Invoices

Customising and Creating Invoices in QuickBooks Online

Sending a customised invoice to your customers will give your business a more polished and
professional look. QuickBooks online brings you 5 invoice templates to choose from within the
software. There is also in QuickBooks Labs a .docx template that you can download, work on it
outside of QuickBooks Online, add as many logos as you like, change the colour in some of the fonts
in the header and more then import into your QuickBooks Online file. You can have as many
templates that you wish either within the software templates or the .docx templates just remember
to name them differently.

In our step by step guide we show you how easy it is to customise a Sales form, here we look at
customising an Invoice and walk you through to invoicing clients, setting up Recurring Invoices to be
sent automatically from QuickBooks Online, where you can find your invoices once you have save or
sent to client and where you can print up your delivery notes.

You can customise either an Invoice, Estimate or Sales Receipt

How to Customise Invoices
Click on the Gear Company Preferences icon upper right > Settings > Custom Form Styles
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Click on New Style button to add a new sales form
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Customise form style window will open. On the left follow the menu down the left hand side to
customise the form

Style
Appearance
Header
Activity Table
Footer
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Customise form style
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1. Click on Style
2. Choose Invoice, Estimate Or Sales Receipt
3. Select the form style from either Airy, Modern, Fresh, Friendly or Bold templates
4. Upload your Logo by clicking on the logo field
5. Click on the Untitled style pencil icon to name your form
6. Colour will “Intuitively” match the colour to your Logo but you can select a different

colour, you have 18 to choose from
Click on Preview or Print to preview the form so far
8. Click on Save



2 Appearance

Customise form style X
Syt Logo crop, resize, align Size Small
Medium
Appearance o e ® Lage
Header Zoom Reset
Activity Table
e Loge plﬁmem
Font and line height Helvetica B A ’T A =|=
Page margins Top 0.50 -+ Reset
Left 0.00' = o
Bottom 0.50' )
Right 0.00 - |+
Printin, Window envelope compatible and pay slips
Use letterhead paper
Show tables + Account summary DATE ACCOUNT SUMMARY AMOUNT
3 10/02/2015 Balance Forward $100.00
New charges (see details below) $665.00
Total Amount due $765.00
Cancel Preview or Print Save
1. Click on Appearance
2. Logo crop resize align, click on Small, Medium or Large
3. Logo Placement — click on Left, Centre Right or None
4, Font and Ling height — choose from the Arial, Courier, Helvetica or Times Fonts
choose size of the font
5. Page Margins — choose the different margins to set on your form Top Left
Bottom and Right
6. Printing — Choose if a Window envelop compatible and pay slips is required or

Use letterhead paper
7. Show tables, choose Account summary or Tax summary is required



3 Header

Customise form style >4

Style

Form raes + Show ferm name

Invoice Invoice
Appearance

Estimates
vescer @)

Sales Receipts | Sales Receipt

Quotation

Activity Table
| Form number

Use custom transaction numbers
Footer

Company  Company name
| Address
« Email
Website

| Phone

Company Business ID Ne.

Customer V| Terms

| Due date or Expiration date

Shipping
' Payment method

 Customer Tax Registration No.

Custom v | PONumber

Salesperson

Cancel Preview or Print Save

Click on Header

Form Names

Company — choose what is shown on form header

Customer — what do you want the customer to see on the form

Custom fields you have a choice of up to 3 that you may want to add to the
form
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4. Activity Table

Style
Columns e COLUMNS LABEL WIDTH% ORDER
Appearance  Service/Product

Description

Activity -+ 56 3
Header
Date Date 1
Activity Table
o ity
Qty -+ |10 4
Footer
Rate Rate -7 5
Amount Amount R 17 6
Reset
More 0 Group activity by | Day g
Collapse activity rows
Show markup on billable expenses
' Show billable time
Include employee name
 Include hours and rate
Cancel Preview or Print Save

1. Click on Activity Table

2. Columns choose if the Services/Product names are to be shown, Description,
Date, Quantity, Rate, Tax and Amount on the form

3. More add if required Billable time

5 Footer

Customise form style

|

Style e
Message to customer Invoices and sales forms A A LA
Ay
FEEEED You may remit payment to HSBC Bank
Number 146 123456789
Header
Activity Table

Footer @
Footer oFooterlex( A A A Centred +

Pleass visit us at www.intuit.nk

Cancel Preview or Print Save

1. Click on Footer



2. Message to customer add in the text field a static message for each form
3. Footer static message on the bottom of form

And click on Save bottom right corner

Our completed Invoice — using the Bold Style Template

. HONG
Prosperity Events HK HKONG

2500 Garcia Ave @k@?ﬁ

WAN CHAI, HONG KONG HK

6509444444
donotreply@intuit.com
INVOICE 12345
BILL TO
Hilltop Dry Goods, Inc.
123 Main Street DATE 01/03/2015
City, CA 12345
TERMS Net30  DUE DATE 15/03/2015
1

PONUMBER  SALESPERSOPMT METHOD
N

CUSTOM-1 CUSTOM-2 CHEQUE

DATE ACCOUNT SUMMARY AMOUNT
01/03/2015 Balance Forward
New charges (details below) 661.50
Total Amount Due 661.50
ACTIVITY ary RATE AMOUNT
Product name 2 225.00 450.00
Description of the product
Service name 1 225.00 225.00
Description of the service
You may remit payment to HSBC Bank SUBTOTAL 675.00
Number 146 123456789 DISCOUNT 2.00% -13.50
TOTAL 661.50
TOTAL OF NEW
CHARGES 661.50
TOTAL DUE HKD 661.50

Please visit us at wwwLintuit. hk



Creating Invoices
Click on the Global create (+ sign) button middle of the page plus sign

ab QuickBooks

20 Prosperity Events HK

Private mode OFF

Under Customers click on Invoice

ab QuickBooks
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§85 | Ssample Company | | (?) Help

Bank accounts

Credit Card

63 | sample Company | (@) Help

& Home ——Z Prosperity Events H
Saturday, 24 October 2015 Create
Customers
Suppliers Employees Other

EUElaE Expense vity Bank Deposit
B Income Cenve Payment Cheque Weekly Timeshee Transfer

Estimate Bl Journal Entry
Transactions .

Credit Note Pay Bills Statement
Reports Sales Recelpt Purchase Order

Refund Receipt Suppli

Tax HK$157,940 Detayea

OPEN INVOICES

edit Credit Card Credit

Delayed Charge

Expenses

Tnsd s ArA ‘

Complete Invoice

accounts &
iredit Card 5 days ago
balance HK$-3,210.00
ckBooks HK$-992.12

and cash... 5 days age

balance HK$40,071.20 2
ckBooks HK$-2,572,673.80

nect account Registers | v
iities All E
21 October, 2015

3DAYS AGO

Bill: HK$45,000.00 edited for Lisa Garcia

21 Oct, 1:11 am AL




(& Invoice no.1015 ® X

Benjamin Yeung % benjamin@yeung.com H K$ 1 9 50 O O
o - " .
— v O s @ e @ .
YYeung's Architects
sorme (@) suomen esson
m
e e subtotsl 1860.00

Discount percent ¢

Message dis

Total 1950.00
You may
Number 1 o @ Balance due 1950.00

Statement memo

Attachments Maximum sz 25M8

Gancel Clear PrntorPreview  Makerecuming  Customise Save  Saveandsend -

Choose Customer drop down menu

Terms can be changed or add a new one on the fly

Invoice date

Due date auto populates

PO Number ** note see above Customise form > Header > 5 up to 3 fields can be

chosen to appear

6. Invoice no. **note click on Gear icon > Company Settings > Sales and tick on
Custom Transaction numbers

7. Choose your Product/Service

8. Click on Add Subtotal to group different products or services

9. Overall Subtotal of invoice

10. Total balance due

11. Customise the default Message

12. Add Attachments — drag and drop, upload or choose from existing attachments

13. Bottom right hand corner Save and close or Save and Send or Save
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Balance due 1950.00

Save and new @

Save and close -

Invoice is now created and emailed if Save and Send was chosen



Send email

Email
benjamin@yeung.com 0 e
Prosperity Events HK
2600 Garcla Ave
Subject THAN Crtil, HOMG KONG HK
6500444444
Invoice 1015 from Prosperity Events HK donarepty@inu.com
Body INVOICE
DearB nYy BILTO INVOICE NG 1015
ear Benjamin Yeung, e Benjamin Yeung DATE 231102015
Yeung's Archiects DUE DATE 2211172015

TERMS Net 30

Here's your invoice! We appreciate your prompt payment.
SALESPERSO

PONUMBER N

Thanks for your business! - 123456 Chada

Hours, 10 120,00 120000
Senvices. s 150,00 750.00

o BALANCE OLE HKD 1,850.00

Cancel o Send and close -
1. Email from customer card, Subject can be edited in the Subject field
2. Body —edit here in this field if required
3. Copy of Invoice to be emailed
4. Click on Send and close — the invoice will be emailed straight away

Recurring Invoice

If you need to send out invoices on a regular basis, QuickBooks online makes this very simple. You
can create a recurring template for just about every type of transaction. Quickest way of setting this
up is directly from the transaction, let’s look at a recurring Invoice

Middle bottom of Invoice click on Make recurring

Print or Preview Make recurring Customise More

From the recurring invoice you have variables of different options to choose from



> | Invoice no.1015

Recurring Invoice

Template name 0 Type e e

Benjamin Yeung Scheduled 4% Create days in advance
Customer o Email 6 Options 6
Benjamin Yeung - benjamin@yeung.com + Automatically send emails

Interval 0 e e Start date @ End OEnd date
Monthly % | on| day % | 15th % ofevery| 1 | menth(s) 01/10/2015 By * 01/09/2016] ]

Billing address Terms
Benjamin Yeung Net 30 £
Yeung's Architects
PO Number Salesperson
123456 Chada

Choose your template name

Type Schedule, Reminder or Unscheduled

Can be Created number of days in advance to the date set to be recurring
You can set this template different customer

Change the Email address

Options you can set the recurring invoice to be emailed out directly to customer
Interval choose from Daily, Weekly, Monthly or Yearly

Choose from a certain day or date

Set this up every month or maybe every 3 months

10. Start date of the 1** invoice to occur

11. End date choose from None, End date or After a number of occurrences
12. Bottom right Save Template

LN REWNRE

If you need to edit click on Gear icon > Lists > Recurring transactions

ab QuickBooks £ R | © e

Home Recurring Transactions Reminder List v m

< All Lists

Customers.

Suppliers Template Type| Al |Transaction Type| Al 4 |Location| All e
Employees

nploye R
=
T TEMPLATE NAME ~ TYPE TXN TYPE INTERVAL PREVIOUS DATE NEXT DATE CUSTOMER/SUPPLI| AMOUNT ACTION
R Quarterly Depreciation Scheduled Journal Every 3 Menths 05/11/2015 0.00 Edit | v
Mark Howard Scheduled Cheque Expense ~ Every Monih 22/10/2015 21/11/2015 Mark Howard 1,250.00 Edit|
Hayden Insurance Co Soheduled Cheque Expense  Every 3 Months 14/11/2015 Hayden Insuranc. 750.00 Edit|
Benjamin Yeung monthly invoice Scheduled Invoice Every Monith 15/11/2015 Benjamin Yeung 1,950.00 o = - |

Bank of AnyCity Scheduled Cheque Expense  Every Month 13/11/2015 Bank of AnyCity 47178 m

Delete

1-5

1. Drop down menu choose to Use or Delete or Edit the recurring transaction



QuickBooks Labs
Be the first to try some of QuickBooks Online’ s experimental plug-ins. Don’t forget to check back to
see what’s new you never know what you’re missing out on!

Click on the Gear icon > Settings > QuickBooks Labs

ab QuickBooks & sample compary SO
@ tome 2 Prosperity Events HK -
Saturday, 24 October 2015 Prosperity Events HK
Customers.
- Settings Lists Tools Your Gompany
uppliers
i Income Company Settings All Lists Import Data Manage Users
Custom Forr tyles Products and Services Reconcile Feedback
Chart of Accounts Recurring Transactions Budgeting Privacy

Currencies 3 Sion Out

HK$159.890 HK$3.700 P —

Let’s look at Import Style this allows us to import into QuickBooks Online a .docx file from work that
you can tailor to suit check out the demo to see how it works > switch On

R W T e Import Style
Now you can spice up your brand with your own invoice
design. Import your docx file from Word, tell us which fields to

Y Yy replace, and voilal Your brand is yours again.
S mEm | e Learn more | See demo | Give feedback
rry [ e & v
) Dot aaristy Hate Agres
[ '1:‘-‘::‘:: u e N

Once switched on under Cogs company preference > Custom Form Styles > drop down menu at
New Style click down to Import style

{@} Sample Company @. Help

New style

Import style “

ACTION




In the Import form style window click on Download a sample invoice, this will download a zipped
folder called SampleDocument within this folder samplestyles double click on this folder, you will
find a How to Import Styles word document and 2 separate templates to choose from the

e Invoice Airy Light and the Invoice Airy Pro templates

Once you have customised your template follow the instructions in the Import form style window to
Import your own form style

Import form style ®™ X

UPLOAD FILE MATCH FIELDS CONFIRM STYLE

Import your own form style

Select a ferm type.

Invoice &

' Open your original DOGX fie and add angle brackets < > around the
text for QuickBooks to replace. Mark each field just once.

John Smith » <John Smith>
123 Main Street <123 Main Street>

3 Save and upload your fie

Browse

Now you have entered your invoices where can you find them?
In the Customers window you can easily find your customer’s Invoices in the Find a customer or
company field

ab QuickBooks 8% Sample Gompany | | (@) Help

&8 Customers

Unbilled Last 365 Days Paid

HK$6.188 HK$375 HK$3,700 HK$186,900
2 ESTIMATES 1 UNBILLED ACTIVITY 8 OVERDUE 3 PAID LAST 30 DAYS
~
U o X
PRI SRR Abercrombie Infernational Broup{Abercrombie International ¢ i CURRENCY OPEN BALANGE ACTION
. Benjamin Yeung(Yeung's Architects) - HKD
Ahfrcr?mhue Vlfnemari HKD HKS0.00 Create invoice | v
percrombie Intemation - cathy's Consulting Company(Cathy's Consulting Company)
- y Lok R
Benjamin Yeung [Z] Cheng-Cheng Lok(Lok's Management Co.) - HKD HKD HK$2,750.00 Receive payment | w
Clement's Cleaners(Clement's Cleaners) - HKD
Gathy's Consulting C o man HofHo Enginesring Gompany) - HKD HKD HKS0.00 Create invoice | v
Himateja Madala - HKD
Chadha's Consultant
Chadha's Consultants | Jacint Tumacder - HKD HKD HKS0.00 Create invoice | v

Charlie Whitehead [ 2" PlumeinglLew Plumbing) - HKD
arlie ,"e ea o 000

Whitehead and Sens | Moturu Tapasvi - HKD

Create invoice | w




Recent Transactions gives you the latest invoices that you have saved, allowing you to quickly go in
and out of the last few transactions. Just click on any transaction from this window.

Recent Transactions

Invoice No_.1015 23/10/2015 HK$1,950.00 Benjamin
Yeung %

Cheque Expense No.2070 22/10/2015 HKEH1,250.00 Mark Howard
Bill 18/10/2015 HKE45,000.00 Lisa Garcia
Expense 14/08/2015 HK$7.88 Mark Howard
Expense 14/08/2015 HK$10.00 Burc Gunes
Q Invoice No.1014 18/10/2015 HK$23,000.00 Lew Plumbing
Payment 17/08/2015 HKE8,760.00 Lew Plumbing
PHONE Expense 10/08/2015 HK$41.00 OPEN BA
Expense 13/08/2015 HK$371.60 Andrew
Haberbosch F
Bill Payment (Cheque) 18/10/2015 HK$2,826,935.00 Sanjesv Kak
MNo. 2069
HKS2
More...
HKD F

Left hand side navigation bar Transactions > Sales gives you an overview of you latest invoices and
payments, click into any row this will take your quickly and directly to your invoice

** note the cog wheel on far right, tailor your Columns to suit your Sales register



63 Sample Company | | (D) Help

Paid
HK$3,700 HK$186,900
3 OvERDUE 3 PAID LAST 30 DAYS

Qb QuickBooks

Home Sales Transactions

Customers

Unbilled Last 385

Suppliers HK$6,188 HK$375
2 ESTIMATES 1 UNBILLED ACTIVITY
Employees
Transactions -
Banking Filter ¥ | 2t 365 Days
Batch actions v
-
£ [
DATE+  TYPE NO.  CUSTOMER DUE DATE BALANCE TOTAL | STATUS
Columns
2310/2015  Invoice 1015 Benjamin Yeung 22/11/2015 HK$1,950.00 HK$1,950.00 | Cpen Method
Source
1810/2015  Invoice 1018 Nadia Phillipchuk 171172015 HK$140,000.00 HK$140,000.00 - Open
Memo
18/10/2015  Invoice 1014 Lew Plumbing 1711/2015 HKS14,240.00 HiKS23,00000 | Partid
18/10/2015  Payment Abercrombie Intemational .. 18/10/2015 HKS0.00 HKS-185,80000 | C
Email
17/09/2016  Invoice 1011 Abercrombie International .. 17/10/2015 HKS0.00 HK$150,000.00 : Paid PO Number
Salesperson
25/08/2015  Invoice 1008 Abercrombie International ... 24/09/2015 HKS$0.00 HK$36,900.00 | Paid 7 Type
25/08/2015 _ Billable Expense Charge Abercrombie International ... | 24/09/2015 HK$0.00 HK$200.00 v/ No
/| Customer
20/08/2015  Billable Expense Charge Abercrombie International ... | 24/09/2015 HKS0.00 HK$15,000.00 : Clo /) Due date
Bala
20/08/2015  Billable Expense Charge Abercrombie Intermational . 24/09/2015 HKS0.00 HKS$3,000.00 /) Balance
/) Stat
17/08/2015  Invoice 1012 Ecker Designs 18/08/2015 HK82,500.00 HKS2,500.00 - Overdue ~ Show Less
L _ . P _ - Rows
17/08/2015  Payment Lew Plumbing 17/08/2015 HKS0.00 HKS-5,76000  C
150 ¢
15/08/2015  Invoice 1010 Jordan Burgess 12/09/2015 HK$400.00 HK$400.00 - Overdue
Compact
07/08/2015  Billable Expense Charge Abercrombie International .. = 24/09/2015 HKS0.00 HK$2,500.00

Packing Slip
You may have customers that need a packing slip sent with the products and the Invoice to follow
after delivery

Bottom of Invoice click on Print or Preview > click on Print Packing slip

I:I Print later

Print or Preview

Print packing slip

Print or Preview Customise

Make recurring

At the Print preview window

1. Print to add to the products being delivery
2. If you want to email click on save > and save this to the desktop as a .pdf and email
directly from your email service



Print preview

To print, right-click the preview and select Print. Or, click the Print icon if you see ane below.

Prosperity Events HK HONG

2500 Garcia Ave I_(
WAN CHAI, HONG KONG HK

6509444444 ASIA'S WORLD CITY
donotreply@intuit.com
@*

Packing Slip

BILL TO INVOICE NO. 1015

Benjamin Yeung DATE 23/10/2015
Yeung's Architects

SALESPERSO
PO NUMBER N
123456 Chada

SERVICE ACTIVITY aty

Hours.

Services

Crose (1)

Take the time to customise your invoices, reflect the branding of your business making your
professionalism shine through.

Streamline your customer invoicing, schedule your invoices to be sent out automatically to your
customers, get paid quicker.

Allow QuickBooks Online accounting software to put you in control of your finances!



