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QuickBooks Helps You Make a Statement

How do you let customers know they owe you money? Probably by sending invoices. And how's
that working for you? If your customers are all conscientious and pay on time, maybe that's all you
need to do.

But perhaps you need to consider doing at least part of your billing by dispatching statements.
These forms have their drawbacks. For example, you can't include sales tax or discounts on them.
You can't group related charges and subtotal them. And your customization options are weaker
than in invoices.

Still, you may want to send statements when you're billing on a regular basis for services, or when
a client has built up numerous charges, some of which are past due. Statements lay out the
customer's current financial obligation to you, including finance charges, should you choose to
impose them.

Outlining the charges

To get started, click on the Statement Charges icon on the desktop. (If there's no icon and you
want one, click Edit | Preferences, then Desktop View | Company Preferences, then click in the
box next to Statements and Statement Charges.) Or you can just click Customers | Enter
Statement Charges.
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Figure 1: Click on Edit | Preferences to add Statement Charges and Statements iconsto your
desktop.

The customer register opens. Select the customer you want to create a charge for by clicking the
down arrow next to Customer:Job. If you are in the middle of more than one job for the customer,
make sure you make the correct one active.

Go down to the first blank line and change the date if necessary. Tab to the Item field, and drop the
list to select the relevant product or service. Tab and enter the Quantity. The Rate and Amt Chrg
should be filled in (if not, go back to Lists | Item List and edit the record). QuickBooks will have
entered STMTCHG in the Type field. Tab to the Description field and complete it if it's blank, and
select a Class if you'd like. Your window will look something like this:

5 Abercrombie, Kristy - Accounts Receivable = \El
S Print... | B Edit Transaction {3 Time/Costs... QuickReport
Customer:Job | Abercrombie, Kristy -
Date [ Mumber [ Item [ Qty [ Rate Amt Chrg Amt Paid Balance
Type Description Class Billed Date Due Date
12/01/2015 4002 3,111.28 =+
CREDMEM Paid
121042015 1091 7,633.28
Y Paid
12/15/2015 0.00
— PMT
| 12/29/2015 [E] Subs:Ca... = |8 | 75.00 500,00 00.00 |
IISTMTCHG | Install carpeting |Remndel - (=] [E] ‘ -
IE [7] Show open balance Ending balance 600,00
Sortby | pate, Type, Number/... w | Record | [ Restore

Figure 2: It's very easy to enter statement charges in QuickBooks.

If you have another charge for that job, go ahead and enter it. When you're done with charges for
that job, click Record.

Build a statement

When you've entered all of the charges, you can easily convert them to statements. From the Home
page, click on the Statements icon. This window opens:



[#] Create Statements [E=]E=]

Select Statement Options Select Additional Options
Statement Date 12/15/2015 Template
@) Statement Period From| 11/16/2015 @] T0 | 12/15/2015 [E] Intuit Standard Statement | [ Customize |
) All open transactions as of Statement Date Create One Statement per Customer -
y transactions over |3p | days past due date [¥] Show invoice item details on statements

[] Print statements by billing address zip code

Select Customers || Print due date on transactions

@ All Customers Do not create statements:

~) Multiple Customers

() One Customer ith a balance less than 0,00

() Customers of Type ith no account activity
" Preferred Send Method [¥] for inactive customers
| View Selected Customers. .. | [ Assess Finance Charges... ]
Preview | Frint E-mail | Close Help |

Figure 3: You'll select options from this window when you're building a statement run.

If the window contains an A/R field, that means that you have more than one receivables account.
Be sure to select the appropriate one. Verify, too, that the date is correct. This will appear in the
customer's register as the Billed Date.

Here, too, you can choose a range of transaction dates for your statement(s), or simply opt to
create forms for all customers with open transactions (in the latter case, you can limit it to
transactions that are more than 30 days past due). You must also indicate whether you want
statements sent to all customers or a subset. You can manually choose one or many customers, or
select by Type (commercial, residential) or Preferred Send Method (E-mail or Mail).

QuickBooks gives you some control over your statements' layout; click Customize if you want to
explore this. Next, you can indicate whether you want to create one statement per customer or per
job. The other options here are self-explanatory, but be sure to go through them every time you
create statements.

Another decision

Will you be wanting to assess finance charges on the past due charges? This is a decision you may
want to talk over with us. It's a complex issue. Should you want to do so, though, clicking on
Assess Finance Charges will open the Assess Finance Charges window.

When you're satisfied with your choices, you can Preview your statements. Here's an example:



Amount Dus Ameunt Enc.
3830733
LIk 51} Transaction Anount Balance
11153015 Balence orvasd 1L38071
Indsiogy addition-
11253015 NV 1021 Due 1225/ 218 541E00 1700871
112543015 BAT 4.08530 1222341
Kikchen-
11253015 NV £1080. Due 1225215 1,868 1438010
11253015 BT -1.580:00 1138010
11253015 BT 410541 TR
12112015 DNV =FC & Dus 01102017, Finencs Cherz 585 T804
155015 DNV =1008. Due 01142017 lLe6ie 835733
1-20 DAYS PAST 3180 DAYS PAST | 6190 DAYS PAST OVER 50 DAYS =
CURRENT DUE TUE DUE PAST DUE Amount Due
838733 Qoo oo oo oo0 WINA

Figure 4: Statements lay out all transaction activity within a given period.

Statements don't take over the role of invoices, but they can be an effective way to let your
customers-and you-get a comprehensive view of their financial interaction with you. If you're still
unclear on how these forms can fit into your accounting workflow, we can help.
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