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Instructions for Quick Books Users:
Double Click the Quick Books Icon on your desktop.

The first item that will come up is this screen:
P QuickBooks Pro Edition 2003 _1&2| x|
File Edit Wiew Lists Company Customers Wendors Employees Banking Reports  Sindow Help

vioonir ogn

Enter a user name and password to log in bo the company:
UW-Green Bay TEST

User Name: ISu.ﬂ.nn Speth
Passward: ||

Cancel |

iffystart | |J 8 o

Your trainer will tell your assigned password to you. You can change your password at
this time by doing the following:

B@»

| In...| . | s | Br. | @ | sar | @ | & |[Fo- Wy 1nzzam




Click on Company. Click on Change Your Password.

B Uw-Green Bay TEST - QuickBooks Pro Edition 2003

File Edit Wiew Lists | Company ©Customers Vendors Emplovees Banking Reports ‘Window Help

4 B &

Inwvoice  Cust Item

Mavigators

ﬁ Company

[% Customers

E Yendors

é Employees
Banking

2 Business Service

EL Reports

@ Help & Support

Dpen Windows

Company M b
Create Credit Memos/Fe

Create Invoices

Company Mavigator
Business Services Mavigatar
Company Center

== ]

)

Support  Backup

& Q

Rmnd  Find

conk

Company Information. ..
Set Up Users, .,
Change Your P

Iodify Service Access.. .
Advanced Service Administration, ..,
Planning & Budgeting

To Do List

Reminders

Alerts Manager

& o e

Chart of Accounts Chrl+A U Bl it
IMake Journal Entry QuicEkBaugm ackup "
Wite Letters... Customize | Help | _|
Print Mailing Labels. .. -
Synchronize Conkacks wiew ¥
) Amount
Caompany Web Site 3. 250.00
Company Services 3 5.628 75
Trr -3.000.00
03/18/2003 18 - Claus, Santa -3.000.00

Diizplay dlerts Manager

Related Activities
E} Give Us Feedback...

Find Inteqrated
% Applications...

¥
7S

éé Get Accounting Advice. .

Swynchronize Cottacts...

Income and Expense
Graph...

Company Solutions
FEATURED SERVICES

oy Checks. Forms & Supplies
w % Buy checks, business cards, and forms designed to wark with
QuickBooks and customized for your business!

4

Memorized Reports _Help

|Ungrouped Reports j

Ar detail test

Display or Print this Group |

Memorized Report List
Repaort Finder

| of”

§istart|“ - G Pl - e

| S| 89| .| e | @0 | .. | 8| 1. o

e W 12 am

Fill in the old password that was assigned to you on the following screen. Then type the
password of your choice and confirm your new password. Select OK.

Change Password

User Mame:

Enker Old Password;

(Leave the next bwo passward Fields blank if
wou do nok wish ko have a password., )

Mew Password:

Confirm MNew Passward: |

0K

x|

ISu.ﬁ.nn Speth

| Zancel




CREATING INVOICES

To create an invoice, the following steps should be followed:

1. Click the Invoice icon from the toolbar:
7 UW-Green Bay TEST - QuickBooks Pro Edition 2003

File Edit Wiew Lists Company ©Customers Vendors Emplovees Banking Reports  Window  Help

B B B B B 4 & & @\ &% Q4 ?2 o

o

Irvnice [ Cusk Itern  MemTx Wend  Check il Reg Accmt Rmnd Find  Support Backup

This will open the Create Invoices screen as follows:

& Create Invoices &k a help guestion | Ask ® == How Do I?
k Previous EPNext egPrint - CHEmal - Ehship - | ¥ Find Speling Sy History €35 TimeCosts., .
Cusktomer: Job Class Template |[i i

I j I j IGREEN BAYxDEF.;?\LILT j

Invoice 09/19j2003 @ [19

w ([09f19/2003 @
Tax

Item Descripkion Cuankity Unit Coding Arnount

Customer j Tax - |(0.0%) 0,00
Message
Tokal
¥ Tobeprinted [ Tobee-mailed Customer Tax Code I ﬂ Balance Due 0.00
Mermna | Save & Close I Save & Mew Clear

Gek the most comprehensive tools available through GuickBooks! Upgrade bo GuickBooks Premier !




CUSTOMER ENTRY/SEARCH

2. Enter Customer name. Click on the customer Job dropdown box to see if a
customer has already been entered into QuickBooks. A listing will appear of all
the customers currently entered into QuickBooks.

Customer: Job Class

hd [ hd

< Add Mew = g

Claus, Sanka Cuskarner  Jaob
ECUMEMCIAL CEMTER. Customer: Job
FAVRE, BRETT Customer: Job
Jones, John Cuskomer  Job
Jones, John 1, Cuskomer; Job
Phoenix Sports Center Customer; Job
SODEXHD Customer: Job
YMCA OF GREEN BAY, IMC Customer; Job

By entering the first letter of the company name or the first letter of the
individual’s last name, the system will automatically bring you to that letter of the
customer files.

If the customer you are looking for is in QuickBooks, select the name, and
proceed with entering the invoice.

If the customer you are looking for is not in QuickBooks, you will need to add the
customer. To do this, select Add New from the drop down list, and the following
screen will appear:

O S - - - a.-sccn sk~ Howbo 12 | x

Customer Marme |

: How dio T determine 1] 4
Cpening Balance | as of ||:|g||'19||'2|:||:|3 Bl =recoeninc balance?
Cancel
J Address Info I Additional Info ] Payvment Info l Job Info I
-ompany Contack Hel
Mame | B g
check Credit | one Cuskomer is
Bk Lred Fis inackive

First Marne I M.I, I Al Contack

|
|
|
i [ = I alt, Ph. |
|
|

Lask Marne | E-rail
Addreszes
Bill T Ship Ta
== Copy :=-.‘:=-|
Address Details | Address Dekails




Add the Customer name. Please follow these rules when creating new customers:
> Personal names must always be set up last name first, comma, first name —
example: Smith, John
» Upper and lower case letters should be used

Tab to the Name Field and reenter the name with first name first, etc. Fill in the other
fields with all other information. In the Bill To field, type in the mailing address. DO
NOT FILL IN THE SHIP TO FIELD!!

The completed customer panel should look as follows:

DT S = o v sk How Do 12 x]

Cuskomer Marne |5|-ni|:|-|J John

: How do T determine
I =t ||:|gl.'1gl,'2|:||:|3 B| the opening balance?

Opening Balance

i

Zancel

J Address Info I Additional Info l Pavment Info l Job Info I

Company

Zontact |
Marne IJnhn amith

Help

Phone  [920-465-5555

: Cuskamer is
Check Credit | Fax I r inackive

Mr. s |— At Ph.
First Marne I— M.I. I_ Alt. Cantact |
Last Mame | E-mail |
Addresses
Bill To Ship To
John Smith

1265 Lombardi Ave

Green Bay, WI 54304 == Copy :=:=-|

Address Details

Select the Additional Info Tab and complete the Terms field to be NET 30, and the Tax
Code to be Non, as shown below:



& Edit Customer

Customer Name  [Smith, John

Current Balance : 0,00

Aszk a help question | Ask @ < How Do I?

How dio T adjust the current balance?

Categoarizing and Defaulks

Tvpe

Address Info I.ﬁ.dditiunal InI'DI Payment Info ]

Terms

Jret 30
Rep

r

j<—

Preferred Send Method

|Nu:une

A

Sales Tax Information

Tax Code

INnn

-

Tax Ikemn

[State & Cou... 7|

Resale Mumber

The Tax Code should be Non

Job Info
Price Level | j
j Cusktom Fields
Should be Net 30
Define Fields

0K |

Cancel
MNotes

Help

Custamer is
inactive

ekl

Cradit
Check

Click the ok button, and the customer has been added. You will then be returned to the
Create Invoice panel.



ENTERING INVOICES

3. Complete the Create Invoice panel:

** Note: the template used should always be GREEN BAY DEFAULT, the

invoice date will automatically be assigned the current date, and the invoice

numbers are automatically assigned, so these should not be changed.

» Select the correct accounting string to be used for the invoice from the Class
dropdown menu. If the accounting string that you need is not in the list, you
can click Add New, and enter the accounting string information (the
accounting information MUST be entered in the following order: Dept ID-
Account #- Fund — Activity code)

B Create Invoices (Editing Transaction...)

4@rrevious EPNext £EPrint + CEmal - B ship v| € Find [@speling Ty History {3 Time{Costs...,

Custorer: Job E,qidcﬁ Class Template Customize |
[Smith, 30hn [ | [Greem Bav DEFALLT  + |

| B < Add Mew = =
nvoice
330100-9300-136-6 oo 05/22{2003 | |22

F30100-9400-136-6

Jahn Smith 331000-9050-102-6
1265 Lombardi Ave 331000-9051-102-5
Green Bay, WI 54304 331000-9300-136-6

331000-9400-136-6
332000-9050-102-6
332000-9051-102-6

F32000-9300-125-6
[% 332000-3400-128-5 w (09jzzf2003 ME
Tax
Y

332010-9050-102-6 | . =T .
Trem 33201 0-9051-102-6 Unit Coding Armounk
332020-9050-102-6
332020-9051-102-6
333020-9050-102-6
333020-9051-102-6
333500-9050-102-1

333500-9051-102-1 -
=l
Custamer j Tax [State & Cou... | = |(5.5%:] 0.00
Message
Total 0.00

- —
¥ Tobeprited [ Tobee-maled Customer Tax Code [Mon = | Balance Cus 0.00
Memao | Save & Close | Save & New | Clear

> After selecting the Accounting string, hit the tab key (or move the cursor) to
the Terms dropdown box. Select Net 30.

> Tab to the Item Field, and select the drop down menu. The item represents
the type of service, etc that we are billing for. Note that if you need a new
Item added, you will need to contact the Business and Finance Office.



B Create Invoices (Editing Transaction...)

*Erevious *ﬂext ﬁPrinL - EE—maiI - a5hip v| %‘{Find [#4 speling q:hHi_story @Timeﬂ:osts...

Customer: Job Eﬁg‘gﬁ Class Template Customize I
[Srith, John | 263 [ [zszon0-... v [GReen Bav DEFALLT  » |
Invoice o9j2zje003  m@| |22

Johin Smith
1265 Lombardi Ave
Green Bay, WI 54304

Met 20  ||10/z22f2003 @
Tax

Description Quankity Lnit Coding Armounk

REMT - EQUIPM = 0.00 = |(33=2000-... *| 0.00 |Mon = !
< Add Mew = L\}!
DUPLICATING DUPLICATING
FOOD SERVICE FOOD SERVICE
POSTAGE POSTAGE
REMNT-FACILITY-W'C WEIDMER. CEMTER. FALC. ..
« REMNT - EQUIPMENT EQUIPMEMT REMTAL LI
REMT - FACILITY Room Fental -
REMT - FACILITY - UM FACILITY REMTAL Tat |State & Cou... | 7 [(5.5%) 0.00
LIBRARY FINE LIBRARY FINE Tatal 0.00
= Brown County/Stadium Tax Brown CountyfStadi,..
N state Tax State Sales Tax Mom | Balance Due 0.00
Memo | Save & Close | Save & New | Clear |

Once the item has been selected, tab to the description field. A general description will
default in, but you can add to this if needed. To do so, put the cursor at the end of the
description field, and hit the enter key. This will add a new line for additional
information to be entered.

» Tab to the quantity field — Most of the time this would be the number 1.

» Tab to Unit and fill in the dollar amount for the line item.

» Tab to the Coding field — the class entered on the top of the invoice will default
in. If you need to change this coding, click the dropdown menu and select the
appropriate coding.

» The amount field will automatically calculate (based on quantity x unit)

» If you have more than one item to bill for, repeat starting with the Item area.

TAXABLE ITEMS:
> If the items you are billing for should be taxed, in the Tax column, click the drop
down menu and select Tax (the default is set up as Non taxable). By selecting
Tax, the system will automatically calculate the 5.5% sales tax.

Customer Message: To have your name and telephone number print as the contact
person for this invoice, tab to the Customer Message box, and click the drop down menu
and select your name.



You have now completed entering an invoice. Click Save & Close if you do not have
another invoice to prepare or Save & New if you have more invoices to do. Do not
worry if the next invoice number that appears is not in sequence. Someone else could be
preparing invoices at the same time that you are.

Following is an example of a completed invoice:

& Create Invoices {Editing Transaction...) Ask a help question | Ask § =+ How Do 17
d@rrevious EPuext £Hrrint - EE-mal - Bship v| € Find [Aspeling TyHistory £ TimefCosts. .
Customer: Job Eﬁ‘gﬁ Class Template Customize |

3
[Smith, 30hn | 6D |[z5z2000-., =] [GREEN Baw DEFALLT | ~|
Invoice oofzzizon: @ |22

John Smith
1265 Lombardi Ave
Green Bay, W1 54304

et 30 A 10,!'22)'2003 i)

Ikem Descripkion Quantity Unit Coding Arnaunk
RENT - EQUIPHM... |[EQUIPMENT RENTAL 1 S00.00 | 332000-20,, 500,00 Nc:n
Rental of viden teleconference equipment
on September 3, 2003

RENT - FACILITY |RCOM RENTAL 3 40,00 (332000-94, ., 120,00 |Mon
Rental of Room 151200 on September 3,
2003 For 3 hours

~|
Customer |Please contack Lynn j Tax |State & Cou... | ¥ |(5.5%) 0.00
Message -4E5-
il 32 |Dounda at 920-465-2033 Tatal &20.00
- —
I¥ Tobeprinted [~ Tobe e-mailed Customer Tax Code |N0n ﬂ Balance Due 620,00
Mema I Save & Close | Save & New | Clear I

Your invoices will be printed the next business day in the Business and Finance Office
and mailed out.

This is important! If there are any adjustments to be made to the invoices, an e-mail
must be sent to Terri Greve at grevet@uwgb.edu When requesting an adjustment, please
include the following information:

» Invoice number,

» Customer

» Amount and reason for the adjustment.

10



CUSTOMER BALANCE INQUIRY AND REPORTS

** Note that for the majority of the standard QuickBooks reports, if you want the account
coding from the invoice to be displayed, you may need to modify the report to include the
Class field. If you save the changes you make, do NOT save over the default report
setup.

There are numerous reports and inquiries that allow you to check the status of your
outstanding accounts receivable balance:
1. From the tool bar, select the Cust icon:

™ UW-Green Bay TEST - QuickBooks Pro Edition 2003
File Edit Wiew Lists Company ©Customers Yendors Emplovees Banking Reports  Window  Help

B R B I B 4 & 2 @B & a4 2?2 o

Invoice [ Cusk Iterm  MemTx Wend  Check Bill Feg Accnt Rmind Find  Support  Backup

The Customer Job List will be displayed which contains all the customers and their
outstanding balances, as follows:

#_ Customer:Job List Ask a help question A.sl-:l ¥ How Do I? - :I

% | Name = Balance MNokes Job Status Estimate Total I

+Claus, Santa 0.00

+ECUMEMCIAL CEMTER 0.00

+FA&YRE, BRETT 1,887.50

+Jones, John 0.00

+Jones, John J, 0.00

+Phoenix Sports Center 0.00
_m———

+SODEXHD 0.00

+11.5, Department of Education 0.00

+%¥MCA OF GREEN BAY, INC 0.00

QuickReport: Smith, John ChrH+G
Dpen Balance: Smith, Jobn
Show Estimates: Smith, John

Phone List
Cankack List

Job Profitability Detail
1ob Estimates ws, Actuals Detail

Reparts on All Customers: Jobs 3

Customer;Job ™ |

Select the customer. To navigate through the listing quicker, you can enter the first letter
of the customer’s name, and you will be brought to that part of the alphabet.

11



On the bottom toolbar, click on reports, and you can run several different reports to get
the customer activity and the outstanding balance:
» The Quick Report will list all activity, including charges and payments for the
customer.
» The Open Balance Report lists all open invoices.

To inquire on one of the open invoices, double click on the invoice listing and it will
bring you to the actual invoice.

2. To review Customer activity from the Navigation Menu, select the Customers
option:
x Customer Navigator
Mavigators

ﬁ Company

Customers

I

¥ Customers _ Related Activities
T
E Vendors = = p
\\’ Ly @ Send Forms...
g Employees 53 e ’
- Estimat Invni Recej [ it = . .
Banking FHMmaLes oS : : : Pagﬁgﬁs EENS é Frint Invoices...
Business .
= ; AT i 2 Add a Customer...
EL Reports Y, %f' & {ﬂ _5?‘)
Help & Su._. Finance  Statements  Refunds -—8 Customer Center...
: = harges and Credits
Eete 02  Customer Detail Center
Dpen Windows :
Custorner Navig... RSale;st =9 Process Credit Card Payments. .
GE-Custamer De... R
Customer Center iﬁ VA ) o 7 Memorized Reports Help
Cusztorner Dietail ... k" 4 7/ :
- i Customers  [tems & Templates Custamer Tt e Credit
Customer:Job List Services b Register Letters Check. Accountant j
Cugtomer Open ..
Open Invoices Customer Solutions Balance Sheet
Create Credit Me... FEATURED SERVICES Deposit list I'WGEE
Credit Check Services W
:‘gé Get up-to-the-minute credit monitoring in GuickB ooks with our m
Credit Check Services. vy
~=ISERLNBEE 2 BMYIEEE. Entered/Modified Today |
. Profit & Loss
Ce Merchant Account Service Trial B alance
@ty Accept credit cards with ease. Mo additional saftware or
hardware needed! Learn mare. S Co
izplay or Print this Group | _I
-

On the Related Activities, select the Customer Detail Center. The following screen will
appear. From the dropdown menu, select the customer:

12



Customer Detail Center

Customer Detail [[Smith,_John =]

Contact Information Decizion Tools

Edit/Mare [nfo [<]
Billing Address: Contact: Click on a link below ta learn how :
Jokin Srmith E-mail: GuickBooks can help pou get paid
1265 Lombardi Awve Phone: 320-465-5655 faster.
Green Bay, Wl 54304 FAX:

m Evaluste your dccounts

Alt. Contact Feceivable management.
Alt. Ph.: w Leam bo improve your cash fov
Credit Limit: Terms: Net 30 using HuickB ooks.
Account Ho_: Rep:
_.More Decision Tools
[=]
Show: ¥ Open Invui&sfﬁharges Show: ¥ Payments Received and Credits Issue...
w Through Today Achivities w Thiz Fizcal Year Achivities
Tranzaction Due Date Bal Due Tranzaction Date Amount
Irvoice #22 1042242003 $575.00 Paprent #2020 09/19/2003 $500.00
Total $575.00 Papment #2020 09/19/2003 $250.00
Total $750.00

This provides a quick overview of open invoices and payments made on the account.
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3. To get a transaction list for your area, from the top menu bar, select Reports /
Customers and Receivables / Transaction List by Customer as follows:

1 UW-Green Bay TEST - QuickBooks Pro Edition 2003{multi-user){Suinn Speth)
File Edit “iew Lists Company Customers Yendors Employees Banking | Reports  Window  Help
ﬂ & % E’D @ ﬁ @ o |a:| Report Finder

Invoice  Cust  Ikem  MemTx  Wend Check  Eill Req  Accnk Memorized Reports b
Process Multiple Reports

x Customer Navigator
Navigators Comparry & Financial b
ﬁ Company W AfR Aging Surnmary Customers & Receivable »
% Erehres AR Aging Detail Sales 4
wf  Cuskomer Balance Summary Jobs & Time 4
E Yendors [ )
g Emol = Customer Balance Detail Wendors & Pavables 4
mployees g .
) Estimates i Open Invoices Employvees & Payvroll 4
Banking Collections Report Banking *
EXE Business __. G Accounts Receivable Graph Accountant & Taxes +
E{. Reports J Unbilled Costs by Job Budgets 4
[ Help & Su... fin Lt '
_H““_'P‘s- d Custamer Phone List Custorn Surnrnary Report -
Open Windows Cuskomer Contack Lisk Cuskom Transaction Detail Repork
Cuztomer Mavig. . Sal Itern Price List Favr
LEIOMET e avid Rege?gts QuickRepart Chrl 4G
) — 2 P Transaction History
¥ .?'h'} @ &7 Transaction Journal
Moztomers eme & Termnlates Mi=tamer 't Mredit | | -

The report will run with defaults to be current month to date activity for all customers.
You can modify the report to include only the class codes for your department.
Following is an example of the report:

i Transaction List by Customer Ask a help question | Ask @ ** How Do I?
tModify Report. .. Memorize. .. | Print. .. | Excel... Hide Header Refresh
Dates | This Month-to-date = | From [o9j01/2003 @ Ta |09/22{2003 @ Sort By [Default -
10:40 AM UW-Green Bay TEST
09722103 Transaction List by Customer
September 1 - 22, 2003
@ Type o Date = Hum = Account ¢ Clr = Split o Amount &
Jones, John J. ﬂ
Invoice 091972003 14 G200 - Accounts R... -SPLIT- 131.68
Payiment 09972003 24567 1499 - Undepostte... G200 - Accou... 131.88

Phoenix Sports Center

Irvoice 09/22/2003 23 6200 - Accounts R, -SPLIT- 227050
Smith, John

Invoice 09M9/2003 20 B200 - Accounts R -SPLIT- 750.00

Payment 091972003 2020 1498 - Undepostte... 4 B200- Accou... S00.00

Payiment 09972003 2020 1499 - Undepostte... 4 B200- Accou... 280,00

Irvoice 09/22/2003 22 B200 - Accounts R -SPLIT- &75.00
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