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Why Create Invoices

- The Purpose of creating invoices:

- 1) To know who has paid invoices & allow for
payment plans

- 2) To know who has outstanding invoices and how
much within Quickbooks and at any given time

- 3) To show mother’s how much they have paid during
the year - for Budget planning purposes - do we want
to pay one time in dues or pay as you go or a
combination




Why Create Sales Receipts

- Sales Receipts track payments / receipts at one
time that were not established as an invoice.

- These are used primarily for Activity generated
events - at the group level and the chapter level
where funds come in and out quickly:.




Components to Creating an Invoice -
Financial Secretary

1.Create Customers
2.Create an Items List

3.Create the Invoices (Memorized)

* This assumes you have a chart of accounts already established




Create Your Customers (Mother Members)

We call our Mothers -Mother Members and
in Quickbooks, they are called Customers
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“Customers Give --- Vendors Take Away” - Rhonda Smith
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Click on New Customer & Job to get Started
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What is an Item & Why is it needed

For Jack and Jill, items are what we use on sales transactions (Activity
events and Dues)

* [tems map back to the chart of account - Income account

* For Example:
 [tem Name - Children's Christmas Party - $20.00
Maps back to Self-funded income account on the chart of

accounts

You must have an item or you cannot create an invoice or sales receipt




Lists Favorites Company  Customers  Wendors Employees  Banking Reports Window  Help
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& | NAME DESCRIPTION TYFE = ACCOUNT PRICE 2

«COPA TEEN Senvice 575 COPA-tickets £0.00

« COPA-ADULT Adult ticket cost for copa Senice 575 COPA-tickets 75.00
+ COPA BUS/Snacks Bus costs for Copa as well as shacks Service 572 - CORA-bus 2500
o Crd. Memo Child Activity Cr... Child Activity Credit for 1 child. When used on Credit Memo Service 401 - Mother's Local Dues- MJ . 50.00
o Fundraising Ticket Contribution to- mother's ticket for upcoming fundraiser Service 603 - Fundraising Income-Ticke... 0.00
oHarlem HD Advertisments  Ad sales for the 5/5/17 Fundraiser Service 606 - Fundraising -Adwvertising ... 0.00
+Harlem HD Donation Individual donations for HHD 5/5/17 Fundraiser Service 502 - Fundraiser Sponsorship .. 0.00
+Harlem HD Fledge Checks written to fulfill pledge not associated with tickets, donations or sponsorship Service 602 - Fundraising Pledge 0.00
oHarlem Hey Day Ticket Sales Purchased ticket for 55/17 Fundraiser Service 603 - Fundraising Income-Ticke... 100.00
o HHD Guest Ticket When a mother sells guest tickets Senice 603 - Fundraising Income-Ticke... 0.00
+Jnd Picnic Self Funded Payment . Senvice 5521 - Programmimg - Chapte. 20,00
o Lifetime Dues (1) Life Time Membership Dues Preset by Natlonal Senice 400 2 - Lifetime Membership - . 450.00

o Mothers Local Dues others Annual Dues for the Local Chapter Service Mother's Local Dues- MJ ..
»National Convention Each Mother payment towards the Mational Convention Service Mational Convention Dues
oMNational Dues Mothers Dues to Mational Service Mational Dues

+Regional Assessment Regional Assessment Service Regional Assessment
+Regional Dues other Dues to the Region Service Regional Dues

+FRegional Teen Community . $5.00 fee collectad for each 13 year old - 19 year old for Teen Conference Senice Teen's Regional Commun.

+5r. Teen Local Dues Additional Dues paid by each Sr. Teen to defray the cost of Sr. Teen activities Service Teen's Local Dues
+ 5r. Teen Mational Dues Dues for each Sr Teen due to Mational Senice Teen's Dues
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# . NAME DESCRIFTION TVFE = ACCOUNT PRICE ATTH
Crd. Memo Child Activity Cr. Child Activity Credit for 1 child. When used on Credit Memo Senvice 4071 - Mother's Local Dues-MJ . 50.00
Fundraising Ticket Contribution to mother's ticket for upcoming fundraiser Senvice 603 - Fundraising Income-Tick... oo
Harlem HD Advertisments  Ad sales for the 5/8/17 Fundraiser Senvice 506 - Fundraising -Advertising ... 0.on
Harlem HD Donation Individual donations for HHD 5/5/17 Fundraiser Senvice 502 - Fundraiser Sponsorship ... 0.00
Harlem HD Pledge Checks written to fulfill pledge not associated with tickets, donations or sponsorship Senvice 602 - Fundraising Pledge 0.00
Harlem Hey Day Ticket Sales Purchased ticket for 5/5/17 Fundraicer Senvice 603 - Fundraising Income-Tick... 100.00
HHD Guest Tickst Wyhen a mother sells guest tickets Senvice 603 - Fundraising Income-Tick. . oo
dnd Picnic Self Funded Payment Senvice 5521 - Programmimg - Chapt... 20.00
Lifetime Dues (1) Life Time Membership Dues Senvice 400.2 - Lifetime Membership - .. 450.00
LOA Credit Senvice 403 - Leave of Absence Mothe. . -65 .00
LOA Credit 2015-2016 Creditfor 2015-2016 LOA paid but never sent to National or Regional Senvice 403 - Leave of Absence Mothe. -65.00
Mothers Local Dues Mothers Annual Dues for the Local Chapter Senvice 401 - Mother's Local Dues- NJ 443 66

Mational Convention Each Mother payment towards the MNational Convention Senvice 416 - Mational Convention Dues 20.00

85 115 - National Dues
Refund went LOA When a mother pays her dues and then decides to go on LOA she receives a refund Senvice 401 - Wother's Local Dues-MNJ . 0.on
Regional Assessment Regional Assessment Senvice 422 - Regional Assessment 2000
Regional Dues Mother Dues to the Region Senvice 420 - Regional Dues 3500
Regional Teen Community .. $5.00 fee collected for each 13 year old - 19 year old for Teen Conferance Senvice 473 - Teen's Regional Commu... 5.00
3r Teen Local Dues Additional Dues paid by each Sr. Teen to defray the cost of Sr. Teen activities Senvice 471 - Teen's Local Dues 16500
Sr. Teen Mational Dues Dues for each Sr. Teen due to National Senvice 470 - Teen's Dues 10.00

=r. Teen T-Shirt Refund Refund due mother's because of return of funds from Amex for 2016 Teen Conf t-shirts Senvice 579 - Teen Conference Income 0.on
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INVOICES

-Customers + Items = Invoice
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Ways to Streamline Process

- 1. Create Invoice / Sales Receipt

« 2. Choose Items

- 3 Memorize Invoices / Sales Receipt
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File Edit ¥ew Lists Favaorites Company Customers  vendors

= v/ PrntLater @ %Add Time/Costs E Create a Baich
«Harlem Hey Day ... Sales Receipt L 100 Ne. . . i . }
Email Email Later Attach | B Apply Credits Receive B Refund/Credit D0 MORE WITH QUICKBOOKS
s Jnd Picnic - Self .. Sales Receipt 12,0 20 MNe.. v File Payments X o
Cyber Monday Sale £
« hathers Dues Inv.. Invoice 11, 70 MNe
o Matiional Conven .. Invoice 11, 10, Ne Save up to 45% off
Name NEW QuickBooks 2017.
«Man Teen Invoice  Invoice 1.0 53, Ne.. Offer ends 121
o Teen Dues Invoice Invoice T 70 N MOTHER
. = - - SUMMARY
Memorized Transaction Enter Transaction
2017-168
TEM { DESCRIPTION CCLASS | AMOUNT BACKUP STATUS
- - ry
Harlem Hey Day Ticket Sales Purchased ticket for 5/5/17 Fundraiser Fundrai 000 @ Local: Novermber 01 2016, 11:42 AM
Harlem HD Advertisments Ad sales for the 5/5/17 Fundraiser Fundrai 0.00 Back up nowy
Harlerm HD Donation Individual donations for HHD &/5/17 Fundraiser Fundrai... 0.00 . )
. i Online: Back up online with
Harlem HD Fledge Mother Pledge Outstanding Fundrai... 300.00 Intuit Data Protect
RECENT TRANSACTIONS
v
TOTAL 200.00
DONOR MESSAGE PAMMENTE APPLIED 0.00
BALANCE DUE 300.00
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MEM O Save & Close Clear
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|Harlem Hey Day Ticket Sales Purchased ticket for £/5/17 Fundraiser Fundrai... 0.00 B Local: Mavermber 01,2016, 11:42 AM
Harlern HD Advertisments d sales for the 5/5/17 Fundraiser Fundrai... .00 Back up nowy
Harlem HD Donation dividual donations for HHD 5/5/17 Fundraiser Fundrai... 0.00 .
Online: Back up online with
Fundrai...  300.00 Intuit Data Protect
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Yendor CuickRepart . 12/08/2016 B SUMMARY m |
Transaction List by ... VOICES
“Wendor QuickReport
Custormner Center: & 2017-166
ITEM DESCRIPTION CLASS | AMOUNT BACKUP STATUS ~
Harlem Hey Day Ticket Sales Purchased ticket for 5517 Fundraiser Fundrai 0.00 B Local: Movemnber 07, 2016, 1142 AM
Harlem HD Advertisments Ad sales for the 5/5/17 Fundraiser Fundrai... 0.00 Back up nois
Harlem HD Donation Individual donations for HHD 5/5/17 Fundraiser Fundrai 0.00 . .
! ] Online: Back up onling with
Harlem HD Pledge Mother Pledge Outstanding Fundrai.. 30000 Intuit Diata Protect
RECENT TRANSACTIONS
TOTAL 300.00
DOMOR MESSAGE PAYMENTS APPLIED 0.00
BALANCE DUE 300.00
M NOTES
MEMO Save & Close | | Clear
Print
Checks
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How to Back Up Your Work?
Online in RightNetworks

- Right Networks automatically backs up
our work for 90 days.

- So for FS - No need to back up







Components to Applying Funds Collected (Payments) &
Making Deposits

- 1. Receive & Record Funds
Collected (Financial Secretary)

- 2. Record Deposit (Treasurer)

- 3. Verify on Check Register &
Collections Report (Treasurer)




4{multi-

Lists Fawvorites Company Customers  Yendors Employees Banking Reports Window  Help

VENDORS COMPANY
Chart of
@ % % Accounts
Enter Eills Pay Bills See Financing =
Optiohs e =
ftems & Order Checks &
Senices Tax Forms
(g
CUSTOMERS X
Try QuickBooks Calendar
Cnline
== reate Sales
Raceipts
Accept BANKING

Credit Cards

= &

Create Receive Record Reconcile
Invoices Payments Deposits

Statement Statements Refunds

Charges & Credits Vrite Check

Checks Register

2

Frint
Checks




NJ Chapter of Jack & Jill o 96 % [Receive Payments]
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Processing
Customer Payment
RECEIVED FROM - - ARACCOUNT 11000 - Accounts Rece... =
397 = =) =l Other
PAYMENT AMOUNT 0.00
CASH CHECK CDRE%'T'TT e-CHECK
DATE  12/02/2016 ]
REFERENCE # Where does this payment go?
o NUMBER ORIG. AMT. AMT. DUE PAYMENT
A
v
Totals 000 0.00 0.00
AMOUNTS FOR SELECTED INVOICES
AMOUNT DUE 0.00
APPLIED 0.00
DISCOUNT AND CREDITS
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MEMO Save & Close | Save & New Clear
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Receive Payments bl m 3@ E = @ % @ D
Find New Delete Print  Email Aftach Look up Un-Apply Discounts And
M M File Customer/invoice Payment Credits Add Cred\t_Cald
Processing
Customer Payment
RECEVEDFROM  Marlaina Sims Powell -~ — AIRACCOUNT 11000 - Accounts Rece... ~
e = =) = Other
PAYMENT AMOUNT 200.00
CASH CHECK CD':;EEDI'.‘I.T & CHECK v
L l12/02/2016 B
REFERENCE # Where does this payment go?
« i DATE NUMBER ORIG. AMT. AMT. DUE PAYMENT
« 11012016 2017-129 300.00 200.00 200.00|°
o
Totals 300.00 200.00 200.00
AMOUNTS FOR SELECTED INVOICES
AMOUNT DUE 200,00
APPLIED 200,00
0.00
MEMO Save & Save & New Clear
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=
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NJ Chapter of Jack & Jill g 15 - [Make Deposits]

Lists Favorites Company Customers Vendors Employees Banking Reports Window
P -

Feedback

= 3

2@ €@ | - s x

Depor

SELECT VIEW
Receive Paymenis | oy | View payment method type ~ | What are payment method views?
Sort payments by Payment Method -
REG T METH
SELECT PAYMENTS TO DEPOSIT
<+ DATE TIME TYPE NO. PAYMENT METHOD : NAME AMOUNT
‘ 10/23/2016 RCPT 57 Karan Davidson (C) 1 OO,UO‘i
09/02/2016 PMT Cash Rachelle Peniston(C) 10.00
‘ 09/2212016 PMT Cash Erica McDay(C) 14.33
111712016 PMT Cash Valerie Morrison (C) 100.00
- 11/23/2016 PMT Cash Alison Scott Wiliams (C) 100.00
1111712016 PMT 4145 Check Brett Simaon(C) 280.00
- 111172016 PMT 41451 Check Brett Simon(C) 100.00
1/17i2016 PMT 675 Check Darlene Winkler(C) 100.00
1111712016 PMT 3071 Check Karma Warren, MD 100.00
1111712016 PMT 1364 Check Ebonee Lewis (C) 100.00
- 111772016 PMT 101 Check Robyn Dawson Bryant 300.00
1/17i2016 PMT 3304 Check Tiffany Dupree-Atwell(C) 100.00
1111712016 PMT 2058 Check Karan Davidson (C) 300,00v

0 of 30 payments selected for deposit 0.00

SelectAll Select None

Help

To get cash back from this deposit, enter the amount DEJOW.
you want this money to go, such as your Petty Cash account.

Cash back goes to Cash back memo Cash back'

CLASS AMOUNT

Remember to match the
mother’s you are checking
off with your deposit. You
cannot mix your operating
account deposits with your
fundraising accounts. You
can only do one account ata
time.

Deposit Subtotal

Deposit Total




NJ Chapter of Jack & Jill =, ; 5 x - [Make Deposits] - X

= File Edit View Lists Favortes Company Customers Vg ployees Banking Reporis Window f - X
L, | 31] [ » ” L LA [ secch Corpany ot |~ |9
Home M npany e Snaps y En Bank s Reports  Qu Ord Payroll s e k

Inco e Calendar s
* @ Previous ® Next E Save < ‘ &2 payments [l History | @ Attach
Make Deposits DepositTo  001-J&J Oper.. =~  Date 10192016 @ Memo Deposit

001 - J&.J Operating.
Home

Click Payments to select customer payments that you have received. List any other amounts to deposit below.

Receive Payments

) FROMACCOUNT MEMO CHK NO PMT METH CLASS AMOUNT
Alexis Davis(C) 12000 - Undeposited Funds Cash 10.00 *
Courtney Harris-Lee(C) 12000 - Undeposited Funds 2391 Check 175.00
Renee Walters(C) 12000 - Undeposited Funds 334 Check 10.00
Angela Dees (C) 12000 - Undepasited Funds Paypal 11500
|| - - - -
v
Deposit Subtol 310.00
To get cash back from this deposit, enter the amount below. Indicate the account where
you want this money to go, such as your Petty Cash account.
Cash back goes to Cash back memo Cash back amount
penosit Total
Save & Close Save & New Revert

4:34 PM
12/8/2016
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NJ Chapter of Jack & Jill of Ame

- J&J Operating Account]

-
Lists Favorites Company Customers Vendors Employees Banking Reporis Window
b | 31} [ ] . i} | ] L L | .

Income Tracker Calendar Snapshots C s s Emp s Bank Feeds

Reports Quick 0 Order C s Add Payro Credit Cards es Feedback

* & Goto. | £ Print... | [ Edit Transaction 8 QuickReport [ Setup Bank Feeds

Open Windows
001 - J&J Operating... DATE NUMBER PAYEE PAYMENT v DEPOSIT BALANCE —‘
Make Deposits
Home TYPE ACCOUNT MEMO
Receive Payments | 10/03/2016 2362 Tiana Evans (C) 50.00 4822134 —
CHK 11000 - Accounts Receivable Voucher27A-17 Refund Sr. Teen T-shirt
10/03/2016 2363 Shell Rice Wiliams(C) 80.00 48,141.34
CHK 11000 - Accounts Receivable Voucher 27-17 Refund Sr. Teen T-shirt fee
10/03/2016 2364 Michelle Stevenson(C) 40.00 48,101.34
CHK 11000 - Accounts Receivable Voucher27A-17 Refund Sr. Teen T-shirt
10/03/2016 2365 Kim Walker(C) 90.00 48,011.34
CHK 11000 - Accounts Receivable
10/03/2016 2366 Lynn Biot Gordon 50.00 47.961.34
CHK 11000 - Accounts Receivable VOUcher 27A-17 Refund Sr. Teen T-shirts
10/03/2016 2367 Karma Warren, MD 90.00 47.871.34
CHK 11000 - Accounts Receivable Voucher27A-17 Refund Sr. Teen T-shirt
10/03/2016 2368 Valerie Morrison (C) 100.00 47.771.34
CHK 11000 - Accounts Receivable Voucher27A-17 Refund Sr. Teen T-Shirt
10/03/2016 2370 Pamela Brodie(C) 8500 47 686.34
CHK 11000 - Accounts Receivable VOUcher27A-17 Refund Sr Teen T-shirt
10/03/2016 480.00 47 20634
TRANSFER 002 - J&J Fundraising Account Funds Transfer - Sr Teen Fundraising money went to Operating instead of Fur
10/04/12016 v 100.00 47 306.34
DEP 952-3 - Fundraiser Graphic Artist Deposit
10/11/2016 2348 Margaret J Cunningham 7500 4723134
CHK 11000 - Accounts Receivable Voucher 277-17Refund check for sr. teen t-shirt 2016
10/19/2016 @ Number || - o l
DEP -split- Deposit et

ENDING BALANCE

Sortby  pate, Type, Number/Ref =

12/8/2016
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: e BACKUP STATUS -
= Creste Saes
Recept Recapts B Loeak: Novemiver 01, 2015, 11:42 AM . BACKUP STATUS
Credit Cars ¢ Backipnow Lodbaiee B Losat Novarter 01, 2076, 142 4M
Seve locally to & removable storage device (such &5 a CO or USB fash dive) or o Baku mw' o
Online: Back up oriling with afolder on your network. U
% % % Infit Data Protect )
Online: Back up online with
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Create
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Print
Checks @
Print
Chetks










