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Creating Customer Quotes & Invoices

The first step in getting a new customer is to first provide a quotation for your products and
services. Some small businesses create these quotes using Microsoft Word and when they win
the business they then create an invoice.

Create a Quote

1. Click on the Accounts dashboard tab and select Sales
2. Click on the drop-down arrow next to the New button, and select Quote
3. Enter the details to create the following quote:

Dashboard [EFTSSNLIESN Payroll  Reports  Contacts  Settings + @ aQ @
Sales » Quoles »
New Quote
Customer Date Expiry Guote number Reference Theme
Curnulo Pty Ltd 11 Dec 2016 = 18 Dac 2016 = OU-0001 Quate -
dd a Titke 8 Summary
AUD Australian Dollar - Amounts ang  Tax InClusive -
Training a group of employees in 5.00 200.00 200 - Sales GST on Income 1,000.00
Microsof Word & Excel
« Add a new line = Sublotal 1.000.00
Includes GST 10.00% 90.91
Total 1,000.00

4. Click on Send
5. Enter your email address to send the quote
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The screenshot below appears to confirm that the quote has been sent.

Quote QU-0001
O Cuabe QU-0001 sent io Cumula Pty Lid B
o Sand Print Options =
Cumulo Py Ltd 11 Dac 2016 18 Dac 2016 CA-0001 Cunle
conka
Amounts ane lao exchisive
Training a group of employees n 5.00 181.82 200 - Sales G3T on Income 200.09
Microgofl Word & Excel
Subtotal 209,09
Tolal GET 109 90.91
Total 1,000.00
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Accept and Create an Invoice for Quote

1. Click on the Accounts tab and select Sales
2. Click on the Sent status panel under Quotes
3. Tick the box next to the quote and click Accept

Sales »
Quotes
+ New Quote
All Draft (0) Sent (1) Declined (0) Accepted (0) nvoiced (0)
Accept Decline Copy to. More v Search
E] Number Ref Customer Date = Expiry Online Quote Amount
™ au-0001 Cumulo Pty Ltd 11 Dec 2016 19 Dec 2016 1,000.00
4. Click on the Accepted tab
5. Tick the box next to the quote and click Copy to
6. Select Invoice and tick the box to Mark as Invoiced
Copy Contents to a New...
() Quote
(=) Invoice
[2] Mark as Invoiced
Purchase Order
Bill
==
7. Click on Create draft
National
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8. Enter the invoice date and due date for the new invoice below

Sales » Invoices »

New Invoice

‘ 0 Quote QU-0001 has been marked as invoiced

To Date Due Date Invoice # Reference Branding
Cumulo Pty Ltd 15Dec2016 » 22Dec2016 ~ | INV-0004 QuU-0001 Quote - @ Preview | (]

Add last items

AUD Australian Dollar - Amounts are | Tax Inclusive -
tem Description Qty  Unit Price Disc Account Tax Rate Amount AUD
Training a group of employees in Microsoft Word & 5.00 200,00 200 - Sales GST on Income 1,000.00
Excel

Add a new line | = Subtotal 1,000.00

Includes GST 10.00% 90.91

TOTAL 1,000.00

— e~

9. Click on Approve
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