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Chapter 4: Working with Customers



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



The Sales(/Invoicing) Centre

• This is where you store your customer information 
and transactions.



The Sales(/Invoicing) Centre (continued)

• You can create a customer/sub-customer or 
import a list of customers.



Creating Customer and Sales 
Transactions

• Sales transactions can be recorded in one of two 
ways:
• sales receipt at the time of purchase
• invoice billed after the sale (usually with terms)

• Other transactions are either posting (impact 
the ledger accounts) or non-posting (for 
information only).

• You can customize settings for individual 
customers and sales.



Creating Customer Sales 
Transactions (continued)

An invoice form



Creating Customer Sales Transactions 
(continued)
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Creating Customer Sales 
Transactions (continued)

• Estimates are non-posting sales transactions; 
when the customer accepts an estimate, you can 
convert it to an invoice that shows on a ledger 
account.

• The Undeposited Funds account holds payments 
received until they are allocated to a specific asset 
account.



Other Customer Transactions

• QuickBooks Online allows for the creation of 
unique price rules for specific customer types, 
product types or date ranges.

• Credit memos are given to reduce the amount of 
an unpaid invoice.

• Refund receipts are given when a customer has 
already paid, and you want to provide a physical 
refund.



Creating Customer and Sales Reports

A Customer Balance 
Summary report

A Sales by Product/Service 
Detail report



Projects

• QBO Plus users can track projects by customers 
instead of using sub-customers as jobs.
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