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Entering sales information

Lesson objectives

m Tolearn about the different formats available for sales forms

m To save sales and purchase forms in Portable Document Format (PDF)
m To practice creating a new invoice

m Tolearn the purpose and use of the QuickBooks Item list

m To see how QuickBooks records the information you enter on sales forms
m To memorize an invoice transaction for reuse

m Toadd anew item to the Item list

m Toadd a new price level to the Price Level list

m To associate a price level with a customer

m To create invoice letters

m To generate reminder statements

m To create sales orders (QuickBooks Premier and higher)

m To track backorders (QuickBooks industry-specific editions)

Supporting materials
m Handout 4: QuickBooks item types
m PowerPoint file: Lesson 6
m  Video tutorial: [tems (products & services you sell)
m Video tutorial: Create an invoice
m Video tutorial: Generate a sales receipt

m Video tutorial: Create a statement

Instructor preparation

m  Review this lesson, including the examples, to make sure you’re familiar with the
material.

m Ensure that all students have a copy of gblesson.gbb on their computer’s hard disk.

m Have Handout 4 ready for distribution.
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To start this lesson

Before you perform the following steps, make sure you have installed the exercise file
(gblesson.gbb) on your hard disk. See “Installing the exercise file” in the Introduction
to this guide if you haven’t installed it.

The following steps restore the exercise file to its original state so that the data in the file
matches what you see on the screen as you proceed through each lesson.

To restore the exercise file (qblesson.qbb):

1 From the File menu in QuickBooks, choose Open or Restore Company.
QuickBooks displays the Open Company: Type window.

Select “Restore a backup copy (.QBB) and click Next.

In the Restore Backup: Method window, select Local Backup and click Next.
In the Open window, navigate to your c¢:\ QBtrain directory.

Select the gblesson.gbb file, and then click Open.

In the “Restore Backup: To Location” window, click Next.

Navigate to your c:\QBtrain directory.

In the File name field of the Restore To window, type lesson 6 and then click Save.

© 0 N O G & WN

Click OK when you see the message that the file has been successfully restored.

Using sales forms in QuickBooks

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

You use a credit memo when a customer returns merchandise for which you’ve already
entered a payment or a cash sale. This lesson shows students how to use invoices and
sales receipts.

When to use different types of sales forms
The type of sales form you use depends on whether you expect payment in the future or
at the time of the sale.

For payment in the future

If you expect to receive payment at some future date, you enter an invoice. The invoice
lists the customer’s name and address, along with an itemized list of how much that
customer owes.
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Entering sales information

To display a completed invoice form in QuickBooks:
1 Click the Create Invoices icon on the Home page.

QuickBooks displays the Create Invoices window.

2 Click Previous to display the previously created invoice.

i
& previous B Next E;ﬁ - @ - a - | %{ Spelling Qb History Journal | - %’ -
Customer:Job Template Print Preview

, Dave:Utility Shedjiiid |Cusb3m Invoice hd

Invoice 12/15/2007 §| a2

Duncan, Dave
3442 W, Charleston
Bayshore, CA 94326

Net 30 - | 01/14/2008 §|
RATE

ITEM QUANTITY | DESCRIPTION AMOUNT Tax
Labar 40 40.00 1,600.00 |Mon =]
hd|
Customer - Tax |5an Tomas > ](7.75%) 0.00
Message
Total 1,600.00
™ Tobe printed Add Time/Costs. .. | Apply Credits. .. | Payments Applied 0.00
™ To be e-mailed Customer Tax Code Iﬂ Balance Due 1,600.00
Memo |
+ Let QuickBooks help you get your Invoice paid online by credit card. Save & Close I Save & N | r— |

If you own a business that sells products, like Rock Castle Construction, your
invoice lists the products purchased by the customer, the amount charged for each
item, and any sales tax you need to apply. Notice that Rock Castle Construction’s
invoice charges for both products and services (such as labor).

Abusiness that sells mainly services, such as a consulting firm, might use a different
type of sales form than the one shown above. QuickBooks lets you choose from
three different preset formats for your sales forms, or you can create your own
customized forms.

3 Close the Create Invoices window.

For payment at the time of sale

If you receive full payment at the time you make a sale—either by cash, check, or credit
card—you fill out a sales receipt instead of an invoice. Like the invoice, the QuickBooks
sales receipt includes information about the items or services purchased, but it also
includes information about how payment was made.
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To display a completed sales receipt in QuickBooks:
1 Onthe Home page, click Create Sales Receipts.

2 If the Integrated Payment Process window appears, click No Thanks or Show me
later.
QuickBooks displays the Enter Sales Receipts window.
3 Click the Previous button to view the previously entered sale.
B, Enter Sales Receipts ] [
previous [P rext &5 - & - B - | € Speling %y History - Journal = Get Online Pmts >
Customer: Job Template  Print Preview
Keenan, Bridget:Sun Room ICustJm Sales Receipt | ¥|
Sales Receipt 12/10/2007 al 9
Bridget Keenan
213 Fern Lane
East Bayshore CA 94327
PAYMEMT METHOD
1245 Check -
ITEM DESCRIPTION ony RATE AMOUNT Tax
Fluorescent Ceil... |Florescent Lights 1 95,00 95,00 |Tax I
[]
Customer | Thank you for your 4 Tax [E. Bayshore... ] (8.05%) 7.65
Message |business.
Total 102.65
[" Tobeprinted [~ Tobee-maled Customer Tax Code |Tax ﬂ Memo |
Add Time/Costs... |
Deposit To |Checking ﬂ [~ Process credit card payment when saving
Save & Close I Save & New | Rewvert

The sales receipt is similar to the invoice—both forms display customer
information and describe the items and services purchased. However, because
payment is made at the time of sale, the sales receipt has deposit information at the
bottom of the window.

4 Close the Enter Sales Receipts window.

Using statements to bill customers

Another option for billing customers is to send statements. Statements are ideal if you
want to accumulate charges before requesting payment, or if you assess a regular

monthly charge. Billing statements list the charges a customer has accumulated over a
period of time.

You enter statement charges one by one, as you perform services for the customer. Later,
you print a billing statement that shows the previous balance, details of all new charges,
payments received, and the new balance. Billing statements are appropriate if you want
to send monthly statements that show the detail of new charges as well as the previous
balance and payments received.

155



Entering sales information

If you bill the same charge to a group of customers on a regular basis, you can set up
QuickBooks to enter the charges automatically when it's time to send out your
statements. Any business that bills a recurring charge on statements can use this
feature. For more information, search the onscreen Help for memorized transactions for
statement charges.

Understanding statement limitations

In QuickBooks, statements have the following limitations:

m  Youcan'trecord sales tax, percentage discounts, payment items, or group items as a
separate charge on a billing statement. To bill for any of these, you must use an
invoice.

m  You cannot group related charges together and subtotal them (you can group and
subtotal charges on an invoice).

m  Achargeon abilling statement can represent only one item (in contrast, an invoice
can represent many items). This means you must enter a separate statement charge
for each service or product you sell.

m You cannot add custom fields (for lists or items) to the statement form.

You can include invoice detail on statements and include all open transactions as of a
certain date.
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Choosing a template for sales forms

QuickBooks has several different templates for invoices. The invoices available depend
on which version of QuickBooks you are using and the type of company you set up. For
more information, search the onscreen help for invoice template.

The templates include:

m  Custom Invoice—Use this template if you want to tailor a form to your type of
business.

m Intuit Product Invoice—Use this template if you sell parts or products and need
fields relevant to shipping.

m Intuit Professional Invoice—Use this template if you sell services and need a lot of
room for descriptions of your services.

m Intuit Service Invoice—Use this template if you primarily sell services but
occasionally sell goods.

Each template has an onscreen version and a printed version. This lets you record all the
sales detail you need, but print only what you want customers to see. For example, if you
use the Professional Invoice template, the onscreen version shows the number of hours
you're billing the client as well as your hourly rate; the printed version shows only the

Description and the Amount fields.

You can save all QuickBooks sales and purchase forms as portable document format
(PDF) files. To save a form as a PDF file, display the form and then choose Save as PDF
from the File menu.

You’ll learn how to customize forms in Lesson 15, “Customizing forms and writing
QuickBooks Letters.”

Filling in a sales form

Suppose Rock Castle Construction wants to bill a customer for a portion of a kitchen
remodeling job. Because they expect payment to be made in the future—rather than
cash on the spot—they need to create an invoice.

Filling in the customer information

Filling in an invoice is just like filling 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 On the Home page, click Create Invoices.

Notice that the new invoice already has the current date (12/15/2007 in the sample
file) entered in the Date field, and the next invoice number assigned in the
Invoice # field.

157



Entering sales information

2 Inthe Template field, select Custom Invoice from the drop-down list.

Filling in the line item area

3 In the Customer:Job field, click the arrow next to the drop-down list.

QuickBooks shows you a list of Rock Castle Construction’s existing customers and

jobs.

4 Choose Jacobsen, Doug:Kitchen for the customer and job.

Because this name has already been entered on the Customer:Job list, QuickBooks
knows the billing name, the address, and the payment terms. It provides this
information for you on the top half of the form.

ioix
&l previous [ Next @ - @ - E - | ﬁ Speliing EthHisb:-ry Journal | - % -

Customer;Job

|bac0bsen, Doug:Kitchen

Invoice

Dioug Jacobsen
6845 Ocean View
Bayshore, CA 94326

=]

Template  Print Preview

|Cusb3m Invoice =

12/15/2007 E| 93

Net 30 v|01f14,‘2008 §| 1097-01-DIAC
RATE Tax

ITEM QUANTITY | DESCRIPTION AMOUNT
-
=
Customer = Tax [San Tomas _*](7.75%) 0.00
Message
Total 0.00
™ To be printed Add Time/Costs... I fpply Credits, ., I Payments Applied 0.00
To by iled
[~ Tobe e-maile Customer Tax Code Iﬂ Balance Due 0.00
Memo |
7 Let QuickBooks help you get your Invoice paid online by credit card. Save & Close I Save & New Clear

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

In QuickBooks, you enter line items using the Item list, so you don’t have to type and
retype lines for services or products you sell frequently. For example, an architect would
have one item for design and another for construction supervision.

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, a markup, or a sales tax calculation.

Rock Castle Construction has already entered the items for which it bills customers on

its Item list.
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To complete the line item area of an invoice:
1 Inthe Item field, type the letters rem (for Removal).

QuickFill is an alternative to choosing from a list. Whenever you're in a field where
you'll use a list item, you can start typing the first letter or two of the list item you
want, and QuickBooks fills in the field with the item that matches the letters you're

typing.
2 PressTab.

When you press Tab to accept a QuickFill entry, QuickBooks fills in other
information about the item, like its description and rate. In this case, QuickBooks
displays “Removal labor” in the Description column and a rate of $35 per hour. All

you have to do is enter the number of hours.

3 Type 40in the Quantity column.

4 Press Tab to have QuickBooks update the invoice total.

ITEM QUANTITY | DESCRIPTION

RATE

AMOUNT

Tax

Removal |40

Semoval labor

35.00 7]

1,400.00

Non |~

-
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Entering sales information

Completing the sales form

If you want to check the form before you print it, you can use the print preview feature
in the Create Invoices window.

To complete and record the invoice:
1 Click the Print Preview button at the top right corner of the screen.

QuickBooks displays the invoice page as it will look when printed.

Fack Castle Construction Invoice
LR | TERMS | DUE DATE | PROJECT | CONTRACT #
| Fer X | FI420E | Kachen | 1097-00-DIAC
CUANTITY DESCRETION RATE AMOUNT
30| Ramord i W r;
CAzdes xS Toms Comny
Total £1.400.00

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

3 Click Close.

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

QuickBooks records the invoice in your accounts receivable register. If this were a sales
receipt, QuickBooks would record the sale in your Undeposited Funds account until you
deposit the money at the bank, or record a deposit in the bank account you specified in
the Enter Sales Receipts 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 receivable register keeps track of how much money your customers owe
you.
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To see the Accounts Receivable register:
1 From the Company menu, choose Chart of Accounts.
QuickBooks displays the chart of accounts.
2 In the chart of accounts, double-click the Accounts Receivable account.

QuickBooks displays the accounts receivable register.

&, Accounts Receivable o ]
3 Go to... | @ Print... | @ Edit Transaction QuickReport
Date MNumber Customer | Item Qty Rate Amt Chrg Amt Paid
Type Description Billed Date Due Date
12/15/2007 92 Duncan, Dave:Utility 1,600.00 -
INV 01/14/2008
12/15/2007 a3 Jacobsen, Doug:Kitd 1,400,00
N 01/14/2008
12/15/2007 42000 Matiello, Ernesto:kitc 13,560.39
PMT
2/15/200 70| S = 1tem ot Rate Amt Chrg |
De H| 8]~
" 1Hine ™ show open balance Ending balance 63,441.94
Sort by IDatE. Type, Number/... ¥ Record | Restore |

3 Select the sale we just recorded in the register (for Doug Jacobsen).
4 Double-click the entry.

When you double-click an entry in a register, QuickBooks displays the original form
(in this case, the invoice).

5 Keep the invoice window open; you’ll use it in the next exercise.

When you’ve been using QuickBooks for a while and need to find a particular invoice,
you can use the QuickBooks Find command or the Search command. Suppose you want
to search for the invoices you wrote to three particular customers.

Here’s how you’d find those using the Find command:

=
=
€
@©
S
n
—=
1o
>
(@)

1 From the Edit menu, choose Find Invoices and then click the Advanced button.

2 In the Find window, select Transaction Type from the list of filters, and then select
Invoice from the list of transaction types.

3  Select Name from the list of filters, and then choose Multiple names from the Name
drop-down list.

4  In the window that appears, click the names of the three customers. When you click
OK and then click Find, QuickBooks finds all the invoices written to those particular
customers.

You can also find a particular customer invoice by scrolling through the customer
register for that customer. (Right-click that customer’s name in the Customers & Jobs List
and choose Use Register.) If you know the invoice number, you can sort the customer
register by number rather than date to find an invoice more quickly. (You can change the
sort order by selecting a different order in the Sort By field in the register window.)
Another way to find an invoice for a particular customer is to click Find in the Create
Invoices window. You can then enter a customer:job name, a date range, an invoice
number, or an amount that QuickBooks can use to locate an invoice or invoices. (This
functionality is available for eight common QuickBooks forms.)

Make sure students keep this invoice displayed on screen. You’ll show then how to
memorize it in the next lesson.
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Entering sales information

Memorizing a sale

Many of the sales you make in your business are ones you repeat again and again. For
example, you may have a standing monthly order from a customer, or you may perform
essentially the same services for more than one client. QuickBooks lets you memorize
sales forms so that you don’t have to retype the information.

To memorize the invoice:

1 Make sure you have the invoice you want to memorize displayed on your screen.
For this exercise, use the removal labor invoice you just created.

2 From the Edit menu, choose Memorize Invoice.

QuickBooks displays the Memorize Transaction window.

LEETTEN K itchen) 114 |
& Remind Me How Often [Never ﬂ ﬂl
= Don't Remind Me Mext D ate I—g
" Automatically Enter Humten Bemaiming I—
€5 L ith Trarsactions inEroug Waps [mddyance To Enter IU—

[ErEE HEmmE | <Mones ﬂ

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

You can enter any description you like. Notice that you can also have QuickBooks
remind you when to use the memorized transaction (for an invoice you always send
at the end of the month, for example).

4 Click OK.
5 Close the Create Invoices, Accounts Receivable, and the Chart of Accounts

windows.

When you memorize an invoice, QuickBooks adds it to the Memorized Transaction list.
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To recall a memorized sale:
1 From the Lists menu, choose Memorized Transaction List.

QuickBooks displays the Memorized Transaction List window.

2y Memorized Transaction List 10| =l
Source Account Next Date

+Kitchen removal labor |Invoice | Accounts Receivable
+Reyes Properties Checking 1,200.00 |Quarterly 01012008
+Sergeant Insurance Checking 675.00 |Monthly 01/15/2008

: _Memorized Transaction = Enter Transaction |

2 Double-click the transaction you just added.

QuickBooks displays the Create Invoices window, with the information you
memorized displayed on the form. It gives you a new invoice number and displays
the current date. You can modify the information as you wish, or just save the
invoice as is.

3 Click Save & Close to record the invoice.

4 DPress the Esc key to close the Memorized Transaction list.

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.

Rock Castle Construction already has a service item called Repairs that it uses when it
wants to charge for general repair work. Suppose Rock Castle wants to add a subitem for
plumbing repairs to the Item list. (The company charges a higher rate for plumbing
repairs, so it wants a separate item for it on its Item list.)

Have students refer to Handout 4 for a review of the types of items they can add to the
Item list.
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Entering sales information

To create a new service item:

1 From the Customers menu, choose Item List.

QuickBooks displays the Item list for Rock Castle Construction.

e
Look for I in IAII fields j Search | Heset | ™ search within results
Mame Description Type ccount On Hand | On Sales Order | Price
+Blueprint changes 5 Construction:Miscellansous 0,00 B
+Concrete Slab Foundation slab - prep and pouring  [Service |Construction:Labor 0.00 _I
+Floor Flans Floor plans Service |Construction:Miscellaneous 0.00
«Framing Framing labor Service |Construction:Labor 55.00
+Installation Installation labor Service |Construction:Labor 35.00
«Labor Service |Construction:Labor 0.00
+Mileage Service |Mileage Income 0.365
+Removal Removal labor Service |Construction:Labor 35.00
+Repairs Repair work Service |Construction:Miscellaneous 35.00
+5ubs Subcontracted services Service |Construction:Subcontractors 0.00
+Carpet Inztall carpeting Service |Construction:Subcontractors 0.00
+Drywall Install drywall Service |Construction:Subcontractors 0.00
+Duct Work Heating & Air Conditioning Duct Work |Service |Construction:Subcontractors 0.00
+Electrical Electrical work Service |Construction:Subcontractors 0.00
+Insulating Install insulation Service |Construction:Subcontractors 0.00
+«Metal Wrk Metal Work Service |Construction:Subcontractors 0.00
+Painting Painting Service |Construction:Subcontractors 0,00
+Plurnbing Plumnbing Service |Construction:Subcontractors 0,00
+Roofing Roofing Service |Construction:Subcontractors 0.00
+Tile &Counter |Instal tile or counter Service |Construction:Subcontractors 0.00 =
Activities ~ | Reports = | Excel - ||_ Includeimackive

2 Click the Item menu button, and then choose New.

QuickBooks displays the New [tem window.

1
]
X

=101.%]

Type
[T ~ |

Inventory Part
Inventory Assembly
Iff MNon-Hnventory Part
I' Other Charge
Subtotal
_| Group
Discount
Payment
Sales Tax Item
Sales Tax Group

0K
UJ%’W services you charge for or purchase, like

specialized labor, consulting hours, or professional Cancel
fees.

Mext
Subitem of

E—

Custom Fields

L

Spelling

[~ Item is inactive

[ This service is used in assemblies or is performed by a subcontractor or partner

Description

Rate 0.00

Tax Code ITax =
Account I b

How can I set rates by customers or employees?

Note: The options available in the Type list depend on the version of

QuickBooks you are using. If you are using a QuickBooks Premier or higher
edition product you will see Inventory Assembly listed as an item type.

3 In the Type field, select Service from the drop-down list.

4 In the Iltem Name/Number field, type Plumbing.
5 Click the “Subitem of” checkbox to select it.
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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.

© 0 N O

In the Tax Code drop-down list, select Non.

Now you need to assign this line item to one of Rock Castle Construction’s income
accounts.

10 In the Account field, select Construction:Labor from the drop-down list.

Your screen should look like the following figure.

oniion T
Type oK

m Use for services you charge for or purchase, like

spedialized labor, consulting hours, or professional

Cancel
fees,
Mext
Ttem M, b v Subitem of
m Name Mumber [+ Subitem o Custom Fields
|Plumbing |Repairs [~

Speling

dlids

r Unit of Measure
Enable... |

[ This service is used in assemblies or is performed by a subcontractor or partner

Rate 55.00
Tax Code INon hd

Account IConstruction:LaI =

How can I set rates by customers or employees?

I- Item is inactive

Description

Plumbing repairs and maintenace

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

e

Look for I in IAII fields ﬂ Search | Resek | ™ search within results

Mame Description On Hand | On Sales Order
+Plumbing Construc abar

+5ubs services Construction:Subcontractors .
+Carpet Inztall carpeting Service |Construction:Subcontractors .
+Drywall Install drywall Service |Construction:Subcontractors .
+Duct Work Heating & Air Conditioning Duct Work |Service |Construction: Subcontractors .
+Electrical Electrical work Service |Construction:Subcontractors .
+Insulating Install insulation Service |Construction:Subcontractors .
«Metal Wrk Metal Work Service |Construction:Subcontractors .
+Painting Painting Service |Construction:Subcontractors £
+Plurnbing Plumnbing Service |Construction:Subcontractors L
+Roofing Roofing Service |Construction:Subcontractors X
+Tile &Counter |Install tile or counter Service |Construction:Subcontractors .

+Cabinets Cabinets Inve... |Construction:Materials a a .
+Cabinet Pulls  Cabinet Pulls Inve... |Construction:Materials 110 a .
<+Light Pine Light pine kitchen cabinet wall unit Inve... |Construction:Materials 9 al 1,799.00

+Frames Inve... |Construction:Materials a a 0.00
+Exterior Frame |Standard exterior door frames Inve... |Construction:Materials 2 a 0.00
«Interior Frame |Standard interior door frame Inve... |Construction:Materials 4 a 0.00

+Hardware Inve... |Construction:Materials a a 0.00
+Brass hinges  |Standard brass hinge Inve... |Construction:Miscellaneous 450 1] 0.00 j

Activities = | Reports = Excel = ||_ Include imackive

12 Close the Item list.
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Entering sales information

Now that the new item is on the Item list, Rock Castle Construction can invoice for
plumbing repairs separate from its general repair work. It can also create sales reports
that show sales for general repairs separate from sales for plumbing repairs.

To offer a discount on an invoice (or other sales form) at the time of sale (for example, for
a senior discount), create a “discount” type item and enter it as a line item on the form.

If the discount is to apply to more than one item, first use a “subtotal” type item to
calculate the total of the items. Then, enter the discount item beneath the subtotal.

=
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€
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Using multiple price levels

In the last exercise, you set up a new service item for Rock Castle construction and
assigned a price to that item. Sometimes businesses want to vary an item’s price based
on who they are selling to. For example, Rock Castle Construction charges different
prices depending on whether it is selling to a residential or a commercial customer.

You can associate price levels with specific customers so that each time you create an
invoice (or estimate, sales receipt, credit memo, or sales order) for that customer,
QuickBooks uses the appropriate price level when calculating rates and amounts on the
form. Price levels make it easy to use different rates on sales forms without having to
calculate percentage amounts manually. Price levels affect amounts for service,
inventory, non-inventory part, and inventory assembly items only. (Inventory
assembly items are available in QuickBooks Premier and higher.)

In this section, you’ll create a new price level, associate it with one of Rock Castle’s
customers, and then create an invoice for that customer.

Creating new price levels

Rock Castle Construction charges its residential customers the base sales price it set up
on its Item list. The company charges its commercial customers 10 percent less than the
base sales price. In this exercise, you'll create a new price level for Rock Castle
Construction to use to reduce the sales amount for its commercial customers.

For each price level you create, you assign a name and percentage increase or decrease to
the item’s base sales price. You can create up to 100 price levels to use on invoices, sales
receipts, estimates, and credit memos.

As described later in the lesson, QuickBooks: Premier editions also allow you to set up
Per Item price levels.
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To create a new price level:

1 From the Lists menu, choose Price Level List.

BT
Name Details
Industrial

Door Replacement Special Per Item varies per item

Kitchen Upgrade Package Per Item varies per item

Pretell Real Estate Rates Per Item

varies per item

Reports = | I Include inackive

2 From the Price Level menu button, choose New.
3 In the Price Level Name field type Commercial.
4 From the Price Level Type drop down list, select “Fixed %.”

Note: The Price Level Type field is selectable only with QuickBooks Premier or
higher.

5 Leave “decrease” selected in the “This price level will” field, and then type 10in 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.”

This option rounds all the prices to the nearest dollar amount minus one cent, for
example, $10.00 rounds to $9.99. With QuickBooks, you can round your prices to
the nearest whole cent, or you can precisely determine the amount by creating a
user defined option.

Your window should look like the following.

=TT

Price Level Name |Commercial ™ Price Level is inactive

Price Level Type IFixed % * | Use this type of price level to apply a fixed percentage

increase or decrease to all your standard sales prices when
setting up prices for different customers or jobs.

This price level will |decrease | item prices by I 10.0%

Round up to nearest [FHEEITTESURUN ~ |

How do I print & report? OK | Cancel | Help |
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Entering sales information

7 Click OK.
Your Price Level list should now resemble the following.

ioix

MName Details
Commerdial G
Industrial
Door Replacement Spedial
Kitchen Upgrade Package
Pretell Real Estate Rates

-10,0%
-15.0%
varies per item
varies per item
varies per item

Pr'loeLe\rel'l Reports = ||_Inc|ude inackive

8 Close the Price Level list.

Associating price levels with customers

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

To associate a price level with a customer:

1 Click Customer Center on the icon bar.

2 Inthe Customers & Jobs list, select Lew Plumbing - C.

3 Click Edit Customer, and then click the Additional Info tab.
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4 From the Price Level drop-down list, choose Commercial.

Your screen should look like this.

% Edit Customer =101 %]
Customer Name ILEW Plumbing - C
OK |
Current Balance :  175.00 How do I adjust the current balance?
Cancel |
Address Info I Additional Info I Payment Info l Job Info I Notes |
. : | - Help |
Categorizing and Defaults PriceLevel  [commercial d
Type ] Customer is
Custom Fields H
i - inactive
[conmeraa IE 0
Terms
[net 30 [l I
Rep Spouse's Name I
I :I‘
Preferred Send Method
|E-rnai| ﬂ

Sales Tax Information

Tax Code Tax Item Define Fields |
ITax j ISan Tomas j

Resale Number

Go to Client
Manager

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

Leave the Customer Center open for the next exercise.

Using price levels on sales forms

In this section, you'll create an invoice for the customer with whom you just associated
the Commercial price level to see how the price level affects amounts on the form.

To use a price level associated with a customer:

1

2

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

Click the New Transactions menu button and choose Invoices from the drop-down
menu.

Press Tab.
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Entering sales information

Notice that QuickBooks displays the name of the price level associated with this
Customer:Job in brackets above the Customer:Job drop-down list. (This
information will not be printed on the form.)

. Create Invoices
& previous B Next @ - @ -

Customer:Job  [Commercial]
|Lew Plumnbing - C ]

Invoice

Lew Plumbing
221 Old Bayshore Rd
Bayshore CA 94326

4 Clickin the Item column and choose Framing from the drop-down list.

If you don’t see the Item column, make sure you are using the Custom Invoice
template.

5 In the Quantity field, type 8.

6 Click below Framing in the Item field and choose Wood Door:Exterior from the
drop-down list.

7 Inthe Quantity field, type 2 and then press Tab.
Your screen should look like this.

ol
& previous B Next @ - @ - a - | %‘{ [# speling E‘:h History Journal | - % -

Customer:Job  [Commercial]

Template Print Preview

ILEW Plumbing - C | |Custom Invoice hd
Invoice 12f15/2007 El 95

Lew Plumbing
221 Cld Bayshore Rd
Bayshore CA 94326

mmmﬁm
RATE

ITEM QUANTITY | DESCRIFTION AMOUNT Tax
Framing 8 Framing labor 49,99 399,92 |Nan =
Wood Door:Ext... |2 Exterior wood door 107.99 215,98 |Tax LI
Customer - Tax |San Tomas = ](7.75%) 15.74
Message

Total 632,64
I To be printed Add Time/Costs. .. | Apply Credits. .. | Payments Applied 0.00
Tob lled
[~ To be e-maile Customer Tax Code Iﬁ Balance Due 632.64
Memo |
- Let QuickBooks help you get your Inveice paid online by credit card. Save & Close | Save & N .

8 Keep the invoice open and choose Item List from the Lists menu.
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9 IntheItem list, go to Framing. Note that the price for framing is $55.00, but the rate
on the invoice 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.

Note: You can set up QuickBooks to round rates up to the nearest cent. You can
set the rounding option for a rate from the Price Level list. See “Creating new
price levels” on page 166.

10 In the Item list, scroll to the Wood Door:Exterior item and note that the base sales
price is $120—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 Close the Item list.
12 Record the invoice by clicking Save & Close.

Assigning price levels to individual line items

In addition to associating price levels with customers, you can also use price levels on an

individual basis on sales forms. The following are some examples of when you might

want to do this.

m  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.

m  You want to use a price level for one or more items, but you don’t want to assign a
price level to the customer for whom you’re recording the sale.

To apply a price to a single line item:
m Inasalesform with lineitems, clickin 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 recalculates the amount
and balance due.
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Entering sales information

Note: Ifyouuse QuickBooksPremier, you canrefine your price levels even further
by setting price levels for select items. For example, you could give a particular
customer or group of customers an extra discount for a specific item or group of
items as shown in the following graphic.

w:. Edit Price Level ;lglil

[~ Price Level is inactive

Price Level Mame

Price Level Tvpe IPer Item | Use this bype of price level to set custom prices For individual iterns

when setting up prices for different customers or jobs.

J | Ttem Cost Standard ... | Custom Price

Blueprint changes

Concrete Slab 0.00

Float Plans 0,00 25,00
Frarming 55,00 40,00
Installation 35,00 30,00
Labor 0.00 65.00
Mileage 0.365

Remaval 35.00 30,00 ~|

™ Mark &l

Adjust price of marked items to be I 0.0%

Found up ko nearest Ino rounding -

lower j Ehan its Istandard price j Adjusk |

Hows do I print & repork? oK Cancel Help

Reminding customers of overdue payments

In this section, you’ll learn about two types of documents you can create to remind
customers about overdue payments.

The first method involves creating a letter to a specific customer directly from that
customer’s overdue invoice. Using this method, you can create a cover letter that
summarizes information about the original invoice and lists the outstanding balance.
You can also have QuickBooks list all of the line-item information. An additional option
is to have QuickBooks format the letters to work with window envelopes.

The second method involves generating reminder statements, which allow you to
generate documents that list recent invoices, credit memos, and payments received.
Creating invoice letters

Rock Castle has noticed that one of its customers has an invoice with a partial balance
still outstanding and wants to send a quick reminder. You create an invoice letter to
remind the customer about the unpaid balance.
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To create an invoice letter:

1

2

(o)

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

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

Double-click on the line 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.

Select Prepare an Invoice Letter.

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

Choose Cover Letter.

Letters and Envelopes il

CETCTOT o
pressHillRd | Choose a Letter Template
re C 4 94326

¥ | etter templates availsble For invoice letters.:

1s, Knsty Abercy rvoice Letter with Details
indow Envvelope Cover Letter
indow Envelope Invoice Letker with Details

\f " Create or Edit a letter template,
o K

Eack | Mext | Cancel | Help |

If you wanted to include all of the line-item detail from the invoice, you would
choose the Invoice Letter with Details option.

Click Next.
Type Tom Ferguson in the Name field and then type President in the Title field.
Click Next.
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Entering sales information

QuickBooks displays a letter containing summary information pulled from
QuickBooks about the unpaid balance on the invoice.

Rock Castle Construction
1735 County Road
Bayshore, CA 94326

December 15, 2007
Anton Teschner
2424 Lisa Lane
Bayshore, CA 94326

Dear Antaon,

This table surnmarizes your current invoice activity. Please review this information and let us
know if you have any gquestions.

Invoice Job Sun Room
Invoice Mumber =]

Invoice Date 11428/2007
Invoice Due Date 124132007
Invoice Amount §8 305895

Invoice Balance $5E5.95

Thank you for choosing Rock Castle Construction. We hope to wark with you again in the future.
Sincerely,
Tom Ferguson

President
Rock Castle Construction

10 You don’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 envelopes now.
12 From the Window menu, choose Close All.
To create your own custom letters that pull information from the Customers & Jobs,

Vendor, Employee, and Other Names lists in QuickBooks, see “Using QuickBooks
Letters” starting on page 415.

Generating reminder statements

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

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 have to fill them out. Instead, you review the
information that will appear on each statement, decide whether to add finance charges,
and print them.
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Rock Castle uses invoices to bill its customers, but it sends reminder statements to
customers with overdue invoices. In this exercise, you generate statements to send to
customers with outstanding balances.

Rock Castle wants to send reminder statements to all customers who have balances
more than 30 days past due.

To generate reminder statements:
1 Click Home to display the Home page, then click Statements.

QuickBooks displays the Create Statements window.

R

— Select Statement Options

— Select Additional Options

Statement Date Template

{+ Statement Period From| 11/15/2007 @] To | 12/15/2007 |
¢ Al open transactions as of Statement Date

™ Include only: transactions awer |3g days past die date

|intuit Standard Statement ¥ | | Customize |
Create One Siatementlper Customer -

[~ show invoice item details on statements

[~ Print statements by biling address zip code

V¥ Print due date on transactions

r Select Customers

& Al Customers Do not create statements:

[~ with a zero balance

[~ with a balance less than ID'UD

[~ with no account activity

 Multiple Customers
" Dne Customer
™ Customers of Type

" Preferred Send Method [~ for inactive customers

View Selected Customers. .. I

Print | E-mail |

Agsess Finance Charges... I
Cloze | Help |

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

Preview |

N

Click to select the “Include only transactions over” checkbox.
Leave the number of days past due field entry at 30.

In the Select Customers section, select “All Customers.”

o a b~ w

In the Select Additional Options section, click to select the “Show invoice item
details on statements” checkbox.
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Entering sales information

Your screen should look like the following graphic.

. Create Statements

— Select Statement Options
Statement Date

|12fls,f200? [
£ Statement Period From|11||'15||'2007 E To |12|,'15||'2007 E
& All open transactions as of Statement Date

[™ Indude only transactions over ISD days past due date

r— Select Customers
& All Customers

£ Multiple Customers

" One Customer

" Customers of Type
 preferred Send Method

View Selected Customers... |

=1olx|

— Select Additional Options
Template

[intuit Standard Statement > | | Customize |
Create One Smtementlm

[V Show invoice item details on statements:

[™ Print statements by hiling address zip code

[V Print due date on transactions
Do not create statements:

[~ with a zero balance

[~ with a balance less than In,ug

[~ with no account activity
[ for inactive customers

Aszess Finance Charges. .. |

Previ_ewl Print | E-mail |

Cloze | Help |

7 Click Assess Finance Charges.

QuickBooks displays the Assess Finance Charges window.

8 Click Unmark All.

9 In the Assess column, click to put a checkmark in the row for the 155 Wilks job for

Pretell Real Estate.

Your screen should look like the following graphic.

Assessment Date

|12/15/2007 |

|Finance Charge

iy Assess Finance Charges

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

ﬂ Customize |

=101 x]

Assess| Last FC | Customer

| Overdue Bal.

| Finance Charge

Cook, Brian
Kitchen
*Fisher, Jennifer
Jacobsen, Doug
Kitchen
Lew Plumbing - C
Pretell Real Estate
vd.
Roche, Diarmuid

LI

Mark all | Unmark All |

credits,

Settings. .. Collection History

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

Assess Charges

[ Mark Invoices "To be printed”

Cancel
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10 Click Assess Charges.

11 Answer Yes when QuickBooks displays the message telling you that finance charges
have already been assessed today.

QuickBooks creates a finance charge invoice for Pretell Real Estate in the amount of
$22.08. This amount does not display on the current statement, but you can send
the finance charge invoice with the reminder statement.

12 Click Preview.

QuickBooks displays reminder statements for the three customers whose balances
are 30 days or more past due—including the details from the original invoices.

13 Click Close.

At this point you could generate and send the reminder statements to your
customers.

14 Close the Create Statements window.

Processing sales orders

The sales order feature lets you track orders from customers and “set items aside.” You
can also use sales orders to track back orders when a customer orders something and you
are out of stock. Using this feature, you can track the orders you need to fill without
affecting accounts receivable. Sales orders affect only inventory quantities—not
values—until you actually sell the items.

When inventory items come in, you can create an invoice directly from the sales order.
If only some of the items have come in, you can invoice for those items, and use the sales
order to create invoices for the remaining items later. Once all items have been received
and invoiced for, QuickBooks Premier closes the sales order.

Note: 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.

Invoicing against sales orders

In this exercise, you'll create an invoice from a sales order. You display a report to see if
there are any open sales orders. The report shows that there is an open sales order for
Lumber for Fran Smallson. Rock Castle now has sufficient quantity on hand to fill the
customer’s order, so you can close the sales order and invoice the customer.

If you're using QuickBooks Premier, you can also generate purchase orders directly from
sales orders by clicking the down arrow on the Create Invoices button in the Create Sales
Order window, and then selecting Purchase Order. You don’t need to create the
purchase order in this exercise.
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Entering sales information

To create an invoice from a sales order:
1 Click Report Center, choose Sales and then choose Open Sales Orders by Item.
QuickBooks displays the Open Sales Orders by Item report.

[l Open Sales Orders by Ttem 10l =|
Hide Header
Dates [EVR ~ | o | E| 1o B sort gy [Default =1
te Rock Castle Construction
1218i07 Open Sales Orders by Item
All Transactions
I’ Type £ Date + DueDate ¢ Hum + Name k3 Oty + Invoiced < Amount £
Parts
Lumber
Decking
» Sales Order 1282007 1202802007 2 Smallzon, Fran 28 0 22400 4
Total Decking 22400
Rough
Sales Order 1282007 1202802007 2 Smallzon, Fran 1 0 36.00
Total Rough 36.00
Total Lumber 260.00
Total Parts 260.00
TOTAL 260.00

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

QuickBooks opens the sales order.

B Create Sales Orders [ |
@ previous [ Next E;% - @ - | %‘{ Spelling E‘:h History Journal Create Invoice - »
Customer:Job Template Print Preview
h |Custom Sales Order ¥ |
Date
Sales Order 11292007 | |2
=y a N Smallson, Fran -
Fran Smallson Smallson Electric
5437 Eudlid 5t 5437 Eudlid 5t
Bayshore CA 94326 Bayshore CA 94326
Item Description Ordered Rate Amount Tax Invoi... | Cl=d
Lumber:Decking  |Decking lumber 28 &,00 224,00 |Tax i] I
Lumber:Rough Rough lumber & 6,00 36.00 |Tax i} LI
Customer + |[5an Tomas = ](7.75%) 20.15
Message
Total 280,15
[ Tobeprinted [ Tobeewmaled Customer Tax Code |Tax 7| [~ Closed
e I Save & Close | Save & New Revert
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3 Click the Create Invoice 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.

QuickBooks displays the Create Invoice Based On Sales Order window.

Create Invoice Based On Sales Order(s) x|

Spedfy what to indude on the invoice.

' Create invoice for all of the sales order{s).é

™ Create invoice for selected items.

0K | Cancel | Help |

4 Leave the “Create invoice for all of the sales order(s)” option selected, and click OK.
QuickBooks creates an invoice for the customer.

In this case, all of the items the customer order arrived, so you can close the sales
order. If only some of the items had come in, you could invoice for only those items
and keep the sales order open until any remaining items arrived. QuickBooks tracks
which items are still open.

5 In the Create Invoices window, click Save & Close.

6 Close the report window and the Report Center.

Tracking backorders

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.

In this exercise, you'll first create a sales order and create an invoice from that sales order.
(The customer has ordered items, but you don’t have sufficient quantities to fill the
entire order.) Then, you'll receive items into inventory and track the remaining items
on backorder.

Note: You must be using QuickBooks Premier Accountant Edition, Retail
Edition, Manufacturing and Wholesale Edition, or Enterprise Solutions
Editions to track backorders and perform this exercise.
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Entering sales information

To create a sales order:
1 Onthe Home page, click Sales Orders.
QuickBooks displays the Create Sales Orders window.

=Y
W previous B next &5 - B - | £ speling &y Histary Journal [ Create Invaice - »
Customer: Job Template  Print Preview
I 4| |Custom Sales Order |

Date
Sales Order Es

MName [ Address

—

Item Description Ordered Rate Amount Tax
a
=
Customer - Tax - |[D.U%) 0.00
Message
Total
¥ Tobeprinted [ Tobee-mailed  Customer Tax Code | =l
oo I Save & Close | Save & New | Clear |

2 Inthe Customer:Job drop-down list, select Roche, Diarmuid:Room Addition.
3 Clickin the Item column and select Frames:Exterior Frame from the drop-down list.

4 In the Ordered column, click the Availability icon.

% current Availability o o] |
Item Name |Frames:Exterior Frame ﬂ
Description Standard exterior door frames
Quantity Available Incoming
Quantity on Hand prd Quantity on Purchase Crders 0
Quantity on Sales Orders 1} Guantity on Pending Builds
Quantity Reserved for Assemblies 1]
Quantity Available 2
Shaow Details == | Close

In the Current Availability window, you can getinformation about what is available
ininventory, whatislisted on other sales orders, what’s reserved for assemblies, and
what’s on order.

Notice you have two exterior frames available. However, you need four exterior
frames to complete the room addition. So you'll need to put the remaining two on
backorder.
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Click Close, and then type 4 in the Ordered column.
Press Tab, and then click OK at the two messages that appear.
Type 40.00 in the Rate column.

0 N O O

Press Tab again to have QuickBooks update the total.
The sales order should look like the following graphic.

o
W previous [ next &5 - B3 - | € speling &y Histary Journal [ Create Invaice - »
Customer: Job Template  Print Preview
IRoche, Diarmuid:Room a... j ICustom Sales Order ¥ |

Date
Sales Order 3

Mame [ Address
Diarmuid Roche
3219 Lisa Lane
Bayshore CA 34326

Fm

Item Description Ordered Rate Amount Tax
Frames:Exteri... ¥ |Standard exterior door frames |4 40,00 j Tax bl o
=
Customer 4 Tax[san Tomas = |[?. 75%) 12,40
Message
Total 172,40

I Tobeprinted [~ Tobee-mailed  Customer Tax Code |Tax = |

B I Save & Close | Save & New | Clear |

You can fill part of the order now because you have two exterior frames in stock, so
you’ll create an invoice from the sales order.

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

This 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.

QuickBooks displays the Create Invoice Based On Sales Order(s) window.

10 Click “Create invoice for selected items” and click OK.
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Entering sales information

QuickBooks displays the Specify Invoice Quantities for Items on Sales Order(s)
window. When you create the invoice for selected items only, you indicate how
many of each item from the sales order you want to include on the invoice.

Specify Invoice Quantities for Items on Sales Order(s)

Invoice for:  Roche, Diarmuid:Room addition 0K

For each item below, spedify the guantity you will ship on this Cancel
invoice,

Help

i,

[~ Show quantity avaiable instead of quantity on hand:

Item Date 5.0. Mo, | OnHand Ordered Prev, In... | To Invoice
Frames:Exterior Frame | 12/15/2007 _-n_ -

o

Note: You can click the “Show quantity available instead of quantity on
hand” checkbox to display the number of items in inventory plus the
number of items on purchase orders with vendors, minus the number
listed on all other sales orders and quantity on pending builds.
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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.

QuickBooks displays the invoice. The invoice lists how many of each item has been
invoiced previously and how many are included in the current invoice.

. Create Invoices

=10/

o previous P rext & - G - B - | 5 speling %y History Journal | - [z -

Customer:Job

12, Diarmuid:R.oom addition

Invoice

Diarmuid Roche
3219 Lisa Lane
Bayshore CA 94326

3

Template  Print Preview

ICusb:m 5.0, Invoice ¥ .

Date
12/15/2007 @&@| |97

Dueonrec.. =
Tax

Item Description Ordered | Prev. Inve... | Invoiced | Rate Amount
Frames:Exterio... |Standard exterior door |4 0 z 40.00 80.00 |Tax o
frames LI
Customer - Tax |San Tomas > |(7.75%) 6.20
Message
Total 86,20
[ Tobe printed Add Time/Costs. .. | Apply Credits. .. | Payments Applied 0.00
To be e-mailed
r Customer Tax Code ITax ~ B e e
Memo |
- Let QuickBooks help vou et your Invoice paid online by credit card. Save & Close | Save & N Clear

12 Click Save & Close.

QuickBooks creates an invoice for the two door frames in stock and puts the other

two on backorder.

The Open Sales Orders by Item report can help you track which items are on backorder
by showing the quantity ordered and the quantity invoiced. (To run the report, go to

the Reports menu, choose Sales, and then choose Open Sales Orders by Item.)
A
Modify Report... Memorize... | Print... | E-mail * | Export... Hide Header
Dates [EVR ~ | o | E| 1o B sort gy [Default =1
sEN Rock Castle Construction
1218i07 Open Sales Orders by Item
All Transactions
B Type 3 Date + Due Date « Num ¢ Name 3 Qty + Invoiced = Amount 3
Inventory
Frames
Exterior Frame
» Sales Order 121572007 121572007 3 Roche, Diarmuid:R... 4 2 160.00 4
Total Exterior Frame 160.00
Total Frames 160.00
Total Inventory 160.00
TOTAL 160.00
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Entering sales information

Receiving items

Rock Castle Construction has just received 10 exterior door frames from
Perry Windows & Doors. Before you can invoice Diarmuid Roche for the door frames on
backorder, you need to receive the items into inventory.

To receive items into inventory:

1
2

o a h~ w

7

From the Vendors menu, choose Receive Items.

In the Create Item Receipts window, choose Perry Windows & Doors 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.
Press Tab and QuickBooks updates the amounts.

Your screen should resemble the following graphic.

Create Item Receipts o [ P
@ previous TP Mext | €y Find By History Journal
@l credt [ Bill Received
Vendor Perry Windows & Doors j Date 12/15/2007 B
Item Ref. No.
a
Receipt Total  200.00
Memo  Received items (bill to follow)
Experses £0.00 ] Items $200.00 ]
Item Description 0.. | Cost Amount Customer:Job Billable?
Frames:Ext... ¥ |5Standard exterior door 10 20,00 200,00 | =
frames
|
Select PO I Receive Al I Stiaw FD I Time
Clear splits | Recalculate | Save & Close Save & New | Clear |
Click Save & Close.
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Once you've entered the items into inventory, you have sufficient quantity on hand to
finish filling Diarmuid’s order.

To fill Diarmuid’s order:

1 From the Customers menu, choose Create Sales Orders.

2 Click the Previous button to display Diarmuid’s sales order.

® Create Sales Orders - 1ol =l
rrevious B Next &% » B3 - | € @ speling Ty History Journal B Create Invoice + 3£ -
Customer:Job Template  Print Preview

an |Custom Sales Order |

5
Sales Order Ea

Diarmuid Roche
3219 Lisa Lane
Bayshore CA 94326
P J0,

Item Description | Ordered Rate Amaount | Tax | Backordered | Inwoiced | Clsd
Frames:Exterio... |Standard 4 40.00 160,00 |Tax |2 2 =
exkerior
door LI
Customer +| T2x[5an Tamas = ](7.75%) 12,40
Message
Takal 172,40

¥ Tobeprinted [ Tobeemaled cCustomer Tax Code |Tax | I Closed

(=S I Save & Close I Save & New | Revert |

Notice that QuickBooks helps you track backordered items by adding a Backordered
column to sales orders. (Backordering always starts from sales orders.) In addition,
you’ll see Invoiced and Clsd columns. Once the sales order is either fully invoiced or
closed, the Backorder column no longer displays. The Invoiced and Clsd columns
always appear.

3 In the Create Sales Orders window, click the Create Invoice menu button on the
toolbar.

QuickBooks displays the Create Invoice Based On Sales Order window.
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Entering sales information

4 Click “Create invoice for selected items” and click OK.

QuickBooks displays the Specify Invoice Quantities for Items on Sales Order(s)
window. When you create the invoice for selected items only, you indicate how
many of each item from the sales order you want to include on the invoice.

Specify Invoice Quantities for Items on Sales Order(s)

Invoice for:  Roche. Diarmuid:Room addition 0K

For each item below, specify the quantity you will ship on this Cancel
invoice.

i,

Help

Ordered Prev. In... | To Invoice
Y ) I -

™ Show quantity available instead of quantity on hand:

Item Date S.0.No. | OnHand
a 1 3

10

KN

5 Make sure 2 appears in the To Invoice column and click OK to invoice for the two
exterior frames for Diarmuid’s room addition.

QuickBooks displays the invoice. On the invoice, QuickBooks lists how many of
each item has been invoiced previously and how many are included in the current

invoice.

o
irrevious P rext ¢ - B - B -~ | Y speling %y History Journal | - -
Customer: Job Template  Print Preview
|R0che, Diarmuid:Room a... 7| |Cust0m 5.0, Invoice ™|

- D
Invoice 38

Diarmuid Roche
3219 Lisa Lane
Bayshore CA 94326

3 Due onrec... *
Tax

Item Description Ordered | Prev. Invo... | Invoiced | Rate Amount
* |Standard exterior door |4 2 2 40,00 7] 30,00 [Tax x|~
frames LI
1
Customer - Tax |San Tomas - |(?. 75%) 6,20
Message
Total 56,20
I To be printed Add Time/Costs... | Apply Credits. .. | Payments Applied 0.00
To b iled
[™ To be e-maile Customer Tax Code Iﬂ Balance Due 86.20
Memo |
< Let QuickBooks help you get your Invoice paid online by credit card. Save & Close | Save & New | Clear |

You can customize invoices to display a Backordered column. See Lesson 15,
“Customizing forms and writing QuickBooks Letters.”

6 Click Save & Close to save the invoice and close the Create Invoices window.
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7 Onthe Home page, click Sales Orders.

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

=10 x|

& previous B Next E;ﬁ - @ - | %‘{ Spelling E‘:h History Journal (] Create Tnvoice - »

Customer:Job

2, Diarmuid:R.oom addition

Sales Order

Mame [ Address

Diarmuid Roche
3219 Lisa Lane
Bayshore CA 94326

Date
12/15/2007 E| |3

R
Ty
¥

Template Print Preview
|Custom Sales Order ¥ |

Item Descri... | Ordered Rate Am... | T...| Invoiced | Clsd
Frames:Exteri... |Standard |4 40,00 |160.00 (Tax |4 o A
exterior
door LI
Customer - Tax [San Tomas *](7.75%) 12,40
Message
Total 172.40
¥ Tobeprinted [ Tobe e-malled  Customer Tax Code [Tax | [T Closed
fcno I Save & Close | Save & New Revert

9 Close the Create Sales Order window.

Tracking backorders on purchase orders

A backorder is the inventory on a purchase order that has not yet been received. In

QuickBooks this occurs when a purchase order has been sent, a partial shipment has
been received, but you have not received the final shipment. The items on the purchase
order that have not yet been received are considered to be on backorder.

Backordered and Rcv'd columns automatically appear after a purchase order has been

partially received.

Note:

You can customize your purchase order template if you want the

Backordered column to be printed on the purchase order.
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Entering sales information
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