CHAPTER 29 INVOICES

You must_create an invoice for all money owed by tenants such as rent, reimbursed
utilities, expenses, security deposit, late fees, and damages. You cannot receive
payments without first creating an invoice.

Create an invoice for any cleanup, damages, or legal fees when a tenant moves out or
is evicted.

IMPORTANT

When the rent and security deposit are received on one check, separate invoices
must still be created for rent, last month rent, and deposits.

Objectives

Upon completion of this chapter, you will be able to:

Create a pro-rated invoice

Create a rent invoice

Create a lease option invoice

Create a tenant reimbursable expense invoice
Memorize the invoice

View report
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Invoices

Create Invoices

Memorize Invoices
Only for rent and
lease option

Flow Chart 13 Invoices
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Pro-rated rent is based upon the number of days the unit is rented for the month by the
tenant.

Follow the steps to create an invoice but do not memorize the invoice and click Save &
Close.

Rent is usually a fixed amount agreed to be paid monthly by a signed lease between the
management and the tenant. Include the lease option amount in the rent invoice.

Follow the steps under Rent and Lease Option Invoice to create and memorize the
invoice.
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To create a rent invoice:

Click Rent on the icon bar
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Screen Shot 139 Enter Invoices

Select the tenant’s name and press the Tab Key

Available Estimates screen will appear.

Click OK

Manage Properties with QuickBooks — Landlords/Property Owners Page | 262



CHAPTER 29 INVOICES

Complete the fields as follows:

Field Data
Rent and Lease Option transactions will be prefilled from the
estimate (rent roll) you already created.
Change fields as required.
If you did not enter the rent roll, enter all fields on the invoice.

DO NOT Save & Close

Table 38 Enter Invoices

(We are going to memorize rent invoice and then click Save & Close . If you accidentally
Save & Close the invoice, view the Tenant Center, highlight the tenant’s name, and
double click on the invoice on the right.)
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Screen Shot 140 Memorize Invoice

Right click on the invoice
Select Memorize Invoice
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Screen Shot 141 Memorize Transaction in Group

Complete the fields as follows:

Field Data
Name Prefills
Select With Transactions in Group
Group Name Rent
Click OK

Table 39 Memorize Transaction in Group

This will bring you back to the invoice on the screen.

Click Save & Close to record the invoice
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Memorizing invoices causes QuickBooks to create the charges each month so you do
not have to enter invoices manually for each tenant every month.

If you accidentally saved the invoice:

Click Tenant Center or Customer Center on the icon bar
Click and highlight the tenant

On the lower right, double click on the invoice to open it
Right click on the invoice

Click Memorize Invoice
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Screen Shot 142 Memorize Invoice
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Screen Shot 143 Memorize Transaction with Group

Complete the fields as follows:

Field Data
Name Prefills
Select With Transactions in Group
Group Name Rent
Click OK

Table 40 Memorize Transaction with Group Name

This will bring you back to the invoice on the screen.

Click Save & Close to record the invoice
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b #

The tenant is liable to pay the management company for any repairs or damages.

Follow the steps to create an invoice but do not memorize the invoice and click Save &
Close.

IMPORTANT
Create a group name to memorize recurring invoices. Refer to Create Group in
Section 2 chapter Recurring Transactions.
Creating an invoice for the tenant will affect the tenant’s ledger and increase the amount
owed by the tenant.

To create tenant’s reimbursable expense invoice:

Click Rent on the icon bar

Screen Shot 144 Tenant Reimbursable Invoice
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Complete the fields as follows:

Field Data

Customer:Job Tenant name

Class Property name

Template Invoice

Date Date of invoice

Invoice No. Number will automatically generate

Bill To Prefills

Terms Select from the drop down menu

Due Date Will automatically calculate the date

Item Select from the drop down menu or add a new item.
To add a new item refer to chapter Items.

Description Prefills — add additional details as needed

Amount Amount to be charged

Customer Message As needed

To be printed As needed

To be e-mailed As needed

Memo As needed

Click Save & Close

Table 41 Tenant Reimbursable Invoice

Manage Properties with QuickBooks — Landlords/Property Owners Page | 270



CHAPTER 29 INVOICES

$

To view the Open Invoices report:

Click MemRpts on the icon bar
Double click Open Invoices under Tenant

Report 35 Open Invoices

Manage Properties with QuickBooks — Landlords/Property Owners Page | 271



CHAPTER 29 INVOICES

Manage Properties with QuickBooks — Landlords/Property Owners Page | 272



