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Lesson Objectives
= Tolearn how to create job estimates
* Tofind an estimatein adatafile
= Tolearn to duplicate an existing estimate
= To create an invoice from an estimate
= Todisplay project reports for estimates
» Toupdate ajob’s status

=  To make an estimate inactive

Notes
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Turning On Estimates & Progress Invoicing

An estimate is a description of work or products you propose to sell to a current or
prospective customer. Y ou can create multiple estimates for each name (customer or
customer:job combination). If the customer accepts an estimate, you can turn the estimate
into an invoice, modifying it as necessary. When you have actual costs and revenues, you can
compare them to your estimated costs and revenues to seeif you were over or under the
estimate.

Estimates are “‘non-posting” transactions—they do not affect any financial reports or income
and expense balances. QuickBooks allows you to create invoices from estimates either by
transferring the entire estimate to an invoice or by allowing you to choose a percentage or
selected items to invoice from the estimate. The ability to bill for only a percentage of the
estimate or selected items on an estimate is called progress invoicing.

Toturn on estimates and progressinvoicing:

From the Edit menu, choose Pr efer ences.

Click Jobs & Estimatesin the left pandl.

Click the Company Preferences tab to display the job and estimate preferences.
Click Yesfor Do You Create Estimates?

Click Yesfor Do You Do Progress Invoicing?
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Click OK to record your selections and close the Preferences window.

Notes
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Creating a New Job

Now that you’ve turned on the estimates feature, you can add anew job for a bathroom
remodel project for your customer, Ernesto Natiello. Then you’ll create an estimate for the
job.

Tocreateanew job:

Click Customer Center on theicon bar.
In the Customers & Jobs list, select Natiello, Ernesto.
Click the New Customer & Job menu button, and then choose Add Jab.

If the New Feature screen for Add/Edit Multiple List Entries appears, click the box for
“Do not display this message in the future” and click OK.
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In the Job Name field, type Bathroom remodel.

Click the Jaob Info tab.

In the Job Status field, select Pending from the drop-down list.
In the Start Date field, type 1/4/2016, and then press Tab.

O N o O

Notes
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0.

Creating a New Job

In the Projected End field, type 2/28/2016.

10. Press Tab to move to the End Date field, and then press Backspace to clear thisfield.
11. In the Job Description field, type Remodel bathroom.

12. In the Job Type field, choose Remodel from the drop-down list.

Job types give you away to classify your jobs so you can group and subtotal similar jobs
on your reports. By using them, you’ll be able to determine which kinds of jobs are the
most profitable for your business.

E Mew Job

Job Marne |Bathrcu:um remodel |

Opening Balance | |as of | 12}15/2015 | How do I determine [T]

the opening balance?

| Address Info || &dditional Info || Payment Info || Job Info
Job Status Start Date Projected End  End Date Hext
\Pending v | (01j04j2016 (@] |02j26t2016 [E] | E]

Job Description Job Twpe
|Remu:u:|e| bathroom | |§emudel W | [[] 10b is inactive

13. Click OK.
14. Click the expand arrow to show full detailsin the Customers & Jobsllist.

Notes
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Writing an Estimate

To create an estimate:

> 0w NP

IE Create Estimates

Customer: Job

matiello, Ernesto:Bathroo,.. %
Estimate

Estimate

Active

ic_ustom Estimate

w

Ernesto M Natiello
376 Pine S, #5E

Bayshare CA 94326

Item Descripkion Gy Cost | Amount Markup Tatal Tax
~
.
Custaomer o Tax |5an Tomas e [(7.75%:) 0,00
Messags
Tatal 0.00 0.00 0.00
[ Tobeemaled Customer Taz Code |Tax |+
IMema | ‘ [ Save & Close J [ Save B Mew ] [ Clear

In the Customers & Jobs list, select Natiello, Ernesto:Bathroom remode.
Click the New Transactions menu button, and then choose Estimates.

Press Tab to accept Natiello, Ernesto:Bathoom remodel in the Customer:Job field.
Select Custom Estimate in the Template field.

W previous [ Mext E @ 7 Q - a [ speling %History - E£ 8 rf’\ & @ Attach

Natiello, Ernesto:Bathroom remad

Edit Customer
Summary
Phaone 415-555-9511
Email ernie@samplename. com
Open balance 0.00
Active estimates 1]
Sales Orders to be invoiced o
Recent Transactions QuickReport
Notes Edit

Click in the Item column in the middle of the form.
Type Installation.

Press Tab twice to move to the Qty column.

Type 10 in the Qty column, and then press Tab.
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The total amount is calculated by QuickBooks when you move out of thisfield.

Notes
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Writing an Estimate

9. Click the line under “Installation” in the Item column.

10. Type Framing.

11. Press Tab twice to move to the Qty column, and then type 40.

12. In the line under Framing in the Item column, type Rough.

13. Press Tab three times to move to the Cost column, and then type 2500.
14. Press Tab to move to the Markup column.

15. Type 15%, and then press Tab twice.

16. Click Save & Close to save the estimate.

QuickBooks returns you to the Customers & Jobs list. Notice the Estimate Total column
for the Pending Bathroom remodel job for Ernesto Natiello now has a balance of
5,647.81. (Click the expand arrow if you don’t see the Estimate column.)

Marme Balance T... | Motes | Job Status Estimate Total Attach
+Matiello, Ernesta 622,26 4 20,243.06 2

+Bathroom remodel 0.00 Pending

+Kitchen -BZ2.26 Closed 14,595.25

+Melson, Wilma 0.00 44 6,275.80

17. Click the collapse arrow to collapse the Customers & Jobs list, then close the Customer
Center.

Notes
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Creating Multiple Estimates

Just as you’ve completed the estimate for this customer, he calls and asks you to prepare a
second estimate for the same job. He’d like you to price a couple of different options.

Because you just created the estimate, you can open the Create Estimates window and press
Prev and that will take you to the correct estimate. However, when you don’t know where an
estimate is, there are a couple of methods you can use to locate the estimate you want
quickly.

Tofind an estimate:

1. From the Customers menu, choose Cr eate Estimates.

2. Click the magnifying glass icon on the button bar.

o g A~ w

Find Estimates

Customer: Job Find

I v|

Cancel

| [&] 7o | (=]

2
[v1]
=
[a1]

Advanced

In the Customer:Job drop-down list, select Natiello, Ernesto:Bathroom remode!.
Click Find.

If QuickBooks asksif you want to save the current transaction, click No.

Keep the estimate open; you’ll useit in the next exercise.

Notes
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Creating Multiple Estimates

Y our customer wants you to prepare a second estimate for the bathroom remodel job because
he is considering buying the cabinets from you in addition to having you do the installation
work. First, you’ll create aduplicate of the original estimate, and then make the
modifications necessary for the second bid.

To createaduplicate of an existing estimate:

1. Right-click in the body of the estimate and choose Duplicate Estimate from the list that
displays.

Click OK when QuickBooks notifies you that the duplicate estimate has been created.
Select the number in the Qty column on the line for Installation.

Type 18.

Click in the Item column in the line below Lumber:Rough, and select Cabinets.Light
Pine from the drop-down list.

o b~ w N

Press Tab twice and type 6 in the Qty column.

Click in the Item column in the line below Cabinets:Light Pine and select
Cabinets:Cabinet Pullsfrom the drop-down list.

8. PressTab twice and type 12 in the QTY column.
9. Press Tab and type 10 in the Cost field.
10. Press Tab.

G=l b Estimate ts Natiello, Ernesto:Bathroom remod
Acti [
| Active

st
S
Nistiello, Ermesto:Bathroo. Edit Customer

Estimate

415-555-9811
lename cor

Ermesta M Natislo
376 Pine St, #5E
Bayshore Ch 94326

Description Qty  Cost  Amourt Markup | Tokal T
e r 18 3500 630,00 630,00 [Non
T 40 s5.00|  2,200.00 2,200.00 |Non Recent Transactions QuickReport
iE
i e
B

Int
Frai
Rous
ight ... |Light
cabinet wal

inets:Ca... ¥ | Cabinet Puls 1z [E] 10.00 £ 120.00 [Tax

Customer - Tex [San Tomas V(7. 75%) 1,068.65
Pessage Notes Edit

Tokal 14450.00  2,169.00  17,687.65

er 2,50..| 25m00| 150% 2,875.00 |Tax
kitchen 6 1,50..| 9,000.00 [19.9333... |  10,794.00 [Tax
unit

[JTobee-maled  Customer Tax Code |Tax v |

Memo ((savesciose | [_seveanew ] [ dear |

11. Click Save & Close.

Notes
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Creating an Invoice from an Estimate

Once you have created an estimate and the customer has approved it, you can use the
estimate to invoice the customer.

Progress invoicing (also known as progress billing), lets you invoice for jobs that you work
on and complete in phases. When using progress invoicing, you start by creating an estimate
for the job (you don't have to give this estimate to the customer). Then, as you complete each
phase, you can easily transfer items from the original estimate to an invoice.

To create an invoice from an estimate:

Click Customer Center on theicon bar.

In the Customers & Jobs list, select Natiello, Ernesto:Bathroom remode.
Click the New Transactions menu button, and then choose I nvoices.
Press Tab to leave the Customer:Job field.

A 0w DN P

Available Estimates f‘S__cl
Cuskomer; Job | ello, Ernesto:Bathroom remodel B |
Select an estimate tao invoice
i |
Date Amount Cuskomer: Job Est....
Lzi15/z015 5 647,81 Matiello, Ernesto:Bathroom remodel |35 | Help
12/15/2015 17,687.65|Matiella, Ernesto:Bathroom remadel |36

5. The customer accepted the first estimate you created, so select the line containing
Estimate #35, and click OK.

Select Create invoice for a percentage of the entire estimate.
Type 33.333 in the “% of estimate” field.
Click OK.

In the Template drop-down list, select Progress | nvoice.

© o N o

10. Click Save & Closeto record the invoice.
11. Close the Customer Center.

Notes
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Displaying Reports for Estimates

Because you’ve just completed a progress invoice, you can see how QuickBooks records this
on the job progressinvoices vs. estimates report. This report shows job status, estimate total,
total invoiced from the estimate on progress invoices, and the percentage of the estimate
aready invoiced on progress invoices.

To display thejob progressinvoicesvs. estimatesreport:

1. From the Reports menu, choose Jobs, Time & Mileage.
2. Choose Job Progress Invoicesvs. Estimates.

Igl Job Progress Invoices vs. Estimates |Z||E|f$__(|

Modify Report... Memotize,., || Print... || E-mail * || Export... Hide Header Refresh
(Do s Fiscal Year-to-date | From | 10f1/2015 [E]] Ta [12/15/2015 [E]] Sort By [Default v

8:00 PM Rock Castle Construction
121515 Job Progress Invoices vs. Estimates
October 1 through December 15, 2015
- Type 3 Date + Num + Estimate Active + Estimate Total +« Progress Invoice + % Progress «
Natiello, Ernesto ”~
Bathroom remodel
Estimate 12( 5205 33 J o5 547 51 1552259 FIEER
Estimate 12M 5720015 36 J 17 BE7 BS 0.0a 0.0%
Kitchen
Estimate 12432015 25 J 1459525 1356039 92.91%

Helson, Wilma
Office Remodel
Estimate 12102015 19 J 6275380 0.0a 0.0%

Pretell Real Estate

75 Sunset Rd.
Estitnate 11052015 29 1571256 0.00 0.0% =
Estitnate 1122015 29-CO J 18,409.93 0.00 0.0%

II(

3. Close the report window.

Notes
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Updating Job Status

Every time you change the status of ajob, you should update its job statusin the
Customer:Job list. For example, the estimate for the bathroom remodel is no longer pending:
Ernesto Natiello awarded you the job and you have started work.

To updatethe status of ajob:

1. Click Customer Center on theicon bar.
2. Inthe Customers & Jobslist, select Natiello, Ernesto: Bathroom remodel.
3. Click Edit Job.
4. Click the Job Info tab.
5. Inthe Job Statusfield, select In progress.
B Edit Job (=13
Job Name [Bathranm remodel |
Current Balance : 1,882,529 How do I adjust the current balance?
Address Info additional Infa | Payment Infa |W|_
Job Status Start Date Projected End  End Date [V]
o e ol At
Remodel bathroom | [remodel v [ 30b is inactive
6. Click OK.

7. Click the expand arrow to display the full details on the Customers & Jobs list.
8. Collapse the Customers & Jobs list, and then close the Customer Center.

Notes
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Making Estimates Inactive

Now that the customer has accepted one of the estimates for the bathroom remodel job and
you have started work, you might want to make the unaccepted estimate inactive. When you
make an estimate i nactive QuickBooks keeps arecord of it, but does not use the numbersin
reports.

Tomark an estimateinactive:

1
2.

N o g M~ w

8.

From the Reports menu, choose Jobs, Time & Mileage.
Choose Estimates by Job from the submenu.

il Estimates by Job

Modify Report. .. Memarige... || Print... || E-mail = || Export... Hide Header Refresh
Dates |.QII V| Fr0m| T0| Sort By | Default ¥
8:04PM Rock Castle Construction

12115115 Estimates by Job
All Transactions

“ Type B Date <+ Hum < Memo + Estimate Active « Amount “
Hatiello, Ernesto
Bathroom remodel
Estitnate 12M562015 35
Estitnate 12M852015 36 17 687 ES
Total Bathroom remocdel 2333546

| *

5 547 31

RN

Kitchen
Estimate 12M302015 25 J 14,595.25
Tatal Kitchen 14,595.25

Total Matiella, Ernesta 37,930.71

£

Scroll to the section of the report that displays the estimates for Ernesto Natiello.
Double-click anywhere on the line for Estimate #36.

Click to clear the checkmark in the Estimate Active checkbox.

Click Save & Close.

Answer Y esto the message asking if you want to save the changes you made to the
transaction.

Close the report.

Notes
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Lesson 13: Estimating and Progress Invoicing

Review questions

1.

QuickBooks tracks estimates using what kind of account?

a Posting
b Non-posting

True or false: QuickBooks allows you to create multiple estimates for a single customer.

a True
b False

Which of the following is not an option when creating an invoice from an estimate?

a Create an invoice for the entire estimate

b Create an invoice for a percentage of the entire estimate

c Create an invoice for selected items or different percentages of each item
d None of the above

Y ou prepared an estimate for a customer and were subsequently awarded the contract.
How would you change the job status from “Pending” to “Awarded?”

a Create the invoice from the accepted estimate—this changes the status automatically
b Use the Job Status drop-down list in the customer’s record

¢ Use the Job Status drop-down list in the Create Estimates window

d None of the above

What QuickBooks feature would you use to charge customers as you complete various
phases of ajob?

a Progressinvoicing
b Phased invoicing
c Partial invoicing
d None of the above
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Review activities

1. Create an estimate for the 75 Sunset Rd. job for Pretell Real Estate. The estimateisfor 6
hours of installation labor, 18.5 hours of plumbing work, and 4 hours of drywall work.

2. Create aprogress invoice for 50% of the estimate just created for the 75 Sunset Rd. job
for Pretell Real Estate.
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Answersto review questions

1. QuickBooks tracks estimates using what kind of account?

a Posting
v b Non-posting

2. Trueor false: QuickBooks allows you to create multiple estimates for a single customer.

v aTrue
b False

3. Which of the following is not an option when creating an invoice from an estimate?

a Create an invoice for the entire estimate

b Create an invoice for a percentage of the entire estimate

c Create an invoice for selected items or different percentages of each item
v d None of the above

4. You prepared an estimate for a customer and were subsequently awarded the contract.
How would you change the job status from “Pending” to “Awarded?”

a Create the invoice from the accepted estimate—this changes the status automatically
v b Usethe Job Satus drop-down list in the customer 's record

¢ Usethe Job Status drop-down list in the Create Estimates window

d None of the above

5. What QuickBooks feature would you use to charge customers as you compl ete various
phases of ajob?

v a Progressinvoicing
b Phased invoicing
¢ Partial invoicing
d None of the above
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