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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



How to Create  a Customer

“Customers Give --- Vendors Take Away” – Rhonda Smith

Click on Customers from your Home Screen to set up



Creating a Customer

Click on New Customer & Job to get Started



Adding Customers

1

2

3

Remember to add “C” after the last name or as the MI
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Completed Customer  & Hit OK



Customer Center Information
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ITEMS



What is an Item & Why is it needed

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

• Items map back to the chart of account – Income account

• For Example:
• Item 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



Sample Items to create

Preset by National



Adding Items



Go to the Bottom, Click Item and then New
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Adding Items

Remember to  select an INCOME account 
as this is going on invoices which is linked 
to INCOME
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When Finished…. Hit OK



Check Your List: List, Item List



Review Items List



INVOICES

•Customers + Items = Invoice



Go Home & Select Create Invoice



1. Create Your Invoice – One Mother Member
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Ways to Streamline Process

• 1. Create Invoice / Sales Receipt

• 2. Choose Items

• 3 Memorize Invoices / Sales Receipt



Select Intuit Service Invoice -



Add Items &  Click to Memorize
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Create Memorized Invoice – To Easily Repeat
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Open your Memorized Invoice 



Select Memorized Invoice



Sample Memorized Invoice



Add Your Customer  and input



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



Time For Questions



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)



New Method 
Invoice Method: Receive Payments & Record Deposits



Select Mother Member



Apply The Payment to Open Invoice



Applying Payments



Record Deposits (Treasurer)



Select Payments To Deposit (Invoice & Sales Receipts)

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 at a 
time.



Adding Payments to The Deposit

Deposit Total has to 
match this  deposit



Confirming Deposit in Check Register



Back Up Your Work – Online in RightNetworks



Time For Questions



Key To Success? Working Together -

Each Role has a key part and TOGETHER we make a whole!


