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QuickBooks 2007 Student Guide

Receiving Payments & Making Deposits
Lesson 7
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Lesson Objectives
· To learn how to record customer payments in QuickBooks
· To learn how to handle customer discounts, partial payments, overpayments, or down payments
· To see how to record a deposit in QuickBooks, and learn how QuickBooks treats the deposit behind the scenes
· To learn how to enter cash back from a deposit in QuickBooks
· To learn how to process credit cards 
Recording Payment in Full for a Single Job
If you’re receiving payment at the time of a sale, and you fill out a sales receipt, QuickBooks records a customer payment. When you invoice a customer, and you receive payment later, you enter the payment in the QuickBooks Receive Payments window.

To record a payment in full:
1. From the Customers menu, choose Receive Payments.

2. In the Received From field, select Violette, Mike: Workshop from the drop-down list.

3. Press Tab to move to the Amount field.

4. In the Amount field, type 4735.73 and press Tab.

5. In the Payment Method field, select Check from the drop-down list and then press Tab.

6. In the Check # field, type 6745.
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7. Click Save & New.
Entering a Partial Payment
To enter a partial payment:
8. In the Received From field, select Ecker Designs:Office Repairs from the drop-down list.

9. Press Tab to move to the Amount field, and then type 1000. Then press Tab again.
[image: image5.emf]
10. Click Un-Apply Payment.

11. In the Payment column, type 1000 as the amount you want to apply to the second invoice, and then press Tab.

12. In the Pmt. Method field, leave Check selected.

13. In the Check # field, type 5678.

14. Leave the “Leave this as an underpayment” option selected.

15. Click Save & New to record the partial payment and clear the window.

Notes
Applying One Payment to Multiple Jobs
To apply one payment to multiple jobs:
16. In the Receive Payments window, select Cook, Brian from the Received From drop-down list.

17. Press Tab to move to the Amount field.

18. In the Amount field, type 7812.63 and then press Tab.

19. In the Pmt. Method drop-down list, confirm that Check is selected.

20. In the Check # field, type 375.
[image: image6.png]@ Rec

e Payments QN o= = help question [Ask| | > HowDo 12| _ (o] x|

previous [ ext | Ry History ~ | £ Get Online Prts
Customer Payment

Received From [Cook, Brian =] Customer Balance 2 IPT = ——
amourt 76263 Date Tzji5/2007 B O D
g say accepling
credi cards i1
Pt Method [Check checks o7l QuickBooks
beter.
emo tihere does this paymert ao? i
FAr Fid a CustomerfInvoie.
2 g At D Paymen:
/
o [12572007 cchen 1,636.69 466,69 466,69 |
o {1172512007 |2ndstory adttion 5418.00 5,003.30 500330
o |121172007 cchen 595 595 595
o |121512007 cchen 163669 163669 163669
Totak: 117973 71263 71263
Amounts o Selected Invoces
Amount Due 781263
UneApply Payment_ || Appled 781263
Discount and Creds
Dicount & redis... || B 0.00

savencise | _soveanew | cow





21. Click Save & New.

Entering Over Payments
If a customer sends you an overpayment, you simply enter the amount in the Receive Payments window, and QuickBooks keeps track of the additional payment. When the customer has future invoices, you can apply the overpayment to those amounts—you can even apply the credit directly to the invoice.

To enter the payment:

22. In the Received From field of the Receive Payments window, select Pretell Real Estate:75 Sunset Rd. from the drop-down list.

23. Press Tab and type 12500 in the Amount field.

24. Press Tab again.

25. Select the Refund the amount to the customer option.

26. Click Save & New.
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27. In the Issue a Refund window, click OK.

Notes
Handling Down Payments & Prepayments
If a customer makes a payment before you’ve invoiced him for services (for example, he may be making a down payment or paying a retainer fee), you can still record the payment at the Receive Payments window. However, because you don’t have any invoices to which to apply the payment, QuickBooks records the payment as an unused payment (just like an overpayment).

QuickBooks holds the unapplied amount with the customer’s name. The next time you enter that customer in the Receive Payments window, QuickBooks displays the credit amount in the Unused Credits area. The customer’s balance also reflects the credit amount.

To enter the down payment you’ve received:
28. In the Received From field, select Abercrombie, Kristy:Kitchen from the 
drop-down list and then press Tab.

29. Type 1000 in the Amount field and then press Tab.

30. Leave the Leave the credit to be used later option selected.

31. In the Pmt. Method field, make sure Check is selected.

32. In the Check # field, type 4321.

33. Click Save & Close.

34. Click OK in the message that displays.

Notes
Handling Down Payments & Prepayments
To create an invoice for a customer who made a down payment:
35. From the Customers menu, choose Create Invoices.

36. In the Customer:Job field, select Abercrombie, Kristy: Kitchen from the drop-down list.

37. QuickBooks displays the Available Estimates window. You don’t want to create the invoice from the estimate listed, so click Cancel.

38. From the Template drop-down list, choose Custom Invoice.

39. Click in the Item column, select Removal from the Item drop-down list, and then press Tab.

Notes
Handling Down Payments & Prepayments
40. In the Quantity column, type 40 and press Tab.
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41. Click Apply Credits to apply the down payment amount made earlier towards this invoice.

42. Click Yes at the message that displays.

43. This is the credit that you want to apply to the invoice, so click Done.

44. Click Save & Close to record the transaction.

Notes
Making Deposits
When you use the Enter Sales Receipt window (for a sales receipt where you receive payment on the spot), the Receive Payments window (for payments on invoices), or a payment item on an invoice, QuickBooks keeps track of the money you’ve received until you deposit it in the bank. When you receive payments from customers, you can either deposit each payment directly into a QuickBooks bank account or you can group payments together to be moved to that account at a later time. QuickBooks allows you to choose the method you prefer for depositing payments.

To select payments to deposit:
45. From the Banking menu, choose Make Deposits.
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46. Click to select the payments you want to bring to the bank.

47. Click OK.
48. In the Deposit To field, make sure that Checking is selected.
If you have money to deposit that is not the result of a payment you received for a sale, you can enter it in the detail area of the window. For example, if you received a premium refund from your insurance vendor, you would enter it here.
49. Click Save & Close to record the deposit.

Notes
How QuickBooks Handles the Deposit
To view the Undeposited Funds account:

50. From the Lists menu, choose Chart of Accounts.

51. In the chart of accounts, double-click the Undeposited Funds account.
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52. Close the account register window.

53. In the chart of accounts, double-click the checking account.
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54. Close the checking account register and the chart of accounts.

 Notes
Getting Cash Back from a Deposit
To record getting cash back from a deposit:

55. From the Banking menu, choose Make Deposits.

56. In the Payments to Deposit window, select the payment from Doug Jacobsen.
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57. Click OK.

58. In the Make Deposits window, type Petty Cash in the “Cash back goes to” field and press Tab.

59. When QuickBooks displays a message telling you that Petty Cash is not on the account list, click Set Up.
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Getting Cash Back from a Deposit
60. Make sure Bank is selected in the Type drop-down list, and then click Save & Close to return to the Make Deposits window.

61. In the “Cash back amount” field, type 200 and press Tab.

62. Click Save & Close.

63. To see the effect on these accounts, choose Chart of Accounts from the Lists menu.
[image: image14.png]LIS - - hel auestion [ask]

¥ Howbo 12| _ [0 x|

Potty Cazh
Checking
oSavings
Accaunts Recevable
Tools & Equipment
oEmployes Loans
onventory Asset
oRetainage.
oUndeposited Funds
Trudks
Orignal Cost
oDepreciation
oPre-paid Insurance.
oAccounts Payable

Balance Total

|Accounts Receivable:
[Other Curent Asset
[Other Curent Asset
[Other Curert Asset
[Other Curent Asset
[Other Curent Asset
Fixed Asset

Fixed Asset

Fixed Asset

(Other Asset
|Accaunts Payable

26,926.43
2,461.80
12400
2485291
33,852.91
-9,000.00
1,041.85

30,739.38 +|

hccount <]

activiies v | Reports

I tnciude inactive





64. Close the chart of accounts.

Notes

Processing Credit Card Payments
To process xe "credit cards: processing payments"credit card payments from your customers, you must have a merchant account. A merchant account is an account with a merchant account processor (or a financial institution acting as a processor) that enables you to enter and process credit and debit card transactions. 

There are two ways to obtain a xe "merchant accounts:described"merchant account.

· Use the QuickBooks Merchant Service.

You apply for this service online from within QuickBooks or over the phone. Once your account is activated, you can enter and process your customers' credit card payments directly from QuickBooks.

· Use a non-QuickBooks merchant account (a merchant service that is not integrated within QuickBooks).

You can use a non-QuickBooks merchant account that you've signed up for through a financial institution. These services usually require the use of a credit card swipe terminal to process your customers' credit card payments. You can enter the information into QuickBooks manually as you would enter other QuickBooks transactions.

Notes

Lesson 7: Receiving Payments & Making Deposits
Review questions

65. A company has set up three different jobs for a single customer. The customer writes one check to make a partial payment on open balances for all three jobs. In QuickBooks, that payment...

a Must be applied to the first invoice for the first job for the customer

b Must be applied to the most recent invoice for the customer

c Can be applied to any combination of invoices and jobs for the customer

d Cannot be applied to any invoices or jobs for the customer until full payment is

received

66. QuickBooks supports which of the following types of payment scenarios?

a Down payments for products or services

b Overpayments from customers

c Partial payments from customers

d All of the above

67. True or false: You can enter a customer payment directly in the customer register.

a True

b False

68. The _______________ _____________ account acts like a “cash drawer” and is used to hold funds until you deposit them into a bank account.

69. True or false: QuickBooks allows you to print deposit slips that you can take to the bank.

a True

b False

Review activities

70. Create an invoice for Bryan Ruff’s utility shed job. Add items to Rock Castle Construction’s Item list as needed.

71. After you invoice Bryan, record a payment from him in the Receive Payments window.

72. Record Rock Castle Construction’s deposit of the payment.

 Answers to review questions
73. A company has set up three different jobs for a single customer. The customer writes one check to make a partial payment on open balances for all three jobs. In QuickBooks, that payment...

a Must be applied to the first invoice for the first job for the customer

b Must be applied to the most recent invoice for the customer

c Can be applied to any combination of invoices and jobs for the customer
d Cannot be applied to any invoices or jobs for the customer until full payment is

received

74. QuickBooks supports which of the following types of payment scenarios?

a Down payments for products or services

b Overpayments from customers

c Partial payments from customers

d All of the above
75. True or false: You can enter a customer payment directly in the customer register.

a True

b False  You must enter payments in the Receive Payments window.
76. The Undeposited Funds account acts like a “cash drawer” and is used to hold funds until you deposit them into a bank account.

77. True or false: QuickBooks allows you to print deposit slips that you can take to the bank.

a True
b False
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