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What will be covered. . .  
 How to use the bill  & making bill payments 

features 
 How to create an invoice template 
 How to use the invoice, receiving payments, 

credit memo’s and deposit features 
 How to write/ print checks and make deposits 
 Reports how to make QuickBooks work for you 

 Treasurer’s report 
 AFR Reports 
 Memorizing reports for future use 
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How to use Bill & Bill Payments  
 First open up QuickBooks and click on the 

enter bills and expenses. 
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You should see this screen. 
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Now enter your information in then click save and close or if 
you have more bills save and new. 
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Now click on Pay bills  
 Click on Pay bills icon 
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Now to pay the bill 
 Click on the box next to the box or boxes of the bills you want to pay 

then click pay selected bills. 
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You should get this message box and after making 
sure the checks are all there click pay more bills if 
one is missed or click print checks to print. If you 
hand write your checks click done and write the 
checks. 
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When printing the checks in the system, make sure 
that the account and the starting check number 
are right then click ok. 
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Now your check register will have the checks 
listed  
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Creating an invoice template in QuickBooks 

Click on the create invoice icon 
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 Click on the formatting tab at the top of the 
invoice. 

Creating an invoice template in QuickBooks 
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 Click on make a copy as this allows you to 
create what you want on the template. 

Creating an invoice template in QuickBooks 
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 Now click on the customize data layout 

Creating an invoice template in QuickBooks 
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 Now check the items you want to show on the screen when 
entering your information and what you want to be on the printed 
invoice. 

Creating an invoice template in QuickBooks 
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 Now click on layout designer 

Creating an invoice template in QuickBooks 
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 Change the template to show what areas you want on it and here 
you can add your logo and address to the template.  Once done 
click ok. 

Creating an invoice template in QuickBooks 

QuickBooks 101 



 To add a text box click on add then highlight text box the message 
screen will come up then type what you want into the box  and 
click ok.  

Creating an invoice template in QuickBooks 
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 If you don’t want the box to have a border click on the border tab 
and click off the check marks at the top. Then click ok. 

Creating an invoice template in QuickBooks 

QuickBooks 101 



 Here is an example. 
Creating an invoice template in QuickBooks 
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Using the invoicing and payments 
 Starting from the home screen click on  create 

invoice 
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Using the invoicing and payments 
 Enter in your information and once complete click save 

and close or save and new if you have more invoices to 
make.   
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Using the invoicing and payments 
 Once your customer has sent you payment 

Click on the receive payments 
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Using the invoicing and payments 
 Enter in the customers name, enter the payment amount, date, and check number on 

the top. The system will select the invoice or invoices it deems should be paid based on 
the amount entered so check to make sure that the correct boxes are checked. Now 
click save and close if you have no more payment or click save and new to add more 
payments into the system.   
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Using the invoicing and payments 
 Now you will see a red box over the record 

deposits icon. 
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Using the invoicing and payments 
 Now click on the record deposits icon to make 

your deposit 
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Using the invoicing and payments 
 A message box pop up with all of the payments 

that you entered.  Click on the ones that you want 
deposited in that particular deposit then click ok 
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Using the invoicing and payments 
 The system will enter the information into the deposit 

screen.  Enter a memo and make sure the class is 
entered.  Then click print and highlight print summary.  
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Using the invoicing and payments 
 Print summary for your records. 
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Using the invoicing and payments 
 Now you can click save and close or save and 

new if you have more deposits to make. 
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Using the invoicing and payments 
 The system will record the deposit in your 

register for you.   
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Credit Memo’s 
 There will be cases where you will use the credit memo feature so 

in this scenario John Doe had some trees that came in from the 
nursery and were not viable.  We are going to use the credit 
memo feature.  
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Credit Memo’s 
 So we are going to put in all of the information 

on the memo then click save and close. 
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Credit Memo’s 
 So the message box will pop up asking how you want to apply the credit. 

 Retain it for future use 
 Give as a refund 
 Apply to an invoice 
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Credit Memo’s 
We are going to apply to one of his invoices, so we 
selected the invoice and the clicked done the system 
will credit the invoice.  
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Writing and printing checks without bill 
payment  

If you need to just write a check outside of the bill payment 
feature click on write check (you don’t have to use the register) 
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Writing and printing checks without bill 
payment  

Fill in the information in and if you want to print the check 
click on the print icon. 
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Writing and printing checks without bill 
payment  

Click on check in the drop down menu, enter the check 
number, and then ok. 
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Writing and printing checks without bill 
payment  

Make sure the printer information is right and then click print.  Once the check is 
printed click ok on the confirmation message box then click  save and close or 
save and new.   
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Making Deposits without using the receiving 
payments 

Click on record Deposits 
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Making Deposits without using the receiving 
payments 

Now you can fill in the information needed for the deposit. 
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Making Deposits without using the receiving 
payments 

Click on the print drop down menu and then click on deposit summary, print this for your 
records then click save and close or save and new to  make another deposit. 
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Creating reports that work for you 
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 With QuickBooks you can create custom reports 
that are detailed for your district’s needs then you 
can memorize them so that they are just a click 
away when you need them.   

 Now we will work through creating some basic 
reports that districts use  

 You will learn how to create a memorized report list 
and how to put reports into those lists.   

 Lastly we will go over how to process more than one 
report at a time which will save you a lot of time on 
reports that you do monthly for board meetings.  



Creating reports that work for you 
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 From the home screen click on the reports tab 
at the top of the task bar. 



Creating reports that work for you 
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 Now click on the report center to get a list of 
the most common reports QuickBooks has  



Creating reports that work for you 
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 Let’s create a memorized report list for your district, 
under reports click on memorized reports 



Creating reports that work for you 
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 Now click on memorized report list 



Creating reports that work for you 
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 This is the screen that will show  



Creating reports that work for you 
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 Now click on memorized reports at the bottom of 
the screen then click new group from the drop 
down menu. 



Creating reports that work for you 
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 Now you will see a section to enter a name here we 
typed Board meeting  enter your group name then click 
ok. 



Creating reports that work for you 
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 In this section you will see the most common reports and you can use some 
of those.  For a monthly treasurers report we will use the following reports: 
 Budget Overview 
 Profit &  Loss 
 Monthly Transaction Detail 
 A/R Report  



Creating reports that work for you 
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 So first you will need to have entered your annual 
budget information into QuickBooks, so quick 
overview on how to do that…  
 Click on Company then Planning and Budgeting 



Creating reports that work for you 
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 Enter in your budgetary items on this page then click 
save and ok.  Now we can create the report. 



Creating reports that work for you 
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 Now from the home screen click on reports then 
Budgets & Forecasts then Budget Overview. 



Creating reports that work for you 
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 Now from the drop down menu select the year 
for the fiscal year you are in. Then click Next 



Creating reports that work for you 
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 Now from the drop down menu select account 
by month. Then click Next 



Creating reports that work for you 
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 Now click finish 



Creating reports that work for you 
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 Now click on the lines between each column and slide 
over the message box will pop up and ask if you wan tall 
columns the same click yes. 



Creating reports that work for you 
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 Now click on the customize report tab at the 
top 



Creating reports that work for you 
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 From the drop down menu click on this fiscal year, 
then click on cash, then change month to year 



Creating reports that work for you 
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 No click the check box show actuals then under 
that  check the boxes $ Difference and % of Budget 



Creating reports that work for you 
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 Now you have created your budget overview 
report so click on the memorize report tab  



Creating reports that work for you 
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 Enter a name, the check save to memorized report 
group, then click board meeting and then ok. 



Creating reports that work for you 
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 Now you will continue this process for the other reports. 
 Profit & Loss can be populated by selecting reports, company & financial the 

profit and lost standard.  The follow the same steps in slides 60-63 to customize 
and then memorize the report. 



Creating reports that work for you 
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 Transaction Detail report can be found by reports, 
customized reports then transaction detail then follow 
slides 60-63 to customize and memorize the report.  



Creating reports that work for you 
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 A/R Report can be found by reports, Customers & Receivables 
the A/R Aging Summary again follow the steps on slides 60-63 to 
customize and memorize the report. 



Creating reports that work for you 
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 So for the Annual Financial Report (AFR) that goes to the 
Local Government Services here are the reports that you 
can pull to send to them instead (if you use the BARS) 
system of the spreadsheet. You will still need to fill out 
pages 1 & 2 in the spreadsheet as they require signatures.  

 
 Balance Sheet Previous Fiscal Year 
 Current Fiscal Year Profit & Loss (year you are filling out the 

report for) 
 Balance Sheet for the Current Fiscal Year 

 
 You should set up a memorized report list for these reports so 

that they are at your finger tips for the next year. 



Creating reports that work for you 
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 To create the balance sheet go to reports then Company & 
Financial the Balance Sheet Standard again follow the steps on 
slides 60-63 to customize and memorize the report.  
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