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CUSTOMER NAVIGATION

2 main steps to processing customer sales using QuickBooks:

1. Create Sales Receipts

2. Create Invoices/Receive Payments
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CUSTOMER LIST

. The Customer List contains customer information such
as address, telephone number, and credit terms

. Once customer information is entered in the Customer
List, QuickBooks automatically transfers the customer
information to the appropriate forms, such as sales
invoices
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Company Name Main Phone 415-555-6579
My Shortcuts 0 FullName Mrs. Kristy Abercro... Main Email kristy@samplenam ...
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Craven, Pam 0.00
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»Duct Work 0.00 sHow Al Trans... Fiter sy All pste This Fiscal ... 01/01/2022 - 12/31/2022
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TR TR + Dunn, Eric C.W. 0.00 Check 476 12/01/2022 10100 - Checking -711.15
< Utility Shed 0.00 Credit Memo 4002 12/01/2022 11000 - Accounts Rece... -711.15
Bill Tracker » Easley, Paula 0.00 Invoice 1084 1112512022 11000 - Accounts Rece... 3,111.28
o Order Checks +Garage 0.00 Sales Receipt 3006 10/30/2022 10100 - Checking 74375
+ Ecker Designs 1,468.30 v
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CUSTOMER TRANSACTIONS

Two main ways to record customers and sales
transactions using QuickBooks are:

Customer Sales using Sales Receipts

Customer Sales using Invoices




SALES RECEIPTS

When using Sales Receipts to record customer sales:

1. Create Sales Receipts. Create a sales receipt record the
customer sale for product given and customer payment
received in form of cash, check or credit card.

2. Make Deposit. Record deposit to move funds from the
Undeposited Funds account to the Checking account.
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CUSTOMER INVOICES

If products or services are given to the customer and the
customer will pay later, then we use an Invoice instead of a
Sales Receipt to record the sales transaction.

1. Create Invoices. Create an invoice to bill the customer for
the product or service provided.

2. Receive Payments. QuickBooks reduces accounts
receivable and increases undeposited funds.

3. Record Deposits. Record deposit to move funds from the
Undeposited Funds account to the Checking account.
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CUSTOMER REPORTS

QuickBooks provides customer reports to answer the
following questions:

Which customers owe us money?
Which customers have overdue balances?
Which customers are profitable?

Which jobs are profitable?




CUSTOMER REPORTS

Access customer reports from:
Report Center
Reports Menu

Customer Center
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