Basic instructions for entering in customers and estimates into QuickBooks.

Step 1 - Creating a New Customer


Step 2 – Enter in Customer Details
Step 3 – Enter in the Additional Information Tab Details
Step 4 – Record the Payment Details (Credit Card)
Step 5 – Record the current job status


Entering a JOB NAME to an EXISTING CUSTOMER


Step 1 - Creating an Estimate



HYPERLINK  \l "Step8"

Step 2 - Creating an Estimate



HYPERLINK  \l "Step9"

Finding the RETAIL or BUILDER PRICE



Step 1 - Creating a New Customer


Begin by selecting the Customer:Job menu which is Control J on the keyboard.  The screen below then shows up.  To select a new customer, either use the keyboard control “Control N” (N is for New Customer in this case because we are at the customer screen) or use the menu bar at the bottom left of the Customer:Job screen and then select “New” from the menu.  (Proceed to next step).
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Step 2 – Enter in Customer Details
[image: image2.png]Customer Neme | Last Neme, First o Buider Name.
OperingBlance || s 1172212005 [g]

How do ] determine
the opening balance?

K

Cancel

AddressInfo | Addgonalino | pamentifo | lbio |

Company

oo ) Phone ‘Complete this field
- Fax Complete this field
Mr. Ms.f. Ale. Ph, Complete this field
Frsthame uotame | L[] Ak Contet [ Conplloth el |
Losthame  [LoctNams JEmdl [ Compeiztnsten |

Buder or Customer Neme
o Address
ctystzp

Contact and their hone:

Detalls

text

il

Help

[e—
0 inactive.

Step 1 -Enter the Customer's Last
Name, then First i residential. It
Builder erter intheir Ful Business

Enter in ol pertnent nformation in
every fild. The shipto isd needs
12 INCLUDE the following i tis
format:

Buider or Customer Neme

o Adress

Cty st 7

Contact and their hone:

When complete oo the actionsl
information ab.




Step 3 – Enter in the Additional Information Tab Details.
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Step 4 Enter in Payment Details 
If the customer is paying by credit card.  – Note that for Builders Prices a processing fee may have to be added to their purchase.  Ask    [image: image4.png]Adiressinfo | Addtionslinfo | PaymentInfo | Jbinfo
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Once you have entered in the customer you may find that you are going to do more than one estimate for them.  If this is the case then you need to ADD a JOB NAME under the Customers Name. 
Entering a JOB NAME to an EXISTING CUSTOMER
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Step 1 - Creating an Estimate
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Step 2 - Creating an Estimate
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On the Estimate screen you can see that the customer;job name is pve(Hed in with the name | I
you had hightlighted on the previous step. If not, simply use the pull down menu to select the
name and job.

Foremost make sure you have the project address in as the actual job address. You need to
include a contact name and phone number as needed. I a retail customer the terms should be
set at 50% Dn, Balance on Completion or at least 40% Down, 60% on Completion. If @ builder
who has good credit and has approved credit with us they only need to sign the estimate to

confirm they have approved the total as well as selections. This applies to ALL buiders

For entering bid iters on an estimate please refer to the lst of iterns as taped to the side of
your mariitor for most comrmon items codes. We typically use more group items which when
used have the other sub iterns included





FINDING THE RETAIL OR BUILDER PRICE
For getting the retail prices, small builder price and high-vol builder price of products refer to our QuickBase application for vendor pricing.  Click on this link to go search for your product now.  https://www.quickbase.com/db/9iufgb3x?a=genadvfind
You must use this price on all Carpet, Wood and Laminate Floors unless Eric or Leo has approved otherwise.  No exceptions.  







