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Lesson Objectives

Learn how to create job estimates
Find an estimate in a data file

Learn to duplicate an existing estimate
Create an invoice from an estimate
Display project reports for estimates

Update a job's status

Make an estimate inactive

Lesson Objectives

QuickBooks Desktop 2020 Client Training
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Turn on Estimates and Progress Invoicing

An estimate is a description of work or products you propose to sell to a current or prospective
customer. (You might refer to an estimate as a quote, proposal or some other term.) You can create
multiple estimates for each name (customer or Customer:Job combination). If the customer accepts
an estimate, you can turn the estimate into an invoice, modifying it as necessary. When you have
actual costs and revenues, you can compare them to your estimated costs and revenues to see if you
were over or under the estimate.

Estimates are non-posting transactions; they do not affect any financial reports or income and
expense balances. QuickBooks allows you to create invoices from estimates, either by transferring
the entire estimate to an invoice or by choosing a percentage or selected items to invoice. The
ability to bill for only a percentage of the estimate or selected items is called progress invoicing.

@
o Step-by-Step: Turn on Estimates and Progress Invoicing

1. Make sure you are signed in to the QuickBooks company as the Admin user. (If other users have
been set up on other computers to access the company in multi-user mode, ensure they are not
signed in and you are in single-user mode.)

2. From the Edit menu, choose Preferences.

3. Click Jobs & Estimates in the left panel.

4. Click the Company Preferences tab to display the Jobs & Estimate preferences.
5. Click Yes after Do You Create Estimates?

6. Click Yes after Do You Do Progress Invoicing?

7. Click OK to record your selections then close the Preferences window.

QuickBooks Desktop 2020 Client Training 6
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Turn on Estimates and Progress Invoicing

Preferences

>

My Preferences

E’ Accounting
B sis
E Calendar

Pending
a Checking

Awarded Awarded
1 Deskiop View
E Finance Charge In progress In progress
& cenera Closed Closed

:I Integrated Applications

& ltemsz & Inventory

-/ Jobs & Estimates

ﬁ Multiple Currencies

E Payments

Ef, Payroll & Employees

@ Reminders

|||| Reports & Graphs

Mot awarded Mot awarded

DO ¥YOU CREATE ESTIMATES?

@ Yes ) No

Close gstimates after converting to
imvoice

n Sales & Customers

98 sales Tax
p Search
a Send Forms

& Service Connection

Speling

=) Warn about duplicate estimate
numbers

Company Preferences

Cancel
Enter the job status descriptions you prefer
for your business. For example, you could Help
enter "Submitted” for Pending.
Default
Also See:
General
Sales and
DO YOU DO PROGRESS INVOICING? Customers

® Yas ) No

Time Tracking

2 Don't print items that have zero
amount

NOTES
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Create an Estimate

@
9. Step-by-Step: Create an Estimate from the Customer Center

1. Inthe Customers & Jobs list of the Customer Center, select the name of the customer or job for
which you would like to create an estimate.

2. Click the New Transactions menu button then choose Estimates.

3. Complete the form with the items and pricing you would like to appear on the estimate.

Create Estimates

Main Formatiing Send/Ship Reporis HoAa
@ P m E 8@ Create a Copy ° E = Email Later @ @Create Invoice ,’-.E Create Purchase Order @
Find New Save Delete €3 Memorize ﬂ:gliz Print  Emal A::;n & Create Sales Order =
Project
cusToMER:JoB  [JCOok, BrianKitchen Al [itchen Upg...] CLASS ﬁ L= =05 = Custom Estimate -
Customer [IEGEEELG]
Estimate pere NAME | ADDRESS suipTo/SHiPTO1 =
MH7i2023 @ Brian Cook Brian K. Cook SUMMARY r's
ESTIMATE # 345 Cherry Lane 345 Cherry Lane
& Middlefield CA 94482 Middlefield, CA 94482 Phone 415-555-2248
Email beook@samplename.com
Open balance 3,979.33
ITEM DESCRIFTION aty U COoST AMOUNT MARKUP CLASS TOTAL TAX Active estimates 2
Appliance Wicrowave oven 1 385.00 385.00 10.0% 42350 Tax 4 Sales Orders to be invoiced 0
Appliance Trash compactor 1 125.00 125.00 10.0% 137.50 |Tax Unbilled time and expenses:  3,030.00
Appliance Garbage disposal 1 95.00 95.00 10.0% 10450 Tax '
Subs:Drywall Install drywall 850.00 850.00 850.00 Mon
Subs:Painting  Painting 660.00 660.00 660.00 Mon RECENT TRANSACTION %
Al
12/15/23 Invoice 1,636.69
12/11i23 Invoice 595
SUBTOTAL 4,115.00
11/25/23 Payment 2,580.00
MARKUF 60.50
™ 3anDomingo + (7.5%) 49.91 11125/23 Payment 422541
CUSTOMER MESSAGE TOTAL 4!225_41 11/25/23 Invoice 1,636.69
-
NOTES &
MEMO custousr [Tax  w save & Close Revert
T4 CCDE

4. Click Save & Close to save the estimate.

= IMPORTANT: You can also access the Estimates window from the Customers drop-down menu or from
the Home screen.

= IMPORTANT: If you are giving or sending this form to a customer, you may wish to create and choose a
template design that reads Quote or Proposal or some other term.

NOTES
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Create Multiple Estimates

Create Multiple Estimates

You can easily create multiple variations of an estimate without having to reenter all the data. First,
create a duplicate of the estimate then make the modifications necessary for the second bid.

(¥}
(o)

Step-by-Step: Create a Duplicate of an Existing Estimate

1. Inthe Main tab at the top of the existing estimate, select Create a Copy. (Two other ways to do
this are to right-click in the body of the estimate and choose Duplicate Estimate, or use the Edit
drop-down and select Duplicate Estimate.)

Main  Formatiing  Send/Ship  Reporis
«» B B R(Beew:con] @ & @@ [ Emailater 0
Find Mew  Save Delete € Memorize Mark As Print  Email i

M Inactive - - e

cusTomerucn | i | [Kitchen Upg...]

Estimate

Create Estimates

& create Invoice
G create Sales Order

& Create Purchase Order @
Start
Project

cLass

~ BEICES N Custom Estimate

DT MANE / ADDRESS

surpo ShipTo1 =

TnTz024 L Brian Cook Brian K. Cook SUMMARY &
R — 345 Cherry Lane 345 Cherry Lane
510 Widdlefield CA 94482 Middlefield, CA 94482 Phone 415-555-2248
Email beook@samplename.com
Open balance 3,979.33
ITEM i DESCRIPTION farr Pum P COST | AMOUNT | MARKUP i TOTAL P TAx Active estimates 3
See attached specifications for details on below work. = Sales Orders to be invoiced 0
Unbilled time and expenses:  3,030.00
Appliance Microwave oven 1 385.00 385.00 10.0% 42350 Tax
Appliance Trash compactor 1 125.00 125.00 10.0% 13750 Tax
Appliance Garbage disposal 1 95.00 95.00 10.0% 104.50 Tax RECENT TRANSACTION g
‘Bubs Drywall Install drywall 850.00 850.00 850.00 Non 1211524 Invoice 1,636.69
Subs:Painting Painting 660.00 660.00 660.00 Non 12111/24 Invaice 595
Subs:Plumbing Plumbing 800.00 £00.00 £00.00 Non 11/25/24 Payment 2,560.00
Subs-Tile &Counter Install tile or counter 120000 1,200.00 1,200.00 Non 11125/24 Payment 4.225.41
11125/24 Invoice 1,636 69
v
NOTES ¢
SUBTOTAL 4,115.00
MARKUF 60.50
TAX |San Dominge = @ (7.5%) 49.91
CUSTOMER MESSAGE ToTAL 4,225.41
-
MEMO :usI:wER Tax - Save & Close Revert
QuickBooks Desktop 2020 Client Training 9
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2. Click OK when QuickBooks notifies you the duplicate estimate has been created.

op Information

A duplicate Estimate has been created. Make any changes you need and save the
Estimate.

Ifyou want to duplicate this Estimate regularly, you may want to use Memorized
Transactions instead. Click here for more information on Memorized Transactions

3. Modify the duplicate estimate accordingly to create a new, different estimate.

Create Estimates

Main Formating Send/Ship  Reports HoA
L d n E e Bcreacacoy @ E = Email Later m & create Invoice & create Purchase Order @
Find New Save Delete €3 Memorize m-;li‘:: Print Email Agiil:h &F create Sales Order Start
Project
(I eV oW Cook, Brian:Kitchen B (itchen Upg. « PSS Custom Estimate > Cook, Brian:
Customer a
Estimate per= NANE | ADDRESS. swpTo SNIPTO1 =
1211512024 B Brian Cook Brian K Cook SUMMARY ¢
SSTIMATE = 345 Cherry Lane 345 Cherry Lane
G Middlefield CA 94452 Middlefield, CA 94482 Phone 415-555-2248
Email bcook@samplename.com
Open balance 3,079.33
TEM ! peEscRIPTION farv  ium PcosT  GamoUNT i mamkUP P TOTAL G Tax Active estimates 3
See altached specifications for details an below work A Sales Orders to be invoiced 0
Unbilled time and expenses:  3,030.00
Appliance Microwave oven 1 385.00 385.00 10.0% 423.50 Tax
Appliance Trash compactor 1 125.00 125.00 10.0% 13750 Tax
Appliance Garbage disposal 2 95.00 190.00 10.0% 209.00 Tax RECENT TRANSACTION g‘
Subs:Drywall Install drywall 1,500.00 1,500.00 1,500.00 Mon 12M5/24 Invoice 1,636 69
Subs:Painting Painting 1,000.00 1,000.00 1,000.00 Non 12111/24 Invoice 5.95
Subs:Plumbing Plumbing 1,520.00 1,520.00 1,520.00 Non 11725124 Payment 2,580.00
SubsTile &Counter Install file or counter 120000 1,200.00 1,200.00 Non 11725124 Payment 4.225.41
1112524 Invoice 1,636.69
[ - - -
v
NOTES ¢
SUBTOTAL 5.920.00
MARKUP 70.00
T&* 5anDominge * | (7.5%) 57.75
CUSTOMER MESSAGE ToTaL 6,047.75
-
s cosuen [T Save & Closs Cloar
X CODE
Lot —

4. Click Save & Close.

NOTES
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Create an Invoice from an Estimate

Create an Invoice from an Estimate

Once you have created an estimate and the customer has approved it, you can use the estimate to

invoice the customer.

Progress invoicing (also known as progress billing) lets you invoice for jobs you complete in phases.
When you use progress invoicing, you first create an estimate for the job (which you may or may not

give to the customer). Then, as you complete each phase, you can easily transfer items from the

estimate to an invoice

]

o Step-by-Step: Create an Invoice from an Estimate

1. Click Customers on the icon bar.

2. Inthe Customers & Jobs list, choose the Customer:Job you wish to progress bill.

3. Click the New Transactions menu button, then choose Invoices.

4. Press Tab to leave the Customer:Job field. The Available Estimates window appears.

Available Estimates x

CustomerJob [

Cook, Brian:Kitchen - ]

Select an estimate to invoice

DATE ! AMOUNT | CUSTOMER:JOB ! EST. NO. Cancel
101142024 8,941.69(Cook, Brian:Kitchen |[604 Help
11712024 4 225 41(Cook, Brian:Kitchen  |610
1172024 2,997.08(Cook, Brian:Kitchen |G15
121512024 6,047.75|Cook, Brian:Kitchen 616

5. Highlight the estimate your customer accepted, then click OK.

QuickBooks Desktop 2020 Cl

ient Training
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Lesson 13 — Estimates and Progress Invoicing Create an Invoice from an Estimate

6. Select Create invoice for a percentage of the entire estimate.

7. Enter the percentage you wish to bill for in the % of estimate field.

Create Progress Invoice Based On Estimate

Specify what to include on the invoice.

7 Create invoice for the entire estimate (100%).
(® Create invoice for a percentage of the entire estimate.
% of estimate T0.0%

(7 Create invoice for selected items or for different percentages of each item.

8. Click OK.

9. You may choose to use a different invoice template for progress invoices, in which case select
the appropriate template from the Template drop-down.

= Create Invoices -0

Main Formatting ~ Send/Ship  Reports 2oaA
&P B X Crealeacopy €@ 2 = Print Later 1] B Add Timercosts [ B E)create asain
Find Hew Save Delefe ° Memorize Mark As Print  Email Email Later Attach B Apply Credits  Progress | Receive B RefundiCredit
= = Pending M M File Paymenis

== Cook, BrianKitchen ~ [—— > Cook, Brian:Kitchen

Custom Progress Invoice Customer

. Custom 0. Invaice e (SMPTOY v
Invoice S— ¢
Intult Product Invoice —ane 345 Cheny Lane Phone 4155659048
Ao4482 Middlefield, GA24482
Packing Slip Email becook@samplename com
Progress Invoice Preferred delivery method E-mail
TeRMS DUE DATE Open balance 397933
Net 20 ~ 011412025 B | Active eslimates 4
. . Sales Orders to be invoiced 0
Tem i pescRIPTION { quanTiTy | uma i RaTe | AMOUNT i Tax Unbiledfime and expenses:  3.030.00
See attached specifications for details on below work =
CUSTOMER PAYMENT ¢
Appliance Microwave oven 07 42350 296.45 Tax Your customer can not pay online
Appliance Trash compactor 07 13750 96.25 Tax Edit customer preferences
Appliance Garbage disposal 14 10450 14630 Tax £
Subs:Drywall Install drywall 07 1,500.00 1,050.00 Non RECENT TRANSACTION
Subs:Painting Painting 07 1,000.00 700.00 Non 12115124 Invoice 163669
Subs-Plumbing Plumbing 07 1,520.00 1,084.00 Non 12115124 Estimate 6,047.75
Subs Tile &Counter Install file or counter 07 1,200.00 84000 Mon voTes &
v
e “Vour customer can't pay this invaice online T [sanDomingo v (7.5%) 40.43
Turn o Tom 423343
CUSTOMER WESSAGE FAYMENTS AFFLIED 0.00
. BALANCE DUE 423343

wEMO custouer [Tax v Save & Close Save & New Clear
T CODE

10. If you see a Billable Time/Costs message pop-up that indicates the customer or job you've
selected has outstanding billable time and/or costs, select Exclude outstanding billable... then
select OK.

QuickBooks Desktop 2020 Client Training 12
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Billable Time/Costs

@ The customer ar job you've selected has outstanding billable time andfor costs.

Do you want to:

71 Selectthe outstanding billable time and costs to add to this invoice?

® EEchude outstanding billable time and costs atthis time? (You may add these later
~ by clicking the Add Time/Costs button at the top of the invoice)

[ Save this as a preference. Help

11. If you see another message pop-up asking you to record the new transaction (the estimate) now,
select Yes.

Recording Transaction

A Y¥ou have not recorded the new transaction. Do you want to record it now?

Yes No Cancel

12.If you are taken back to the open invoice you are creating, click on Save & Close to record the
invoice.

13. Close the Customer Center.

=  IMPORTANT: You can also access the Invoice window from the Customers drop-down menu, from the
Home screen or by selecting Ctrl+i.

NOTES
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Display Reports for Estimates

Display Reports for Estimates

Because you've just completed a progress invoice, you can see how QuickBooks records this on the
Job Progress Invoices vs. Estimates report. This report shows job status, estimate total, total invoiced
from the estimate on progress invoices, and the percentage of the estimate already invoiced on

progress invoices.

@

o Step-by-Step: Display the Job Progress Invoices vs. Estimates Report

1. From the Reports menu, choose Jobs, Time & Mileage.

2. Choose Job Progress Invoices vs. Estimates.

Job Progress Invoices vs. Estimates

Customize Report Comment on Report Share Template Memorize Print * E-mail ¥ Excel v Hide Header Refresh
[\ Il This Fiscal Year-to-date * From 01/01/2024 [ To 1215/2024 [ Sor By Default -
Show Filters
12:27 PM Rock Castle Construction
1215024 Job Progress Invoices vs. Estimates
J y 1 through D ber 15, 2024
Type Date Num Estimate Active Estimate Total Progress Invoice % Progress
Abercrombie, Kristy
Remodel Bathroom
» Estimate 10/30/2024 606 - 3,14.00 o.00 0.0% 4
Estimate 121202024 613 7.676.13 7.633.28 59.44%
Cook, Brian
2nd story addition
Estimate 10/11/2024 605 o 2242744 0.00 0.0%
Kitchen
Estimate 10/11/2024 804 o 94189 1,636.69 18.30%
Estimate 1TI2024 810 o 4,225.41 0.00 0.0%
Estimate MATIZ024 815 o 2,997.08 0.00 0.0%
Estimate 121572024 616 - 6,047.75 4,233.43 T0.0%
Craven, Pam
Duct Work
Estimate 05/21/2024 602 60240 545.80 157.17%
Ecker Designs
Dffice Repairs
Estimate MAE/2024 609 o 5,828.80 0.00 0.0%
Jacobsen, Doug
Poolhouse
Estimate 12/05/2024 812 6,323.50 0.00 0.0%
Melton, Johnny
Dental office
Estimate 11/05/2024 807 16,281.9% 12,754 14 78.33%
Morgenthaler, Jenny
Room Addition

3. Close the report window.

QuickBooks Desktop 2020 Client Training

14



Lesson 13 — Estimates and Progress Invoicing

Update Job Status

Update Job Status

Every time you change the status of a job, you should update its status in the Customer:Job list. For
example, the estimate for the Office Remodel is no longer pending: Wilma Nelson awarded you the
job and you have started work.

@

o Step-by-Step: Update the Status of a Job

1. Click Customers on the icon bar.

2. Inthe Customers & Jobs list, select the Customer:Job with which you wish to work.

3. Right-click to select Edit Customer:Job.

4. Click the Job Info tab.

5. Inthe Job Status field, select In progress.

Edit Job

JOB NAME [ Kitchen

CURRENT BALANCE 8,212 76

Address Info

Payment Settings

Additional Info

Job Info

(71 Job is inactive

How dao | adjust the current balance?

JOB DESCRIFTION

JoETYFE  Repairs -
NoX= TN progress h‘
MNone
START DATE
Pending

PROJECTED END DATE Awarded

In progress
Closed

END DATE

Mot awarded

] cusToner  Cook, Brian

Help

QuickBooks Desktop 2020 Client Training
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Lesson 13 — Estimates and Progress Invoicing Update Job Status

6. Enter the Start Date.
7. Enter the Projected End Date.
8. Click OK.

9. Close the Customer Center.

QuickBooks Desktop 2020 Client Training 16
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Make Estimates Inactive

Once a customer has accepted one of the estimates for the job and you have started work, you
might want to make any unaccepted estimates for this job inactive. When you make an estimate
inactive, QuickBooks keeps a record of it but does not use the numbers in reports. (This is not the
same as deleting it; deleting an estimate will remove the record from QuickBooks.)

@
o Step-by-Step: Mark an Estimate Inactive

1. From the Customer Center, open the estimate you wish to inactivate.

2. Click the Mark as Inactive icon at the top of the estimate in the Main tab of the ribbon. (If you
click thaticon in error, it turns into the Mark as Active icon, which you can click to undo your

=l Create Estimates -0
Main Formatting Send/Ship Reports Hoa
L B B8 & Bereacacd @ - = Email Later 0] & createivoice  JFJ Create Purchase Order @
Find New Save Delete §BMemorize Mark As Print  Email attach K Create Sales Order ==
2 Inactive M M File -
Project
[P Tr NI
cusTomeroe  [[Cook, Brian:Kitchen| | IKitchen Upg...] CLASS ~ REEIGESSN Custom Estimate ‘_:i“{le:‘l‘l bRl u'\\ -_J,- i@;’\%‘,\);
. -.l'|
Estl mate e NAME / ADDRESS sweTo/SRTO2  ~ | %
MN72024 B | (Brian cook Brian Cook ’% SUMMARY ' |
[ — 345 Cherry Lane 345 Cherry Lane | | |
15 Middlefield CA 94482 Middlefield, CA94482 Fl Phone 415-555-2248 |
. Email bcook@samplename com |
*\ Open balance 821276 |
e  bESCRIPTION fatv fum icosT  GavounT  wamkuP i TOTAL i Tax | Actue estimates N
| Appliance Microwave oven 1 365.00 365.00 25.0% 456.25 Tax “ -{'| Sales Orders to be invoiced ofl
Appliance Trash compacor 1 125.00 125.00 25.0% 156.25 Tax | Unbilledtime and expenses: 3,030.00 |
|
Appliance Garbage disposal 1 95.00 95.00 25.0% 11875 Tax :l\ |
| |
Subs:Drywall Install drywall 850.00 850.00 10.0% 93500 Non i E
Subs:Painting Painting 660.00 660.00 10.0% 726.00 Non $§ RECENT TRANSACTION a >
|
Blueprints Blueprints 1 500.00 500.00 10.0% 550.00 Non 1| 12115024 Invoice 423343 |
| |
I 1215724 Invoice 1,636.69 !
1
’\: 1215/24 Estimate 6,047.75 %
| 12124 Invoice 595 |
N 11125024 Payment 2580.00 |
L | |
| |
)i\ NOTES &)
SUBTOTAL 2.595.00 1 i
WARKUF 347.25 | | |
T84 ganDomingo v | (7.5%) 5484 ¥l >
CUSTOMER MESSAGE ToTAL 2,997.09 ‘xs |
- 4 | |
- '{‘l |
MEMO CUSTOMER | Tax - Save & Close Revert "\\ |
TAX CODE e——

3. Click Save & Close.

NOTES
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Estimates and Progress Invoicing — Review
Questions

1. QuickBooks tracks estimates using what kind of account?
a. Posting
b. Non-posting
2. True or false: QuickBooks allows you to create multiple estimates for a single customer.
a. True
b. False
3. Which of the following is not an option when creating an invoice from an estimate?
a. Create an invoice for the entire estimate
b. Create an invoice for a percentage of the entire estimate
c. Create an invoice for selected items or different percentages of each item
d. None of the above

4. You prepared an estimate for a customer and were subsequently awarded the contract. How
would you change the job status from pending to awarded?

a. Create the invoice from the accepted estimate — this changes the status automatically
b. Use the Job Status drop-down list in the customer’s record

c. Use the Job Status drop-down list in the Create Estimates window

d. None of the above

5. What QuickBooks feature would you use to charge customers as you complete various phases of
ajob?

a. Progress invoicing
b. Phased invoicing
c. Partial invoicing

d. None of the above

QuickBooks Desktop 2020 Client Training 18



Lesson 13 — Estimates and Progress Invoicing Review Activities

Review Activities

1. Create an estimate for the 75 Sunset Rd. job for Pretell Real Estate. The estimate is for 6 hours of
installation labor, 18.5 hours of plumbing work and 4 hours of drywall work.

2. Create a progress invoice for 50% of the estimate just created for the 75 Sunset Rd. job for Pretell
Real Estate.

QuickBooks Desktop 2020 Client Training 19



Lesson 13 — Estimates and Progress Invoicing Answers to Review Questions

Answers to Review Questions

1. QuickBooks tracks estimates using what kind of account?
a. Posting
b. v Non-posting
2. True or false: QuickBooks allows you to create multiple estimates for a single customer.
a. v True
b. False
3. Which of the following is not an option when creating an invoice from an estimate?
a. Create an invoice for the entire estimate
b. Create an invoice for a percentage of the entire estimate
c. Create an invoice for selected items or different percentages of each item
d. v None of the above

4. You prepared an estimate for a customer and were subsequently awarded the contract. How
would you change the job status from pending to awarded?

a. Create the invoice from the accepted estimate — this changes the status automatically
b. v Use the Job Status drop-down list in the customer’s record

c. Use the Job Status drop-down list in the Create Estimates window

d. None of the above

5. What QuickBooks feature would you use to charge customers as you complete various phases of
ajob?

a. v Progress invoicing
b. Phased invoicing
c. Partial invoicing

d. None of the above
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