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Working with 
Customers
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Set up customers and sub-customers
Edit sales settings and preferences
Create estimates, invoices and sales receipts
Receive payments and record bank deposits
Create advanced customer transactions and 
reports
Process credits and refunds

Learning Objectives



The Sales Centre
This centre stores customer information and 
transactions



The Sales Centre (cont.)

Create customers and 
sub-customers
Enter as much info as 
possible
Edit, merge or inactivate 
customers

 Import a customer list
Excel (.xlsx)
CSV



Creating Customer and Sales 
Transactions
Two ways to record sales transactions:
Sales receipt at time of purchase
 Invoice billed after the sale (usually with terms)

Other types of customer transactions:
 Posting (impacts ledger accounts) 
Non-posting (information only)

You can customize your Invoice, Sales Receipt 
and Estimate forms
“Bottom bar” of transactions (cancel, revert, print, 
preview, make recurring, the More menu and 
customize)



Creating Customer and Sales 
Transactions (cont.)

An Invoice form



Creating Customer and Sales 
Transactions (cont.)
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Creating Customer and Sales 
Transactions (cont.)
Estimates are non-posting sales transactions
Used to quote on future jobs or jobs that will use 
progress invoicing
When the customer accepts the estimate, convert it to 
an invoice that shows on a ledger account

The Undeposited Funds account holds payments 
received until allocated to a specific asset 
account
 Payments deposited to Undeposited Funds will be 
seen when completing a bank deposit



Other Customer Transactions
You can create unique price rules related to:
 Customer types
 Product/service types
 Date ranges

Credit memos reduce the amount of an unpaid 
invoice
Refund receipts give a physical refund to a customer 
who has already paid
Delayed charges and credits
 Non-posting reminders
 Amounts you want to apply against a future sales 

transaction



Creating Customer and Sales 
Reports
Some reports have summary and detail versions to 
accommodate different needs.



Projects

You can track projects by customer vs. using 
sub-customers as jobs
Requires a QBO Plus subscription
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