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Breakthrough Solutions, LLC

Providing solutions to help your business succeed!

QuickBooks® Tip-Two Ways to Automate Sending Invoices

Looking for a way to send a monthly invoice to the same client? The easiest way is to create
that invoice is to use a generic description like “Monthly Rent” instead of “January Rent”.
Then either right click on your mouse or go to the Edit menu and select “Memorize
Transaction”. See our tip on Memorizing Transactions for detail on setting up the
Memorized Transaction.

Looking for a way to send an invoice to multiple customers all using the same item,
description and amount? Starting with QuickBooks 2011 you don't need to create a separate
invoice for each customer. Instead, you can create a single batch.

*Important: Before you begin, make sure you've set up the terms, sales tax rate, and send
method for each customer you want to include in the batch.

To start the process, go to the Customer menu and select Create Batch Invoices
Custarners | Wendors Employees  Banking  Reports €
Custormer Center Ctrl+1

Create Sales Orders
Sales Qrder Fulfillment Morksheet

Create Inwoices Ctrl+1
Create Batch Inwoices

Enter Sales Receipts

Once you select Create Batch Invoices the following screen will ask you if your Customers
are set up correctly

Is your custorer info set up correctly? @

@ Batchinvoicing uses individual customer information (terms, sales tax,
0.' and send method) ko create invoices,

Before creating batch invoices, be sure you set up your customer
information correcthy, How?

Do nat display this message in the Futureé
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The screen below is what you will see if you click on the How? On the screen above.

How do I enter the terms, sales tax rate, and send method?

QuickBooks uses the terms, sales tax rate, and send method you set up for each customer to create each invoice
in a batch. vou can view or change these settings from the Customer Center.

To do this task
1. Gotothe Custorner Center B .
2. Right-click the custorner narme and then click Edit Customer,

Mote: If you're ermailing an invoice to a customer, be sure the email address is correct on the Address
Info tab and werify your QuickBooks send method preferences B,

Find out more about changing preferences for sending forms.,

3. Open the Additional Info tab to wiew or change your selections,

Once you are comfortable with processing batch invoice you can select the box that reads
“Do not display this message in the future

The next screen, Step 1 of 3, allows you to select the customers for a specific Billing Group. If
you don’t have a Billing Group you will need to add one in the Billing Group box.

Once the Group is setup select the customer (one at a time)fo Add to the Group. When you
are finished adding customers for this Billing Group, e sure that you click’on the Save
Group. Click Next to go to step 2.

[ Bstch Invoice
Step 1 of 3: Select a hilling group ar chonse custamers and click Next,
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The next screen, Step 2 of 3, has you select the Quantity, Item Code, Description, Price
Each, Class Code (providing that you are using class codes).

Batch Invoice ==

Step 2 of 3: Choose the line items for the batch invaice and click Next, How do 1 enter the terms, soles tax
tate. and send method?

Date | 12/15/2015[@] Tewplste | Intult Product Inv... =

Quantity _Item Code Description FriceEach __Class Amount Tax
[Gardering v [WeeHy gardening services 40,00+ [Mainteranc v 40.00[Non v~

Customer =
Message

Total 40.00

o o] o)
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Once you have completed this process click on Next to go to step 3.
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Step 3 of 3 shows you the customers you have selected and what will show up on their

invoice. Once you have reviewed the information click on Create Invoices.

[ Batch Tnwoice

Invoice Date: 12/15/2015

step 3 of 3: Review the list of invoices t be created for this batch and click Create Invoices.

=i

Select  Customer Terms

Send Method  Amount: Tax Code  TaxRate  Tax Tatal Status |

o [Chapman, Na. . [Het 15

Hone

40,00 Tax 6,5% 0.00 40,00 ok ]«

Back Hext Help Caneel

From the Batch Invoices Summary screen, you can print or email your invoices based on
whatever preferred send method you've selected for each customer. The send method is
easily changed by editing the customer going to the Additional Info tab to see your options

Batch Inwvoice Summary

Preferred Send Method. How do T enter or change the

i} marked for print

a marked For email

1 unmarked {vou can send these later)

=i

Methods

Print
Emnail

Close

You can print or send the invoices now or later through the File Menu, Print Forms, or Send

Forms.
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