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Lesson Objectives
* Tolearn about the different formats available for sales forms
» To save sales and purchase formsin Portable Document Format (PDF)
= To practice creating anew invoice
= Tolearn the purpose and use of the QuickBooks Item list
=  To see how QuickBooks records the information you enter on sales forms
= To memorize an invoice transaction for reuse
= Toadd anew item to the Item list
= Toaddanew pricelevel tothe Price Level list
= To associate aprice level with a customer
= To createinvoice letters
= To generate reminder statements
= To create sales orders (QuickBooks. Premier and higher)

= Totrack backorders (QuickBooks: Premier industry editions)

Notes
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Using Sales Forms for Payment in the Future

Any time you make asale in your business, you record it in QuickBooks on asalesform. A
sales form can be an invoice (when you expect payment to come later), a sales receipt (when
you expect payment at the time you make the sale), or a credit memo.

The type of sales form you use 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.

Todisplay a completed invoice form in QuickBooks:

1. Click the Create Invoicesicon on the Home page.
2. Click Previousto display the previously created invoice.

CEX

Create Invoices
W Previnus - [ Next E @ i Q T a = %{ & Speling %Histnry = ournal fﬂ % % T @ Attarh
Customer: Job Template Duncan, Dave:Utility Shed
e S L p 4

|Custnm Invvoice

Edit Customer

wncan, Dave:Ukiliey She
DATE
H Summar’
Invoice 12]15(2015 l 9z g
Fhane 415-555-3823
Ernail CoubleD@samplename . com
Duncan, Dave Open balance 1,600.00
344z W, Charleston p. =
Bayshore, CA 94326 Active estimates i}
Sales Orders ko be invoiced a
DUE DATE
Met 20 w|l01f14/2024 ||
ITEM QUANTITY = DESCRIPTION RATE AMOUNT Tax Recent Transactions CuickReport
Labar ‘40 ‘ ‘ 40,00 ‘ 1,600.00 |Nan _Q 12]15/15 Invoice 1,600,00
] 06/18/15 Payment Z,400.00
Customet & Tax [San Tomas | W |(7.75%:) 0.00 06/03/15 Invoice - Paid 2,400.00
Message
Tatal 1,600.00
[[170 be printed [ Add Time(Costs... ] [ Apply Credis, J Payments Applied 0.00 potes Bt
[ 10 be e-mailed T Balance Dug 1,600.00
Customer Tax Code | » B
[] Allows online payment Learn mare = [T G|
Mema | |
< Learn about our payment processing and online invoicing solutions. [ Save & Close ] [ Save & hew 1 [ HEa

3. Close the Create Invoices window.

Notes
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Using 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 asales 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.
To display a completed salesreceipt in QuickBooks:

1. Click Create Sales Receipts on the Home page.

2. If the Integrated Payment Process window appears close it.

3. Click Previousto view the previously entered sale.

&, Enter Sales Receipts |._||E|[g|
&l previous [0 Mext E @ - Q = a < %}_ & Speling E‘:ﬁ History ~ |5 Journal % < @ Attach
Accept Payments Customer:Job Template
Custom Sales Receipk |
[ Add credit card processing l ~ DATE
Sales Receipt 12/10/2015 5
[ Set up recurring charges l
[ Add eCheck pracessing l Bridaet Keenan
213 Fern Lane
East Bayshore CA 94327
Manage Payments
Edit pavment preferences
1245 Check v
- - ITEM DESCRIPTION Q1Y RATE AMOLINT Tax |
I mEEsA T (s Fluarescent Cedl... |Flarescent Lights 1 95,00 95,00 |Tax e
Erom your web site v
From your mabile phone Custommer [Thank you For your v ‘ Tax |E, Bayshore,,, ™ |(6.05%) 7.65 B
Erom your e-mailed invoices Message |husiness. Tatal 102,65
[Tobeprinted [Tobee-maied Custamer Tax Cads |7ax  w | Memo |
Add Time/Costs. ..
Deposit To |Checking w | |:| Process payment when saving
[ Save & Close ] [ Sawve & New ] [ Rewvert

4. Close the Enter Sales Receipts window.

Notes
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Filling In a Sales Form

Filling in aninvoiceisjust likefilling in a paper form; you enter the customer information
first, followed by a description of the charges.

To enter customer information on an invoice:

1. Onthe Home page, click Create Invoices.

2. Inthe Template field, select Custom I nvoice from the drop-down list.
3. Inthe Customer:Job field, click the arrow next to the drop-down list.
4. Choose Jacobsen, Doug:Kitchen for the customer and job.

B Create Inyoices E]@
Al previous [ next E @ 7 @ - a > %}_ iﬁ'Spelling %History El

Journal ?{\ b % = @ Attach

Customer:Jab Template | Print Preview Jacobsen, Doug:Kitchen
. . 4
; » —_vl
|Jac0bsen, Doug:Kitchen | [Custom Invoice Edit Customer

DATE
H . Summar’
Invoice 12/15/2015 l 03 g
Phone 415-555-4411
Ernail jacobsen@samplenarne, com
Doug Jacobsen o bal
4 pen balance 2,320,00
6845 Ocean Yiew = =
Bayshare, CA 94326 Active estimates a
Sales Orders to be invoiced o
Unbilled time and expenses: 3,370.00
DLUE DATE |
Met 30 w01f14)2016 1097-01-D34C
ITEM QUANTITY | DESCRIPTICN RATE AMOLNT Tax | Recent Transactions QuickRepork
‘ ‘ ‘ | 12/14/15 Payment 2,000,00
~ 11/25/15 Pavment 1,200.00
Customer - Tax [San Tomas e |(7.75%) 0.00 11/25/15 Invoice 4,725.00
Message 10/30/15 Payment 2,412.75
Tokal 0.00 10/23/15 Invoice 3,207.75
[ 1o be prinked Add Time/Costs... pply <. | Payments Applied 0.00 Potes Edlt
[T be e-mailed Ealance Due 0.00
Cusks Tax Cod :
[] Allaws online: payment Learn maore st S @
Memo | |
- Learn about our payment processing and onling invoicing solutions. [ Gave & Close ] [ e & Mo J [ CEa J
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Filling in the Line Item Area

On the bottom half of the invoice, you list each service or product you’re selling on its own
line, aong with the amount the customer owes for that item. Because information about
individual itemsis 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, a subtotal
line, amarkup, or asales tax calculation.

To completethelineitem area of an invoice:

1. Intheltemfield, typethe lettersrem (for Removal).

2. PressTab.

3. Type 40 in the Quantity column.

4. Press Tab to have QuickBooks update the invoice total.

ITEM QUANTITY | DESCRIPTION RATE AMOUNT Tax
Remaoval |40 Removal labor 35.Dﬂj 1,400.00 [Mon = |=
-

Notes
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Completing the Sales Form

To complete and record the invoice:

1. Click the Print Preview button near the top of the screen.

[ (=0/E3)

M Print Preview -- Page 1 of 1

il [ Lloce
Rock Castle Construction H
Invoice
1735 County Road
Eayshote, 04 94326 DATE INVOICE #
L1 93
BILL TO
Dumg Facobsen
6543 cean Vs
Biayshure, CA 94326
F.0.NO TERME DLUE DATE FROJECT CONTRACT#
Ht30 142016 Kitihen 1097-01-DIAC
QUANTITY DESCRIFTION RATE AMOUNT
45 | Fazoal lsbar 3500 171500
G sl w3t Bav Tamas Uy LR 0o
Total RS

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

3. Click Close.

4. Inthe Create Invoices window, record the sale by clicking Save & Close.

Notes
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QuickBooks records the invoice in your accounts receivable register. If thiswere asaes
receipt, QuickBooks would record the sale in your Undeposited Funds account until you
deposit the money at the bank, or record a deposit in the bank account you specified in the
Enter Sales Recei pts window. (The option to select an account into which you want to
deposit the payment is only available when the Sales & Customers preference “Use
Undeposited Funds as a default deposit to account” is turned off.)

The accounts receivabl e register keeps track of how much money your customers owe you.
To seethe Accounts Recelvableregister:

1. From the Company menu, choose Chart of Accounts.
2. Inthe chart of accounts, double-click the Accounts Receivable account.

%, Accounts Receivable
2 Goto.. | £&Print.. [ Edi Transaction QuickRepaort
Date Number Custamer Item Qf}f_ Rate Arnt Chrg Amt Paid
| Type | Description | Eilled Date Due Date
12/15/2015 92 Duncan, Dave: Ut 1,600,00 A
Y 01/14}2024
12/15/2015 a3 Jacobsen, Doug:Kil 1,715.00
MY 01/14/2016
42000 Matiello, Ernesta:Ki 13,560,329
PMT
LT Vlf G| | LA
_\:
[]1-Line [ Show open balance Ending balance 63,756.94
S0rtbY | Date, Type, Mumberd... ¥ [ record ] [ Restore ]

3. Select the sale we just recorded in the register (for Doug Jacobsen).
4. Double-click the entry.
5. Keep the invoice window open, you’ll useit in the next exercise.

Notes
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Repeating asale

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 that you don’t have to retype the information.

To memorizetheinvoice:

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

2. From the Edit menu, choose Memorize | nvoice.

* Memorize Transaction I'Xl
Mame | Cibchen |
(%) Remind Me How Cften |Never N |
) Don't Remind Me Mext Date
) Automatically Enter Mumbet Remaining |
Wit Transackions in Group Erays I Gdvance To Enke i:'; [

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

Click OK.
5. Closethe Create Invoice, Accounts Receivable, and the Chart of Accounts windows.

Notes
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Torecall amemorized sale:

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

& Memorized Transaction List : E'E'

Tranzaction Marme Source Aocount Frequency | Auto Mexk Date

Accounts Rec ] g, et I
+Reves Properties Checking 00 | Quarkery 01012016
+Sergeant Insurance Zhecking .00 |Monthly 01/15/2016

Entetr Transackion

7. Double-click the transaction you just added.
8. Click Save & Closeto record the invoice.
9. Pressthe Esc key to close the Memorized Transaction list.

Notes
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Memorizing asale

To create a batch invoice:

1. From the Customers menu, choose Cr eate Batch Invoices.
2. Click OK to close the message.

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

Search Billing Group

Lookfor“ | in |AIIFieIds v |

b

Reset [ search within results

Search Results

‘What is & billing qroup?

Mame Balanc... | Tetms Customers in This Group
Abercrombie, 0
Farmily Room 0.00
Kitchen 0.00] Met30 —
Remodel Bathroom 0.00| Met 30
Eaker, Chris 1,040.00( Met 30
Farnily Room 1,040.00( Mek 30
Bialak, Mike 0.00] Met 30
Ukility Shed 0.00 < Remove
Barley, Renee 0,00 Met 15
Repairs 0.00| Mek15
EBolinski, Rafal 0.00
2nd story addition 0,00
Bristol, Sorya 0,00 et 30
Repairs 0.00
Utility Shed 0,00
Burch, Jason 0,00 Met 30
Room Addition 0.00| Met 30 5

Select all Clear Al Save Group

Back [ Help ] [ Cancel

3. Inthe Look for field, type Shed.

Notes
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. Click Search

In the Billing Group field, type Sheds and click Tab.
Click Setup.

Click Select All.

. Click Add.

© N o oA

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

Search illng Group
Look for |shed | in [alfields v |sheds v
[ Szarch within results T | b il
Search Results Billing group :  Sheds

| wame Balanc... | Terms | Custamers in This Group

Keenan, Bridge!
Balak, Mike:Lkiity Shed
lility Shed
Duncan, Dave Uity Shed
Dunn, Eric C.4. Uity Shed
Dugont... Fisher, Jenrifer:Utility Shed
Fomin, Slava; Uity Shed
Timenez, Cristina: Lkt Shad
Johnson, Gordon:Ukiity Shed
Memeo, Jeanette Lkility Shed
Overfield, David:Utility Shed
RUFF, Bryan:Utility Shed

Select Al [ Clear Al

9. Click Save Group.
10. Click Next.

Notes
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11. Enter the following information:
Quantity: 1
Item Code: Repairs

Description: Repair work. Annual Shed roof maintenance.

12. Click Next.

13. Review thelist of customersto invoice and click Create Invoices.

14. Click Email

15. Since you are using sample data you cannot email the invoices, so click Close.
16. Click Closeto close the Batch Invoice Summary.

17. Click Create Invoices.

18. Click the Previous button.

Biryar RUFF
762 Skyline Dr
East Bayshore CA 94327

zmp Fﬂ!
Met 30 - [ 12/15/2015 (@) v
h Amount  Tax |

| Intuit Pr
2 4

Dat
12j15/201! 1

o v
05
v

1 Repairs

Quantity  Item Code: [
Repair work. Annual shed roof maintenance,

escription Price Eadl

35.00 35.00 |Hon ¢

-
v

Customer g
Message

Tex [E. Bayshare.., V](5.05%] 0.00

Total 35.00

[] To be printed
To b e-mualed
[ Allow anline payment Learn mare

Acd Tims/Costs... | | Apply Credits... | Payments Appiisd 0.00

Customer Tax Code [Tax | HLie 35,00

ema

 Learn about aur payment processing and online invoicing solutions

Save & Close Save & New Revert

B~ & - () attsch

A Ruff, Bryan:Utility Shed

Eciit Customer

415-555-7787

[
Sales Orders to be invoiced o
Recent Transactions QuickReport
£oading..,
Notes Edit
Loading. .

19. Review the invoice for annual shed roof maintenance that you created.
20. Click Previous again.

21. Noticethat the information on the invoice is the same.

22. Closethe Create Invoices window.

Notes
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Entering a New Service Item

When you begin using your own QuickBooks company file, you’ll need to create your own
line items to include on your invoices. In the next exercise, you’ll see how to add information
to the Item list.

Tocreate anew serviceitem:

1. From the Customers menu, choose Item List.

B Item List

Lok far in | Al figlds w Search [ search within results
| o L l

Mame Crescripkion Type | Account On Hand | On Sales Or... | Price
Construction: Miscellaneous
«Concrete Slab [Foundation slab - prep and ... |Service [Construction:Labor
«Floor Plans Floor plans Service [Construction:Miscellaneous
+Framing Framing labor Service [Construckion:Labor
+Installation Installation labor Service [Construction:Labor
«Labor Service [Construction:Labor
+Mileage Service [Mileage Income
s+Removal Removal labor Service |Construction:Labor
+Repairs Repair work, Service [Construction:Miscellaneous
+5ubs Subcontracted services Service [Construction:Subcontract. ..
+Carpet Install carpeting Service [Construction:Subcontract. ..
«Drywaall Install drywall Service [Construckion: Subcontract.. .
«Duck Work  [Heating & Air Conditioning ... |3ervice [Construction:Subcontract..
+Electrical Electrical work, Service [Construction:Subcontract. .,
+Insulating Install insulation Service [Construction:Subcontract. .,

Item "|[ Activities "” Reparts "][ Excel "” Attach ]

2. Click the Item menu button, and then choose New. If a message about the Add/Edit
Multiple List Entries item feature appears, click OK to closeit..

In the Typefield, select Service from the drop-down list.

In the Item Name/Number field, type Plumbing.

Click the Subitem of checkbox to select it.

In the drop-down list below the Subitem of field, select Repairs.

In the Description field, type Plumbing repairs and maintenance and press Tab.
In the Rate field, type 55.

9. Inthe Tax Code drop-down list, select Non.

O N o g b~ W

Notes
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Entering a New Service Item

10. In the Account field, select Construction:Labor from the drop-down list.
i=l[E3

Hew Item

Type .
|Service o | Use For services you charge For or purchase, like
specialized labor, consulting hours, or professional Cancel
fees,

[exk
Ttem MameMumber Subitern of
|P|umbing | |Repairs w

Custar Fields

Spelli
Unit of Measure [A=lgl

[ This service is used in assemblies o is petformed by & subcontractar or parkner

Descripkion Rake
Plurnbing repairs and maintenance Tax Cods

Account | Conskruction:La |

How can I set rates by customers ar emplovees?

[ 1tem is inactive

11. Click OK to add the new item to Rock Castle Construction’s Item list.

B ltem List

]

[ 5earch within results

Loolgforl ! in |ft_||_ﬁe|ds V| [ Search

ount OnHand = On Sales Or,.. | Price Attach

Erucki &

Mame
+Plumbing

Descripkion Type

|

+5ubs Subcontracted services Service |Construction:Subcontrack.., 0,00
+Carpet Install carpeting Service |Construction: Subcontract. .. 0.00
+Diryuall Install drywall Setvice |Construction: Subcontract. 0.00 :
<+Duck Work,  [Heating & Air Conditioning ... [Service |Construction:Subcontract, .. 0.00 =5
+Electrical Electrical work Service |Construction:Subcontract.., 0,00
+Insulating Install insulation Service |Construction: Subcontract. .. 0.00
+Matal Wirk Metal Wark Service |Construction:Subcontract. . 0.00
+Painting Painkirg Service |Construction:Subcontract, .. 0.00
+Flumbing Plumbing Service |Construction: Subcontract... 0,00
+Roofing Roofing Service |Construction: Subcontract. .. 0.00
+Tile BCaounter |Install tle or counter Sepvice |Construction:Subcontrack. . 0.00
+Cabinets Cabinets Inve... |Construction:Materials 1] 1] 0.00
+Cabinet Pulls | Cabinet Pulls Inve... |Construction:Materials 110 a 0,00
+Light Pine Light pine kitchen cabinet w... [Inve... |Construction:Materials q a 1,799,00 =

Item "J[ Activities "” Reports "][ Excel "H akkach ] I

12. Closethe Item list.

Notes
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Creating New Price Levels

For each price level you create, you assign a name and percentage increase or decrease to the
item’s base sales price. Y ou can create up to 100 price levelsto use on invoices, sales

receipts, estimates, and credit memos.

Tocreateanew pricelevel:

1. From the Lists menu, choose PriceLevel List.

B Price Level List

Industrial

Door Replacement Special
Kitchen Upgrade Package
Pretell Real Estate Rates

Per Item
Per Item

BN(=1[ES

Details

waries per item
varies per ikemn
varies per ikemn

2. From the Price Level menu button, choose New.
3. InthePrice Level Name field type Commercial.

4. From the Price Level Type drop down list, select “Fixed %.”

Notes

Lesson 6: Entering Sales Information

16



5. Leave “decrease” selected in the “This price level will” field, and then type 10 in the
percentage field.
Always enter the percentage as a positive number.

6. From the “Round up to nearest” drop-down list, choose 1.00 minus .01.

= New Price Level

Price Lewvel Mame |C|:|mmerl:ia| [] Price Level is inactive

Price Level Tvpe |Fixed % W | Ilse this tyvpe of price level to apply a fixed percentage
increase ar decrease to all your standard sales prices when
setting up prices for different customers or jobs,

This price level will ikern prices by | 10,0%:

Round up ko nearest | 1.00 minus .01 b |

Howe do T prink a repork? [ a4 l [ Cancel ] [ Help ]

7. Click OK.

Fixed %
Door Replacement Special Per Item waries per item
Kitchen Upgrade Package Per Item vaties per ikem

Pretell Real Estate Rates Per Item waries per item

8. ClosethePrice Levdl list.

Notes
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Associating Price Levels with Customers

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

To associate a pricelevel with a customer:

a  w DN PRE

Click Customer Center on theicon bar.

In the Customers & Jobs list, select Lew Plumbing - C.
Click Edit Customer.

Click the Additional Info tab.

From the Price Level drop-down list, choose Commercial.

# Edit Customer,

Cuskomer Mame |Lew Plumbing - C |

Current Balance @ 175.00 Howe do T adjusk the current balance?
Address Info Additional Info Payment Info " Job Info |
Cakegaorizing and Defaulks Price: Level |Cu:ummeru:ia| hd |
LimE Custom Fields

|Commercial b | Contrack #

= [ 1
Net 30 w5 [ 1]

Spouse's Name

Rep

Preferred Send Method
|E-mai| “

Sales Tax Information

Tax Code Tax Item Define Fields

|Ta>< hd | |San Tomas hd |

Resale Number nline Banking Alias Management

See gliases associaked m
with this customer:

B=E

Cancel

MNotes

Help

D Cuskamer is
inackive

Customer
Manager Online

6. Click OK to close the Edit Customer window and save your changes.

Leave the Customer Center open for the next exercise.

Notes
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Using Price Levels on Sales Forms

Touseapricelevel associated with a customer:

Make sure Lew Plumbing - C is selected in the Customers & Jobs list.

2. Click the New Transactions menu button and choose | nvoices from the drop-down
menul.

3. PressTab.

Customer:Job - [Commercial]

iLew Plurnbing - C ~ |

invoice

Lew Plumbing
221 Old Bavshore Rd
Bawvshore Ca 94326

4. Click in the Item column and choose Framing from the drop-down list.
In the Quantity field, type 8.

6. Click below Framing in the Item field and choose Wood Door :Exterior from the
drop-down list.
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7. Inthe Quantity field, type 2 and then press Tab.

B9[[=][ET)

B Create Invoices

Wrrevious et H ¢ - @~ B - FL & opeling Ty History ] Jownal | 5+ 35 - ) Attach
Customer:Job  [Commercial] Template Lew Plumbing - C
T TR I o »
B w -
[aw Flumbing - C j | Custom Invoice ] e
DATE
H . Summar
Invoice 12/15/2015 l 5 g
Phone 415-555-5483
Email glew@sanplename. com
Levw Plumbing Open halance 574.92
221 0ld Bayshore Rd = T
Bayshore CA 94326 Active estimates o
Sales Orders to be invoiced 1}
DLUEDATE |
Mt 30 w (0114/2016
ITEM QUANTITY  DESCRIPTION RATE AMOUNT Tax | Recent Transactions QuickReport
Framing |8 |Fram\ng labar | 49,09 | 399,92 |Non 5 12/15/15 Payment 45.00
Wood Door:... V|2 Exterior wood door | 107.99 % | 215,98 |Tax i 12/15/15 Invoice 399,02
Custamer - Tax [5an Tomas | (7. 75%) 16,74 12]12]15 Invoice 220.00
Message
Tokal 632,64
: Nt Edit
1 7o be printed [ add Timefcasts. . | [ Apply Credits... | Payments Applied 0.00 D6 =L
[ To be e-mailed !—| Balance Dus 632,64 Lew Plurnbing is & Yendor
[[] allowe orline payment Learn mare ShetometTas sade ] T G| See the Yendor lisk
Memo | |
+ Learn about our payment processing and online invoicing solutions. [ S ave s Close ] [ i ] [ Pey—

Keep the invoice open and choose Item List from the Lists menu.

In the Item List, go to Framing. Note that the price for framing is $55.00, but the rate
on theinvoice is $49.99 — 10 percent less than the base sales price, rounded to the
nearest dollar minus one cent. QuickBooks has automatically reduced the rate on the
invoice by 10 percent and rounded the amount according to your price level setting.

10. Inthe Item list, scroll to the Wood Door:Exterior item and note that the base sales
priceis $120.00 — 10 percent greater than the rate listed on the invoice using the
Commercial price level. It appears on the invoice as $107.99, including the discount
and rounding settings.

11. Closethe Item list.
12. Record the invoice by clicking Save & Close.

Notes
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Assigning Price Levelsto Individual Line Items

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

» 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.

= Youwant to useapricelevel 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.

Toapply apricetoasinglelineitem:

= |nasaesform with lineitems, click in the Rate column and select the price level you
want to use from the drop-down list that displays.

When you move out of that field on the form, QuickBooks recal culates the amount
and balance due.

Notes
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Using the Collections Center

The Collections Center hel ps you manage collecting payments from your customers. It
listsal overdue and amost due invoicesin asingle place. Y ou can send email reminders
to one customer or many customers, and it tracks customer notes about your collection

efforts.
Toreview overdue and nearly due paymentsfor all customers:
1. Click the Customer Center icon.
2. Click Coallections Center.
3. Notice that you have no Overdue invoices. Click the Almost Due tab.

@ Customers with Almost Due Invoices ) select and send Email

Customer Name Balance ¥ Days Overdue Contact Notes/Warnings

Robson, Darci:Robson Clinic 12,420.98 415-555-3925 u

Invoice #72 12,420.98

Lew Plumbing - C 175.00 415-555-5483 =

Invoice #71 175.00

Fisher, Jennifer:Utility Shed 35.00 415-555-5366 ]
woice #39 35.00

4. Closethe Coallections Center.

Notes
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Creating Invoice L etters

To createan invoice letter:

1. From the Reports menu, choose Customers & Receivables, and then choose Open
I nvoices from the submenu.

2. Inthe report window, scroll down until you see the listings for Anton Teschner:Sun
Room.

3. Double-click on theline for invoice # 60.

In the Create Invoices window, click the down arrow next to the letter and envelope
icon to display the drop-down list.

5. Select Preparean Invoice Letter,
If QuickBooks prompts you to find letters, click Copy.
6. Choose Cover Letter.

Letters and Envelopes ['5__(|
ypressHillRd | Choose a Letter Template
re CA 94326

() Letter templates available for invoice letters.;

. . _over Letker
1s. Knsty Abercy Irvvoice Letter with Details
Window Ervelope Cover Letber

Window Envelope Invoice Letker with Details

() Create or Edit a letter template.

Cancel ] [ Help

7. Click Next.
8. Type Tom Ferguson in the Name field and then type President in the Title field.

9. Click Next.

Notes
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Rodk Castle Construction

735 County Road
Bayshore, CAS4325

December 15, 2015
Anton Teschner
2424 Liza Lane
Bayshore, CASG325
Dear Anton,

This table summarnzes yvour currentinwoice activity, Flease review this information and let us
krow if you hawe any questions.

Irmvoice Job Sun Room
Irroice Humber G0

Irwoice Date 11282018
Irvoice Due Date 12M3enes
Imvoice Amount 220505

Invoice Balance fial=ae ]

Thank you for choosing Rodk Castle Construction. e hope o wodowith wou again in the future.

Sinceraly,

Tom Ferguson
Frazident
Rodk Castle Construction

10. Youdon’t need to save the letter for this exercise, so close the Microsoft Word file
without saving.

11. In QuickBooks, click Cancel because you don’t need to print envel opes now.
12.  From the Window menu, choose Close All.

Notes

Lesson 6: Entering Sales Information 24



Reminder statements summarize a customer's account with a company by listing recent

Generating Reminder Statements

invoices, credit memos, and payments received. Y ou can use reminder statements when you

bill through invoices but want to remind your customers about delinquent payments.

Reminder statements are different than other “forms” in QuickBooks such as invoices, sales
receipts, or checks. Because QuickBooks already has all the information you need to create
reminder statements, you don't haveto fill them out. Instead, you review the information that

will appear on each statement, decide whether to add finance charges, and print them.

To generatereminder statements:

1. Click Hometo display the Home page, then click Statements.

N o g &
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B Create Statements

Select Statement Options

Statement Date |

(%) statement Period From|

() All open transactions as of Statement Date

Select Customers
®) all Customers

() Mulkiple Customers

() One Customer

() Customers of Type

() Preferred Send Methad

1111642015 (@] Te | 1241572015 (@]

[ Yiew Selected Customers. ..

J

Previsw Prink E-mail

=1E

Select Additional Options
Template
| Intuit Standard Statement % | [ Customize

Create One Statement: Par C.us.t.orner w

[] show invaice item details on statements
1 Print statements by biling address zip code
Print due date on transactions

Do not create statements:

[] with a zero balance

[ with & balance less than _ .00

|:| with mo account activicy

[ For inactive customers

[ Assess Finance Charges. .. ]

For Statement Date, enter 1/15/2016.

In the Enter Statement Date and Type section of the window, select the All open
transactions as of Statement Date option.

Click to select the Include only transactions over checkbox.

Leave the number of days past duefield entry at 30.
In the Select Customers section, select All Customers.
In the Select Additional Options section, click to select the Show invoice item details

on statements checkbox.

Click to select Do not create statements with a balance less than 0.00.
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B Create Statements

Select Statement Cpkions Select Additional Options

Statement Date iﬂ”’l&"znlﬁ Templake
iIntuit Standard Skatement v| [ Customize ]

() Statement Petiod From| | |
L

—_—

T 1
() all open transactions as of Statement Date Create One Statement Per Customer M|
Include only transactions owver [30 | days past due date Shiow invoice item details on statements

[ print statements by biling address zip code

Select Cusktamers Print due date on transactions

@ &l Cuskormers Do ot create statements:
() Mulkiple Customers [ with a zero balance
) One Customer with a balance less than i-EED—
{3 Customers of Type [ ] with noaccount ackivity
() Preferred Send Method [ for inactive customers
[ Wiew Selected Customers, .. ] [ fAssess Finance Charges. .. ]

[ Pt | [ Emal | [ close |[ hep |

9. Click Assess Finance Charges.
10. Verify that there is a checkmark next to Lew Plumbing - C..

‘s Assess Finance Charges

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

Assessment Dake

|Finance Charge v| [ Cusktomize ]

Customer Orverdue Bal, Finance Charge
Lew Plumbing - 175.00

W

Mark &l ] [ Unmark &l [1 Mark Invoices "To be printed"

Customers with *s have payments ar credit memos which have not been
applied to any invoice. The overdue balance does not include these
credits,

Settings... ” Collection Histary ] Assess Charges H Cancel

Lesson 6: Entering Sales Information 26



11. Click Assess Charges.

12. Answer Y es when QuickBooks displays the message telling you that finance charges
have already been assessed today.

13. Click Preview.
14. Click Close.
15. Close the Create Statements window.

Notes
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Processing Sales Orders

Sales orders are available in QuickBooks Premier and higher editions only. To proceed

through this exercise, you must be using QuickBooks: Premier or a higher edition.

Tocreatean invoicefrom a salesorder:

1. Click Report Center, choose Sales and then select Open Sales Orders by Item.

2. Click Display Report.

Fil Open Sales Orders by Item

Modify Repart. . Memrize... [ Print... [ E-mail = |[ Expart... Hide Header Refresh

e

Dates [T | From | =) 1| )] sort By | e v
LB L Rock Castle Construction
Az Open Sales Orders by Item
All Transactions
® Type £ Date < DueDate < Hum < Hame £ Oty + Invoiced < Backordered < Amount + 0Open Balance <
Parts
Lumber
Decking
» Sales Order 11/29/2015 1202002023 2 Smallzon, Fran 28 1] 28 22400 224.00 4
Total Decking 28 1) 28 22400 22400
Rough
Sales Order 1172872015 1202802023 2 Smallson, Fran ] 1] 5] 36.00 36.00
Total Rough 6 1] 6 36.00 36.00
Tatal Lumber 34 a 34 26000 260.00
Total Parts 34 1] 34 26000 260.00
TOTAL 34 [] 34 260.00 260.00

3. Double-click the sales order for Decking in the report window (Sales Order #2 for

Fran Smallson)

B Create Sales Orders

FEX

W previous B Next E @ At @ i a [ speling Qh Histary =] Journal Create Invoice = % . [ﬂ Attach
Cuskomer:Job Template
{Custom Sales Order W
[iate
Sales Order 112972015 z
Smallsan, Fran W
Fran Smallsan Smallson Electric
5437 Euclid 5t 5437 Euclid 5t
Bayshore CA 94326 Bayshore CA 94326
Ttem Description Ordered Rate Amount Tax Invoiced | Clsd |
Lumber :Decking Decking lumber iz} .00 224,00 |Tax o ~
Lumber:Rough Rough lumber & 6,00 36,00 |Tax o
|
Custarner o Tax|5an Tomas | [(7.75%) 20,15
Message
Tatal 280.15
[Jtobeprinted []Tobee-maled Customer Tax Code |Tax (% | [ Closed
Memo | Save & Close ] [ Save & Mew :] [ Reverk
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Processing Sales Orders

4. Click the Create I nvoice menu button on the toolbar at the top of the Create Sales
Orders window.

Creating the invoice from the sales order links the sales order and invoice, which
means that when you invoice the customer for items on the sales order, those items
are marked as closed.

Create Invoice Based On Sales Order(s)

Specify what to include on the invoice,

(%) Create invoice For all of the sales u:urderl{s]l.é

(") Create invoice for selected items.

[ (04 l [ Cancel ] [ Help ]

5. Leavethe Createinvoicefor all of the sales order(s) option selected, and click OK.
6. Click Save & Close in the Create Invoices window.
7. Close the report window and the Report Center.

Notes
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Tracking Backorders

Y ou must be using QuickBooks: Premier Accountant Edition, Retail Edition, Manufacturing
and Wholesale Edition, or Enterprise Solutions Edition to compl ete this exercise.

Using certain industry-specific QuickBooks Editions, you can use sales orders to track items
that customers have ordered, but that are out of stock. Tracking backorders on sales orders,
invoices, and other sales forms shows exactly what still needs to be shipped out. Tracking
backorders on purchase orders shows what is still expected to be received from a vendor.
Tocreateasalesorder:

1. Onthe Home page, click Sales Orders.

Werevious Pret [ % -~ G - € & speling By istory ] Journal Bl Createinvoice = (38 » | ] Attach
CustomeriJob Template (Frink Praview |
[ v | Custom Sales Order v]
Sales Order
Item Description Crdered Rate Amaunt ‘
-
o
Customer| v Tax v [0.0%) 0.00
i
R Tatal
Tobeprinted  []Tobee-maled  Customer TagCode | 1|
| J [ Save & Closs ] [_save &hew [ Clear ]

2. Inthe Customer:Job drop-down list, select Roche, Diar muid:Room Addition.

3. Click in the Item column and select Frames:Exterior Frame from the drop-down
list.

4. Inthe Ordered column, click the Availability icon.

¥ Current Availability

Item Mame | Frames:Exterior Frame bd |

Descripkion Standard exterior doar frames

Quantity Available Incoming

Quantity on Hand Cuantity on Purchase Orders i}

i
Quantity on Sales Orders 1]
Guantity Reserved for Assemblies 1]

2

Quantity Available

Show Details ==

5. Click Close, and then type 4 in the Ordered column.
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6. PressTab, and then click OK at the two messages that appear.
7. Type40.00 in the Rate column.
8. Press Tab again to have QuickBooks update the total.

B Create Sales Orders

rrevions Pt H ¢ - G - € & cpeling By History 5 Jowrnal Bl Create Invoice = 3£~ ] attach
Customer: Job Template
|Roche, Diarmuid:Room ... | % | i[Custom Sales Order W ]

Sales Order

Diarmuid Roche
3219 Lisa Lane

Bayshore CA 94326

Item Description Ordered Rate Armount Tax |
|Frames:Exterior ... % |Standard exterior door frames 4 =) 40,00 % hiliad
ol
Customer v Tax|San Tomas (7. 75%:) 12,40
Message
Total 172.40
Tobeprinted [ Tobee-maled  Customer Tax Code i_Tax |
I | | Save & Close ] [ Save & Mew ] [ Clear

9. Inthe Create Sales Orders window, click the arrow next to the Create | nvoice menu
button on the toolbar and choose | nvoice.

Thislinks the sales order and invoice, which means that when you invoice the
customer for items on the sales order, those items are marked as closed.

10. Click Createinvoicefor selected items and click OK.

Specify Invoice Quantities for ltems on Sales Order(s) [‘5__<|

Invoice for:  Roche, Diarmuid:Room addition
Far each item below, specify the quantity you will ship on this

invoice,

; : Hel
[ ]5how quantity available instead of quantity on hand:

Item Date 5.0, Mo, | OnHand Ordered Prev, In.., | To Invoice |
s

Frames:Exterior Frame | 12/15/2015 ‘_ 4

| £
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11. Make sure 2 appears in the To Invoice column and click OK to invoice for the two
exterior frames you have in inventory.

B Create Inyoices
Wierevions Pret H &5 - B - B - & & speling Ty History 5] joumal - B~ 38 - (] ateach

Customer: Job Template | Print Preview Roche, Diarmuid:Room addition
»
O, A
iZustom 5.0, Invaice Edit Customer

i Summar’
Invoice 12/15/2015 97 £
g Phone 415-555-7442
Email droche@ssmplename. com
Diarmuid Roche Open balance 0.00
3218 Lisa Lane : 3
Bayshore CA 94326 Active estimates a
Sales Crders ta be invoiced B
3 Due an rec... s
Trem Description Ordered | Prev, Invo... | Invoiced | Rate Armounk Tax | Recent Transactions wickReport
|Frames:Exterio... |Standard exterior |4 a 2 40,00 0,00 | Tax -l
door Frames 3
I " : I ; I b
Customer A Tax [5an Tamas W |i7.75%) 6.20
Message
Tokal 86,20
; Notb Edit
[[1 7o be printed [ add TimesCasts... | [ Apply Credis... | Pavments Applied 0.00 oLes =
[ 7o be e-mailed Balance Due §6.20
Cuski Tax Cod :
[[] &llaw online payment Learn more EEMRE T otk ’EI

Mema ‘ ‘

- Learn about our payment pracessing and online invoicing solutions.

[ Sawe & Close ] l Save & bew J [ Clear ]

12. Click Save & Close.

QuickBooks creates an invoice for the two door framesin stock and puts the other
two on backorder.

Tl Open Sales Orders by Item

Modify Report. .. | [ Memarize... PrlnL.‘. E-mal_\ " Expott... - Hide Header .- Refresh |
Dates |HI ~| From | Ta | [E]|5ort By [Defaut ~|

#:52 PM Rock Castle Construction
A Open Sales Orders by Item
All Transactions
£ Type £ Date ¢ DueDate ¢ Hum o Hame < Oty ¢ Inwoiced - Backordered = Amount < _Open Balance =
Inventory
Frames

Exterior Frame

Sales Order 12152015 12152015 3 Roche, Diarmuid:R. 4 2 2 160.00 80.00 4
Tatal Exterior Frame 4 2 2 160.00 80.00
Total Frames 4 2 2 160.00 0.00
Total Inwentary 4 2 2 160.00 80.00
TOTAL 4 2 2 160.00 $0.00

Notes

Lesson 6: Entering Sales Information 32



Recelving Items
Toreceiveitemsintoinventory:

From the VVendors menu, choose Receive | tems.

N

In the Create Item Receipts window, choose Perry Windows & Door s from the
Vendor drop-down list.

Click No at the message that appears.
In the Item column, select Frames:Exterior Frame.
Press Tab twice to go to the Quantity column and type 10.

o g b~ W

Press Tab and QuickBooks updates the amounts.

B Create Item Receipts
A previous [ nest E Save %_ Find E‘:ﬁ History  [=] Journal [ﬂ Attach
Eill Credit Bill Received .
Slitec e Perry Windows & Doors
. _mm__ |y
Edit Yendor
vendor Perry Windows & Doors w Date 12{15/2015 Summary
Item Ref. Mo, Phone 415-555-5933
] Open balance 9,985.00
Rgifllpt Total A Ps bo be received £
Memo  Received items (bill to Follow)
Expenses $n.on'|| Items $200.00 |
Item Description Oty | Cosk Amount Customer: Job Eilla. .. | Recent Transactions CuickReport
Frames:E... | % |Standard exterior door = 0. 0] 200.00 W a
feamas : 12/15/15 Eill Prot -Check £,735.75
== 1211115 Eill 130,00
12/04/15 il 2,400.00
1202115 Bill S0.00
11/28/15 Item Recsipt 3,280.00
v Motes Edit
Select PO [ Receve all | [ Show PO
[ Clear Splits ] [ Recalculate Save & Close ] [ Save & Mew ] [ Clear ]

7. Click Save & Close.

Notes
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Tofill Diarmuid’sorder:

1. From the Customers menu, choose Create Sales Orders.
2. Click the Previous button to display Diarmuid’s sales order.

CEX

B Create Sales Orders

& previous [ mext E @ i @ i ﬁ & Spelling QhHlstory 5] 10urnal El create Invoice ~ Eﬁ ™ @ Atbach
Template
Custom Sales Order | %

Customer: Job

Sales Order

Diarmuid Roche
3219 Lisa Lane
Bayshore CA 94326
Item Description Ordered Rate Amnount Tax Backordered | Invoiced | Clsd |
Frames:Exterior ... [Standard exterior door 4 40,00 160,00 |Tax z 2 |
frames
-

Customer w Tax|5an Tomas | ¥ 17, 75%) 12,40
Message
Total 172,40

Tobeprinted []Tobe e-maled  Customer Tax Code |Tax (% [ Closed

Ao | [ Save & Close ] [. Save & Mew ,] [ Rewvert ]

3. Inthe Create Sales Orders window, click the Create | nvoice menu button on the
toolbar.

Notes
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4. Click Createinvoicefor selected items and cli

ck OK.

Specify Invoice Quantities for Items on Sales Order(s)

Invoice for:  Roche. Diarmuid:Room addition

For each item below, specify the quantity yau will ship on this
inwoice,

[] Shows quantity available instead of quantity on hand:

Ordered

Date 5.0, Mo, | CnHand

ke

Prev, In...

Tao Invoice |
£y

|

5. Make sure 2 appearsin the To Invoice column and click OK to invoice for the two

exterior frames for Diarmuid’s room addition.

B Create Invoices

rrevious et [ 5 - B - B - F & speling By History 5] Journal

Customer: Job

additionjid

Invoice

Diarmmuid Roche
3219 Lisa Lane
Bayshore CA 94326

—

Diate
12/15/2015 (&) |98
v

Template

iCustom 5.0, Invaice | W

Item Description Ordered | Prev, Invo,,.  Invoiced | Rate

Due onrec,.. s
Tax

Amount

|Frames:Exteria...
door frames

Standard exterior |4 ‘2 B 40,00 ‘

50,00 [Tax ‘g-

v

Custamer
Message

Tax [San Tomas | (7. 75%)

Y
Total

6,20
a6.20

[1 o be printed

1 To be e-mailed T Balance
Customer Tax Code w
[ Allaws anline payment: Learn mare = |£|

Memao | |

[ Add Tirne/Costs. .. ] [ Apply Credits... ] Payments Applied

Due

< Learn about our payment processing and online invoicing solutions. [ Save & Close

][ Save & Mew ][ Clear

CEX

[} - attach

Roche, Diarmuid:Room addition

Edit Customer
Summary
415-555-7442
Ernail droche@samplenarne . com
Open balance g6.20
Active estimates a
Sales Orders to be invoiced 1

Fhone

QuickRepark
G6.20

Recent Transactions
121515 Invoice

6. Click Save & Closeto save the invoice and close the Create Invoices window.

7. Onthe Home page, click Sales Orders.
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8. Click the Previous button to display Diarmuid’s sales order.
Notice the sales order now indicates that it has been invoiced in full.

B Create Sales Orders E]@

erevious Pret [ ¢ - B - € & speling By History £ Jowrnal B create Invaice = 3£ -+ [ attach
Cuskom Sales Order %

Customer: Inb

Date |
ol
ot v

Diarmuid Roche %&g‘k
3219 Lisa Lane @@?\@@,
Bayshore CA 94326 'ﬁ"..%ﬁg i

Item Diescription Ordered Rate Armount Tax Invoiced | Clsd |
Frames:Exterior F... |Standard exterior door frames 4 40,00 160,00 |Tax 4 |

|

Cuskarmer v Tax|[5an Tomas EM|(7.75%) 12.40
Message
Total 172,40

Tobeprinted []Tobee-maled  Customer Tax Code [Tax (% Closed

e | | [ Save & Close ] L Save & MNew ,] [ Rewverk ]

9. Closethe Create Sales Order window.

Notes
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Lesson 6: Entering Sales Information

Review questions

1.

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

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

In QuickBooks, you can record payments made using which of the following?

a Cash

b Check

¢ Credit card

d All of the above

Which item type should you use when recording a partial payment from a customer
on an invoice?

a Subtotal

b Payment

c Service

d Non-inventory Part

True or false: QuickBooks lets you save sales forms as PDF files.

a True
b False

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

a
b

B Create Invoices -_"E X

Arrevious Prext [ b - B - B - F @ speling 5y History  [£] Journal = [3 - | attach

Customer: Job Template | Print Previsw
|Cuddihy, Makthew: Ukilikyw. .. | | |Custom Invoice “ |

i DATE
Invoice 12/15/2015 93

Matthew Cuddiby
8321 5. Flawer
E. Bayshore, CA 94731 A

DUE DATE |
Met 15 s |[12f30/2015

ITEM QUANT... ' DESCRIPTION RATE AMOLUMNT Tax
Frames:Exterior ... {1 Standard exterior doar frames 80.00 80.00 |Tax -~
Hardware:Lk Do... |1 Locking interior doorknobs 38,00 35,00 |Tax =
wood DoariExte. . Exterior wood doar 1z0.00 120,00 |Tax
Subkatal Subkatal 238.00
Discount 10% Discount C -10.0% -23.80 |Tax
Installation |3 installation labor 35,00 % 280,00 |Mon hd

w

Customer w Tax |East Bayshore | % |(0.3%) 0.64 B

Message
Total 404,54

[] To be printed add TimefCosts, . apply Credits,.. | Payments Applied 0.00
To be e-mailed
[] 7o be e-maile sy e Gtk Balance Due 494,54

Mema | |

+ Learn about our pavment processing and onling invoicing solutions. [ Save & Close ] [ Save & Naw ] [ Clear

8. List theitem types used in the line item area of the invoice above.
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9. On which of the following can you not use price levels?

a Invoices

b Salesreceipts

¢ Credit memos
d Purchase orders

10. 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

11. If awood door costs $120.00 and you set the rounding option to 1.00 minus .11, what
price would appear on an invoice for the wood door?

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

12. True or false: Price levels affect Discount items.
a True
b False

13. 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 aninvoice 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 thefly.”

2. Filling out asalesreceipt issimilar to filling out an invoice form. Create a sales
receipt for acustomer of 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 sal es receipt, open the
Undeposited Funds account register to see the transaction QuickBooks created
automatically.

3. Create anew pricelevel for Rock Castle Construction for their January sales event.
You want al 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
affect on the price listed. How would you change the price level so that al prices are
rounded to the nearest $.49?
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Answersto review questions

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

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

In QuickBooks, you can record payments made using which of the following?

a Cash
b Check
¢ Credit card
v d All of the above

4. Which item type should you use when recording a partial payment from a customer
on an invoice?

a Subtotal
v b Payment
c Service
d Non-inventory Part

5. Trueor false: QuickBooks lets you save sales forms as PDF files.

va True
b False

6. If you regularly invoice a customer for similar items or services, you can memorize
the invoice to save time.
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7. Fromwhich 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 Item List
B Create Invoices |:||§||g|
& previous T Mext E @ A @ - a - %{ [ Spelling EthHistory Journal A % - [ﬂ Attach
Customer: Job Template

| Cuddibvy, Matthew: Utiliey. .. + |

. DATE |
Invoice 12/15/2015 98

Matthew Cuddibee
8321 5, Flower
E. Bayshore, CA 94781 A

DLE DATE |
het 15 v ||12}30/2015

ITEM QUANT.,.  DESCRIPTION RATE AMOLNT Tax |
Frames:Exterior ... |1 Standard exterior door frames 80,00 80,00 |Tax el
Hardware:Lk Do... |1 Locking interior doorknobs 38,00 38,00 |Tax =
‘Wood DoorExke, Exterior wood door 120,00 120,00 (Tax
Subtatal Subtatal 238.00
Discount 10% Discounk C -10.0% -23.80 |Tax
Installation ¥ |5 {nstallation labor 35.00 % 280.00 |Non »

v
Cuskomer v‘ Ta [East Bayshare [%(0.3%) 0.64 N
Message
Total 494,54
[[] 7o be printed [ add TimejCosts... | [ apply Credits... | Payments Applisd 0.00

[ 7o be e-mailed

Customer Tax Code Balance Dus 494,84

Mema | |

- Learn about our pavment processing and online invoicing solutions.

[ Save & Close ] [ Sawe i Mew ] [ Clear

8. List theitem types used in the line item area of the invoice above.
Inventory Part, Subtotal, Discount, and Service.
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9. Onwhich of the following can you not use price levels?

a Invoices

b Salesreceipts

¢ Credit memos
v d Purchase orders

10. QuickBooks: Pro allows you to assign price levels to which of the following?

a Specific customers

b Individual line items on sales forms
v c Bothaandb

d None of the above

11. If awood door costs $120.00 and you set the rounding option to 1.00 minus .11, what
price would appear on an invoice for the wood door?

a $120.11

b $120.89
v ¢ $119.89

d $119.11

12. True or false: Price levels affect Discount items.

a True
v b False (Price levels only affect Service, Inventory, Non-Inventory Part, and
Inventory Assembly items)

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

a Invoice letters
b Reminder statements
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