JOYCE JAGGER

N THE EMBROIDERY COACH

Module 5
Order Processing & Invoicing

During this lesson, we are going to talk about the entire Order Processing
starting with taking an order from the customer all the way through to
Invoicing and Shipping the finished order. This is an exciting class because you
are going to see how all of this works together and how easy and efficient it
really is. | was very excited putting it together for you!

Before we get started, | wanted to give you a step my step process of the
entire sequence of taking an order to shipping out the finished order.

1. Take the order-write it up on the Sales order form (Apparel or Cap Order
form) If artwork is involved, make sure it is correct and exactly what the
customer is asking for.

2. Take the Deposit

3. Make sure all copy and information is correct and complete on the Sales
Order

4. Create the Estimate complete with all the information on the Sales
Order

5. Post the Customer Deposit into the Customer Deposits Account by
Creating a Sales Receipt

6. Add Job to the Scheduler

7. Order the Products

8. Check to see if you have the correct backing, thread and hoops

9. Write up the Order for the Design

10. Send out the Design to the Digitizer or the person setting up the Design

11. Receive Goods from Distributor

12. Sew out Design

13. Send proof of Design to Customer

14. Prepare Job for Production

15. Run the Job

16. Finish the job
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17. Pull up Estimate and Check to see if information on Production order
matches the information on the Estimate. Make Corrections if necessary

18. Convert to Invoice- Apply Customer Deposit from the Sale Receipt if it
was not done

19. Send Invoice to Customer

20. Ship the Order

Step 1 Order Process In QuickBooks - Creating the Work
Order With An Estimate Form

Add your order to QuickBooks as soon as you get finished taking your physical
order from the client is going to save you time and steps as you go through
your process. It is also a way to increase your Cash Flow by having the whole
process automated, so to speak, you will have the invoice in the hands of the
customer as soon as you have the job completed and you will be paid much
quicker.

We are going to start the process by changing the name of the Estimate to the
Work Order. That can be done in Custom Form Styles.

Click on Custom Form Styles and it will bring up another page to create the
form.

Designer Marketing Inc-Designer Gifts

Your Company Lists Tools Joyce Jagger
Account and Settings All Lizt= Impaort Data User Profile
| Manage Users Products and Services Export Data Feedback N
| | Custom Form Styles Recurring Tranzactions Reconcile Refer a Friand B
Chart of Accounts Antachments Budgeting Privacy
B QuickBooks Labs Audit Log u
| | Order Checks F_,?' EI Sign Out |
Smartlook
—
Custom form styles | mewsnyie =

< Al lists

NaAME - FORMTYFE LAST EDITED ACTION
Standard Master 04/02/2019 Edit | v
My WORK ORDER Template - 3-31 (66434 Esimars 02/02/2019 Edit| v

Waork Order Estimate 02/01/2018 Edit | v
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You can click on the standard form to see what it looks like or you can Click
on New Style and create your new form. | found it very easy to select one that
is already there and change the wording or Title on it. To do so, click on the
Edit on the form you select, and it will bring up the page to edit the form.
Click on Content and then select the Pencil on the right side of the section
that you want to change.

Change the name of the Estimate Form to Work Order. It will still have the
name Estimate on it when you want to create an Estimate or Work Order for a
customer, but when you print it out, it will have Work Order on it. Now that
this is ready to go, you are ready to start using your Estimate to create your
Work Orders!

Edit estimates that turn heads and open wallets Shara feedback
Header Designer Marketing Inc-Designer WORK ORDER 7.
i . 1 e
+| Business name (GIFTS & EMBROIDERY
Designer Marketing Inc-Designer Gifts
+'| Phone
Smith Co John Smith
(607) 4271026 123 Main Strest 20827 Palm Drive
City, CA 12345 Ty, CA 12345
~ | Email
4 $665.00 21201
theembroiderycosd h@gmsil.com SHIP DITE SHIP VIA TRACKING NO. PURCHASE ORDER NO.
01/02/2015 FadEx 12345672 CUSTOM-1
+ Address
+ Website
SOt
+'| Form names
Estimat Ord.

Display

Billing address
~'| Shipping
« | Expiration date

+ Custom field

Step 2- Creating A Liability Account To Hold Customer
Deposits
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Inside of your Chart of Accounts you will create an account for your Customer
Deposits. This is the account where the money that you receive for the
deposit from the customer is held until the Work Order or Estimate is
converted into the invoice.

Click on Chart of Accounts and click on the Green button that says New to
create the new account. It will bring up the dialog box where you will set up
the new account.

Chart of Accounts Run Report | [
< All Lists -
@ You'ra using 92 accounts Learn how to manage usage limits. I
‘ @ Mead help with your chart of accounts? Connect with 3n accauntant. Invite yours. | Find one ‘
Account
Account Type *Name ThlS 1S exaCtly
Other Current Liabilities - [Custsomer Deposits hOW the
*Detail Type Description ACCOU nt bOX
Trust Accounts - Liabilities A Customer Deposits Shou ld look

Use Trust accounts - liabilities to offset — When ]t 1S
Trust accounts in assets. |7| Is sub-account f_ln_lshed )

Amounts in these accounts are held by
your business on behalf of others. They

do not belong to your business, so Balance as of
should not appear to be yours on your
balance sheet. This "contra" account 03/31/2019

takes care of that, as long as the two
balances match.

‘ Cancel ‘ Save and Close v

© Joyce Jagger, The Embroidery Coach



Now you need to create a Service Item in Products and Services that you will
use as you are creating the deposit. This will connect to the Customer

Deposit Account.

Go to Lists and then select Products and Services. It will bring up the dialog

box to create the Customer Deposits item.

Product/Service information

Service Change type

Name*

Customer Deposits

SKU
Category

Class

Sales information

|7| | sell this product/service to my custemers.

Sales price/rate Income account

Custsomer Deposits

v SHOW MORE
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Step 3 - Taking the Deposit for an Order-Creating A Sales
Receipt For The Customer

Your goal is to always have a 50% deposit on each order. Sometimes this is
not possible with Wholesale orders or orders that come through to you with
Purchase Orders. Some large companies will not work with you if you are
demanding the 50% up front; however, if they do not pay their bills on time,
this is a must, or you simply cannot work with them. They will kill your
business if you do not get a handle on this right away.

Create a Sales Receipt

Create a Sales Receipt to accept a deposit from a customer. Go up to the Plus

] N [

Create

Customers Vendors Employees Other

Invoice Expenzs Payroll # Bank Deposit

Receive Payment Check Single Time Activity Transfer

Estimate Bill Weekly Timeshest Jeurnal Entry

Credit Memeo Pay Bills Statement

Sales Receipt Purchase Order Inventory City
Adjustment

Refund Receipt Vendor Cradit

Delayed Cradit Credit Card Cradit

Delayed Charge Print Checks

b Show less

sign at the top of the page and Click on Sales Receipt. This will open up the
Sales Receipt. Fill in the top with the customer’s information, the date of the
receipt and click on the drop-down arrow in the Deposited To box: and select
Undeposited Funds.

In the Product/Service box, select Customer Deposits. In the Description box,
type in what order the deposit is for. In the Quantity box, type in 1, In
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the Amount box, type in the total amount of the deposit, and in the Class box,
select Customer Deposits from the drop-down menu.

If you do not have a Class called Customer Deposits, create one. This way you
can easily track all of your customer deposits and you will not have to worry if
something is not getting credited correctly. You can run a report for your
Classes to check this out. Send a copy to your Customer and attach a copy
to your Work Order.

N .
(5 Sales Receipt #1057 @ nep X
Billing address Sales Receipt date Location ot sale A
Ron Sall 03/31/2019 112 Krager Road, Binghamton, NY
Sall Stearns
52 Court Street
Binghamton, NY 13901 o - )
Ship via Shipping date Tracking no.
Shipping to
Purchase Order No.
Payment method Reference no. Deposit to
- Undeposited Funds -
Accept payments in QuickBooks
# PRODUCT/SERVICE DESCRIPTION arr RATE AMOUNT TAX CLASS
1 Customer Deposits Explanation of what the deposit is for 1 148 148.00 Customer Deposit 1]
2 il
Addlines || Clearalllines Subtotal $148.00
Message displayed on invoice Taxable subtotal $0.00

Sales tax $0.00

Step 4 - Create an Estimate or Work Order for the
Customers Order

Go to the top of
the page and click
on the Plus sign

) Create
and click on Customers Vendors Employees Other
Estimate. This Invoice Expenze Payrall Bank Deposit
will bri ng up the Receive Payment Chack Singla Time Activity Transfer
Estimate form so Estimato Bil Weskly Timeshest Journal Entry
that you Can Credit Memo Pay Bill= Statermnent
create your Sales Receipf: Purchase o-d-er ':;;aur;c:r:};gt}f

Refund Receipt Vendor Credit

CUStomerS Work Delayed Credit Credit Card Credit
Order. Delayed Charge Frint Chacks
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It is still going to say Estimate at the top of it, but when you print it out, it
will say Work Order. You will fill in the Work Order with all of the important
information from the Customers Order Form including the price.

Adding Your Products and or Services to the Work Order

~ .
(' Estimate #1016 @ nep X
Billing address Estimate date Expiration date Location of sale

Ron Sall 03/31/2019 112 Krager Road, Binghamton, NY

52 Court Street
Binghamton, NY 13901
Ship via Shipping date Tracking no.
Shipping to

Purchase Order No.

# PRODUCT/SERVICE DESCRIFTION ary RATE AMOUNT TAX (1ASS

4606 27636 Polo Shirt

Add lines Clear all lines Add subtotsl Subtotal 512836

This scenario is for a product that the customer is purchasing along with the
embroidery as one package. In the first Product/Service box, pull up your
Iltem Code for that Product with Embroidery. In the Description box, type in
all of the information about the product order from the customers order form
including the Style Number, quantity for each of the individual sizes, and
colors. In the Quantity box type in the quantity of items in the order, in he
Rate box, type in the price for each item with the embroidery. If the item is
taxable, you will check the Tax box. Lastly, add the class from the Drop-down
menu is the Class box, something like Polo Shirt. What is happening here is
that the price for the garment and the embroidery are both being credited to
the Sale of Product Income account

In the next Product/Service box select the code from the Corporate
Embroidery Price List by the quantity and stitch count code from your Items
List. In the Description box type in all of the information about the logo,
location, size and colors. In the Quantity box type in the No. of embroideries
that you are doing. In the Rate box, type in the normal price for the
embroidery if it in different than the one that automatically populates when
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you add your embroidery code. Check the Tax box if it is taxable, and add
the Class such as Corporate Embroidery. What is happening here is that you
are crediting the Corporate Embroidery account with the actual embroidery.

In the next Product/Service box select Discount from your Items List. In the
Quantity box add the number of embroideries that you are doing. In the Rate
box, type in the same price that you charged for each embroidery using a
minus sign in front of the price. What is happening here, is you are pulling
the dollar amount for the Corporate Embroidery out of the Sales for Product
Income account for the garments and adding it to the Corporate Embroidery
account so that the Corporate Embroidery account gets credit for the actual
embroidery. Your customer will think that they are getting a discount, but in
all reality, the price for the embroidery is included in the price of the shirt or
other garment.

In the next Product/Service box, select Customer Deposits from your Items
List. In the Description box, type in the Sales Receipt number and the date of
the Customer Deposit. In the Quantity box, type in 1 and in the Rate box,
type in the amount of the Customer’s Deposit with a minus sign in front of it.
In the Class box type in Customer Deposit. This will add the Customer’s
Deposit to the Work Order and it will pull it out of the Customer Deposit
Liability account.

You can also add a .jpg of the customers logo to the Estimate or Work Order
so that you know for sure all of the information is correct.

Step 5 - Converting The Estimate or Work Order into an
Invoice

When job is completed, go to the Dashboard, click on Sales on the left hand
column and then select All Sales. This will bring up the total list. Select the
correct Estimate from the list. Check the Estimate - Work Order to make sure
that the information is the same. Make any adjustments that are necessary. If
you have not added the Deposit onto the Estimate or Work Order yet, add that
amount as | have shown you above.
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Click on the Create Invoice button on the top right corner of the Estimate.

) | aee & ¢ @ = This wﬂl automatlcally cqnvert
the Estimate into an Invoice.

(@) Help X

AMOUNT

e | $6.40

Finished Invoice

S A
& Invoice #1058 B @D rep X
Online paymen <
Il m Cards visa @ | | Get paid faster with online payments PAVMENT STATUS
F nline payments. And let
ccccc Free bank transs
¥ rs pay you aven faster.
Torm Invoice date Ducd Location of selle
Du on receipt v | | oarm2r2009 0440212019 112 Krager Road, Binghamtan, NY
Ship via Shipping dt Tracki
Shipping to
Purchase Order N
& PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT | TAX ~CLASS
1 OGI40EMBCC.12 s 2608 27836 Folo Sh
I Gorporata Embroider .
2 EMBCCs Sochingham 1356 n 0. s 12.2: 7332 Embr
3 Dix Custor s 12.22 3 Di
Customer Dep mer Deposi 8 Customer Dep
Addlines Clear all lines Add subtotal Subtotal $128.36

Message on invaice Taxable subtotal $0.00

Sales tax 50.00

Discount porcont 50.00

You are now ready to email this invoice to the customer. Do this as soon as
you complete it along with a note letting the customer know that he or she
will need to bring in the balance of the money with them in order to pick up
their finished products.

If the order is going to be shipped out on a retail or corporate level, they must
pay before the order can be shipped. If it is on a wholesale level, you have
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notified them that the order is complete, and it will be shipped out
immediately. You will definitely see your Cash Flow increase.

Step 6 Creating a Report

qb qUICkbOOkS =— Dasigner Marketing Inc-Designer Gifts

for All of the
Outstanding Orders Dashboard wimes Designer Marketing Inc-
Go to your Dashboard and scroll Banking

down to Sales, then select All Soles Overview
Sales. DAY

Expenses All Sales
It will bring up all of your sales
nvoices
t . Workers
[ransactions.
Customers
Reports b
Prm At mm A Cmmisimimm
~
@ Getting customars is hard, Check autthese four tipa to grow your custamer base with ease. Learm mare.
@ 9 et grow y
‘ Filter v | Last 365 Days
‘ Batch actions v
[] oate~ TYPE NO.  CUSTOMER DUE DATE BALANCE TOTAL  STATUS ACTION
[ 040372019 Estimate 1017 RonSall 04/03/201% $0.00 $6.40  Pending Create invoice
\:\ 04/02/2019  Invoice 1088 RenSall 04/02/2019 $0.00 $128.36  Paid Print v
] 04022019 Payment Ron Sall 04/02/2019 $0.00 $-12836  Closed
L ¥
[C] 033172019 Sales Receipt 1057 RonSall $0.00 $14800  Paid Print
[C] 033172019 Estimate 1016 Ron Sall 03/31/201% $0.00 $27636 Closed Print ~
\:\ 03/30/2019  Estimate 1015 RonSall 03/30/2019 $0.00 $3592  Pending Create invoice
\:\ 09/30/2018  Estimate 1014 Frank Kushner 09/30/2018 $0.00 $800  Pending Create invoice
[C] 077082018  Sales Receipt 1054 Frank Kushner $0.00 §1500  Paid Print v
] 07/08/2018  Paymen Frank Kushner 07/08/2018 $0.00 $-1000  Closed
L v
[ 07082018 irweice 1056 Frank Kushner 08/07/2018 $3450 $44.50  Overdue Receive payment v

Click on Filter in the top left corner and it will bring up all of the
Transactions. On the drop-down menu on Filter, select Estimates. In the
Status drop down menu select Open. Set it up just as | have it set below.
This will show you all of your open Work Orders or Estimates that have not
been converted to Invoices. They must be all of your open orders that have
not been completed. Then click the green Apply button and it will bring up all
of the open Estimates.
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This can be done at the end of every day for an accurate up to date account
or it can be done once per week to help you plan out the next weeks

) Getting customers is hard. Chack out these four tips to grow your customer bass with ease. Learn maore.

| Filter + Last 365 Days Estimates Open Clear filter / View al
Type
Estimates - View deleted/voided transactions CUSTOMER TOTAL LAST DELI
Status Delivery method
Ron Sall $6.40
Open - Any T
Ron Sall £35.92
Date From To
Lazt 365 Days - 04/04/2018 Frank Kushner $3.00
Customer
%50.32
All -
| Resat ‘ Apply

schedule.

E, On the top right corner of the report, you can
ACTION now select Print it out or you can export it on an
Excel spreadsheet.

Create invoice

Print version

| © Getting customers i hard. Check cut these four tips to grow your customer base with sase. Leam more. X

| Filter w ‘_&stﬁbSDays Estimates X Open

I ‘ Batch actions v

[] oam-~ TvPE NO. | CUSTOMER TOTAL  LAST DELIVERED @ sms ACTION

[[] oe03/2019  Estimate 1017 RonSall $6.40 Pending Create invoice =

[[] 03302019 Estimate 1015 RonSall $35.92 Pending Create invoice =

(] 09302018  Estimate 1074 Frank Kushner $3.00 Pending Craata invoica ¥
Total $50.32
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Excel Version - In the Excel version you can copy it to your Scheduler.

With either version, you can check it against your scheduler to see exactly
where you are with your production and see if there is something that has

been missed. This is going to be a very handy report.

Type: Estimates &middot; Status: Open &middot; Delivery method: Any &middot; Date:

Last Attachme

Date Type No. Customer Total delivered nts Status
04032015 Estimate 1017 Ron Sall 65.40 open
0330/2015  Estimate 1015 Ron Sall 3552 open

Frank
0973072018 Estimate | 1014 Kushner 2.00 open

Action Steps:

1. Create your Liability Account for Customer Deposits
2. Create your Work Order
3. Start adding all of your Orders into QuickBooks
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