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Think estimates don't apply to you? Think again
v m—

Most people associate estimates with businesses that use job costing, such as the construction industry

— so they may think estimates don’t apply to their line of work. But estimates can have a wider use than you might first
imagine, and we’ll show you how they can benefit your company.

To take full advantage of estimates regardless of industry, we’ll:

e Set up QuickBooks to use estimates in our company file.

* Create an estimate from scratch and learn how to transform it into an invoice.
®  Obtain estimate information from key QuickBooks reports.

* Copy existing estimates to save data entry time.

2. Choose Edit | Preferences from the

Just because you aren’t in construction

Prepare to use estimates

doesn’t mean that estimates are irrele-
vant to your QuickBooks company file.
You can use estimates as work orders in
businesses where you need to keep a list
of promised items or services prior to
actually invoicing the customer. Once
you've completed the work for your
customer, you can use the estimate to
create an invoice for the customer.

How do estimates work?
Estimates do not update your
QuickBooks data. You can think of
them as placeholder documents that
contain information you will need in
the future when you're ready to invoice
a customer. The invoice is the form that

actually updates your QuickBooks data.

Version difference: You can create
estimates in QuickBooks Pro, QuickBooks
Premier and QuickBooks Enterprise. Also, if
you use QuickBooks Premier or QuickBooks
Enterprise, you can use sales orders instead of
estimates to create work orders.

You need to be sure that your menu bar to display the Preferences

QuickBooks application is set up to window.

allow you to create estimates before you 3. Click the Jobs & Estimates icon

can begin using them. on the left side of the window
and then select the Company

To enable estimates in your company file: Preferences tab.

1. Launch QuickBooks and open 4. Select the Yes option button in
your company file, or open the both the Do You Create Estimates?

panel and the Do You Do Progress

Invoicing? panel, as shown in

Sample Consulting Business
sample file to follow along with us.

Figure 1

1 Accounting [y Preferences Company Preferences
ﬂ Checking pending Pending Eniter the job status descriptions you

Bwarded Awarded you could enter "Submitted” for Pending.
%y Finance Charge Default
e Goneral Inprogress | In progress
%l 1ntegrated Applcations closed Closed Also See:
i Items & Inventary General

Mot swarded | Mot awarded ener
1 Sales and
" Payroll & Employees Do Vou Create Estimates? Do ou Do Pragress Involcing? Customers
& Remind . \ 5 5
& Remiders @ ¥es O Mo @ ves Omg Time: Tracking
W Reports & Graphs
3y Ssles & Customers . -

warn about duplicate estimate Dontt print tems that have zero
L] Sales Tax B fumbere e t
[ send Forms
& Service Connertion
[# speting
|2 Tax: 1009
T Time Tracking

1: You must enable estimates in your QuickBooks company before
you can create them.
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5. Click OK to apply the new
preference.

When you set up this preference,

note that you can change the job sta-

tus descriptions from the defaults
QuickBooks assigns. You can also choose
to use unique estimate numbers and not
to print $0 amounts.

Build an estimate from scratch
An estimate is an educated guess of the
potential sale of goods or services. You

2, Select a customer and/or job from
the Customer:Job dropdown list.

3. Enter the goods and/or services you
plan to supply in the bottom portion

of the window, as shown in Figure 2.

4, Click the Save & Close button to
create the estimate.

Make a hard copy: If you want to print a copy
of the estimate for your customer, click the Print

button in the Create Estimates window before
you click the Save & Close button.

Create an invoice from your

2, Press [Ctrl] F to open the Find

Estimates dialog box.

3. Choose the customer and/or job

from the Customer:Job dropdown
list.

4. Enter any other information you

might know about the estimate, such
as a date range, the estimate number
or the amount in the corresponding
text boxes.

5. Click the Find button to view the

estimates that meet your criteria and
then double-click on the estimate

can print and present an estimate to your estimate
customer. If the customer accepts the esti-
mate, you can convert it into an invoice.
You can produce both regular invoices
and progress invoices from estimates.
Progress invoicing enables you to bill
for part of an estimate rather than the
entire estimate. When the job will take
quite awhile to complete and you need
to collect money as you finish portions
of the job, you can “bill as you go,”
charging either a percentage of the entire
estimate or percentages of each line item.

To create an estimate:

1. Click on the Estimates icon on your
Home page or choose Customers
| Create Estimates from the menu
bar to display the Create Estimates
window.

& Create Estimates Type a help question v How Do 1?

previoss et &5 + L » €L @ speling By History - BB

Customer: Job Estimate oo

Jimenez, Carter & Boch v Active 3

Estimate

Jimensz, Cartsr & Boch
Attn: Cristina Jimenez
574 Diamand Ridge Dr
Bayshore, CA 4326

You can create an invoice for all of an
estimate or, if you set preferences to use
progress invoicing, you can create an
invoice for part of an estimate. Remem-
ber, an estimate has no effect on your
accounting information. If you convert
an estimate into an invoice, you're actu-
ally creating a bill to send to your cus-
tomer asking for payment. The invoice
does affect your accounting data by
reducing your inventory, increasing cost

able and increasing your sales.

To turn your estimate into an invoice:

1. Click on the Estimates icon on your
Home page to display the Create

Estimates window again.

Ternplate

Custon Estimate v

Date | e #
12j15/2007 | [71003

Customer T
Message

Ttem Descriptian Oty | Cost  Amount Markup Class Total
Management Consulting  |Management |5 60.00 300.00 Deborah tood | 300.00 4
Consulting
Bioks Far Resale Books 3 23,25 69,75 100.0% |Baoks 139,50
speaking Fee speckingFee |1 200,00 £00.00 Watalie Cha... | 80000
v v ]
v

Total 1,169.75 B69.75 1,239.50
[7a be e-mailed
Memo Save & Close Save & Hew Clear

you want to view to open it in the
Create Estimates window

6. Click the Create Invoice button
on the toolbar. The button’s icon
resembles an invoice form.

7. In the Create Progress Invoice Based
On Estimate dialog box, as shown
in Figure 3, select the appropriate
option to invoice your customer for
the entire estimate, a percentage of
the entire estimate or for specific
lines of the estimate.

of goods sold, increasing accounts receiv-

Important: If you aren’t using progress
invoicing, QuickBooks copies the entire
estimate into the Create Invoices window
instead of giving you options through the
Create Progress Invoice Based On Estimate
dialog box.

8. Click OK to create the invoice.

Create Progress Invoice Based On Estimate

Specify what ta include on the invoice.

(5 Create invoice For the entire estimate (100%).?

() Create invoice for a percentage of the entire estimats,

() Create invoice For selected items or for different percentages of each ikem,

[ Ok ] [ Cancel ] [ Help ]

2: Our estimate is an educated guess at what we'll need to bill
the customer for once the goods and services are delivered.
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3: You can convert a percentage of the estimate into an invoice
or only certain line items if you don’t want to bill the customer
for the full estimate.



Three options for progress invoicing

The resulting invoice is different depend-

ing on which of the three option buttons

you chose in the Create Progress Invoice Type AT ST——— Tl
Based On Estimate dialog box. Here is DE'

Arrevious st g - G - B - &y [ speling By History =] Jowrnal [ Progress B -

what you can expect from each option:

Customer: Job Class Template
Jimenez, Carter & Boch w | w Invoice from Proposal |

e If you chose to create an invoice for
the entire estimate, QuickBooks
copies the entire estimate into the

Invoice

Jimenez, Carter & Boch
H H Attn: Cristing Jimenez

Create Invoices window. e Do Ao o

Bayshore, CA 94326

* Ifyou chose to create an invoice for

a percentage of the entire estimate, Fmapue on rec. . [

QuickBooks creates an invoice that

Due 8
12/15(2007

Item Description Proposal Ammount Prior Armounk Class Current Amount |
contains all lines of the estimate and Management C... |Management Consulting 300,00 Deborah Wood 30,00 4
the appropriate dollar amount for Books for Resale  |Books 139.50 Books 13.95
pp P Speaking Fee Speaking Fee 800,00 Matalie Chap... 80,00
each line, based on the percentage you v
. . . Custorner
specified. For instance, if you chose Message "|
to bill for 10 percent of the estimate,
A ] : Total 123.95
QuickBooks lists all lines on the ; . _ :
i [ Ta be printed [ Add Time(Costs. .. ] [ apply Credits,., | Payments Applied 0.00
estimate and thC dollar amount fOl‘ 10 [ 1o be e-mailed Balance Due 123,95
percent of each line item, as shown in T

Figure 4.

< Let QuickBooks help you get vour Invoice paid online by credit card,

[ Save & Close ] [ Save & Mew ] [ Clear

* Ifyou chose to invoice for specific lines
of the estimate, QuickBooks displays 4: This invoice only bills the customer for 10 percent of the original estimate.
the Specify Invoice Amounts For Items
On Estimate dialog box, as shown in
Figure 5. You can specify which line
items you want to invoice and how
much of them you want to invoice. For

example’ you can Specify a percentage Specify Invoice Amounts for, Items on Estimate Type a help question V How Do I?

Ed

O{: any line item. The tOtal diSPIaYS at Progress Invoice for: Jimenez, Carter & Boch
the bottom of the dlalog box. Once Far each item below, specify the quantity, rake, amount or % of the estimate
. . . . amount ko have on the invoice,
you fill in the appropriate information
and click OK, QuickBooks displays [] show Guantity and Rate Show Percentage
the Create Invoices window with the Ttem Est Arnt Prior Amt Prior % Amount curr % Tat % |
: : | ano%l 200 B8
correct lnformatlon' Books for Resale 139,50 0.0% ﬂ 15.0% 15.0%
Speaking Fee 00.00 0.0% 0.00 0.0% 0.0%
Expert tip: If you're specifying your invoice’s
line items, whether or not the line items you
want to exclude (that is, the line items you set at
0 percent) print on the invoice depends on the
settings you defined in the Preferences window.
If you selected the Don’t Print Items That Have v
Zero Amount check box, you won't see those Takal 80.93
items on the invoice. However, you will see the Mote: Al ikems will transfer to the invoice, The quantities and amount will be as you indicated, Although items with a zero amount

display on screen, they can be set not to print from the Jobs and Estimates Preferences,

items onscreen.

5: You can specify which percentage you want to bill for each line item — or 0 percent if you
want to exclude an item.

Report on your estimates’ status
QuickBooks contains several reports
that help you with estimate informa-
tion. You’ll find all these reports if in the
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Jobs, Time, & Mileage section of the
Report Center.

One of the most useful reports
available is the Estimates By Job report,
which lists all of the estimates for each
customer job and subtotals the estimates
by customer, as shown in Figure 6.

In addition, QuickBooks contains
these reports to help you compare
estimates with the actual amounts you
end up billing customers:

* Job Estimates vs. Actuals Summary
¢ Job Estimates vs. Actuals Detail
e Item Estimates vs. Actuals

* Job Progress Invoices vs. Estimates

Track changes you make to

your estimates

Some editions of QuickBooks support
change order tracking, which means
you have the option to save modifica-
tions to estimates as change orders.
Change orders simply identify what
changed on the original estimate. If
you need this feature, consider moving
to one of these editions:

* QuickBooks Premier: Contractor
edition 2003 and later

* QuickBooks Premier: Accountant
edition 2003 and later

* QuickBooks Enterprise 2.0 and
later

Each report compares estimated to actual
information from different points of
view, so you should choose a report that
best fits your situation.

Reduce data entry time by
copying estimates

If you perform essentially the same work
for different customers and jobs, you
don’t need to keep creating the same esti-
mate. Instead, you can copy an existing
estimate.

Il Estimates by Job

To duplicate an estimate:

1. Display the estimate you want
to copy in the Create Estimates
window.

2. Choose Edit | Duplicate Estimate
from the menu bar. QuickBooks
changes only the number in the
Estimate # field.

3. Make any other changes you'd like
to make. For instance, choose a
new item from the Customer:Job
dropdown list, if necessary.

4. Click Save & Close when youre
ready to save the new estimate.

Type a help question v How Do 17

_ e
Modify Report. .. Memorize... | Print... || E-mail * || Export... [ Hide Header ] Refresh

Tatal Jimenez, Carter & Boch
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Project 02
Estimate
Total Project #02

0201/2007 071001

Total Wiessinger Optometry

Bowden Imaging Systems
Project =03
Estimate
Total Project #03

0201/2007 7002

Tatal Bowden Imaging Systems

TOTAL

Dates | Al “ | From To Sort By | Default hd

6:43 AM Consulting Business

2151 -

12nset Estimates by Job

All Transactions
+ Type ¢  Date  + HNum ¢ Memo ¢ Estimate Active ¢ Amount o
Jimenez, Carter & Boch
] Estimate 12H5/2007 71003 < 1.239.50 4

1,239.50

N 16,750.00
16,750.00

LY

16,750.00

v 15,000.00
15,000.00

e e

15,000.00

e

32,989.50

6: Use this report to view a list of estimates for each customer job.
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