How to answer new setup questions related to invoicing

When you open the Invoice form for the first time, you may see a series of questions. The questions will

be similar to the following:

@ guiickbooks.

Hi Craig!

You're just a few steps away from getting paid.

v

Let’s get you set up with invoicing. 9.
v
— |

Filter by date and status X

Quickly filter for invoices that are overdue or need
attention, and access invoices from past years

You can exit out of the
information box.

You can go ahead and exit out of any tips that appear in the information box.

Click Get started.

(0] Guickbooks.

First, how do you want to send invoices?

Pick what makes sense now. You can always change it later.

Most popula

8 Email straight from QuickBooks @ Print and mail
Share a link
(text, social media, and more) li] Upload to a system

B Attach PDF to email

(Gmail, Outlook, and more)

@ Send another way

N Il create invoices for my accounting, but won't send any.

Check this box.

—{ ]

Check the box next to I'll create invoices for my accounting, but won’t send any.
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@ Giickbooks.

Next, how do you want to get paid?

The more options you give your customers, the quicker you get paid. You can change this later, too.

Most popular
B Credit or debit card \/ Check
Click Check and
Cash
Most popular
@ Bank transfer (ACH) \/ Cash
¢ Apple Pay @ Some other way

< 4

«

Check Check and Cash. Although you will be recording customer payments by credit card, you will not be
using any of the automated features in QBO related to credit card payments.

Click Finish.

NOTE: Since the test drive resets every time you end a practice session, you will likely see these same
questions multiple times! Patience is key when working with QBO.
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