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L esson Objectives
= Tolearn how to modify a preset invoice form
= Todesign acustom invoice form
= To see how to print invoices
= Tolearn how to prepare a collection letter for overdue customers

= Tolearn how to edit a prewritten letter in QuickBooks

Notes
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Creating New Templates

QuickBooks lets you customize an invoice form to suit the needs of your business, but there may
be times when you want to design a completely different invoice form. QuickBooks lets you do
that, too. Y ou can use the Layout Designer to create a new form design for your business. In the
Layout Designer, you can move, resize, or change the width of columns, turn on or off borders
around fields, and control font type and size for each field.

To create a new invoice template:

1. From the Lists menu, choose Templates.

£} Templates

Aktorney's Invaoice

Cuskom Invaice Invoice
Cuskorn 5.0, Invoice Invoice
Finance Charge Invoice
Fixed Fee Invoice Invoice
Intuit Packing Slip Invoice
Inkuit Product Invoice Invoice
Intuit Professional Invoice Invoice
Intuit Service Invoice Invoice
Inktuit Standard Pledge Invnice
Invoice From Proposal Invoice
Progress Invaice Invoice
Rock Castle Invoice Invoice

Tirne & Expense Invoice Imvaice
Cuskom Credit Memo Credit Memo
Return Receipk Credit Memo
Cuskom Sales Receipk Sales Receipt

Tem_plates [ Cpen Form ]

Click the Templates menu button, and then choose New.

Click OK to select the invoice form.

Click the Manage Templates button to give the template a name.

In the Template Name field, type My Invoice.

Look at the optionsin the Logo & Fonts section of the Basic Customization window.
In the Company & Transaction section, select the Phone Number checkbox.

Select the “Do not display this message in the future” checkbox, and then click OK.
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Leave the Basic Customization window open. You’ll useit in the next exercise.
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Customizing Fields on Forms

To customizefields on atemplate:

1. Click the Additional Customization button at the bottom of the window.

Selected Template Presiew
My Invoice O Te
| Header Columns | ProgCols | Footer | Pr | Invoice
1 1 I L — [ | e |
& =
Screen Print Tite
Default Title [tnvoice |
I [pe ]
Invaice Number | F———
L T
Bill T )
Ship To 00 [0 [shpTo |
PO Mo,
5.0, Mo (| O
Terms
Due Date O O
REP O O
#Account Murmber O |sccount# | Twn
Ship Date —| ik
: [0 [0 |[shipDate =
St O [ [Ship Vi | Pymentzcmaitc
FOB [F Balance O
O O [re | B ST
Project/Iob T =
=1 | =
Other O O |other
Contrart # 1 1 [contrace# | et
“hen should 1 check Screen or Print? Default
W — R

2. To havethe Due Date field display both on screen and on the printed form, click the Screen
checkbox for Due Date to select it.

3. Click the Print checkbox for Due Date.
Clear the Screen and Print checkboxes for the P.O. No. field to remove the field from the

form.

Notes
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Changing Field Order on Forms

The lower half of the standard QuickBooks invoice form is where you enter details about the

items or services purchased by the customer. Y ou can change the order of these fields as they
appear on your invoices.

The Order column shows you how fields display from left to right on the invoice form.
Currently, Item isthe first column and Amount is the last column. Suppose you want the Qty
field to appear after the Item field, and before the Description field.

Notes
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Changing Field Order on Forms

To changetheorder of fieldson aform:

Type 2.

a  w DN PRF

Additional Customization

Selected Template
My Invoice

Header | Columns | Prog Cols

Click the Columns tab.
Double-click the Order column in the Quantity row to select the number.

[] Template is inactive
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Service Date
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Item
Description

Quantity

K EEA

Rate
Arnount
Cther 1
Other 2
Calar

Material

O000EFEEA
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[0 o o

Title

If it has not changed to 3 automatically, type 3.

Preview

Rk Ciete: Cmb iateom

Bl

[RELTSA
Hip i CA 41

Double-click the Order column in the Description row to select it.

Invoice

subbtal

When should T check Screen ar Print?

Default

sansTan

%

Totl

FaymenteCedits

Balance Due

[ Layout Designer. ., H Ok

J

Cancel

]

Click the Footer tab.
Click the Print tab.
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Click OK to record the changes.

Click OK again and then close the Templates window.

Lesson 15: Customizing Forms and Writing QuickBooks L etters




Displaying your Customized Form
Todisplay the custom form:

1. From the Customers menu, choose Cr eate | nvoices.

erevious Pt ([ &% - B~ B - | & o Speling By History Journal | - 34 -+ ) attach

Customer: Job Template History
Intuit Product Tnvoice (%] "

_ Diake
Invoice e | senmrs

Quantity Item Code Description Price Each Amaounk Tax ‘ Recent Transactions
-~
‘ ]
Customer e Tax | (0.0e) 0.00
Message
Total
Notes
[ 7o be printed Add Time/Costs... | | Apply Credits, . | Payments Applied 0.00
[ 7o be e-mailed Eslance Due 0.00
Cusk Tax Cod :
] Al e payere Lestn more ustomer Tex Cods | (v
Mema | |
+ Learn about our payment processing and onfine invoicing solutions. [ EiGkas ] l T [ ElEar J

2. Inthe Template field, choose My I nvoice from the drop-down list.

i previous [ Next E @ . a ™ ﬂ = ﬁ [ Speling lIhHistory' Journal % x Eﬁ = [ﬂ Attach
Customer: Job Template History
4

My Invecice v

Summary

Invoice

Dug Date
| l12/15(2015

Ttem Qty Description Rate Amounk Tax || mecent Transactions

-
i
Custamer = Tax ] (.0v%) 0,00
Message
Total
[ 7o be printed Add Time/Costs... | | Apply Credits, . | Payments Applied 0.00 fiutes
[[17a be e-mailsd Ealance Due 0.00
Customer Tax Cod ’
[ Allows oriine payment Learn more ustomer TsxCods | (]|
Merma | |

< Learn about our payment processing and online invaicing solutions, Save & Close Save B New Cloar

3. Leavethe Create Invoices window open, you’ll use it in the next exercise.

Notes
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Designing Custom Layouts for Forms
Here are afew examples of what you can do with a custom layout:
= Giveyour company name, address, and logo specia treatment on the form. For example,
you could center your logo at the top of the form and put your company name and
address in aspecia font immediately below the logo.

= Enlarge acustom field so that it can display more information.

= Position the customer’s billing address so that it coincides with the address window in the
envelopes you use.

= Changethe borders on fields, add background colors, and add extra text fields.

= Add multiple graphicsto aform.

Notes
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Changing the Position of Fields on Forms

To movefields on forms:

1. Inthe Create Invoices window, click the customizeicon.
2. Click Customize Data L ayout.
3. Click Layout Designer.

Make same Center UndofRedo Zoom
a3 [ =[x [ @ s a =
Broperties... | | add Copy | | Remave Copy Eormat Horz In Out
Lt B b Bl Bt BB b 0B bl B B o100

=

E Rogk Castls Consirustion 7 :

E ‘ Invoice’

ES| 1735 County Road i

E Bayshore, CA 94326 Tnvoice #

3 sl

5 | EHR A R

= This & ¢l Wit

=

E B [E=s

E [ o el =

3 aty Dsciiption Rate Amsunt

= 1| T i sl v 100 12343
|7

3

3 This 55 sinple .
= Subtotal S12345

3 Sales: Tax $18343

E Total
iz 312345

E Payments/Credits $18343

E Balance Due 345 -
BB e -
Labe! field for Invoice. Zoom: 100% | 4,25, 0.50 | 3.75 x 0.44
[ shows envelope window oK J[ cancel [ tel

Click the Bill Tofield.
Press and hold the Shift key.

Click thefield directly below the Bill To field (the field containing the words “Thisis sample
text”).

Release the Shift key.
With the cursor over the selected fields, press and hold the left mouse button.
Drag the selected fields down about one inch.
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Changing the Position of Fields on Forms

10. Rel ease the mouse button.

lllll?ll|I|I|I|I|I|I|1||I|I|I|I|I|I|I|2||I|I|I|I|I|Illl?ll|I|I|I|I|I|I|‘|‘|I|I|I|I|I|I|I|5||I|I|I|I|I|I|I|B||I|I|I|I|I|I|Il?llll|I|I|I|I|I|8||I|I|I|I

[RoekCastle Cansttietion 11 - 1100 lao s e Inv0|ce

o | B
iBayshore, 04 94326 | Date Fvird e A

1271542015 Sarple

F.O Mo, Due Date -Project

Sakple L2/15/2015 Saple

‘Description -Rate Amaount

Lo 12345 |

11. Select the field containing Rock Castle’s address.

12. Move the mouse over one of the dark squares on the bottom of the field and then hold the
mouse button while you drag the bottom of the field up to a point just bel ow the address—the
goal being to get rid of the extra space below the address so you can place the phone number
directly beneath it.

13. Scroll to the bottom of the screen and sel ect the Phone # field.
14. Click Remove.
15. Select the field containing the numbers 555-555-5555.

16. Holding down the mouse button, drag the field so that it sitsjust below Rock Castle’s
address.

Notes
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Changing Field Widths

To change thewidth of afield:

1. Select thefield containing the telephone number and drag the right border further to the right
while holding down the mouse button.

- [Rock Castle Construction

In the Layout Designer window, scroll until the Qty columnisvisible.

3. Click the Qty column to select it.

4. Click and hold the left mouse button on the line separating the Qty and Description columns.

5. While holding down the mouse button, drag the column line to the left (to the one-inch mark
on theruler).

6. Reease the mouse button.

Notes
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Changing Fonts, Borders, and Colors

Using the Properties window in the Layout Designer, you can change font size and style, text
justification. Y ou can also add, remove, or change the borders around fields.

To changefonts, borders, and colors:

1. With the phone number field selected, click Properties.
2. Onthe Text tab, select L eft for horizontal justification.

3

Properties
Drata Field for Phone #
Text

Border Background

Justification
Horizontal ertical
O Left O Top
O pight ) Battom
@ Center © Center
I [al'd l ’ Cancel l ’ Help
3. Click Font.

4. Inthe Size drop-down list, select 12, and then click OK.

5. Click the Border tab.

6. Click to remove the Top, Bottom, Right, and L eft checkboxes.
7. Click OK to save your changes in the Properties window.

8. Click OK to savethe changesin the Layout Designer.

9. Click OK to closethe Additional Customization window.

Notes
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Previewing New Forms

Notice that the invoice form displayed by QuickBooks doesn’t show the changes you just made
in the Layout Designer. Thisis because changes made in the Layout Designer only affect the
printed invoice and not the invoice QuickBooks displays onscreen for data entry.

To preview theinvoice:

1. To see how the printed invoice form will ook, click the Print Preview button (above the
Template drop-down list.)

2. When you are finished looking at the preview, click Close.

Notes
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Customizing the design for al your forms

Y ou can create a new design that reflects your business identity, or brand and use if for all your
QuickBooks forms to give them a consistent professional |ook.

To customize the design of your forms:

In the Create Invoices window, click the customize icon.
2. Click Create New Design.
A new window opens and connects to the Intuit QuickBooks Forms Customization web page.

3. Follow the onscreen instructions to customize the design of your forms.

In the Apply Design window, select the QuickBooks forms that you want to use your new
design.

Apply Design E|
‘when you click Apply, QuickBooks will:
= Make copies of the template you select, then
= Apply your design ko the copies -
(Don't warry, wour original templates won't change. ) i ——T=

Dresign Previewn

1y One or more of the fonts you chose for your design (Trebuchet MS)
are nat available on your computer and have been replaced with =
QuickBooks default fonts,

Form Template |

Vi Intuit Product Invoice {defaulty e e L N
Credit Memo Customn Credit Memo (defaulty =1 | [ 1 __| |
Sales Receipt Custom Sales Receipt (default)
Purchase Order  |Custom Purchase Order (default)
Stmt Charge Intuit Standard Statement {default)
Estimate Retail Estimate {default)
Sales Order Custom Sales Crder (default)

e~

v

Select All Clear all Show All Templates

Click Apply.
Click OK in the confirmation screen.

If you want, give the design aname and click Save to save it online. Then you will be ableto
useit to customize Intuit products like checks, or to use it again for additional forms.

Close the form designer window.
9. Close the Create Invoices window.
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Preparing Collection Letters
To prepareacollection letter:
1. From the Company menu, choose Prepare L etterswith Envelopes, and then choose

Collection Letters.

2. If QuickBooks prompts you to find letters, click Copy. QuickBooks will copy the
QuickBooks letters from your installation directory to your QBtrain folder.

QuickBooks opens the Letters and Envel opes wizard.
3. When QuickBooks prompts you to choose who you want to write to, make the following
selections:

=  For number 1, choose Active.
=  For number 2, choose Customer.
= For number 3, choose 1-30 days.

Letters and Envelopes E|
LSl L R L L
pressHillEd | Choose the Recipients
e b 94326
1. Include lisked customers or jobs that are:
@ Active
rs. Knisty Abereyy O Inactive
() Both
Z. Create a letter for each:
(%) Customer
) Job
3. Limit letters to customers or jobs with p
(11 day or mare @1 - :
) 31 days or mare 31 - 60 days
) 61 days or mare 161 - 90 days

) 91 days or mare

Cancel l [ Help

Notes
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Preparing Collection Letters

4. Click Next.

Letters and Envelopes

ress Hill Rd
Ch 94326

Review and Edit Recipients

These active customers have overdue pavments af 1 to 30 days,

Sort the lisk by:

| Customer Mame Amk, Ower., .,
Lew Plumbing - € 175.00 ]

rs. Kristy bercy

Mark Al Unmnark Al

Full Marme:
Lews Flumbing - C

Back l I Mext ’ Cancel ] [ Help

Leave Lew Plumbing selected and click Next.

6. When QuickBooks prompts you to choose the letter you want to use, click Friendly
collection and click Next.

7. Inthe Name field of the next screen, type Tom Ferguson. In the Title field, type President.
8. Click Next.

9. If QuickBooks displays a message about missing information, click OK.

10. Close the Microsoft Word file without saving the | etters.

11. Return to QuickBooks and click Cancel.

Notes
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Editing QuickBooks L etters

Y ou can make changesto individual letters using Microsoft Word, or you can make global
changes by editing the QuickBooks L etter used to generate a specific letter.

To edit a QuickBooks L etter:

1. From the Company menu, choose Prepare L etterswith Envelopes, then select Customize
Letter Templates.

Click View or Edit Existing Letter Templates.
Click Next.

When QuickBooks prompts you to choose the | etter template you want to view or edit, click
Collection, and then select Friendly collection from the list of available |etters.

Letters and Envelopes g|
L L L LS L

pressHilRd | Choose a Letter Template to View or Edit

e Cby 94326

Tvpes of Letters:  Letters templates available:
) Collection Formal collection

re. Kristy Abhercy ) Customer Formal collection For job
- Friendly collection

O Invoice Friendly collection for job
) Estimate Harsh collection

q O wendar Harsh callection Far job
) Employes

) Cther Names

When wou click Mext:
+ A letter template is opened in Ward
+ ‘ou can select what QuickBooks information will appear in the letters
« The letter template is saved in the Folder For the letter bype
+ fou can use the new letter template when wou complete this wizard

Back l I Mext Cancel ] [ Help

5. Click Next.

6. Click your mouse pointer after the period at the end of the first sentence and the press the
Space bar once. (You’ll insert a sentence into the paragraph.)

Notes
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Editing QuickBooks L etters

7. Type Our records show that your balanceis past due.

8. Click your mouse pointer after the word is in the sentence you just typed, and press the Space
bar again.

9. From the Insert Collection Info. Fields drop-down list on the QuickBooks Collection Letter
Fieldstoolbar, select Range (days) of Overdue Invoices.

QuickBooks adds the <<OverdueRange>> field to the sentence you just typed.

g bddrEBloclos

Liear «Firstlames,

Just a friendly reminder that vou have «OverduelnvZounts overdue invoice(s), with an
overdue balance of «OverduelnvTotals. Our records show that your balance 13
#0verdueEanges past due. If wou have any questions about the amount you owe, please
give us a call and we'll be happy to discuss it If you' ve already sent your payment,
please disregard this reminder.

10. From the Word File menu, choose Save As.
11. Enter anew filename and click Save.

12. To see how this change affects the final letter output, close the letter file in Microsoft Word,
click Use Template in QuickBooks, and go through the wizard again (all of your previous
choices should still be selected).

13. When you get to the “Choose a L etter Template” screen, select the name of the file you just
saved, and then click Next.

14. Close Microsoft Word.
15. Click Cancel in QuickBooks.

Notes
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Lesson 15: Customizing Forms and Writing
QuickBooks Letters

Review questions

1.

List three forms that can be customized in QuickBooks:

a
b
c

True or false: The column order on QuickBooks formsis fixed and cannot be changed.

a True
b False

Y ou usethe window to move and resize fields on
forms.

Y ou can add fields from which of the following lists to QuickBooks L etters?
a Customers & Jobs

b Employee

¢ Vendor

d All of the above

True or false: You can convert an existing Microsoft Word document into a QuickBooks
Letter to which you can add QuickBooks data.

a True
b False

Lesson 15: Customizing Forms and Writing QuickBooks L etters 19



Review activities
1. Customize the Sales Receipt form to change the default title on the header from “Sales

Receipt” to “Cash Sde.”

2. Using the Layout Designer, make the columns for QTY and Rate narrower so the Description
field iswider.

3. Customizethe P.O. form to include the Terms field.
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Answersto review questions

1. Listthreeformsthat can be customized in QuickBooks:

a Invoice

b Sales Receipts

c Credit Memos

d Statement

e Purchase Order

f Estimate

g Sales Order (available only in Premier and higher)

2. Trueor false: The column order on QuickBooks formsis fixed and cannot be changed.

a True
v b False

3. Youusethe window to move and resize fields on
forms.

4. You can add fields from which of the following lists to QuickBooks L etters?
a Customers & Jobs
b Employee
c Vendor
v d All of the above

5. Trueor fase: You can convert an existing Microsoft Word document into a QuickBooks
Letter to which you can add QuickBooks data.

vaTrue
b False
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