Batch
Invoice

Sales
Orders%

Batch Invoice Sales Orders User Guide

Contents
Oy a [T =1 (=T PP UURRURU USRIt

Selecting the Sales Orders t0 INVOICE.......c.uuiiiiie ittt e e e e es bbb e e e e e e e e abrareeeeeesensrsaeeas
Setting YOUTN INVOICE OPTIONS...iiiiiiiiiii ittt bt b et et e eaeeeaeseaeseeeseaeenes
Y/ T T W I = 1= = 5 = 11 U= o U SPRN
Y/ T 0T W T = 1= 10 =T o SR SPRN
SEttiNG the INVOICE DAt..uuiiii ittt e e e e e e re e e e e e e e s atareeeeeesesansrsaseaeaseannssnns
USe SO H aS INVOICE H# ....uiiiiiiiiiiiiiiii s

Updating QUICKBOOKS.......ccoiiiiei ettt e e e tte e e e et e e e e ate e e e e abte e e eanbeeeesanteeessnseeeeenes

Copyright ©2014 ) Rushing, Inc. All Rights Reserved. QuickBooks is a registered trademark of Intuit Inc.



Batch

Invoice

Sales %

Orders™| Batch Invoice Sales Orders User Guide
Getting Started

1. Download the BatchlnvoiceSalesOrders.zip file and install on the same computer where
QuickBooks is installed. (See Installation Instructions)

2. Open QuickBooks, and open the company file that you want to use.

3. Start the Batch Invoice Sales Orders Utility by double clicking the icon on the desktop or by going
to Start- Programs- QB Utility — Batch Invoice Sales Orders

4. The Batch Invoice Sales Orders will open in a new window. Click Connect to QuickBooks get
started.

52| Batch Invoice Sales Orde
Connect to Quick Books

Select Customer:
Al Customers -

Choose Date Range
From Date: 1p/ 1/2014 E~

To Date:  12/31/2014 [~

5. A window will appear asking if QB is open to the company that you would like to use. Ensure
that QuickBooks is open on the company that you would like to work with, and then click “Yes”

-
Open QuickBooks l-'_"-‘J

':o:' Is QuickBooks open to the company that you would like to use?

ves | [ No

Copyright ©2014 ) Rushing, Inc. All Rights Reserved. QuickBooks is a registered trademark of Intuit Inc.



Batch
Invoice

Sales
Ordersl%

Batch Invoice Sales Orders User Guide

6. The first time you use the Batch Invoice Sales Orders Utility, QuickBooks will require you to grant
permission to the utility to access data. Select “Yes, whenever this QuickBooks company file is
open” and then click “Continue”.

QuickBooks - Application with No Certificate x

An application without a certificate is requesting access to the following
QuickBooks company file:

Wholesale/Distributor Sample File

Access may include reading and modifying QuickBooks data as well as
enhancing the QuickBooks user interface.

THE APPLICATION CALLS ITSELF

Batch Invoice Sales Orders

CERTIFICATE INFORMATION

This application does not have a certificate. QuickBooks cannot
verify the developer’s identity.

QUICKBOOKS SOLUTIONS MARKETPLACE

¢ Learn about applications that integrate with QuickBooks

Do you want to allow this application to read and modify this company file?
(&)
No

© Yes, prompt each time

© Yes, always; allow access even if QuickBooks is not running

This application will NOT access personal data such as Social Security Numbers or customer

credit card information. Tell me more

Continue... Cancel Help
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7. A window will appear asking you to confirm, click “Yes”.

Confirm to Proceed

This application is not signed with a digital certificate. If you allow unsigned
applications to access your file, a different application could use the same
application name and possibly misuse your data. For suggestions about
enhancing the safety of your company’s data, click Help.

Are you sure you want to allow this access?

8. Access Confirmation window will appear, click “Done”

Access Confirmation x

You have chosen to grant the application
Batch Invoice Sales Orders

access to the QuickBooks company file
Wholesale/Distributor Sample File

whenever this QuickBooks file is open.

Access rights:
- Read and modify QuickBooks data
(NOT including personal data)
- Enhance the QuickBooks user interface

Done Go Back
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Selecting the Sales Orders to Invoice

1. The Batch Invoice Sales Orders Utility will open in a new window. Click Connect to QuickBooks
get started.
a. Use the drop down to select a specific Customer or select ALL CUSTOMERS- only sales
orders for that specific Customer:Job will be retrieved if you select a customer.
b. Enter a Date Range- only Sales Orders in this Date Range will be retrieved from
QuickBooks
c. Click “Get Open Sales Orders”

[ Connect to Quick Books ]

Select Customer:
All Customers -

Choose Date Range

From Date: 1p/ 1/2014 [E~

ToDate:  12/31/2014 [F~

[ Get Open Sales Orders |

2. The Sales Orders that match your date range and customer selections will be displayed in the
grid. Use the To Be Invoiced checkboxes to select the orders that you would like to invoice. Sales
Orders that are “Checked” will be invoiced in QuickBooks.

chﬁged Customer:Job Date Mumber %lastgmer azlss g?éee? T
7 Thompson Lighting Stor...| 12/2/2018 | 145 | mk | sass000
| [ |Bakers Professional Lig... | 127272018 | 146 1 JG 822500
] |Kem Lighting Warehou . |12/4/2018 | 148 | 999011 MK | se3s2m
] |Thompson Lighting Stor.. [12/5/2018 | 149 ' Mk | e18119.00]
[F] |Bakers Professional Lig... | 12/7/2018 | 151 1 6 | s19.69200
] |Baker's Professional Lig... | 12/7/2018 | 152 1 LG $1,144.00 |

*You can use the Select All button to select or unselect ALL of the Sales Orders that were
retrieved from QuickBooks.
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Setting your Invoice Options

Marking To Be Emailed
If you check the box “Mark Invoices To Be Emailed” then the invoices that are created will automatically
be flagged as “To Be Emailed” in QuickBooks.

NOTE: There must be an Email Address saved to the Customer in QuickBooks to use this
checkbox. If you try to Mark Invoices To be Emailed where there is no customer email address
you will see this message:

0 50's have been Invoiced in QuickBooks.

1 50's had errors and could not be invoiced.

The following errors were encountered:

|| There was an error when saving a Invoice. QuickBooks error message: The email
address specified for this customer is invalid, and the transaction is marked ‘To be
e-mailed'.

To resolve this: Add the customer’s email address to the Customer in QuickBooks, then try to
create the invoice(s) again.

To update the Customer’s email address in QuickBooks:
1. In QuickBooks click “Customers” and select Edit Customer for the customer that you

would like to update.
2. Enter avalid email address in the Email field

Alt, Phone l 1 (0,
Alt, Contact | 1

E-mail ghcampbeli@samplename‘ v
Cc | 1

Ship To | Campbell, Heather v |

To Email Invoices from QuickBooks go to FILE > SEND FORMS in QuickBooks.
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Marking To Be Printed

If you check the box “Mark Invoices To Be Printed” then the invoices that are created will automatically
be flagged as “To Be Printed” in QuickBooks.

To Print Invoices from QuickBooks go to FILE > PRINT FORMS > INVOICES in QuickBooks.

Setting the Invoice Date

1. Enter Date that you want to show on the invoices that will be created from the Sales Orders
you’ve selected.

[7] Mark Invaices To Be Emailed
[7] Mark Invoices To Be Printed

Invoice Date: 10/27/2014 [E~
] Use as Invoice

[ Invoice Sales Onders ]

Use SO # as Invoice #
You can check the box “Use SO # as Invoice #” if you want the Invoice number to match the Sales Order
number in QuickBooks.

If you do not check this box, the QuickBooks will assign the next new number in your invoice number
sequence to the invoices.

Copyright ©2014 ) Rushing, Inc. All Rights Reserved. QuickBooks is a registered trademark of Intuit Inc.
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Updating QuickBooks

1. To create invoices in QuickBooks, click “Invoice Sales Orders”

[] Mark Invoices To Be Emailed
] Mark Invoices To Be Printed
Invoice Date: 10/27/2014 [+

7] Use SO # as Invoice #

([ Invoice Sales Crders D

 ——

For information or help with the Batch Invoice Sales Orders utility please visit our website at
www.QButility.com, or email us support@gbutility.com.

Thank you for using the Batch Invoice Sales Orders Utility!
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