QUICKBOOKS ONLINE

Working with
Ccustomers
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Learning Objectives

=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



Y
The Sales Centre

This centre stores customer information and
transactions

Cwverview All Sales nvoices Customers Products and Services Price Rules

J( Batch actions v ) Q,

|:| CUSTOMER / PROJECT « PHONE SALES TAX CURRENCY OPEN BALANCE ACTION

Abercrombie Internat
UsD $0.00 Create invoice (¥]

Create sales recsipt
Adwin Ko
604 290-0003 CAD $1,695.00 Creste sstimate

Create charge

Alex Blakey

usDh 30.00 Crests time activity

Make inactive

O OO

Andre Prefontaine HKD HKS0.00
Create statement




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

Titl First name Middle nam Last name Suffix
Company name Customer display name *

‘ 20th Anniversary Party|

Email Phone number

Mo umb Fax

Oth site

Mame to print on cheques

20th Anniversary Party
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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.)

(' Invoice no.1017

o e
Customer (7} Customer email (7}

'Se-’ec:s CUstomer ‘ A ]

D Send later :‘?

Billing address Terms (7)
Met 30 -
Tags@
# PRODUCT/SERVICE () DESCRIPTION
1
2
[ Addlines | [ Clearalllines | [ Add subtotal

Message on invoice

t's a pleazure doing business with you. Remember,
referralz are appreciated!

%Tﬁkeatcur é:q}‘ ®He|p x

Ce/Bee Online payments

I:‘ Cards = [uss g9 =
Invoice date Due date Invoice no.
21/05/2024 20/06/2024 1017

Create recurring invoice

Manage tags

Amounts are | Exclusive of Tax

aTty RATE (CAD) AMOUNT (CAD) SALESTAX CLASS

Subtotal
Discount percent  ~
Total

Balance due

BALANCE DUE

$0.00

Bl

Bl

0.00

0.00

0.00

0.00

An Invoice form

»




Creating Customer and Sales
Transactions (cont.)

: Deposit
Receive P

Create Funds

and Apply
Payment

Process for invoices
to Bank

Account

Invoice

Process for sales
receipts




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.

CUSTOMER BALANCE SUMMARY

Long for Success -- Event Planning

Long for Success -- Event Planning

All Dates

TOTAL

Anilkumar Fillai 4.407.00

Banjamin Yaung 8,242.00

+ Edward Bruce

20th Anniversary Pamy 565.00
Tetal Edward Bruce 565.00 l

Hazel Robinson £74.63

Jordan Burgess 339.00

Kari Sweblay 7.288.50

Kim Chrigtian 203400

Lew Plumbing -454.83
TOTAL $21,453.04 l

CUSTOMER BALANCE DETAIL
All Dates
DATE . TRANSACTIONTYPE # DUE DATE AMOUNT = OPEN BALANCE BALANCE
22/08/2020 Invoice 1016 2170972020 4,407.00 4,407.00 4,407.00
Total for Anilkumar Pillai $4,407.00 54,407.00
+ Benjarmin Yeung
07/06/2020 Inveice 1008 Q770772020 F04.00 §04.00 F04.00
07/0672020 Invoice 1009 0770772020 7.345.00 7.345.00 8,249.00
Total for Ben)amin Yeung $8,249.00 58,249.00
v Edward Bruce
+ 20th Anniversary Party
01/09/2026 Invoice 5011 1670920246 565.00 565.00 5465.00
Total for 20th Anniversary Party $565.00 $565.00
Total for Edward Bruca 3565.00 5565.00
~ Hazel Robinson
16/06/2020 Payment 167062020 -2415.73 -974.463 -974.63

Taiol £ id. |- N & O AAS T

& OTA LD
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Projects

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

< All projects

2026 Winter Gala

Heo Engineering Company n progrezz ‘W Edit

Dpen 200 0 .00
ectt
QOverview Ti t T Activity Project Report
Show hourly cost
$0.00 $0.00 $0.00
IIIIII COSTS ROFI
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