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Lesson 13 — Estimating and Progress Invoicing Lesson Objectives

Lesson Objectives

@ Learnhowto create job estimates

[ S Find an estimate in a data file

@ Learntoduplicate an existing estimate
[ S Create an invoice from an estimate

[ S Create project reports for estimates
@ Toupdate a job's status

. To make an estimate inactive
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Lesson 13 — Estimating and Progress Invoicing Turning on Estimates and Progress Invoicing

Estimate & Progress Invoicing Overview

Progress invoicing (also known as progress billing) lets you invoice for jobs that you work on and complete in phases.
When using progress invoicing, you start by creating an estimate for the job (you don't have to give this estimate to the
customer).

Then, as you complete each phase, you can easily transfer items from the original estimate to an invoice. You can specify
which items to include on each invoice and change estimated amounts or percentages. When you use estimates to create
progress invoices, you can run reports to help you track your estimated versus actual costs.

Estimates

An estimate is a description of work you can do or products you can provide for customers. QuickBooks refers to this as
creating an estimate, but you can give the form your own title such as bid, grant, or proposal. To use progress invoicing in
QuickBooks you'll use the estimate feature in order to use progress invoicing.

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.

QuickBooks 2020 Student Guide 5



Lesson 13 — Estimating and Progress Invoicing Turning on Estimates and Progress Invoicing
To turn on estimates and progress invoicing:

1. From the Edit menu, choose Preferences.

2. Click Jobs & Estimates in the left panel.

3. Click the Company Preferences tab to display the job and estimate preferences.

4. Select Yes to the question Do You Create Estimates?

5. Select Yes to the question Do You Do Progress Invoicing?

6. Click OK to save the changes and close the Preferences window.

Preferences x

B2 Accounting A My Preferences Company Preferences “
q Bis Cancel
@ Calendar Pending Enter the job status descriptions you prefer
B2 chequng for your business. For example, you could Help
Awarded Awarded enter “Submitted™ for Pending.

ﬁ Desktop View Default
k] Fnance Charge In progress In progress
29 General Closed Closed Also See:
:‘ Integrated Applications General
r.fil Rems & nventory Not awarded Not awarded

Sales and
0, Jobs & Estimates DO YOU CREATE E STIMATE §? DO YOU DO PROGRESS INVOICING? Customers
% Muttiple Currencies . . . .

® Yes No ® Yes No Time Tracking

E Payments
@ Poyroll & Employees
7S a  Dontprintitems that have zero
~ panleane amount

Jll  Reports & Graphs

B seies 5 Customers Warn about duplicate estimate
Qg Sales Tax numbers

p Search
Q Send Forms

g Service Connection
Speling

[—’ NOTES
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Lesson 13 — Estimating and Progress Invoicing Creating an Estimate

Create Estimates

To create an estimate from the Customer Centre:
7. From Home Page click Estimates.
8. Choose the Customer:Job.

9. Complete the header of the Estimate form including the Date, Estimate# and other relevant information like
Shipping Address, Class, etc.

10. From the Item column choose the Items that you're going to estimate and eventually sell to the customer.

11. Add or edit the Quantity, Cost and Amount as needed. Note: The Cost is the item’s cost as it is setup on the item
record.

12. Add the Markup if appropriate.
13. Addthe Tax.

14. Click Save & Close to save the estimate.

Man Formattng  Send  Reports woa
¢ § 8 X Qorsescorr @ - @ | EmelLate @ Siceoeimoce  §JCroste Purchase Onser
Fnd  New Seve Delete @ Memorice  MakAs  Prit  Emad asach K] Create Sales Order
> Inactve - = File
1 OxTe NAME | ADDRESS
Estimate TR
ESTMCE o 242 Machray Ave
Sumey, BC
6 V48 3T2

Plans and Permits 1 25000 25000 250% 312% G

01Plans and Permits

A
02 Site Werk 0210 Demo Demo 2800 280000 250% 350000 G |
04 Concrete Concrete 7,656 7.656.00 30.0% 995280 G
05 Masonry Masonry 200 2500 5,000.00 335% 667500 G
Dwect LabourFramingLa.. ~ Framing Labour 200 3800 209 ~ 720006 - J'
SUBTOTAL 22.906.00
s 473430
1,382 02
CUSTOMER MESSAOE 000
. oW 29,022.32
vex STOVER |G . Save & Close Save & New Clear
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Lesson 13 — Estimating and Progress Invoicing Creating Multiple Estimates

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

To create a duplicate of an existing estimate:

1. Right-click in the body of the estimate and choose Duplicate Estimate from the list that displays (or use the Edit
drop-down and select Duplicate Estimate).

2. Click OK when QuickBooks notifies you the duplicate estimate has been created.
3. Editthe estimate to create a new estimate.

4. Click Save & Close.

Man Formatting Send Reports —
¢ ’ B 28 a CresteaCopy @ 9 &3 Emad Later ‘ &C’N!e Invoxce &Clum Purchase Order
Foa New Seve Delete @ Memorice  MarkAs  Prit  Emad amach K Creste Sales Ondee
T Inacyve - o/ File
— — |
i
Estimate |
01220 W Card Brad
ATE # 242 Machray Awe |
Surrey, BC |
. V4S T2 i

Find Estimates ) . . !

01 Plans and Permits Plans and Permits 250,00 250% 3125 ¢ ]

A
025t Work02100emo  Demo CopyLine £00.00 250% 350000 G | ‘
04 Concrete Concrete 656.00 30.0% 995280 G \
05 Masonry Masonry Delete Estimate 000.00 335% 667500 G i
Direct Ladbour Framing Labowr Framing Labour 00 20.0% 864000 G \

Memorge Estmate \/ \

Transactkon History i

22.906.00 ?

Memorzed Transacions 6.174.30 !

Altach 1.454 02 h

"3A QuickRepon 000 |
Tove 30,634.32 ;

!

G - Save & Close Save & New Clear [
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Lesson 13 — Estimating and Progress Invoicing Creating an Invoice from an Estimate

Reporting on Estimates

You can create an Estimates by Job report to view all of your estimates in one place. This report lists all active estimates
assigned to a customer or job. You can see at a glance how many estimates exist for each customer or job.

To create this report:
1. Gotothe Reports menu and click Jobs, Time & Mileage.
2. Click Estimates by Job.

3. Toopen any of the estimates listed, double-click the transaction

Estimates

Customize Report Comment on Report Memorize Print E-maill v Excel v Hide Header Refresh
paes DI - o |, T @ SortBy Default .
12207 PM White Ridge Construction Company
091316 Estimates by Job
All Transactions
Type Date Num Memo Estimate Active Amount
Allin, Hilda =
600 SQ Ft Addition '
» Estmate 0104/2010 1 v 54,853.05 ¢
Total 600 SQ Ft Addtion 54,853.05
Total Aln, Hida 54,853.05
Card, Brad
Theatre Room
Estmate 0411672010 2 v 21,735.00
Total Theatre Room m
Card, Brad - Other
Estmate 0MN2016 6 v 30,924 32
Total Card, Brad - Other 30,534,232
Total Card, Brad £2,269.22
Greene, Jeremy
Kitchen Renovation
Estmate 050172010 3 v 42,482.00
Total Ktchen Renovation 4248200
Total Greene, Jeremy 4248200 v
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Lesson 13 — Estimating and Progress Invoicing Creating an Invoice from an Estimate

Creating an Invoice from an Estimate

Once you've 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 using progress
invoicing, you start by creating an estimate for the job. As you complete each phase, you can easily transfer items from the
original estimate to an invoice.

To create an invoice for 100% of an Estimate:
1. Fromthe Home Page, click Create Invoices.
2. Choose the Customer: Job name.

3. QuickBooks displays the Available Estimates window. From this window click the Estimate you'd like to convert to an
invoice.

4. Click OK.

Available Estimates

Select an estimate to invoice
Cancel

DATE AMOUNT CUSTOMER:JOE EST. NC

Help

N

04/16/2010 21,735.00|1Card, Brad:Theatr...
09/13/2016 30,534.32|Card, Brad 6
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Lesson 13 — Estimating and Progress Invoicing

5.
6.

7-

Select Create invoice for a percentage of the entire estimate.
Enter the percentage you wish to bill for in the % of estimate field.

Click OK.

Creating an Invoice from an Estimate

Specify what to include on the invoice.

@ Create invoice for the entire estimate (100%).

O Create invoice for a percentage of the entire estimate

Cancel Help

7 Create invoice for selected tems or for different percentages of each item

8. You may choose to use a different invoice template for progress invoices, in which case you would select the

appropriate template from the Template drop-down.

9. Click Save & Close to record the invoice.

Create Ir

Main Formatting Send Reports
¢« B B R Beewacny @ =5 [ PrntLater 0
Find New Save Delete oMemorize Mark As Print  Email Email Later Attach
M v Pending M v File

=020l ress Invoice -

PSSV Card, BradTheatre Room  ~

2 oA
%Add Time/Costs & Create a Batch
@B Apply Credits ~ Progress  Receive B Refund/Credit
Payments

| H DATE INVOICE TO
nvoice 09132016 & | |Carg, Brad
INVOICE # 242 Machray Ave
Surrey, BC V4S 3T2
17
0.NO TERMS
Due on receipt ~
ITEM DESCRIPTION ESTAMT | PRIORAMT | QT TAX RATE TOTAL%  AMOUNT
Direct Labour:Cabinetry & Count. Lab. Cabinetry & Countertops 3,750.00 G 3,750.00 100.0% 3750.00 A
Direct Labour.Drywall Labour Drywall Labour 1,500.00 G 1,500.00  100.0% 1,500.00
Direct Labour:Electrical Labour Electrical Labour 750.00 G 750.00 100.0% 750.00
v
GeTa 1,035.00
CUSTOMER MESSAGE 21.735.00
- 0.00
21,735.00
uEno - Save & Close Clear

QuickBooks 2020 Student Guide

11



Lesson 13 — Estimating and Progress Invoicing Displaying Reports for Estimates
To create an invoice for % of an Estimate:

1. Fromthe Home Page, click Create Invoices.

2. Choose the Customer: Job name.

3. QuickBooks displays the Available Estimates window. From this window click the Estimate you'd like to convert to an
invoice.

4. Click OK.

Available Estimates

Customer. Job Card, Brad v “

Select an estimate to invoice

04/16/2010 21,735.00{Card. Brad Theatr._|2 Help
30,534.32 Card, Brad
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Lesson 13 — Estimating and Progress Invoicing Displaying Reports for Estimates

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

= Create Progress Invoice Based On Estimate
Specify what to include on the invoice.

() Create invoice for the entire estimate (100%).
@ Create invoice for a percentage of the entire estimate.
%ofestimate = 50.0%
) Create invoice for selected items or for different percentages of each item.

6. Enterthe percentage you wish to bill for in the % of estimate field.

7. Click OK.
8. Click Save & Close.
= Create Invoices -0 x
Main Formatting Send Reports 2 oA
@ D s E 2@ Create a Copy ° g = Print Later @ %Add Time/Costs % Create a Batch
Find New Save Delete omemmze Mark As Print  Email Email Later Attach @3 Apply Credits  Progress  Receive B Refund/Credit
v v Pending v v File Payments
| CUSTOMER:JOB Ibar Brad ~ =105l Progress Inv
I - DATE h. o
nvoice 09132016 B | |Card, Brad
N 242 Machray Ave
Surrey, BC
V48 312
P.O.NO TERMS
Due on receipt ~
ITEM DESCRIPTION EST PRIOR QT TA RATE TOTAL... { AMOUNT
01 Plans and Permits Plans and Permits 312.50 05 G 31250 50.0% 156.25 }‘
02 Site Work:02.10 Demo Demo 3,500.... 0.5 G 3,500.00 50.0% 1,750.00
04 Concrete Concrete 9,952.... 05 G 995280 50.0% 4,976.40
v
GeTe e 727.01
CUSTOMER MESSAGE 15,267.16
- 0.00
15,267.16
WENO G - save & Close Clear
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Lesson 13 — Estimating and Progress Invoicing Displaying Reports for Estimates
9. Repeat the process for the additional phase of invoicing.

10. Click OK.

Available Estimates x
Customer.Job Card, Brad - ﬁ

Select an estimate to invoice

I N e o Cancel
i DATE AMOUNT CUSTOMER:JOB EST. NO

09/13/2016 30,534.32 Card, Brad 6 Help

11. Repeat the process for the additional phase of invoicing.

= Create Progress Invoice Based On Estimate

Specify what to include on the invoice.

® éCreate an invoice for the remaining amounts of the estimate.é

() Create invoice for a percentage of the entire estimate.

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

12. Click OK.

13. Click Save & Close to complete the final invoice.
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Lesson 13 — Estimating and Progress Invoicing Displaying Reports for Estimates

Displaying 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.

To 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 Memorize Print | E-mail v Excel ¥ Hide Header Refresh
Dates ~  From B To B SortBy Default -
12:59 PM White Ridge Construction Company
09113116 Job Progress Invoices vs. Estimates
All Transactions
Type Date Num Estimate Active Estimate Total Progress Invoice % Progress
Allin, Hilda
600 SQ Ft Addition
> Estimate 01/04/2010 1 v 54,853.05 0.00 0.0% 4
Card, Brad
Theatre Room
Estimate 04/16/2010 2 v 21,735.00 21,735.00 100.0%
Card, Brad - Other
Estimate 09/13/2016 6 v 30,534.32 15,267.16 50.0%

Greene, Jeremy
Kitchen Renovation
Estimate 05/01/2010 3 v 42,462.00 0.00 0.0%
Rajyaguru, Kamlesh

Tea and Crumpets Room

Estimate 11/04/2010 4 v 55,104.00 0.00 0.0%
Uchman, Roy
Hangar
Estimate 11/30/2010 5 v 67,798.50 0.00 0.0%

3. Close the report window.

[—1 NOTES
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Lesson 13 — Estimating and Progress Invoicing Making Estimates Inactive

Making Estimates Inactive

Once a customer has accepted one of the estimates for the job and you have started work, you might want to make the
unaccepted estimate inactive. When you make an estimate inactive, QuickBooks keeps a record of it but does not use the
numbers in reports.

To mark an estimate inactive:
1. From the Customer Centre, open the estimate you wish to inactivate.
2. Click the Mark as Inactive icon at the top of the estimate.

3. Click Save & Close.

@ NOTES
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Lesson 13 — Estimating and Progress Invoicing Review Activities

Review Activities

N

© ©® N v pow

From the File menu in QuickBooks, choose Open or Restore Company. QuickBooks displays the Open or Restore
Company window.

Select Restore a backup copy and click Next.

Select Local backup and click Next.

In the Open Backup Copy window, navigate to the appropriate directory.

Select the gblesson.gbb file, and then click Open.

In the Open or Restore Company window, click Next.

Navigate to your directory.

In the File Name field of the Save Company File As window, type Lesson13 and then click Save.

Enter the Password: QBDT2020!

10. Click OK when you see the message that the file has been successfully restored.

Review Activities

Create a new job under Brad Card called Garage
Create an estimate on the last day of the current month for the customer Brad Card:Garage for the following items:
o $5000 of Plans
o $20,000 of Concrete work
o $2900 of Permits
o $40,000 of Framing
o $25,000 of Masonry
Create Progress Invoice #1 for 33% on the 10" of next month.
Create Progress Invoice #2 for 33% on the 20™ of next month.

Create Progress Invoice #3 for the remainder of the estimate on the last day of next month
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