICES
AMOUNT DUE 2,000.00
APRLIED 2,000.00
DISCOUNT AND CREDITS
AFPLIED 0.00
save & Close Revert

8. Click Save & Close.

NOTES
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Enter a Partial Payment

@
o Step-by-Step: Enter a Partial Payment

1. From the Customers menu, choose Receive Payments. (If the QuickBooks Payment Interview
window displays, close it.)

2. Inthe Received From field, select the Customer:Job from whom you are receiving the payment.
Press Tab.

3. Inthe Amount field, type the amount of the payment. Press Tab.

4. Inthe Date field, enter the date the payment was received. Press Tab.
5. Select the payment method from the payment icons. Press Tab.

6. Enter the reference number for the payment, if applicable.

7. Place a checkmark next to the invoices in the grid to which you are applying the payment. (If
Automatically apply payments has been chosen in Edit > Preferences > Payments >
Company Preferences, you can remove checkmarks and add your own if the automatic
application of payment doesn't suit your needs.)

Lesson 7 — Receive Payments & Make Deposits 8
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right.

Enter a Partial Payment

8. Enter the amount of the payment to be applied to each invoice in the Payment column in the far

Receive Payments

Main  Reports  Paymenis B
«» B X 8= ¢ I
Find MNew Delete Prnt  Email Aftach Look up Un-Apply Discounis And

M T File Customerfinvoice Payment Credits Ad;
Customer Payment
RECEIVED FROKM  Bauman, MarkHom... = JR—
B EE | @~
—J —
FAYMENT AMOUNT 2,000.00 J—
CASH CHECK OEnm | SCHECK
DATE  1215/2023 v
CHECK# [333 CEFCSITTO  [42000 - Unde... +
J | DATE NUMBER ORIG. AMT AMT. DUE PAYMENT
» 12152023 73 3,925.00 3,925.00 2,000.00| %
v
Totals 3,925.00 3,925.00 2,000.00
UNDERPAYMENT AMOUNTS FOR SELECTED INVOICES
$1,925.00.
WHEN FINISHED: AMOUNT DUE 3.995.00
VE THIS AS AN UNDERRAYM e
T 2.000.00
1 WRITE OFF THE EXTRA /
CISCOUNT AND CREDITS
APFLIED 0.o0
VIEW CUSTOMER CONTACT INFORMATION
- Save & Close Clear

9.

underpayment option is selected.

10. Click Save & Close to record the partial payment.

NOTES

In the Underpayment section at the bottom, ensure the When finished: Leave this as an

Lesson 7 — Receive Payments & Make Deposits
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Apply One Payment to Multiple Jobs
of the Same Customer

@
o Step-by-Step: Apply One Payment to Multiple Jobs of the Same Customer

1. From the Customers menu, choose Receive Payments. (If the QuickBooks Payment Interview
window displays, close it.)

2. Inthe Received From field, select the parent customer name for the jobs against which you are
receiving payment. This will enable QuickBooks to show all open invoices for the parent
customer and all its jobs. Press Tab.

3. Inthe Amount field, type the amount of the payment. Press Tab.
4. Inthe Date field, enter the date the payment was received. Press Tab.
5. Select the payment method from the payment icons. Press Tab.

6. Enter the reference number for the payment, if applicable.

Lesson 7 — Receive Payments & Make Deposits 10



QuickBooks Desktop 2019 Client Training

7. Place a checkmark next to the invoices in the grid to which you are applying the payment. (If
Automatically apply payments has been chosen in Edit > Preferences > Payments >
Company Preferences, you can remove checkmarks and add your own if the automatic
application of payment doesn't suit your needs.) You will be able to identify the invoice number

as well as the job to which it relates.

Apply One Payment to Multiple Jobs of the Same Customer

Main Reports Payments oA
5 @ E
Cuick Transaction Transaction Processed View Open Customer Sales By Item
Report History Journal  Payment Receipt  Invoices Balance Detail ltem Detail Price List
Customer Payment
RECEIVED FROM  Bristol, Sonya - : ’
BEES @ =~
! e
PAYMENT AMOUNT 7,850.00
CREDIT
CASH CHECK DEBIT e-CHECK
CATE 1 12115/2023 5] L
CHECK= 365 DEFOSITTS 112000 - Unde... w
DATE JoB {UMBER ORIG. AMT. AMT. DUE PAYME
» 121512023 Repairs T4 3,925.00 3,925.00 392500 ©
» [1215/2023 Utility Shed 75 3,925.00 3,925.00 3,925.00
12/15/2023 Repairs 78 1,400.00 1,400.00 0.00
v
Totals 9,250.00 9,250.00 7,850.00
AMOUNTS FOR SELECTED INVOICES
AMOUNT DUE 7.850.00
ARRLED 7.850.00
DISCOUNT AND CREDITS
AFFLIED 0.00
vero ] Save & Close Clear

8. Click Save & Close.

NOTES

Lesson 7 — Receive Payments & Make Deposits
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Enter Overpayments

If a customer sends you an overpayment, you simply enter the amount in the Receive Payments
window and QuickBooks keeps track of the additional payment. When the customer has future
invoices, you can apply the overpayment to those amounts — you can even apply the credit directly
to the invoice.

@)
o Step-by-Step: Enter the Payment

1. From the Customers menu, choose Receive Payments. (If the QuickBooks Payment Interview
window displays, close it.)

2. Inthe Received From field, select the Customer:Job from whom you are receiving the payment.
Press Tab.

3. Inthe Amount field, type in the amount of the payment. Press Tab.
4. Select the payment method from the payment icons. Press Tab.
5. Enter the reference number for the payment, if applicable.

6. Place a checkmark next to the invoices in the grid to which you are applying the payment. (If
Automatically apply payments has been chosen in Edit > Preferences > Payments >
Company Preferences, you can remove checkmarks and add your own if the automatic
application of payment doesn't suit your needs.) The total in the Payment column may not add
up to the total payment amount at the top of the Customer Payment window if you don't know
how to apply all the money.

7. Inthe Overpayment section at the bottom, you may choose Leave the credit to be used later to
leave the overpayment on the customer account or Refund the amount to customer to issue a
refund.

Lesson 7 — Receive Payments & Make Deposits 12
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8. Click Save & Close.

a. If you chose to refund the amount to your customer, the Issue a Refund window will appear.
Complete the form appropriately (including a memo, if desired).

b. Click OK.
e a Refund
Arefund is due to Lew Plumbing - C Issue this refund via Check -
Refund Amount % 2,730.00 Account 10100 - Checking -
Date 1215/2023 B RefiCheck No. To Print Ending Balance  82,742.33
Address Glen Lew Class b

Lew Plumbing
221 0ld Bayshore Rd
Bayshore CA 94326

Memao Refund of overpayment

« To be printed

NOTES
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Handle Down Payments & Prepayments

If a customer makes a payment before you've invoiced him for services (for example, he may be
making a down payment or paying a retainer fee), you can still record the payment in the Receive
Payments window. However, because you don't have any invoices against which to apply the
payment, QuickBooks records it as an unused payment (just like an overpayment for which you have
not issued a refund).

QuickBooks holds the unapplied amount in Accounts Receivable with the customer’s name (as a
negative amount). The next time you enter that customer in the Receive Payments window,
QuickBooks displays the credit amount in the Available Credits area. The customer’s balance also
reflects the credit amount.

@
o Step-by-Step: Enter the Down Payment

1. From the Customers menu, choose Receive Payments. (If the QuickBooks Payment Interview
window displays, close it.)

2. Inthe Received From field, select the Customer:Job from whom you are receiving the down
payment. Press Tab.

3. Inthe Amount field, type in the amount of the down payment. Press Tab.

Receive Payments

Main Reporis Payments oA
bl d a % g = @ &7 57 ] E] Process payment
Find New Delete Print  Email Attach Look up Un-App Discounts And Record
T T File Customer/invoice Credits Bounced Chec Ad;
Customer Payment

FCENEDFROM  EFKEnterpises v

e B BE = & | e
FOUNT 10,000.00 p—
CASH CHECK Depn | eCHECK
DATE [ 12M15/2023 -] b
cHECKE (3333 DEFOSITTC 12000 - Unde. =
J | DATE NUMBER ORIG. AMT. AMT. DUE PAYMENT
Totals 0.00 0.00 0.00
OVERPAYMENT AMOUNTS FOR SELECTED INVOICES
% 10,000.00.
WHE INISHED: AMOUNT DUE 0.00
0l REDIT TO BE USED F APPLIED

0.00
@ REFUND THE AMOUNT TO THE GUSTOMER
DISCOUNT AND CREDITS
APPLIED 0.00
VIEW CUSTOMER CONTACT INFORMATION

VEMT Down payment on future invoice save & Close | T Il Clear
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4. Select the payment method from the payment icons. Press Tab.
5. Enter the reference number for the payment, if applicable.

6. Ensure that no invoices are selected for applying the payment.
7. Ensure the Leave the credit to be used later option is selected.
8. Enter a memo indicating that it's a down payment, if desired.

9. Click Save & Close.

10. In the Payment Credit window that appears, click OK.

@
o Step-by-Step: Create an Invoice for a Customer Who Made

a Down Payment
1. From the Customers menu, choose Create Invoices.
2. Inthe Customer:Job field, select the customer for whom you are creating the invoice.
3. Add any billable time/costs, if applicable.

4. If you use custom invoice templates, select the appropriate template from the Template drop-
down.

5. Complete the invoice form appropriately.

6. Click Save in the Main tab of the ribbon at the top of the invoice to save your invoice but keep it
open.

Lesson 7 — Receive Payments & Make Deposits 15
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7. Click Apply Credits to apply the down payment amount toward this invoice.

Main Formatting Send/Ship Reports HoA
«» B B X CreateaCony 4@ & (@ [ Poniater B Elcreateasarn
Find MNew Save Delele @Memnnza Mark As Print  Email Email Later Attach Receive B Refund/Credit
- - Pending M M File Payments
CUSTOMER:JOB CLASS _ bi=0 =058 Rock Castle Invoice
Customer
| . DATE BILLTO SHIP TO e &
nvoice 12182023 W] |gpK Enterprises suMmaRY
INVOICE Preferred delivery method E-mail
78 Open balance -10,000.00
Active estimates 0
TERMS DUE DATE Bales Orders to be invoiced 0
~ 121152023 E
ITEM DESGRIPTION QUANTITY Uik RATE CLASS AMOUNT TAX
Removal ~ Removal labor 40 ~ | 3500« | - 140000 Non v |“
CUSTOMER PAYMENT 0
Your customer can not pay online
Edit customer preferences
v RECENT TRANSACTION g
1215/23 Payment 10,000.00
Your customer can't pay this invoice online T SanTomas v (775%) 0.00
Turn on TOTAL 1.400.00
CUSTOMER MES PEYMENTS APPLIED 0.00 NOTES &
- BALANCE DUE 1,400.00
MEMO CUSTOMER | Tax - Save & Close Clear
THC

8. Choose the credits you wish to apply to the invoice (if they're not chosen for you already) and
click Done. In this case, only part of a credit is being used and there is a remaining credit

balance.

INVOICE
Customer.Job  EFK Enterprises
Mumber 79 Amount Due 1,400.00
Date 12M15/2023 Discount Used 0.00
Qriginal Amt. 1,400.00 Credits Used 1.400.00
Balance Due 0.00
Credits
AVAILABLE CREDITS
J i DATE CRE... | CUSTOMER:JOB CREDITA...} AMT. TO ... ! CREDIT BA
w1 12M58/2023 3333 EFKEnterprises 10,000.00  1,400.00  8,600.00("
v
Totals 10,000.00  1,400.00 8,600.00
Of all the credits issued to this customer, only unused credits —
applicable to this specificinvoice are displayed above.
PREVIOUSLY APPLIED CREDITS
J i DATE CRE.. ! CUSTOMER:JCE CREDITA.. ! AMT. TO ... | CREDIT BALA...
A
v
Totals 0.00 0.00 0.00
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9. You will see the invoice is now changed to reflect the application of a credit and the balance due
is also affected.

Main Formatting Send/Ship Reports oA
¢« B B 2 Borwcoonm & = | Pueitar | B Tmescoss B [ create aaten
Find New Save Delete §BMemorize Mark As Print  Email Email Later | Aftach | & Apply Credits Receive B Refund/Credit
M M Pending - M File Payments
[SifzAas \\ =l
B W W
cusrone sos [EFRETED B - o Caste moice = | > EPkEnterprises i NG
| | W‘//,
’? Customer E‘\Y = \\U‘;
| |
| H DATE BILLTO SHIP TG s '{ &
NVOICE seericton 1211512023 B |ErkEnterprises | summary
Q PAID 121512023 INVOICE & 7 Preferred delivery method E-mail
|
79 | Openbalance -8,600.00
i\ Active estimates 0
TERMS DUE DATE | 8ales Orders to be invoiced 0
| |
v [125i2023 m| ||
ITEM ! DESCRIPTION i QUANTITY Eum § AMOUNT i TAX | |
Removal Removal labor 40 1,400.00 Non |‘ 7
EJ CUSTOMER PAYMENT ’
| |
,;\ Your customer can not pay online
;‘, Edit customer preferences
1
v v\(‘ RECENT TRANSACTION 5
|
"; 12/15i23 Invoice - Paid 1,400.00
Your customer can't pay this invoice onine ™ BanTomas v | (7.75%) 0.00 || 12115123 Payment 10,000.00
Turn on TOTAL 1,400.00 | |
| |
CUSTOMER MESSAGE PFAYMENTS APFLIED 1,400.00 ,;\ NOTES 4
SALANCE DUE 0.00 1
- i
1
MEMO CUSTOMER | Tax hd Save & Close Revert g
T8 CODE T

10. Click Save & Close.

NOTES
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Make Deposits

When you use the Enter Sales Receipts window (for a sale where you receive payment on the spot),
the Receive Payments window (for payments on invoices), or a payment item in the body of an
invoice, QuickBooks keeps track of the money you've received until you deposit it in the bank. When
you receive payments from customers, you can either deposit each payment directly into a
QuickBooks bank account or you can accumulate those payments in an account called Undeposited
Funds to be moved to a bank account at a later time. (This makes reconciling the bank accounts
much easier to do; you don't need to use a calculator to add up individual payments to match the
total deposit for the day when comparing the amounts in QuickBooks to the bank statement.
QuickBooks allows you to choose the method you prefer for depositing payments in the Company
Preferences for Payments.)

@
o Step-by-Step: Select Payments to Deposit

1. From the Banking menu, choose Make Deposits.

SELECT VIEW
Wiew payment method type All types = \Whatare payment method views?
Sort payments by Payment Method -
SELECT PAYMENTS TO DEPOSIT
o i DATE TIME TYPE NO FAYMENT METHOD  © NAME AMOUNT
121512023 RCPT 3009 Ted Customer 10,000.00
12192022 PMT 1234 Check Robson, Darci:Robson 1242098
1211512023 PNT Check Brenda Bowden_c 10,000.00
121512023 PNT 3333 Check EFK Enterprises 10,000.00
12118i2023 PMT 1234 Master Card Lew Plumbing - C 3,000.00
0 of 5 payments selected for deposit Payments Subtotal 0.00
Select All Select None

Lesson 7 — Receive Payments & Make Deposits 18
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2. Click to select the payments you want to bring to the bank in one batch (e.g., a deposit slip).

nents to Deposit
SELECT VIEW
View payment method type All types = | What are payment method views?
Sort payments by Payment Method -
SELECT PAYMENTS TO DEPOSIT
o i DATE TIME TYPE NO PAYMENT METHOD | NAME AMOUNT
121512023 RCPT 3009 Ted Customer 10,000.00
¥ 1211912022 PMT 1234 Check Robson, Darci:Robson ... 1242088
v 1211512022 PMT Check Brenda Bowden_c 10,000.00
¥ 1211502023 PMT 3333 Check EFK Enterprises 10,000.00
121512023 PMT 1234 Master Card Lew Flumbing - C 3,000.00
3 of 5 payments selected for deposit Payments Subtotal 32,420.98
Select All Select None
3. Click OK.

QuickBooks displays the Make Deposits window, which shows the payments you just selected.
4. Inthe Deposit To field, make sure the proper bank account is selected.

5. Ensure you enter the correct date and a memo, if desired.

Lesson 7 — Receive Payments & Make Deposits 19
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Make Deposits

6. Add any information, such as missing check numbers and extra memo information, for a

particular line, etc.

@ Previous ® Next E Save &= Print ~ &4 Payments @ History ﬂJournaI | ﬂ Attach

[PELLE I 10100 - Checking) - ] Date 12152023 @ Memo | Deposit
Click Payments to select customer payments that you have received. List any other amounts to deposit below.
Robson, Darci:Robson Clinic 12000 - Undeposited Funds 1234 Check
Brenda Bowden_c 12000 - Undeposited Funds Check
EFK Enterprises 12000 - Undeposited Funds  Down payment o... | 3333 Check
Deposit Subtotal
To get cash back from this deposit, enter the amount below. Indicate the account
where you want this money to go, such as your Petty Cash account.
Cash back goes to Cash back memao Cash back amount
Deposit Total
Save & Close | Save & New

12,420.98
10,000.00
10,000.00

32,420.98

32,420.98

Clear

If you have money to deposit that is not the result of a payment you received for a sale, you can
enter it in the detail area of the window in the next vacant row. For example, if you are also
depositing a premium refund from your insurance company or funds from a shareholder loan,

you would enter it here.

7. If any funds are deducted from the deposit because, for example, they're diverted to Petty Cash,
fill out the area in Cash back goes to, the Cash back memo and the Cash back amount.

8. You can print the deposit slip by selecting the Print icon at the top of the Make Deposits window
and take that to your bank to accompany the deposit. You also have the choice of printing a

summary.

9. Click Save & Close to record the deposit.

NOTES

Lesson 7 — Receive Payments & Make Deposits
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How QuickBooks Handles the Deposit

@
o  Step-by-Step: View the Undeposited Funds Account

1. From the Lists menu, choose Chart of Accounts.
2. Inthe Chart of Accounts, double-click the Undeposited Funds account.

When receiving payment on an Invoice or use a Sales Receipt and Undeposited Funds is chosen
as the account, the balance in Undeposited Funds is increased. When creating a Make Deposit
transaction and selecting payments from Undeposited Funds to deposit into a bank account, the
balance in Undeposited Funds is reduced. If there is nothing left in Undeposited Funds to
deposit into the bank, the balance in the account will be zero. (In the screen capture below it
shows a non-zero balance in Undeposited Funds. Therefore, choosing Make Deposits would show
payments left to deposit into the bank.)

12000 - Undeposited Funds

e Go to... | g Print... | 52 Edit Transaction E]QuickRepor‘t

a
m
:
in
m
m
i
I
T

DATE REF PAYEE DECREASE g NCREX

12115/2023 1234 Robson, Darci:Robson Clinic 12,420.98 ~ 3,000.00
DEP 10100 - Checking [splif]

12/15/2023 3009 Ted Customer 10,000.00 13,000.00
RCPT -split-

12/15/2023 3333 EFK Enterprises L4 10,000.00 23,000.00
PMT 11000 - Accounts Receivable Down payment on future invoice

12115/2023 3333 EFK Enterprises 10,000.00) 13,000.00
DEP 10100 - Checking [splif] Down payment on future invoice

12M15/2023 | 765467  Allard, RobertRemodel v 14,510.00 27 510.00
PMT 11000 - Accounts Receivable

12115/2023 765467 | Allard, RobertRemodel 14,510.00) + 13,000.00

DEP 10100 - Checking [splif]

I-Line ENDING BALANCE 13,00000

Sortby  Date, Type, Number/Ref =

NOTES
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How to Handle a Customer Bounced Check

@
o Step-by-Step: When a Customer Payment Check is Returned by the Bank

1. Open the Customer Center from the Customers drop-down menu (or press CTRL+j).

2. Highlight the Customer:Job from the list, then double-click on the payment transaction from the
transaction list to open it.

3. Select the Record Bounced Check icon.

ve Payments

Main Reporis Payments oA
E: o Process payment
«» B X @@ 0 & " @[ @)
Find MNew  Delete Print  Email Aftach Look up Un-Apply Discounts And Record
h M File Customer/invoice Payment Credits Bounced Check Ad;
Customer Payment e Rooand Romens ek
y Records a payment that the bank
returned for nonpayment and lets
RECEIVED FROU ECKE" Designs - l —— . you create a second invoice for the
u E | = MORE processing fees and bank charges.
PEYMENT AMOUNT 1,468.30
CREDIT
CASH CHECK DEEIT e-CHECK
DATE  12M5/2023 [} ]
CHECK # GEER DEPOSIT TO 10100 - Chec... =
.( DATE JOB MUMBER ORIG. AMT AMT. DUE PAYMENT
« 11130/20... Office Repairs 1086 1,468.30 1,468.30 1,468.30 ©
v
Totals 1,468.30 1,468.30 1,468.30
AMOUNTS FOR SELECTED INVOICES
AMOUNT DUE 1.468.30
AERLIED 1.468.30
DISCOUNT AND CREDITS
APFLIED 0.00
Save & Close Revert
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How to Handle a Customer Bounced Check

4. Enter any bank fees charged by your bank for the NSF transaction.
5.

If you charge your customer a fee for NSF checks, you can enter that as well.

Manage Bounced Check

What did the bank charge you for this bounced check?

BANK FEE  25.00 DatE | 12/15/2023 E

EXFENSE ACCOUNT  B0G00 - Bank Service Charges

CLASS

How much do you want to charge your customer?

CUSTOMER FEE | 45.00 Learn mare

Back “ Finish Help

Cancel

6. Click Next.

In the Bounced Check Summary, select Finish.

Bounced Check Summary

When you click Record Bounced Check, here's what will happen in QuickBooks:

1. Following invoices will be marked unpaid:

Invoice 1086 Ecker Designs Unpaid 1,468.30

2. These fees will be deducted from your bank account;
Checking Check GEEG 1,468.30
Checking Senice Fee 25.00

3. This invoice will be created for the fee you want to charge your customer:
Invoice Ecker Designs 45.00

Cancel
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8. Notice the Customer Payment screen indicates this check bounced.

Main Reporis Payments oA
E P Process payment
«» X &8 = @ % '
Find New Delete Print  Email Attach Look up Un-Apply Discounts And L
v - File Customer/invoice Payment Credits Bounced Check Ad

Customer Payment @ ooy

FEYMEMT AMOUNT 1,468.30
CREDIT
CASH CHECK DEBIT e-CHECK
DATE | 12M15/2023 [ | L
CHECK=  GBB6 DEFCEITTS 10100 - Chec.. =
J | DATE JOB MUMBER CORIG. AMT AMT. DUE FAYMENT
11430/20... Office Repairs 1086 1,468.30 1,468.30 000 &
« 121520 8908100 1,468.30 1,468.30 1,468.30
12M5120 .. 80 45.00 4500 0.00
v
Totals 2,881.60 151330 1,468.30
AMOLUNTS FOR SELECTED INVOICES
AMOUNT DUE 1.468.30
APFLIED 1.468.30
DISCOUNT AND CREDITS
AFFLIED 0.00

MEND Save & Close Revert

9. Save & Close.

To see the effect of the bounced check, open the bank register by double-clicking the bank account
from your Chart of Accounts (CTRL+a).

NOTES
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Receive Payments & Make Deposits — Review
Questions

1. A company has set up three different jobs for a single customer. The customer writes one check
to make a partial payment on open balances for all three jobs. In QuickBooks, that payment...

a. must be applied to the first invoice for the first job for the customer.

b. must be applied to the most recent invoice for the customer.

c. can be applied to any combination of invoices and jobs for the customer.

d. cannot be applied to any invoices or jobs for the customer until full payment is received.
2. QuickBooks supports which of the following types of payment scenarios?

a. Down payments for products or services

b. Overpayments from customers

o

Partial payments from customers
d. All of the above

3. True or false: You can enter a customer payment directly in the customer register.

a. True
b. False
4. The account acts like a cash drawer and is used to

hold funds until you deposit them into a bank account.
5. True or false: QuickBooks allows you to print deposit slips you can take to the bank.
a. True

b. False
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Review Activities

1. Create an invoice for Bryan Ruff's utility shed job. Add names to Rock Castle Construction’s Item
list as needed.

2. After you invoice Bryan, record a payment from him in the Receive Payments window.

3. Record Rock Castle Construction’s deposit of the payment.
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Answers to Review Questions

1. A company has set up three different jobs for a single customer. The customer writes one check
to make a partial payment on open balances for all three jobs. In QuickBooks, that payment...

a. must be applied to the first invoice for the first job for the customer.

b. must be applied to the most recent invoice for the customer.

c. v can be applied to any combination of invoices and jobs for the customer.

d. cannot be applied to any invoices or jobs for the customer until full payment is received.
2. QuickBooks supports which of the following types of payment scenarios?

a. Down payments for products or services

b. Overpayments from customers

o

Partial payments from customers
d. v All of the above

3. True or false: You can enter a customer payment directly in the customer register.
a. True
b. v False; you must enter payments in the Receive Payments window.

4. The Undeposited Funds account acts like a cash drawer and is used to hold funds until you
deposit them into a bank account.

5. True or false: QuickBooks allows you to print deposit slips that you can take to the bank.
a. v True

b. False
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