Customers, Tracking Income, Cash
Sales Receipts, Invoices and Deposits

Recordkeeping for Successful Value-Added Enterprises
Danny Morris

This material is based upon work supported by USDA/NIFA under NP SOUTHERN
Award Number 2015-49200-24228. ;'“'1 RISK MANAGEMENT

EDUCATION
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Outline

« Adding customers in QuickBooks

e Tracking income from items sold
— Creating quotes
— Creating invoices
— Creating sales recelipts

* Depositing proceeds from sales
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Customers in QuickBooks

e Customer transactions will include:
— Estimates
— Invoices
— Sales Recelpts
— Receilved Payments
— Credit Memos
— Refunds
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arch Company or Help =

My Shortcuts Insights

Home

\ Home VENDORS
"" My Company @
Purchase Receive Enter Bills
W income Tracker Orders Inventory Against
Inventory
& Bill Tracker
: o %
Calendar Enter Bills Pay Bills
‘ Snapshots
 To add a customer, you o
. . a Customers. %
will click on Customers, T verors
Orders Receipts
under My Shortcuts. e
L Bank Feeds % ;-g @
Quotes Create Receive
(Estimates) Invoices Payments

[ My shortcuts

B view Balances E @

i Statement Statements Refunds
Wl Run Favorite Reports Charges & Credits
B Open Windows
EMPLOYEES

Do More With QuickBooks @j - %
@y Turn on Payroll

Enter Tumn On
& Accept Credit Cards Time Payroll

& Order Checks & Supplies

== Upgrade to QuickBooks 2018

%) see Financing Options
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Adding Customers

You can add a new customer by
clicking New Customer & Job Iin
the upper right hand corner of the
screen.
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Adding Customers

You will then be prompted to
enter your customer’s data. For
reoccurring customers, it is
Important to include names,
phone numbers, addresses, email
addresses, etc.
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Adding Customers

CUSTOMER NAME Green Acres Farm

OPENING BALANCE ASOF 09/25/2017 B How do | determine the opening balance?

Address Info

COMPANY NAME  Green Acres Farms

Payment Seftings FULL MAME | Mr. Bill M1 Woods
. JoeTimLe | Owner
Sales Tax Settings
Main Phane ¥  731-555-7656 Main Email ~ | bill@greenacresfarms.com
Additional Info Work Phone ~ ~ CC Email -
Job Info Mobile v | | 731-355-7657 Website ~  greenacresfarms.com
1 1 F - Other 1 A
A new customer dialogue box will = e
. . ADDRESS DETAILS
open up. Here is where you will -
need to add customer ez ¢ =
= - Copy »>
information.

| Default shipping address

"] Customer is inactive “ Cancel Help
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A d d I n g CU S t 0 m erS New Customer

CUSTOMER NAME Green Acres Farm

OPENING BALANCE AsOF 09/25/2017 B | How do | determine the opening balance?

Address Info
COMPANY NAME  Green Acres Farms

Payment Settings FULLNAME | Mr Bill Ml Woods
e{es T BT JoBTITLE | Owner
Main Phone > 731-555-7656 Main Email ~  bill@greenacresfarms.com

S Work Phone ~ ~ CCEmail  ~
In Order tO add a.n addreSS, yOU Job Info Mobile ~  131-555-7657 Website ~  greenacresfarms.com
will need to click the pencil icon in Fax v Ofter1 -~
the Address Details section. This S .
will open a new dialogue box Green Actes Farms + e Click to edit the address. +
where you can enter in s
addresses.

Customer is inactive “ Cancel Help

Real. life. Solutions. OrEXTENSION

INSTITUTE OF AGRICULTURE

THE UNIVERSITY OF TENNESSEE



A d d I n g CU S t 0 m erS New Customer

CUSTOMER NAME Green Acres Farm

OPENING BALANCE AsOF 09/25/2017 B | How do | determine the opening balance?

Address Info
COMPANY NAME  Green Acres Farms

Payment Settings FULLNAME | Mr Bill Ml Woods
e{es T BT JoBTITLE | Owner
Main Phone > 731-555-7656 Main Email ~  bill@greenacresfarms.com

S Work Phone ~ ~ CCEmail  ~
In Order tO add a.n addreSS, yOU Job Info Mobile ~  131-555-7657 Website ~  greenacresfarms.com
will need to click the pencil icon in Fax v Ofter1 -~
the Address Details section. This S .
will open a new dialogue box Green Actes Farms + e Click to edit the address. +
where you can enter in s
addresses.

Customer is inactive “ Cancel Help
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Adding Customers

You can enter the customer’s
address in this dialogue box to be
saved for future use. You can also
add how you want the address to
display on invoices/bills.

Real. Life. Solutions.

Edit Address Information

Address Green Acres Farms
Bill Woods
100 Farmer's Row

City [ Farmville|

State / Province Tennessee

Zip / Postal Code 38300

Country / Region USA

Note

Click OK
when
finished
editing the
address.

+| Show this window again when address is incomplete or unclear

OrEXT

INSTITUTE O

F AGRIC

EEEEEEEEEEEEEEEEEEEEEE




Adding Customers New Cus

CUSTOMER NAME Green Acres Farm

OPENING BALANCE AsOF 09/25/2017 B | How do | determine the opening balance?

Address Info
COMPANY NAME | Green Acres Farms

Payment Settings FULLNAME | Mr. Bill M1 Woods
_ JoBTITLE | Owner
Sales Tax Settings
Main Phone > | 731-555-7656 Main Email ~  bill@greenacresfarms.com
AdditionalInfo Work Phone ~ ~ CCEmail  ~
. . Job Info Mobile « | ¥31-555-7657 Website ~  greenacresfarms.com
You can simply click copy to carry the B = Oer1 -
address over to shipping information. ADDRESS DETAILS
YOU Can also CheCk the defaU|t INVOICE/BILL TO SHIFTO | Ship To 1 b
Green Acres Farms & Green Acres Farms +

100 Farmer's Row 100 Farmer's Row &

mail-outs are sent to this address. DA Tessee T

Click copy to add the address

for shipping purposes.

Customer is inactive “ Cancel Help

shipping address to ensure that all Bill Woods Bill Woods
opy =>
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Adding Customers

You can add payment
Information by clicking on
Payment Settings in the
Customer Dialogue Box.

If the customer will use the
same payment information for
reoccurring business, then it is
a good idea to save payment
iInformation here.

You can set up ACH payments
or debit/credit cards.

You can also set up online
payments.

Real. Life. Solutions.

CUSTOMER MAME Green Acres Farm

CURRENT BALAMCE 0.00

Address Info

Payment Settings

Sal Settings
Additihal Info
Job |

Customer is inactive

How do | adjust the current balance?

ACCOUNT NO.

PAYMENT TERMS

FREFERRED

DELIVERY METHOD E-mail

PREFERRED
PAYMENT METHOD

CREDIT CARD INFORMATION

CREDIT CARD NO.

EXP. DATE !

NAME ON CARD

ADDRESS

ZIP I POSTAL CODE

Can | save the Card Security Code?

CREDIT LIMIT

PRICE LEVEL -

ONLINE PAYMENTS
Let this customer pay you by:

CreditCard ~ visa () & ===
Bank Transfer (ACH) ek
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= Edit Customer O %X

Adding Customers -

CUSTOMER NAME Green Acres Farm

CURRENT BALANCE 325.52 How dao | adjust the current balance?

Address Info ACCOUNT NO. CREDIT LIMIT

You can select the preferred Bament Setngs e rerws - .
method of delivering information SIS e, Emai - .
to the customer. The options are: S s N

. Job Info =< Add New =
P M all CREDIT CARD INFOF ONLINE PAYMENTS

Let this customer pay you by:

CREDITCcARD MO.  Cash I

: | o
e Emall Cp e Check CreditCard  vis4 B0 & ==

American Express Bank Transfer (ACH)  [8so

NAME OM CARD Discaver

Carrier Pigeon _—
Visa
ZIP I POSTAL CODE Debit Card

Gift Card

You can also select the Canlsavehe C & oy
customer’s preferred payment coonarmmae (T
method.

Cancel Help
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Addlng Customers = Edit Customer — 0 %

CUSTOMER NAME Green Acres Farm

CURRENT BALANCE 325.52 How dao | adjust the current balance?
Address Info ACCOUNT NO. CREDIT LIMIT
YO ucan Select the p refe rred Payment Settings PAYMENT TERMS - PRICE LEVEL -
method of delivering information | [ | .
to the customer. The options are: S s N
| Job Info < Add New =
° M ai CREDIT CARD INFOF ONLINE PAYMENTS

CREDITCcARD MO.  Cash I Let this customer pay you by:

° Em a|| Check Credit Card  visa [ 3 ==

EXP. DATE )
American Express

. . MAME ON CARD Discover
o —CarrrerPigeon— Pony Express MasterCard

Bank Transfer (ACH) ~ [Bank

ADDRESS Vi
ZIP I POSTAL CODE Debit Card
You can also select the Canlsavehe G i
customer’s preferred payment Cummmsmm—“ — —

method.
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Addlng Customers Edit Customer

CUSTOMER NAME Green Acres Farm

CURRENT BALANCE 325.52 How dao | adjust the current balance?
Address Info ACCOUNT NO. CREDIT LIMIT
Payment Settings PAYMENT TERMS - @- “ 'l
Sales Tax Seftings PREFERRED  |E_mail -
DELIVERY METHOD
Additional Info PREFERRED -
You can set a price level for
Job Info

CREDIT CARD INFORMATION ONLINE PAYMENTS

certain customers. Price levels e
are for customers who receive a —— cottcad v B =
SpeCIal rate dlﬁerent from the NAME DN CARD Bank Transfer (ACH) ~ [Bank
normal price of an item/service.

ZIP | POSTAL CODE

Can | save the Card Security Code?

Customer is inactive “ Cancel Help
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Adding Customers

The price level can be a simple
discount per item or you can
apply the discount to all items that
the customer buys.

You can also set the Price Level
to be higher or lower than the
standard price.

You can also set Price Level to be
higher, or lower, than its standard

New Price Level

Price Level Name

Wholesale Discount

Price Level is inactive

I Price Level Type v | this type of price level to set custom prices for individual items when setting
prices for different customers or jobs.

Round up to nearest

< ITEM COSsT STANDARD PR...: UM CUSTOM PRICE
| Agritourism 0.00 A
Corn Maze 0.00
Corn Maze:Entry Fee 000 ea
Produce Raised for Sale 0.00
. Produce Raised for Sale:Pumpkins 0.00 ea
\
Mark All
Adjust price of marked items to be 15.0% lower

no rounding

~(thanits standard price ) Adjust

-/

- ] How do | print a report? “ Cancel Help
price, cost, or a custom price.
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Adding Customers . — o
cuCRURSET:Th:j_:::E 32:;; o How dao | adjust the current balance?
Address Info Tocone  Tax -
Sl TAXITEM  Tennessee Sales Tax -
Sales Tax Settings EeALE O, “ l
Additional Info
You can also edit the sales tax Job ifo
settings for each customer as you
add them. Here in this example,
we have added the Tennessee
Sales Tax as the default tax
setting for this customer.
Customer is inactive “ Cancel Help
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Edit Customer

Adding Customers

CUSTOMER NAME Green Acres Farm

CURRENT BALANCE 325.52 How dao | adjust the current balance?
Address Info GUSTOM FIELDS
cusToMER TYPE | Retalil -
Payment Seftings <Add New =
REP
Sales Tax Settings

From advertisement

Additional Info Referral
r Retail (S

Job Info Wholesale You can edit the

type of customer.
You can select the type of

customer and assign a “Rep” to
each customer if needed.

Define Fields

"] Customer is inactive “ Cancel Help
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Adding Customers

At the Customer Center main
screen, you can select to add
another customer or add new
transaction related to this
customer.

UT Extension - QuickBooks Desktop: Premier Manufacturi

File Edit View Lists Favorites Mfg & Whsle Company Customers Vendors Employees Banking Reports Window Help Special Offer

Search Company or Help

My Shortcuts
Click to add

‘i’ My Company new
customers.

N
Home

Active Customers

Mew Customer & Job =

Estimates
Customers & Jobs
Sales Orders

e | MNew Transactions ¥

® Income Tracker

BALANCE TOT.
325.52

&) Bill Tracker NAME

o Green..
Calendar

‘ Snapshots

; Customers

: Vendors
H Employees

Ll Bank Feeds

4 QuickBooks 2018

sHow Al Transactions  ~

TYPE
Invoice

Invoice

=5 Print Excel = Word

ymer Informa

Customer

Invoices Ctrl+l
Sales Receipts ne Green Acres Farms
Statement Charges mne  Mr Bill Woods
Receive Payments pe  Retail
' Credit Memos/Refunds _
- e —vel  Wholesale Discount
. Green Acres Farms
S0 il Woods
100 Farmer's Row
Farmville, Tennessee 38300
USA
Map | Directions
Transactions Contacts To Do's Not

FILTER BY All

NUM
2
1
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h Company or Help ) = Company Snapshot -ox

My Shortcuts Company Payments Customer FEp— |
Add Content » | Restore Default CUSTOMER |Green Acres Farm - How do | customize this page? | & Print - ~
Home
"’ My Company Green Acres Farm More Details | ~ || Recentinvoices ¥ % || Sales History vx
A ) T ) A $in1s Yearly ~
ATE ~ JUN AMOUN ( | BAL
¥ ncome Tracker Number of years as a customer 1 Month OATE Hum WounT PR B
- e e A g 0.00 10/03/2017 2 312 312 350
e verage days to pay : 09/25/2017 | 1 32240 322.40 s
& Bill Tracker Open Balance 325 52
L y 250
Gy Credit Limit %
200
t Snapshots - 180
. Sales Summary This year-to-date  ~ 100
am Customers
Total sales 313.00 50
E Vendors Total Sales for same period last year 0.00 0
H 2012 2013 2014 2015 2016 2017
Employees
QuickReport I PriorYear(s) WM CurrentYear
10l Bank Feeds
Recent Payments - X B -

H
DATE ~ CHECK/REF# AMOUNT Amount [+ =

# QuickBooks 2018

This year-to-date =
® My Shortcuts

B view Balances

M Run Favorite Reports

: This customer doesn't have recent payments.
5 Open Windows |

Purmpkins
Do More With QuickBooks
mg Turn on Payroll

: |
& Accept Credit Cards
Entry Fee
& Order Checks & Tax Forms QuickRepart
+ Upgrade to QuickBooks 2018
@) See Financing Options
0 50 100 150 200 250 300 v
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Tracking Income

o Sales of products and/or services need to be accounted
for In QuickBooks.

 This will allow you to identify products that are in high
demand from your customer base.

* Tracking income is crucial in both determining profitability
and making production decisions.

* QuickBooks offers useful tools to record income.
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Tracking Income

VENDORS COMPANY
& B ® & & <
Purchase Receive Enter Bills See Financing Manage Chart of Inventory
Orders Inventory Against Options Sales Accounts Activities
Inventory Tax
=
® % . o
ltems & Order Checks &
Enter Bills Pay Bills Services Tax Forms
CUSTOMERS R @
QuickBooks 2018 Calendar
is here
[ Create Sales
Receipts
Accept g BANKING
Credit Cards

&

Quotes Create Receive Record Reconcile

(Estimates) Invoices Payments Deposits

— B &8 »

Statement Statements Refunds

- Write Check
Charges & Credits Checks Register
EMPLOYEES
% % Print
Enter Turn On Checks
Time Payroll
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Tracking Income: Quotes

Creating gquotes can be the starting
point for a sale. When a customer
wants an estimate, you can easily
create one in QuickBooks.

In this example, a quote was
created for an existing customer for
100 wheat straw bales. You have
the customer’s information listed on
the right side of the screen.

The quote can be saved, emailed,
printed, or deleted.

Real. Life. Solutions.

Create Estimates

Main Formatting Send/Ship Reports ~
& P g E 8@ CreateaCopy @ E = ¥ EmaiLater @ ameale Invoice s=| Create Purchase Order @
Find New  Save Delete ﬂMemorize Mark As Print  Email Aftach gmeale Sales Order st
T Inactive M File ",m
Project
wllsypel1[=:80):H GreenAcres Farm M [Wholesale D..] CLASS _ TEMPLATE m
Customer WIEGEEIl)!
Q u Ote DATE NAME / ADDRESS
s 1012512017 B | GreenAcres Farms SUMMARY &
QUOTE # Bill Woods
] 100 Farmer's Row Phone 731-555-7656
EE‘]S[.RWI"E] UEmESSEE S Email bill@greenacresfarms com
Open balance 325.52
REP
Active estimates 0
Sales Orders to be invoiced 0
ITEM DESCRIPTION Qrty um CLASS TOTAL TAX
Farm Products:Wheat Straw Wheat Straw Bales 100 500.00 Tax i
| RECENT TRANSACTION E
v
10/03/17 Invoice 312
SUBTOTAL 500.00 09/25/17 Invoice 322.40
MARKUP 0.00
T [Bales Tax ~ | (9.75%) 48.75
CUSTOMER MESSAGE TOTAL 548.75
NOTES ¢
MEMO CUSTOMER | Tax - Save & Close Clear
TAX CODE
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Tracking Income: Quotes

At the top of the Quote dialog
box, you can select how you want
to share the Quote with a
customer.

At the bottom of the screen, you
can save the guote.

At the top of the screen, you can
select what to do next with the
guote. It can be saved, deleted,
copied, or marked as inactive.

Real. Life. Solutions.

Main Formatting Send/Ship Reports

& P E 8@ CreateaCopy 9
Find New  Save Delete ﬂMemorize Mark As

Inactive

Quote

Create Estimates

E = ¥ EmaiLater
Print  Email

Attach
File

CUSTOMER-JOB wnesaeD. ) cuass IR reveuve CEENENNED

NAME /ADDRESS

] Green Acres Farms
Bill Woods

@ a Create Invoice

g Create Sales Order

QUOTE #
100 Farmer's Row
1 Farmville, Tennessee 383(
USA
REP
ITEM DESCRIPTION QTy um CLASS TOTAL TAX
Farm Products:... Wheat Straw Bales 100 500.00 Tax
SUBTOTAL 500.00
MARKUP 0.00
TR Sales Tax | (9.75%) 48.75
CUSTOMER MESSAGE TOTAL 548.75
MEWO CUSTOMER | Tax ~ | Save & Close Revert

TAX CODE

oA
sk Create Purchase Order @
Start
Project
Customer |[WIEGEEWIl]!
SUMMARY ¢
Phone 731-555-7656
Email bill@greenacresfarms com
Open balance 325.52
Active estimates 1
Sales Orders to be invoiced 0
RECENT TRANSACTION E
10/25/17 Estimate 548.75
10/03M17 Invoice 312
09/25/17 Invoice 322.40
NOTES ¢
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Tracking Income: Quotes

Create Estimates

Main Formatting Send/Ship Reports

& P g E 8@ CreateaCopy L] g = |V Emai Later @ aCreale Invoice o4 Create Purchase Order @
Find New Save Delete §BMemanize Mark As Print  Email ., attach K create sales Order

) - - Start
Inactive File
Project

RIREIENEY CreenAcres Fam - JUURESRLRICYER] - BTV owe - |

Customer |[IEGEEI]!

Q u Ote DATE NAME /ADDRESS
10/25/2017 ] &

Green Acres Farms SUMMARY

tremts—Estimate 1 for Green Acres Farm on 1 20 731-555-7656
- bill@greenacresfarms.com
[E‘ Doc Center

You can also add attachments to -
. . (L e S You can upload an attachment o 32552
guotes. This may be needed if a S — such as a PDF, image. or other [ :
. : : ers to be invoiced 0
customer wants to see an item 8 oS o important item.
related to the purchase such as e B . :
an example of the product or a Eimte 75

. nvoice 312
Su pporung docu ment. Drop documents from Outlook, your desktop, or folders here. Iwoice 322 40
&

—— — ST ToeTeTT
TAX CODE
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Tracking Income: Quotes

B ES O& N5 -

Form Letters1 [Compatibility Mode] - Word

?T B -

HOME | [INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW  VIEW
o .
|Ar|a| A‘.‘ #
B I U ~abe X .
Paste n Styles Editing
. W - A~ pa- . -
Clipboard = Font IF] Paragraph G Styles &
L E 1 2 3 4 o
UT Extension
1252 S MANUFACTURERS ROW
TN 38382
November 30, 2017
—
|
Green Acres Farms
Bill Woods
100 Farmer's Row
Farmville, Tennessee 38300
USA
™~
Dear Bill,
This table summarizes your current estimate activity. Please review this information and let us
know if you have any questions.
=
Estimate Job Green Acres Farm
Estimate Number 1
Estimate Date 10/25/2017
Estimate Due Date 101252017
Estimate Amount $548.75
- Estimate Balance $548.75
Thank you for choosing UT Extension. We hope to work with you again in the future
Sincerely,
"
UT Extension

85 WORDS [[¥

PAGE1 OF1

Real. Life. Solutions.
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You can also send sample letters with quotes by
selecting Send/Ship and following the prompts to
Prepare Letter in QuickBooks.

Create Estimates

Main Formatting w Reports oA
= D =
Email Prepare Customize Estimate
Letter letter templates e EI'IVE|DDES
(DETCTOMDIE
ypress HillRd Choose a Letter Template
nre CA 94326
) @® Letter templates available for estimate Ieﬂersé
Irs. Kristy Aberc E : &
Estimate Cover Letter
. . . |-555-7T656
Estimate Letter with Details
farms.com
Window Envelope Estimate Cover Letter 325,52
Window Envelope Estimate Letter with Details ' 1
0
ITEM DESCRIPTION
Farm Products:.. | Wheat Straw B4 N 7 You can select how detailed
Create or Edit a letter template. " B
the customer estimate letter s
needs to be. 54875
312
32240
Back m Cancel Help
CUSTOMER MESSAGE
NOTES ¢
MENO CUSTOMER | Tax ~| | save&Close Revert
TAX CODE

UFrEXTENSION
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Tracking Income: Quotes

You can select to turn a Quote
iInto an Invoice by selecting the
Create Invoice option at top of the
dialogue box.

You will then be prompted to
create an Invoice with all of the
Information from the estimate or
just a portion of the estimate.

Real. Life. Solutions.

Create Estimates

Main Formatting Send/Ship Reports oA
& P E 8@ CreateaCopy @ E = ¥ EmaiLater @ .‘*;i s%| Create Purchase Order @
Find New Save Delete ﬂMemorize Mark As Print  Email Attach ;—; eate Sales Order
T Inactive M M File Sl",m
Project
1 cuss (R =
Customer WIEGEEIl)!
Q u ote Create Progress Invoice Based On Estimate
&
Specify what to include on the invoice.
731-555-7656
@ Create invoice for the entire estimate (100%). enacresfarms com
) Create invoice for a percentage of the entire estimate. 32552
1
) Create invoice for selected items or for different percentages of each item. iced 0
ITEM DESCRIPTION
Farm Products:... Wheat Straw H “ e el
RECENT TRANSACTION E
v
10/25/17 Estimate 548.75
SUBTOTAL 500.00 10/03/17 Invoice 312
ARKUD 0.00 09/25/17 Invoice 322.40
T Sales Tax v (9.75%) 4875
CUSTOMER MESSAGE TOTAL R48.75
NOTES ¢
MEWO CUSTOMER | Tax ~ | Save&Close Revert
TAX CODE
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Tracking Income: Invoices — .

= ® ] &
Purchase Receive Enter Bills See Funding Manage Chart of
Orders Inventory Against Options Sales Accounts
Inventory Tax
@ R
Enter Bills Pay Bills Sng:lif:gg
[% T ' Qui kB@( 2018
% uickBooks
Sales == Create Sales shere z
Orders Accept Receipts g
Credit Cards f
i
. % =] =
You can also create an Invoice by g ¥
. . (Estimates) Invaices Payments Depaosits
directly choosing the Create
Invoices option from the Home Retncs wits
Charges & Credits

Checks

Page.

EMPLOYEES

. . s}
EU Print
Enter Tum On Checks

Time Payroll

Real. Life. Solutions. UrEXTENS| ON

INSTITUTE OF AGRICULTURE

THE UNIVERSITY OF TENNESSEE



Tracking Income: Invoices

You have many of the same options
with Invoices as you do with Quotes.

You can print invoices, email them to
customers, save them for later
revisions, and attach files.

You can also apply credits to
customers, receive payments, and
create batch invoices to send a
similar invoice to multiple customers.

Real. Life. Solutions.

Create Invoices

Main Reports Hoa
«» 13 8 8@ B createacopy @ = v PrintLater [, Acd Time/Costs B2 Blcratcasatn
Find New Save Delete ﬂlMemonze Mark As Print  Email ' EmailLater  Attach @@ Apply Credits  Progress  Receive B Refund/Credit
M M Pending v v File Payments
———— ) SNV
CUSTOMER:J. SSICEUVGENEIIRGE (Wholesale  CLASS ﬁ TEMPLATE \\r} ISR W S //\\”}\;ﬁ@\v f,\\’i \/)\TL
D T: Customer “",/;7,’5:”\ g \\T
(]
,\
Invoice al
1113072017 i ] Green Acres Farms ; SUMMARY %
Bill Woods | | |
INVOICE # 100 Farmer's Row | Phone 7315557656 ||
3 Farmville, Tennessee 38301 ‘Q. Email bill@greenacresfarms.com @
| | | |
Usa 7! Preferred delivery method E-mail §
PO.NO TERMS L\ Open balance 32552 ?\
N
T | Active estimates 1 %
| | invoi |
ITEM : DESCRIPTION PESTA.. i PRIORA._. | QTY FUM : RATE { TOTAL... : AMOUNT P TAX 1‘1 Sales Qrders to be invoiced 0 ,‘f;
Farm Prod... Wheat Straw Bales 500.00 100 500 100.0% 50000 Tax & ‘“\\. g
i CUSTOMER PAYMENT (4 \_T;
i |
| Your customer can not pay online ﬁ\
ﬁ Edit customer preferences | |
v I |
i E /
\“\ RECENT TRANSACTION = Tg\
—_————— | |
e Your customer can't pay this invoice online T Sales Tax - (9.75%) 48.75 ; 10/2517 Estimate 548.75 .\%
TOTAL 548.75 1| 1003117 Invoice 312 |
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00 | | |
- BALANCE DUE 548.75 ;\ NOTES (4 %
| |
MEMO CUSTOMER |Tax - Save & Close Clear | | | |
TAX CODE |

S i S N s | S A e | ]

UFrEXTENSION
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Tracking Income: Invoices

Create Invoices

Main Formatting Send/Ship Reports oA
& P

You will need to select the S RRETS R 2UNL 4 TR 2T
customer that you want to send the

Invoice to. You can also add a new
customer from the Customer drop Invoice e —

cusToMER:J.. (EESIGCCREIUIRG Wholesale  CLASS - S (=== it Product I ~ |
b D..1

Customer IEhEEmil])}

. 113012017 B GreenAcres Farms Green Acres Farms SUMMARY ¢
down list. You can also change the s e 715557050
. - Farmville, Tennessee 38301 Farmville, TN 38300 Email bill@greenacresfarms.com
Invoice Template to better suit your T e
b 1 1 d PO. NUMBER TERWS REP SHIP VIA FOB. Open balance 1.038.90
USIneSS S nee S- - 11/30/2017 B =4 Active estimates 1
+[TEM CODE : DESCRIPTION AMOUNT TAX Sales Orders [0 be invoiced 0

Farm Produ... Wheat Straw Bales 450.00 Tax A
CornMaze  Entry Fees (Student Group) 100.00 Tax CUSTOMER PAYMENT ¢

Then, you can add the products, or
services, being sold to the

customer. You can specify the - ﬂ e Tnscrion B
quantity’ item information’ price’ e ;Zor::]sustomercan'tpaythisinvoiceonme Sales Tax - (g:;i:_) ??ggg 11/30117 Invoice 713.38

10/2517 Estimate 548.75
CUSTOMER MESSAGE 0.00

and calculate taxes. e 713.38 ¢

-

custouze [Tk - Save & Glose Revert
TAX CODE

Produce Ra_. Carving Pumpkins ea 4.00 100.00 Tax

Your customer can not pay online
Edit customer preferences

The customer information is
displayed to the right side in order
to track the customer’s activity.

Real. Life. Solutions. OUrEXT L!o
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Tracking Income: Invoices

You can also add personalized
messages to your customer’s
Invoice or you can select from the
default messages that are
included in QuickBooks.

Real. Life. Solutions.

Main Formatting Send/Ship Reports Hoa
€« a8 % CreateaCopy 4 = v PrintLater [, Acd Time/Costs B2 Blcratcasatn
Find New Save Delete €ghMemorize Mark As Print  Email ' EmailLater  Attach @@ Apply Credits  Progress  Receive B Refund/Credit
M M Pending v v File Payments
NS S VAN WAV SIS A |
R A AL Ry
i AR /] r;,/ &:ﬁ(@\ (sl
“-f Customer \(”i/“?‘/,f\\ia%’%&%;
| |
I - DATE BILL TO swpto (ShipTo 1 - ‘v«\: = ﬁ
n VO I Ce 11/30/2017 B GreenAcres Farms Green Acres Farms | summary \%
Bill Woods Bill Woods | |
INVOICE # 100 Farmer's Row 100 Farmer's Row ‘d Phone 731-555-7856
3 Farmwille, Tennessee 3830( | Famwille, TN 38300 \:\‘\ Email bill@greenacresfarms.com ||
| | | |
Usa sl E Preferred delivery method E-mail E
PO. NUMBER TERMS REP SHIP ViA FOB. | Openbalance 103890 |
| .
- T 1302017 - | Active estimates 1 %
QUANTITY ¢ ITEM CODE : DESCRIPTION FUM ! PRICE EA... | AMOUNT P TAX d‘ Sales Qrders to be invoiced 0 ./:
100 Farm Produ... Wheat Straw Bales 450 450.00 Tax | |
25 Corn Maze  Entry Fees (Student Group) 4.00 100.00 Tax l E CUSTOMER PAYMENT (4 ;T;
25 Produce ... ~ Carving Pumpkins sa v 4.00 ~ 100.00 Tax  ~| w“\ Your customer can not pay online ﬁ:
2 Edit customer preferences | |
v | i
| | B 4
|| RECENT TRANSACTION 2 ﬁ
[ |
e Your customer can't pay this invoice online T84 Sales Tax - (9.75%) 6338 :1, 11/30/17 Invoice 713.38 .\?
Turn on TOTAL 713.38 1| 10125117 Estimate 54875 ||
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00 | | ﬁ
BALANCE DUE 713.38 ﬁ NOTES (4 | |
- | | |
| I
- IER | Tax - Save & Close Revert | | ﬁ
TAX C S SN S S SO SR 2 S =

oy
< Add New = ~A
All work is complete!
li's been a pleasure working with you!
Please remit to above address.
Thank you for your business.
We appreciate your prompt payment.
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Tracking Income: Invoices

You can format an Invoice by
using the Formatting tab. You
have the option to use other
templates, add lines, delete lines,
or copy and paste lines.

You can also add a custom
background to make the Invoice
fit your business. You can do this
through the Customize Design
option.

Real. Life. Solutions.

Create Invoices

Main  Formatting end/Ship Reports Hoa
@ 0 o < - & B @
review Manage Download Customize Spelling Insert Delete Copy Pasie Customize
Templates Templates Data Layout Line Line Design ~
CUSTOMER:  EECBUENEIUG Wholesale  CLASS _ y=y = Intuit Produc... ~
n Customer [RIEGCE(IT
I . DATE BILLTO supro (SHiPTO 1 e 2
n V o I Ce Green Acres Farms GreenAcres Farms SUMMARY
- . Bill Woods Bill Woods
IMOIEE® 100 Farmer's Row 100 Farmer's Row Phone 731-555-7656
Farmville, Tennessee 38301 Farmville, TN 38300 Email bill@greenacresfarms.com
Usa sl Preferred delivery method E-mail
PO. NUMBER TERMS SHIP VIA FOB. Open balance 1.038.90
¥ 111302017 e Active estimates 1
QUANTITY ¢ ITEM CODE : DESCRIPTION um PRICE EA... | AMOUNT TAX Sales Qrders to be invoiced 0
100 Farm Produ... Wheat Straw Bales 450 450.00 Tax A
25 Corn Maze  Entry Fees (Student Group) 4.00 100.00 Tax l CUSTOMER PAYMENT ¢
25 Produce Ra... Carving Pumpkins ea 4.00 100.00 Tax | Your customer can not pay online
Edit customer preferences
v
RECENT TRANSACTION E
e Your customer can't pay this invoice online T84 Sales Tax (9.75%) 6338 11/30/17 Invoice 713.38
o TOTAL 713.38 1002517 Estimate 54875
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
[ ;| BALANCE DUE 713.38 NOTES (4
MEMO CUSTOMER |Tax Save & Close Revert
TAX CODE

UFrEXTENSION
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Tracking Income: Invoices

You can use the Send/Ship
options to prepare packages for
shipment. If you are shipping a
package with the Invoice, then
you can also select the carrier
that will pick up the package.

This option will not likely be used
by your business unless you are
shipping a physical product.

Real. Life. Solutions.

Main Formatting

i & &

5
Email FedEx UPS USPS Mail  Prepare
M - - - Invoice  Letter ~

You can prepare a letter to accompany the invoice.

R — SRS\ RSNy
CUSTOMER: . RECEIRECELE UG Wholesale  CLASS _ 4= [2 VA= Infuit Product . ~ Té? ARSI /‘77"\?{3\? S
. E Customer | \\n”%}%ﬁ\’é\}(’%\’{
~ I\
| H DATE BILLTO swpTo (ShiPTO1 N | ¢ .A
n VO I Ce 113022017 B | GreenAcres Fams Green Acres Famms ; SUMMARY |
Bill Woods Bill Woods | |
IMOICEE 100 Farmer's Row 100 Farmer's Row || Phone 731-555-7656 \
3 Farmville, Tennessee 38301 Farmville, TN 38300 % Email bill@greenacresfarms.com y
S =R 5 Preferred delivery method E-mail I"‘:
P.O. NUMBER TERMS REP SHIP VIA FOB. | Openbalance 1.038.90 |
| | |
= > 113012017 H e || Active estimates 1 I,'i
| | -
QUANTITY :ITEM CODE : DESCRIPTION P UM { PRICE EA... | AMOUNT §TAX fi sales Orders to be invoiced 0 lﬂ‘
100 Farm Produ... Wheat Straw Bales 4.50 450.00 Tax ‘A Q W
25 Com Maze  Entry Fees (Student Group) 4.00 100.00 Tax j‘ CUSTOMER PAYMENT ¢ :'5
25 Produce Ra... Carving Pumpkins ea 4.00 100.00 Tax \: Your customer can not pay online | |
%“ Edit customer preferences %
m zl
\~ RECENT TRANSACTION = ;
1 | |
\ 11/30/17 Invaice 71338 |
’{‘ 10/25M17 Estimate 54875 JS
| 7l
|| NoTES |
i |
| | R
| i
Ji [ |
§ |
¥ | |
| | | |
i i
e Your customer can't pay this invoice enline T84 Sales Tax v (9.75%) 63.38 ": ,A
TOTAL 713.38 \‘ |
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00 Ji | |
. BALANCE DUE 713.38 i IA
| |
MEMO CUSTOMER | Tax - Save & Close Revert i | |
TAX CODE |

AL N A P AL AN N W AL AN TS\
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Main Formatting Send/Ship (€ Reports 2

>

Quick Transaction Transaction — View Open Sales By Average Days To

Tr aC ki n g I n C O m e - I n VO i C eS Report History Journal Invoices  Customer Detall  Pay Summary
.
CUSTOMER:J... § [Wholesale ~ CLASS - 1= [F = Infuit Product ... ~

> Green Acres Farm

Customer

| . DATE BILLTO swpTo ShipTo h
n Vo I Ce 117302017 B GreenAcres Fams Green Acres Farms SUMMARY L4
Bill Woods Bill Woods
———— 100 Farmer's Row 100 Farmer's Row Phone 731-555-7656
3 Farmville, Tennessee 38301 Farmville, TN 38300 Email bill@greenacresfarms.com
s U Preferred delivery method E-mail
RO. NUMEE TERME REP SHIP VIA FOB. Open balance 1.038.90
- v | 11302017 H T Active estimates 1
QUANTITY : ITEM CODE : DESCIIPTION {UM  iPRICE EA_ i AMOUNT §TAX Sales Orders to be imvoiced 0
100 Farm Produ... Wheat straw Bales 4.50 450.00 Tax A
25 CornMaze  Entry F ses (Student Group) 4.00 100.00 Tax CUSTOMER PAYMENT ¢
Pumpkins ea 4.00 100.00 Tax

Your customer can not pay online

You can also pull reports foreach = "o
invoice. You can look at open Open Invoices Lists open, unpaid S — J
) ) ) invoices for each customer. 1113017 Imvoice 1298
Invoices, sales by customer, and O
the transaction history tied to a

particular Invoice.

v
e ‘Your customer can't pay this invoice anline T Sales Tax v (9.75%) 63.38
forn on — 713.38
CUSTOMER MESSAGE PAYMENTS APPLIED 0.00
- BALANCE DUE 713.38

cosones [Tax ~ Save & Close Rever
TAX CODE

Real. Life. Solutions. UrEXTENS| ON
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UT Extension Invoice
1252 S MANUFACTURERS ROW
TN 38382 Date Invoice #

11/30/2017 3

Tracking Income: Invoice

Bill To

Green Acres Farms

Bill Woods

100 Farmer's Row
Farmville, Tennessee 38300
UsA

A sample invoice is pictured here.

This is a sample of what the PO No Terms Projec
Invoice would like that can create — _ _

. . Item Description Est Amt |Prior Amt| Prior % Qty um Rate Curr % | Total % | Amount
with QuickBooks and send to R e 2 | P P e
your customers. oo |Coviog Pomplins sl | 4w

Subtotal $650.00

Sales Tax (9.75%) $63.38

You can also change the
background to fit your business.

Total $713 .38

Payments/Credits $0.00

Balance Due $713 38

Real. Life. Solutions. INSTITUTE OF AGRICULTURE
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Tracking Income: Receive Payments

When a customer sends you a
payment, you can enter the
payment into QuickBooks.

You will need to specify who the
payment came from, the payment
amount, method of payment, date
of payment, and information
regarding payment, such as
check numbers.

Real. Life. Solutions.

Main Reports Payments ~
& p 8@ g = @ @ @ LT.J E Process payment @
B 0 | cumomien | ramat ot i et
Customer Payment CUSTOMER BALANCE 0.00
You can select the payment
RECENVED FROM ==l = | _ method used by the customer.
PAYNENT AHOUNT oo0 | , - Different payment methods will
CHECK Visa e-CHECK v i »
oe [11/30/2017] (] prompt additional dialog boxes.
REFERE{}CE # Where does this payment go?
L DATE { NUMBER ! ORIG. AMT. { AMT. DUE | PAYMENT
A
A 4
Totals 0.00 0.00 0.00
AMOUNTS FOR SELECTED INVOICES
AMOUNT DUE 0.00
APPLIED 0.00
DISCOUNT AND CREDITS
APPLIED 0.00
MEMO

Save & Close

OrEXT 10
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Tracking Income: Receive Payments . s caens

" y Dgl\r% l?m EE:IH An@n g U %N Di @;A d 7?;'“ T
When entering in a payment, you T e e s
g p y y Customer Payment CUSTOMER BALANCE 1.098.18

can select who the payment came

. . reenAcre Farm @ = u = oRe
from in the drop down menu titled -

. ” DATE [ 11/30/2017 ]
“Recelved From . REFERENCE# 1100 Where does this payment go?
Th|S W|I| automaﬂca”y bnng |n : 11/30/2017 3 713:33 713:33 713:33

unpaid invoices from this specific
customer. You can apply the
payment to each individual invoice
by inserting a checkmark by the left
of the date of the invoice. v

Totals 1,098.18 1,098.18 1,098.18

AMOUNTS FOR SELECTED INVOICES

AMOUNT DUE 1,098.18

APPLIED

I n th IS exam ple ] the payment AD'LSP?_&‘]E%NTAND CREDITS ""9::
received was for three separate
|nv0lces MENO nvoices #1, #2, and #3 Save & Close Revert

Real. Life. Solutions. OUrEXT § L!o
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Tracking Income: Receive Payments . s caens
«» B X 8= 4@

A
3]
bl

% F I_T-g Process payment @

Find New Delete Print  Email Attach Look up Un-Apply Discounts And Record
- - File N\ Customerinvoice 4 Payment  Credts  Bounced Check PG EET T
Processing
CUSTOMER BALANCE 1.371.88

Customer Paymen

RECENVEDFROM  Main Street Schools - — =
= = = MORE
PAYMENT AMOUNT 1,371.88
' CASH CHECK visa e-CHECK v
DATE 11/30/2017 i
REFERENCE#  School Group Where does this payment ga?

J i DATE
11/30/2017

Find a Customer/Invoice

L

Search by Customer Name:Job - Customer  Main

You can use the Look up B cecones g
Customer/Invoice to open a Find GO i SCCONT I A
a Customer/Invoice to search for

Invoices. This can be used to look
for an invoice to apply a payment ot mey ke cosomers 3o et vy penimves, ezt
to once you receive funds froma Sl B
customer RO L voces

AMOUNT DUE

1,371.88
APPLIED 1.371.88
DISCOUNT AND CREDITS

APPLIED 0.00

Real. Life. Solutions. UFEXTENSION
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Tracking Income: Receive Payments i s camen:

Customer Payment
”‘W"‘EN““::TUE“T — 1’3”:: s | cmoc | ves | ecwex

You can use the options under

the Report tab to review

payments, transaction history

reports, open invoices, customer

balance detail, and a few other )

Totals 1,371.88 1,371.88 1,371.88
reports.

AMOUNTS FOR SELECTED INVOICES

AMOUNT DUE 1.371.88
APPLIED 1.371.88
DISCOUNT AND CREDITS

APPLIED 0.00

Real. Life. Solutions. UrEXTEN S I O [
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Tracking Income: Receive Payments

UT Extension

Transaction Journal
All Transactions

Date Num Name Memo Account Class Debit Credit
} 113072017 Main Street Schools Undeposited Funds 1,371.88 4
A sample report is shown here. e Seet Seecs Aecouts Recena.. T
The Transaction Journal report LE 3788
can be pulled to show the credit
and debit of a transaction. The
debit of the payment for the credit
of goods/services that the
customer was invoiced for.
Real. Life. Solutions. lll?sqgué-lc;F el L!Ig,RE
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Create Sales Receipts

After you have made a sale, you
will need to create a receipt.
QuickBooks has a few useful
tools that make creating a receipt
rather simple.

Real. Life. Solutions. OUrEXT LlJO
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Create Sales Receipts

Sales receipts can be created by
selecting the Customer Name,
choosing the payment method,
date of the transaction, and
details of the sale.

You can print the sales receipt or
email the sales receipt.

Real. Life. Solutions.

" Main | Formatting

L
Find New

CUSTOMER:J....

Sales Recelpt
o B =

Send/Ship

E ?‘,@ Creale a Copy e g = v/ PrntLater

Save Delele §lMemorize

Green Acres Farm ~ BTRIEEETS
[)

Reports Payments.

-

Pending

11/30/2017

Mark As Print  Email

Enter Sales Receipis

v Email Later Altach
File

curss A o

S0LD TO

Green Acres Farms
Bill Woods
100 Farmer's Row

— MORE SALE NO =
Farmville, Tennessee 3830(
CASH CHECK Visa e-CHECK v 3 USA
CHECK NO
1100
ITEM : DESCRIPTION FQTY UM : RATE § AMOUNT P TAX
Farm Products:Wheat Straw ~ Wheat Straw Bales 100 450 450.00 Tax ‘A
Corn Maze Entry Fees (Student Group) 25 4.00 100.00 Tax
Produce Raised for Sale Carving Pumpkins 25 4.00 100.00 Tax
v
TR Sales Tax ~ (9.75%) 63.38
TOTAL 713.38
CUSTOMER MESSAGE
Thank you for your business. -
MEMO CUSTOMER | Tax - Save & Close Revert
TAX CODE

%Aﬂd time/costs Process payment

r == flas S
7 NS, \\//,

\TLL‘?".“\\ LRSI WAL J\jg\:j //\)}(f’
| Customer : \\;;/,’:r\ e =
| 1
:S SUMMARY L4 |
R Frone 731.555.7656 |
;“; Email bill@greenacresfarms com ;‘;
\i Open balance 0.00 g
\\ Active estimates 1 \;
| Sales Orders to be invoiced 0y
N | |
| |
| |
| |
| | 2|l
| RECENT TRANSACTION %
R\\ 11/30/17 Payment 1,09818 |
B ) | |
.\F 11/30/17 Invoice - Paid 713.38 I/
| |

I 113017 Sales Receipt 713.38 é
3 | |
% 10/25M17 Estimate 54875 |
‘ﬂ 10/03/17 Invoice - Paid 62.40 a
E |
| |
| | | |
:é_ NOTES ¢ | |
| |
| |

Add Credit Card

Processing
R S g

UFrEXTENSION
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Create Sales Receipts

Main w Send/Ship Reports  Payments HoA

b O & @ T ® 4

Preview Manage Download Cusiomize Spelling Insert Delete Copy Pasle Customize
Templates Templates Data Layout Line Line Line Line Design ~
PSS AL SIS SRS
cusTomer L. (it whoesse  class [ revriae \{L‘-.‘:ﬂ\\"“'//\\'k\»\(f <)ol ‘7\@)@‘\\7 NS
D i" Customer | \\”;;‘;N‘R'\; ’::Si]
| |
- lk SOLD TO § |
Sales Recelpt D1A1T;'E:301‘2017 & Green Acres Farms % SUMMARY £ ?
Bill Woods | |

V] E = MORE  galenD 100 Farmer's Row E PhorTe 731-555-7656 3,:
Farmville, Tennessee 3830( }\\ Email bill@greenacresfarms com |
. . CASH CHECK Visa e-CHECK = 3 USA i Open balance 0.00 17
You can format Sales Receipt just |
| | |
1100 {\: Sales Orders to be invoiced 0Q
||ke O u uotes and I nVOICeS YO u ITEM i DESCRIPTION fQry ium {RATE AMOUNT L TAX 24 %
y . Farm ProductsWheat Straw ~ Wheat Straw Bales 100 4.50 450.00 Tax ‘A | |
= = = Corn Maze Entry Fees (Student Group) 25 4.00 100.00 Tax :AE & ;’
will have the option to insert or Prodce RaedorSae Canarg Pl 2 0 o000 | e msicnon 2|
. v R\‘ 113017 Payment 1,088.18 ||
delete lines, change the template I | roonrmeice-paa - riace |
1 1 T [ Sales Tax - (9.75%) 63.38 I 11/30/17 Sales Receipt 713.38 é
and CUStOm IZe the des' n TOTAL 713.38 | 102517 Estimate 54875 ||
g . CUSTOMER HESSAGE [ 10103117 Invoice - Paid 62.40 g
Thank you for your business. | | |
- | | | |
Eﬁ: NOTES ¢ |
MEMO CUSTOMER | Tax - Save & Close Revert i‘ %
TAX CODE | |

Real. Life. Solutions. UrEXTEN S I O [
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Create Sales Receipts

Here is an example of a cash
sale. Notice that the school is tax
exempt, which is indicated by the
“Non” tax identifier.

You can also customize customer
messages to fit the sale.

Real. Life. Solutions.

Enter Sales Receipis

Main Formatting Send/Ship Reports Payments.
& P E 2@ Creale a Copy e g = v/ PrntLater
Find New Save Delete ¢ Memorize Mark As Print  Email | | EmailLater  Attach
v v Pending e v File

cuss INRY v

(eEqe] =8 Main Street Schools

DATE
11/30/2017
SALE NO

5

Sales Receipt
8 B =

CHECK

MORE

CASH Visa e-CHECK

v

ITEM i DESCRIPTION

Custom Sales Receipt ~

@ %Aﬂd time/costs

Process payment
Add Credit Card
Processing

FQTY

SOLD TO

Main Street Schools &=
i} Dale Dennis .“%S
100 Main Street

Main Street, Tennessee

CHECK MO

. I j
{ AMOUNT TAX, %
1z

FUm i RATE

Produce Raised for Sale:Pum... Pumpkins for Fall Festival

50

ea 3.00 150.00{ Non L

TR [ Sales Tax

CUSTOMER MESSAGE

We reduced the price for the school.
Hope the festival is a success!

cusToMER |Non -
TAX CODE

MEMO

-

(9.75%)
TOTAL

0.00
150.00

Revert

Save & Close

UFrEXTENSION

INSTITUTE OF AGRICULTURE

THE UNIVERSITY OF TENNESSEE




Create Sales Receipts

B

Sales
Orders

After the cash receipt was
created, a new deposit needs to
be recorded. QuickBooks notes
that cash was taken in and a
deposit needs to be prepared.

Quotes
(Estimates)

Real. Life. Solutions.

CUSTOMERS L& . N
QuickBooks 2018
is here
== Create Sales

Accept Receipts

Credit Cards

T
2V o—)
Create Receive Record
Invoices Payments Deposits

& B
Statement Statements Refunds Write
Charges & Credits Checks

OrEXT 10
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Payments to Deposit

SELECT VIEW

View payment method type All types ~ | What are payment method views?
Create Sales Receipts Sort paymerts by Payment Method =
SELECT PAYMENTS TO DEPOSIT
<4 I DATE I TIME ! TYPE FNO. P PAYMENT METH... { NAME FAMOUNT
11/30/2017 RCPT 5 Cash Main Street Schools 150.00

For the cash received from the
sale, you need to mark the
payment to be deposited into your
checking account.

0 of 1 payments selected for deposit Payments Subtotal 0.00

Select All Select None

OrEXT 10
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Tracking Income: Record Deposits

You can select to add credit card
processing. However, this feature
IS not defaulted with QuickBooks
and requires you to pay an
additional fee.

Real. Life. Solutions.

Main Reports Payments WA
@ P 8@ E = @ @ % l@ Process payment 9
Find New Delete Print  Email Attach Look up Un-Apply Discounts And Record
° S File | Customerinvoice = Payment  Credits  Bounced Check L EETRETL
Processing
Custo me r Payment CUSTOMER BALANCE 137188
RECENVEDFROM  Main Street Schools hd —_—
n — = MORE
PAYMENT AMOUNT 1,371.88
CASH CHECK Visa e-CHECK .
one  [T1302017 & v Credit card process can be added
REFERENCE#  School Group Where does this payment go? to QuickBooks.
+  DATE i NUMBER ! ORIG. AMT. i AMT. DUE ¢ PAYMENT
» (113072017 4 1,371.88 1,371.88 1,371.88|~
\
Totals 1,371.88 1,371.88 1,371.88
AMOUNTS FOR SELEGTED INVOIGES
AMOUNT DUE 1.371.80
APPLIED 1.371.60
DISCOUNT AND CREDITS
APPLIED 0.00

MEWO

Save & Close

UFrEXTENSION
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Tracking Income: Record Deposits

After you receive payments,
QuickBooks will denote that you
have funds that need to be
deposited into a bank account.

Purchase
Orders

&

Sales
Orders

Quotes
(Estimates)

Receive
Inventory
Enter Bills
Create
Invoices
Statement
Charges
Enter
Time

VENDORS

COMPANY

® ! & &

Enter_BiIIs See F_unding Manage Chart of Inventory

Against Options Sales Accounts Activities

Inventory Tax
@ ltems & Order Checks &
Pay Bills Senvices Tax Forms
@
CUSTOMERS .
QuickBooks 2018 Calendar
is here
(=2 Create Sales
A i Receipts
ccep
Credit Cards BANKRE ;
w
—j
[ Fa i
% | % =
Receive Record the deposit of one or more customer payments to your bank
Payments Ereme
St ;@ Ik R ﬁd
alements 8 Cronie Write Check
Checks Register
EMPLOYEES

Turn On
Payroll

=

Print
Checks

Real. Life. Solutions.
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Add New Account

Tracking Income: Record Deposits A AccountTpe | Bank .

Account Name  Farm Account Select from Examples

You will be prompted to add a
valid bank account to deposit the

Subaccount of v

OPTIONAL

fundS |nt0 Slmply add the Description  Business Checking Account
iInformation from your checking
account.

Bank Acct. No. 000000000

Routing Number 123456789
Tax-Line Mapping <Unassigned:> ~  How do | choose the right tax line?

Enter Opening Balance... Should | enter an opening balance?

Enter Opening Balance: Bank Account

b Remind me to order checks when | reach check number
Enter the ending date and balance from the last bank statement you received before your Order checks | can print from QuickBooks Learn more
QuickBooks start date.
e Attention: If this account did net have a balance before your QuickBooks start
v date, click Cancel and use a transaction to put money in this account. Example Cancel
transactions

Statement Ending Balance

Statement Ending Date i

Real. Life. Solutions. UFEXTENSION
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Payments to Deposit

Tracking Income: Record Deposit T
View payment method type Alltypes ~ | What are payment method views?
Sort payments by Payment Method -
SELECT PAYMENTS TO DEPOSIT
< : DATE TIME TYPE NC. PAYMENT METH... ® NAME AMOUNT
| 11/30/2017 PMT Cash Main Street Schools 1.371.88
11/30/2017 PMT 1100 Visa Green Acres Farm 1,098.18
Once you add an account, you
will be presented with a menu for
the Payments to Deposit. You can
review these deposits to check
the payment methods, date,
amount, etc.
0 of 2 payments selected for deposit Payments Subtotal 0.00
Select All Select None
“ Cancel Help
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Tracking Income: Record Deposit

To make the deposit you will need
to click by each Payment to
Deposit and insert a check mark.
This will mark the payment for
deposit. Once you have done
that, click OK to make the
deposit.

Real. Life. Solutions.

Payments to Deposit x

SELECT VIEW
View payment method type Alltypes ~ | What are payment method views?
Sort payments by Payment Method -
SELECT PAYMENTS TO DEPOSIT
<4 I DATE TIME TYPE NC. PAYMENT METH... { NAME AMOUNT
¥ 11/3012017 PMT Cash Main Street Schools 1,371.88
¥ 11/3012017 PMT 1100 Visa Green Acres Farm 1.098.18
2 of 2 payments selected for deposit Payments Subtotal 2,470.06
Select All Select None
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TraCkIng Income: Record Deposrt € Previous ® Next B Save & Print ~ | & Payments E History | @ Attach

Deposit To  Farm Account = Date 12/01/2017 Memo  Deposit

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

RECEIVED FROM { FROMACCOUNT { MEMO P CHKNO. | PMT METH : CLASS § AMOUNT
Main Street Schools Undeposited Funds Cash 137188
Green Acres Farm Undeposited Funds Invoices #1, #2 and #3 1100 Visa 1,098.18

[ - - -

You can specify what account the
funds need to be deposited into.
This is helpful if you have multiple
checking accounts for your
business.

QuickBooks provides you with a | v
|iSt Of payments along With To get cash back from this depaosit, enter the amount below. Indicate the account where o

you want this money to go, such as your Petty Cash account.

p e rti n e nt i nfo r.m ati O n fo r eve ry Cash back goes to Cash back memo Cash back amount

-

Custom er payme nt. Deposit Total 2,470.06
Save & Close §ave & New Clear
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Tracking Income: Record Deposit

€ Previous ® Next B Save & Print | &2 payments E History | il Attach

DepositTo  |Farm Account Date 12/01/2017

Click Payments to select customer payments that you have received.

emo Deposit

any other amounts to deposit below.

RECEIVED FROM : FROMACCOUNT i MEMO P CHKNO. i PMT METH i CLASS § AMOUNT
Main Street Schools Undeposited Funds Cash 137188 &
Green Acres Farm Undeposited Funds Invoices #1, #2 and #3 1100 Check 1,098.18
Transaction Histt
Depaosit Information Cancel
B Date Deposited  12/01/2017 Customer Payments 2,470.06
Other Income 0.00 Help
Total Deposit 2,470.06 Print
Memo Deposit
Payments Deposited
Y | H k H H t t b H Type Date Number Amount Edit Deposit
Ou Can ClICK on History 1o pring Payment | 11302017 | 1100 109818
th T t. H . 't f Payment 11/3012017 -1,371.88
payments. You can print this
report as well. ]
Deposit Subtotal 247006
To get cash back from this depaosit, enter the amount below. Indicate the account where
you want this money to go, such as your Petty Cash account.
Cash back goes to Cash back memo Cash back amount
Deposit Total 2,470.06
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Tracking Income: Record Deposit

12/1/2017
2,470.06
02 $2,470.06
Deposit Summary 12/1/2017
UT Extension
. . . ummary of osits to Farm Account on 12/01/
You can also print a Deposit Slip SR e s B
- Chk No. PmtMethod Rcd From Memao Amount
to accompany deposits that you
have prepared for the bank. |
Cash Main Street Schools 1,371.88
1100 Check Green Acres Farm Invoices #1, #2, and #3 1.098.18
Deposit Subtotal: 2.470.06
Less Cash Back:
Deposit Total: 2.470.06
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Summary

* Adding customers to QuickBooks

e Tracking income by means of:
— Creating quotes
— Creating invoices
— Creating recelipts
— Recelving payment

 Recording deposits
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Questions?
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