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Lesson Objectives

Learn how to modify a preset invoice form
Design a custom invoice form
See how to print invoices

Learn how to prepare a collection letter for overdue customers

Learn how to edit a prewritten letter in QuickBooks
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Create New Templates

QuickBooks provides invoices and other forms to suit the needs of your business, but there may be
times when you want to design a completely different invoice or other form. QuickBooks lets you do
that too. You can use the Layout Designer to create a new form design for your business. In the
Layout Designer you can move, resize or change the width of columns, turn on or off borders around
fields, and control font type and size for each field.

]

2! Step-by-Step: Create a New Invoice Template

1. From the Lists menu, choose Templates.

Custom Progress Invoice

Custom 5.0. Invoice
Finance Charge

Intuit Product Invoice
Packing Slip

Progress Invoice

Rock Castle Invoice
Custom Credit Memao
Return Receipt

Custom Sales Receipt
Custom Purchase QOrder Template
Intuit Standard Statement
Custom Change Order
Custom Estimate
Proposal

Custom Sales Order
Intuit 5.0. Packing Slip
Intuit 5.0. Pick List

Invoice
Invoice
Invoice
Invoice
Invoice
Invoice
Invoice

Credit Memo
Credit Memo
Sales Receipt
Purchase Order
Statement
Estimate
Estimate
Estimate
Sales Order
Sales Order
Sales Order

Templates v Open Form

Include inactive

2. Click the Templates menu button, and then choose New.

3. Choose the template for the type of form you want to create.

4. Click the Manage Templates button to give the template a name then click OK.

5. Use the features in the Basic Customization window to customize the general look of your form.

QuickBooks 2018 Student Guide
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6. Click OK to close the Basic Customization window.

= IMPORTANT: You might want to click on an existing template. Click on the Templates button and select
Duplicate to get a head-start on a new template without altering the original.
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Customize Fields on Forms

@
2! Step-by-Step: Customize Fields on a Template

1. From the Lists menu, choose Templates.
2. Double-click on the template you wish to customize.

3. Click the Additional Customization button at the bottom of the screen.

Customization

SELECTED TEMPLATE PREVIEW
Rock Castle Invoice Manage Templates...
LOGO & FONTS e o e
Use logo Select Logo... [ e ]
P e

Select Color Scheme:

Please Select.. = Apply Color Scheme

Change Font For:

Title = Change Font... =T ==

Company Mame l | | | |

Company Address

Labels

v
COMPANY & TRANSACTION INFORMATION

+ Company Namea Phone Mumber Update Information...

«| CompanyAddress E-mail Address
subtorl o

Fax Mumber Web Site Address sare Tan (0%
Print Past Due Stamp Tota! =
NS ICTe dits

Select only when you want to include Past Due information Stamp. Feymanticre =
Balance Due o

+| Print Status Stamp

Selectto include the status on the form. Various statuses are, Paid, Pending,

Received, Vioid, and so on.

How do | apply a design across multiple forms? Print Preview...

Help Additional Customization... Layout Designer... “ Cancel
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The Header tab is displayed by default (other tabs are available to select).

Additional Customization

SELECTED TEMPLATE PREVIEW
Rock Castle Invoice !
. Rock Caatls Comstraction |mice
Header Columns Prog Cols Footer Print T .
N Soem Chsitn [[aw= [ reesse ]
[ [ ]
Screen  Print  Title = il
Default Title 7 7 Invoice
Date 7 7 DATE
Invoice Number v v INVOICE &
_ | A |m.=mr:| PRoECT |
Bill To v v BILL TO | | | |
Ship To . . SHETO cescmeTEn coanTy ) s P
F.O. No. PO. NO.
S.0. No. S.0. No.
Terms 7 7 TERMS
Due Date 7 7 DUE DATE
REP REP
Account Number Account #
] Subtotal s
Ship Date SHIP DATE
Sakes Tax (0L0%) e
Ship Via SHIP VIA Totar e
FOB FOB Payms nisiCTadits mm
Project/Job 7 PROJECT Balance Due e
Other
Contract # COMNTRACT # v
When should | check Screen or Print? Default R
Help Layout Designer... “ Cancel

4. Note that the Due Date field is displayed both onscreen and on the printed form, because both
the Screen checkbox and the Print checkbox for Due Date were selected.
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5. Select the Sereen and Print checkboxes for the P.O. No. field to add the field to the form.

Additional Customization

SELECTED TEMPLATE PREVIEW
Rock Castle Invoice Template is inactive
Fock Castle Comeraaion i
Header Columns  Prog Cols Footer Print 1735 Gzt Road Invoice
A Baabom, C4 84315 [[oa= [ rem=e |
[ [ s ]
Screen Print  Title = e
Default Title v 7 Invoice
Date v 7 DATE
Invoice Mumber v v INVOICE #
) [ = [ oo | meee [ = |
Bill To v @ |BLLTO I I 1
Ship To 7 " SHIP TO
P.O. Mo. PO, NO.
5.0. No | v 7 | S.0. No.
Terms v TERMS
Due Date v DIUE DATE
REP I - : REP
Account Mumber Account #
) Subtotl e
Ship Date SHIP DATE
sabes Tax [00%) e
Ship Via SHIP VIA Totar o
FOB FOB PaymantsiCramts e
ProjectiJob 7 PROJECT Halance Due ==
Other
Contract# COMTRACT # v
When should | check Screen or Print? Default Print Preview..

6. Continue customizing your form fields as needed for your business.

7. Click OK to get out of Additional Customization then OK again to save the template changes.

NOTES
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Change Field Order on Forms

The lower half of the standard QuickBooks invoice form is where you enter details about the items or
services purchased by the customer. You can change the order of these fields as they appear on
your invoices.

The Order column shows you how fields display from left to right on the invoice form. Currently, ltem
is the first column and Amount is the last column. Suppose you want the Qty field to appear after the
Item field and before the Description field.

@
2! Step-by-Step: Change the Order of Fields on a Form

1. From the Lists menu, choose Templates.

2. Double-click on the template you wish to customize.

3. Click the Additional Customization button at the bottom of the screen.
4. Click the Columns tab.

5. Click the Order box for a particular field to select it.
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6. Manually enter the number that represents the left-to-right order you want the column to be
displayed on your form.

Additional Customization

SELECTED TEMPLATE PREVIEW
Rock Castle Invoice Template is inactive
Rock Cavtls Comersaion i
Header Columns | Prog Cols Footer Print 1735 CoetyRoad Invoice
Egphom, CA M316 mm
[ [ |
Screen  Print | Order | Title = =
Service Date SERVICED
ltem v, 1 ITEM
Description v v 3 DESCRIPTION [ eees [ == [[= |
Mfr Part Number WP [ | | [ |
Quantity 7 7 2 QUANTITY
Unit of Measure 7 2 4 UM
Rate =2 7 5 RATE
Amount v, 7 AMOUNT
Class CLASS
Other 1
Other 2 Subtoial 00
Sakes Tax (00% o
Calar COLOR Total o
Material MATERIAL PaymsntsiCrs dits P
Balance Due 00
When should | check Screen or Print? Default PO
Help Layout Designer.. “ Cancel

7. Continue working through the tabs to customize your form.
8. Click OK to record the changes.

9. Click OK again to save the template then close the Templates window.

NOTES
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Display Your Customized Form

This walkthrough shows you how to view a template using the Invoice form. If you have other custom
forms, you can access them by opening the form window in QuickBooks, then choosing your
template from the Template drop-down at the top of the form.

@
2! Step-by-Step: Display a Custom Invoice Form

1. From the Customers menu, choose Create Invoices.

Create Invoices

Main Formatting Send/Ship Reports oA
«» B H R CreateaCony @) & & [Pt Later @ | EacdTimeicosts BE  Elcreat aBaten
Find New Save Delete €3Memarize Mark As Print  Email EmailLaler  Aftach | @7 Apply Credils Receive B Refund/Credit
- - Pending - - File Payments

CUSTOMER: JOB _ CLASS _ b= == Rock Castle Invoice =
Name

I . DATE BILLTO SHIF TO -
nVO|Ce 12M5/2022 SUMMARY
INVOICE #
1101
5.0 NO. TERMS DUE DATE REF
* | 12/15/2022 @ b
ITEM i QUANTITY | DESCRIPTICN P um i RATE PAMOUNT | TAX
Iy
CUSTOMER PAYMENT
v RECENT TRANSACTIONS
X ~  (0.0%) 0.00
TOTAL
CUSTOMER MESSAGE REYMENTS AFFLIED 0.00
- BALANCE DUE 000 NOTES
MEMO GUSTOMER - Save & Close Save & New Clear
JAX CODE I
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2. Inthe Template field, choose your template from the drop-down list.

Display Your Customized Form

Main
«»

Find

Formatting ~ Send/Ship  Reporis

s E % Create a Copy °

New Save Delete @3Memorize Mark As
=) = Pending

custouss o= D

Invoice

Create Invoices

= Print Later

@ B Add TimeiCosts

Email Email Later Aftach | @A Apply Credits

Print
h M File

Receive
Payments

CLASS _ L= Sl Rock Castle Invoice =

eTe
12152022 @

BILLTO

INVOICE #
1101

Create a Batch
B Refund/Credit

SHIF TO

5.0, NCQ.

TERMS

DUE DATE

REP

Ui
5
)

IS
Al
=
v

=
o
3
@

SUMMARY

* 121512022 HE v

ITEM | QUANTITY | DESCRIPTICN

Pum i RATE

P AMOUNT | TAX

TAX

CUSTOMER MESSAGE

-

MEMO CUSTOMER -

JAX CODE

= | (0.0%)
TOTAL

PAYMENTS APFLIED
BALANGE DUE

Save & Close

Save & New

0.00

0.00
0.00

Clear

CUSTOMER PAYMENT

RECENT TRANSACTIONS

NOTES

PR P B W P o | VO P o W P o | VO P B \ P P R P
| »

3. Click the arrow on the Print icon and select Preview to see what your invoice will look like

printed.
4. Close the Print Preview screen.

5. Exit the invoice.

IMPORTANT: If the template you are currently using requires tweaking, you can click on the Formatting

tab in the ribbon at the top of the form and select Customize Data Layout to edit the template (rather
than finding the template from the Lists menu then double-clicking on it to edit it, only to go back into

the Invoice form to preview it).

NOTES
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Design Custom Layouts for Forms

We have covered editing a template to change its header and some columns, but there is so much
more you can do. Here are a few examples of what you can do with a custom layout:

® Give your company name, address and logo special treatment on the form

® Centeryour logo at the top of the form and put your company name and address in a special
font immediately below the logo

® Enlarge a custom field so it can display more information
Reposition fields that are overlapping as a result of the basic customization

Position the customer’s billing address so it coincides with the address window in the envelopes
you use

Change the borders on fields, add background colors and add extra text fields

® Add multiple graphics to a form

NOTES

QuickBooks 2018 Student Guide 15



Lesson 15 — Customize Forms and Write QuickBooks Letters Change the Position of Fields on Forms

Change the Position of Fields on Forms

@
2! Step-by-Step: Move Fields on Forms

1. From the Lists menu, choose Templates.

2. Right-click on the template you wish to edit then select Edit Template (or double-click on the
template you wish to edit).

3. Click Layout Designer at the bottom of the Basic Customization window.

Basic Customization

SELECTED TEMPLATE PREVIEW
Rock Castle Invoice Manage Templates...
LOGO & FONTS S = : Ice
1735 County Road
Baor, CA BE26 [ oors ] owcemss |
Use logo Select Logo... -m
Select Color Scheme:
Please Select.. = Apply Color Scheme
Change Font For:
Title = Change Font... ” p— ” E— | p— | | p— |
Company Mame l || | | | |
Company Address
Labels
v
COMPANY & TRAN SACTION INFORMATION
» Company Name Phone Number Update Information...
+ Company Address E-mail Address
Subtell 000
Fax Mumber Web Site Address sae Tox o)
Print Past Due Stamp Total =e
nis/Cre its
Select only when you want to include Past Due information Stamp. Feymentier e
Balance Due 00
+| Print Status Stamp
Selectto include the status on the form. Various statuses are, Paid, Pending,
Received, Void, and so on.
How do | apply a design across multiple forms? Print Preview...
Help Additional Customization... Layout Designer... “ Cancel
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4. Click on the fields you wish to move; hold your mouse button down to drag/drop the fields.

Layout Designer - Rock Castle Invoice

MAKE SAME CENTER UNDO/REDO Zoom
o il P yu #ll¢ & N
v
Properties... Add Copy Remove Copy Format Height Width Size Horz Undo Redo In Out
I||?I|||I|||I|||I||1.I|||I|||I|||I||?I|||I|||I|||I||‘.3I|||I|||I|||I|HI|||I|||I|||I||?I|||I|||I|||I||FT\I|||I|||I|||I||-J.'I|||I|||I|||I||§I|||I|||I“
= ]
=) B | ; Invoice
= E | 1735 County Road | L !
3 | |Bayshore, CA 94326 | DATE INVOICE #
3 R 121572022 Sampls
al BILLTO o SHIFTO
3 T is sample t2xt. This s sample tt,
o
1: [s STERMS DUE DATE PROJECT REP
E Semide 121572022 Sampls Sampls
_E DESCRIPTION QUANTITY um RATE AMOUNT
_E : This is sampls taxt. 1] Sampls 100 12345
L
=
_; ! | v
18 >
Label field for 5.0. No. Zoom: 100% 1.00, 3.69 1.19x0.31
Margins... |:| Grid... + Show envelope window “ Cancel Help

= IMPORTANT: If you wish to move multiple fields in a group, you can hold down the Shift key while you
highlight all the fields you wish to select, then you can drag and drop them as a group into their new
location.

NOTES
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Change Field Widths

@
2! Step-by-Step: Change the Width of a Field

1. Selectthe field you want to resize. Click on the black boxes in the field border, hold your mouse
button down and drag the black box to resize the field. Let go of your mouse button to release
the resized field.

- [Rock Castle Construction

2. Use the ruler to keep field sizes uniform and field edges in alignment.

|I|||I|”I|||I|||I|||I||?I|||I|||I|||I||'?'I|||I|||I|||I |‘.‘I|||I||

NOTES
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Change Fonts, Borders and Colors

Using the Properties window in the Layout Designer, you can change font size and style, and text
justification. You can also add, remove or change the borders around fields.

@
2! Step-by-Step: Change Fonts, Borders and Colors

1. Select the field you wish to edit, then right-click to select Properties.
2. Onthe Text tab, select the justification you wish to use.

3. Click Font to select your font, font size and color. Click OK when you are finished.

Properties

Label field for Ship To

[sHiP TO
Text Border Background
JUSTIFICATION

HORIZONTAL VERTICAL

@ Left  IndentFirst Line of © Top
Text

* Right " Bottom
{1 Center ® Center

4. Click the Border tab. Use these settings to create/remove/edit field borders on your form.
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5. Click the Background tab to give your form a colored background.

6. Click OK to save the changes to that particular field’s appearance.

7. Click OK to save the changes in the Layout Designer.

You can see a Preview of the template in the right-hand panel of the Additional Customization
window.

Basic Customization

SELECTED TEMPLATE PREVIEW
Rock Castle Invoice Manage Templates...
LOGO & FONTS i = I ice
1733 Coumty Road
Baystnm Ca 84326 [ =eme [ eemme |
Use logo Select Logo... [ [ e ]
Select Color Scheme: = .
Please Select.. = Apply Color Scheme
Change Font For:
; A
Title Change Font... [ == s | maim | = P
Company Name l | | |
DRESASTEN CUANTTY M RATRE AMOUNT
Company Address
Labels
v
COMPANY & TRANSACTION INFORMATION
¥ Company Mame Phone Mumber Update Information...
¥ CompanyAddress E-mail Address
Subtokl 5000
Fax Mumber Web Site Address
Sakes Tax [00%) 000
Print Past Due Stamp Tota! =
s iCradits
Select only when you want to include Past Due information Stamp. Feymenticr i
Balance Due o
+ Print Status Stamp
Selectto include the status on the form. Various statuses are, Paid, Pending,
Received, Void, and so on.
How do | apply a design across multiple forms? Print Preview...
Help Additional Customization... Layout Designer... “ Cancel

8. Click OK to close the Additional Customization window.

NOTES

QuickBooks 2018 Student Guide 20



Lesson 15 — Customize Forms and Write QuickBooks Letters Preview New Forms

Preview New Forms

Notice the on-screen invoice data entry form displayed by QuickBooks doesn’t show the changes
you just made in the Layout Designer. This is because changes made in the Layout Designer only
affect the printed invoice and not the invoice QuickBooks displays onscreen for data entry.

@
o Step-by-Step: Preview the Invoice

1. To see how a printed invoice form will look, in the Main tab of the invoice, click the drop-down
below the Print button and select Preview.

2. When you are finished looking at the preview, click Close.

NOTES
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Prepare Collection Letters

]

2! Step-by-Step: Prepare a Collection Letter

Prepare Collection Letters

1. From the Company menu, choose Prepare Letters with Envelopes then choose Collection

Letters.

2. If QuickBooks prompts you to find letters, click Copy. QuickBooks will copy the QuickBooks
letters from your installation directory to your folder.

QuickBooks opens the Letters and Envelopes wizard.

3. When QuickBooks prompts you to choose to whom you want to write, set your parameters

accordingly.

4. Click Next.

[DETCTOMDIE
[ypress Hill Rd
nre CA 94326

Irs. Kristy Aberg

ﬂ

]
0
i
tal

=
3
.
B
&)

Back

Letters and Envelop

Choose the Recipients

1. Include listed customers or jobs that are:
7 Active

1 Inactive

2. Create a letter for each:
& Customer

O Job

3. Limit letters to customers or jobs with payments overdue by

® 1 day or more 1 1-30 days
71 31 days or more 1 31 - 60 days
1 61 days or more 1 61 - 90 days

7 91 days or more

Help

QuickBooks 2018 Student Guide

22



Lesson 15 — Customize Forms and Write QuickBooks Letters Prepare Collection Letters

5.

Choose the customers for whom you would like to make letters, then click Next.

Letters and Envelop

8.

9.

(DETCTOMDIE
wypress HillRd ~ Review and Edit Recipients
wre CA 94326
These customers have overdue payments of 1 day or more.
. Sartthe list by
Irs. Kristy Aberg % Fustomer S I CUSTOMER MAME ! AMT. OVERDUE
0| . . © Amount < |Allard, Robert 14,510.00
Eli —
] ——
Mark All Unmark All
Full Mame:
Allard, Robert
Back m Cancel Help
When QuickBooks prompts you to choose the letter you want to use, choose one from the list

then click Next. (You may also choose Create or Edit a letter template to customize your letter
even more.)

Enter the name and title of the person who is signing the letter.
Click Next.

If QuickBooks displays a message about missing information, click OK.

10. The letters will open in Microsoft Word®. You can print the letters from there.

11. Return to QuickBooks and click Cancel.

NOTES

QuickBooks 2018 Student Guide 23



Lesson 15 — Customize Forms and Write QuickBooks Letters Edit QuickBooks Letters

Edit QuickBooks Letters

You can make changes to individual letters using Word, or you can make global changes by editing
the QuickBooks Letter used to generate a specific letter.

@
2! Step-by-Step: Edit a QuickBooks Letter

1. From the Company menu, choose Prepare Letters with Envelopes then select Customize
Letter Templates.

2. Click View or Edit Existing Letter Templates.

3. Click Next.

[Dercromore
wypress HillRd = Choose What You Want to Do
wre CA 94326

7% Create a New Letter Template From Scratch

Irs. Kristy Aberg
7 Convert an Existing Microsoft Word Document to a Letter Template

,,]

(]  — (= ?‘nﬂew ar Edit Existing LetterTempIatesé
] s (7 Organize Existing Letter Templates (Delete, Rename, Duplicate, or Mave)

Back m Cancel Help
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Edit QuickBooks Letters

4. When QuickBooks prompts you to choose the letter template you want to view or edit, click the
letter type then choose a letter from the list of available letters.

5. Click Next.

[DETCTOMDIE
[ypress Hill Rd
nre CA 94326

Irs. Kristy Aberg

Fawl]

i wor “H'U'F! H‘F

Back

Letters and Envelopes

Choose a Letter Template to View or Edit

Types of Letters: Letters templates available:

Formal collection

1 Customer

O Invoi Formal collection for job
O Invoice
- Friendly collection
7 Estimate Y

Friendly collection far job
7 Vendor y )
@ Employee Harsh collection

© Other Names Harsh collection for job

When you click Mext:
+ Aletter template is opened in Word
+%ou can select what QuickBooks information will appear in the letters
+ The letter template is saved in the folder for the letter type
«You can use the new letter template when you complete this wizard

Help

6. In Word, make adjustments to the text of the letter as needed.
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7.

From the Insert Fields drop-down lists on the Add-Ins tool bar in Word, you can insert links to
QuickBooks data.

«AddrBlocks

Dear «MrMsMrs» «LastNames,

Although we have contacted vou about the outstanding balance on vour account, we still
have not heard from vou. You have an outstanding balance of «OverduelnvTotal». The
following invoices are overdue:

«Overduelnvoices:

If vou have alreadv sent pavment in full, we ask that vou call and let us know. Otherwise,
please call me to discuss what vou plan to do to settle vour account.

10.

11.

12.

13.

From the Word File menu, choose Save As.
Enter a new filename and click Save.
Close Word.

To see how this change affects the final letter output, close the letter file in Word, click Use
Template in QuickBooks and go through the wizard again (all of your previous choices should
still be selected). When you get to the Choose a Letter Template screen, select the name of the
file you just saved then click Next.

Close Word.

Click Cancel in QuickBooks.

NOTES
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Customize Forms and Write QuickBooks Letters
— Review Questions

1. Listthree forms that can be customized in QuickBooks:

a.

b.

C.

2. True or false: The column order on QuickBooks forms is fixed and cannot be changed.
a. True
b. False

3. You use the window to move and resize fields
on forms.

4. True or false: You can convert an existing Word document into a QuickBooks Letter to which you
can add QuickBooks data.

a. True

b. False
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Review Activities

1. Customize a Sales Receipt form to change the default title on the header from Sales Receipt to
Cash Sale.

2. Using the Layout Designer, make the columns for QTY and Rate narrower so the Description field
is wider.

3. Customize the P.O. form to include the Terms field.
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Answers to Review Questions

1. List three forms that can be customized in QuickBooks:
a. v Invoice
b. v Sales Receipt
c. v Credit Memo
d. v Statement
e. v Purchase Order
f. v Estimate
g. v Sales Order (available only in Premier and higher)
2. True or false: The column order on QuickBooks forms is fixed and cannot be changed.
a. True
b. v False
3. You use the Layout Designer window to move and resize fields on forms.

4. True or false: You can convert an existing Word document into a QuickBooks Letter to which you
can add QuickBooks data.

a. v True

b. False
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