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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. I was very excited putting it together for you! 

Before we get started, I 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 



 

2 © Joyce Jagger, The Embroidery Coach 

 

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.  
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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. I 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! 

 

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. 

 

 

This is exactly 

how the 

Account box 

should look 

when it is 

finished. 
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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. 
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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 

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. 

 

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 

and click on 

Estimate.  This 

will bring up the 

Estimate form so 

that you can 

create your 

customers Work 

Order. 
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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 

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 

Item 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 I have shown you above. 
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Click on the Create Invoice button on the top right corner of the Estimate. 

This will automatically convert 

the Estimate into an Invoice. 

 

 

 

 

 

 

Finished Invoice 

 

 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 

for All of the 

Outstanding Orders 

Go to your Dashboard and scroll 

down to Sales, then select All 

Sales. 

It will bring up all of your sales 

Transactions.   

 

 

 

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 I 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 

schedule. 

 

On the top right corner of the report, you can 

now select Print it out or you can export it on an 

Excel spreadsheet.  

 

Print version 
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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. 

 

 

 

 

 

 

Action Steps: 

1. Create your Liability Account for Customer Deposits 

2. Create your Work Order 

3. Start adding all of your Orders into QuickBooks 

 


