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Chapter 3: Working with Customers



Learning Objectives

• Set up customers and sub-customers
• Import customers
• Edit sales settings and preferences
• Create sales receipts and invoices
• Receive payments from customers
• Record bank deposits
• Create sales reports
• Create bank rules



The Sales(/Invoicing) Center

• The Sales(/Invoicing) Center provides information 
on your customers and their transactions.

• Five tabs: Overview, All Sales, Invoices, Customers,
and Products

• Your Customers List displays:
• Customer names
• Contact information
• Open balances
• The Action menu



Recording Sales Transactions

• Sales transactions can be recorded by:
• Cash: sales receipt at the time of purchase
• Accounts Receivable: invoice billed after the sale

• The user can customize settings for individual 
customers and sales.



Recording Sales Transactions (cont.)

• Forms are fully customizable and can include:
• Company logo
• Contact information
• Website addresses on forms that the public will see

• If linked correctly, transaction forms can also 
automatically create the accounting transaction.

• QuickBooks Online uses an Undeposited Funds 
account to hold undeposited funds.



Receiving Customer Payments

• When customers pay open 
invoices, the funds are 
applied to the appropriate 
invoice.

• Customers with open 
invoices will display at the 
bottom of the window.



Recording a Bank Deposit

• You must record your bank deposits exactly.
• You can choose the specific funds you are 

depositing from your list of transactions.



Creating Customer and Sales Reports

• There are numerous 
customer reports 
available in the 
QuickBooks Online 
Reports center, 
including:
• Customer balances
• Customer transaction lists
• Profit and loss reports



Correcting Errors

• To correct a transaction, find it, correct the error, 
and click Save.

• To void or delete a transaction, find it, click the 
More icon, and select the action you wish to 
complete.
• Void voids the transaction but maintains the accounting.
• Delete removes the entire transaction.
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