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Proposals

1.  From the Customer Menu 2.  From the Main Menu
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1. Proposals from the Customer Menu

1

2A

2B

Creating and Viewing Customer Proposals:
1. Click the Financial Tab and then the Proposals 

Button.
2. όŀύ /ƭƛŎƪ ά¸Ŝǎέ ƛŦ ȅƻǳ ǿŀƴǘ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ 
tǊƻǇƻǎŀƭ ƻǊ όōύ άbhέ ƛŦ ȅƻǳ ǿŀƴǘ ǘƻ ǾƛŜǿ ŀƭƭ 
Proposals for this customer.

3. !ŘŘ [ƛƴŜ LǘŜƳǎ ǘƻ ǘƘŜ ǇǊƻǇƻǎŀƭΦ  LŦ ȅƻǳ ƘŀǾŜƴΩǘ 
added any standard lines, you can do so by 
double-clicking on the first line of the Proposal 
Description field.  After entering them, you can 
select them in the pop-down list.

4. Fill in the desired Quantities
5. Apply Tax or taxes.  Double click on the white 

portion of the Taxes field to add your applicable 
taxes for your area.

6. Add any NON-Taxable charges.  You can put 
NON-taxable charges in step 2 if you do not have 
any taxable items to include.

7. Enter any proposal comments
8. /ƭƛŎƪ άtǊŜǾƛŜǿ tǊƻǇƻǎŀƭέ ǘƻ ǇǊƛƴǘ ƛǘ ƻǳǘ.
9. NEW FOR VERSION 10:  /ƭƛŎƪ ά¢ǳǊƴ ƛƴǘƻ ŀƴ 
ƛƴǾƻƛŎŜέ ƛŦ ȅƻǳǊ ŎǳǎǘƻƳŜǊ ŀŎŎŜǇǘǎ ǘƘŜ ǇǊƻǇƻǎŀƭ 
you have created.

Add 
Lines
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2. PROPOSALS from the Main Menu
Create a proposal for a customer by going to the 
Invoices/Proposals Tab, clicking on Proposals, and filling in the 
necessary information.

Print out the proposal by clicking on the Preview Proposal Button.

Create and 
View 

Proposals Preview
Print

or EMAIL
This

Proposal

Check 
out the 
Screen 
Listings
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Financials (Customer Menu)
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New Invoices ςFollow the steps

1. Click the New Invoice Button.
2. Add Line Items to the invoice.  LŦ ȅƻǳ ƘŀǾŜƴΩǘ 

added any standard lines, you can do so by clicking on 
ǘƘŜ ά!ŘŘ LƴǾƻƛŎŜ [ƛƴŜǎέ ōǳǘǘƻƴΦ  ¢Ƙƛǎ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ 
select them in the pop-down list.

1

Add 
Lines

3. Fill in the desired Quantities

4. Apply Tax or taxes.  Double click on the white 
portion of the Taxes field to add your applicable 
taxes for your area.

5. Add any NON-Taxable charges.  You can put 
NON-taxable charges in step 2 if you do not 
have any taxable items to include.

6. Enter any invoice comments

7. /ƭƛŎƪ ŜƛǘƘŜǊ άм tŀƎŜ tǊƛƴǘέ ƻǊ άн tŀƎŜ tǊƛƴǘέ ŀƴŘ 
print out the invoice.

8. ¸ƻǳ Ŏŀƴ ά!ǇǇƭȅ tŀȅƳŜƴǘέ ƛŦ ȅƻǳ ƘŀǾŜ ŀƭǊŜŀŘȅ 
received payment for this invoice.

9. Once you apply this payment, the Due Amount 
should reflect the proper total.

7

8

9

New

Please make sure you 
select the type of 

customer for this invoice!  
You can separate these 
types if future reports.
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Current Balance and OPEN Invoices

Current Balance:  Click this button to view the current balance of the customer όǘƘŜ ǘƻǘŀƭ ŀǎ ƻŦ ǘƻŘŀȅΩǎ ŘŀǘŜ ςall 

past open invoices ςnot future open invoices).

Open Invoices Menu

View the totals for the open 
invoices here

NEW!  If this is checked, 
then you have checked the 
box in this invoice that says 
άbƻǘƛŎŜ Ƙŀǎ ōŜŜƴ ǎŜƴǘέ

Open Invoice

Current Balance:  !ǇǇƭȅ tŀȅƳŜƴǘ ǘƻ ŀƴȅ hǇŜƴ LƴǾƻƛŎŜ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ά±ƛŜǿκtŀȅέ 
ōǳǘǘƻƴ ŦƻǊ ǘƘŀǘ ǎǇŜŎƛŦƛŜŘ ƛƴǾƻƛŎŜΦ  ¸ƻǳ Ŏŀƴ ŎƘŜŎƪ ǘƘŜ ōƻȄ ǘƘŀǘ ǎŀȅǎ άtŀǎǘ 5ǳŜ bƻǘƛŎŜ 
Ƙŀǎ ōŜŜƴ ǎŜƴǘέ ƛŦ ȅƻǳ ƘŀǾŜ ƳŀƛƭŜŘ ǘƘŜƳ ǘƘŀǘ ƭŜǘǘŜǊΦ

Auto-Check Notice Method:  Have the program check all the Past Due Invoices for you by going here:
Main Menu - Invoices and Proposals -
Invoice Reports - Past Due Open Invoices

Apply 
Pmt

Totals

New

Make 
Copy

Run 
Update

Look what 
happens

Now 
Checked
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All Invoices and All Payments Report

All Payments Printout:  Click this to preview and print out a listing of all 
payments that you have received from this customer.

All Invoices Menu

View the totals for all of 
your invoices

NEW!  If this is checked, 
then you have checked the 
box in this invoice that says 
άbƻǘƛŎŜ Ƙŀǎ ōŜŜƴ ǎŜƴǘέ

View comments

Totals

Go to 
this 

invoice

Make 
Copy

Edit or 
Apply 
Pmt

Invoice Menu

All Invoices:  Click this button if you want to see a listing of ALL INVOICES for this 
particular customer.  You can apply payments, copy an invoice, or preview and 
print out a listing of all invoices.
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Credit Card Information Storage
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Storing customer Credit Card Information and numbers:
1. Go to Master Files
2. Click on Your Organization
3. Set the Credit Card Password
4. Exit and go to your Customers Menu and click on the Credit 

Cards Button
5. Enter the Password and click the unlock button
6. Enter/view any card information for this customer

1
2

3

5

6

4
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FINANCIALS
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Main Menu ςFINANCIALS

Financial Screen Listings:Check out a screen 
listing of all of your invoices and proposals.  Click 
on any record to go to their customer respective 
invoice or proposal.

Screen 
Listings

Invoice 
Reports

Double 
Click and 

View

List All (Open and Paid) Invoices:Click this 
button to see all open and Paid Invoices.  
/ƘƻƻǎŜ ŀƴ ά9ǉǳŀƭ ƻǊ ǇǊƛƻǊ ǘƻέ 5ŀǘŜΣ ǎŜƭŜŎǘ ŀ 
Customer Type, and then click Preview Report

Open and 
Paid Listing

Single

ALL

Scroll
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Main Menu ςInvoices/Proposals

Past Due Open Invoices:Select an option, Customer 
¢ȅǇŜΣ ŀƴŘ Ŧƛƴŀƭƭȅ ŀ 5ŀǘŜΦ  /ƭƛŎƪ ǘƘŜ άtǊŜǾƛŜǿ wŜǇƻǊǘέ ōǳǘǘƻƴ ǘƻ 
print out your desired option.

Invoice 
Reports

1

List

List Invoices:Choose the 

Customer Type and then the 
ŘŜǎƛǊŜŘ ŘŀǘŜΦ  /ƭƛŎƪ ǘƘŜ άtǊŜǾƛŜǿ 
wŜǇƻǊǘέ ōǳǘǘƻƴ ŀƴŘ ŜƛǘƘŜǊ ǎŜƭŜŎǘ 
Yes or No for the listing 
preferences.

Print Each 
Invoice

Options

Invoice 
Letters

Past Due 
Letters

Yes

No

Past Due 
Message 

with Listing
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Main Menu ςInvoices/Proposals

Future Invoices to Send:Select an option, Customer Type, 
ŀƴŘ Ŧƛƴŀƭƭȅ ŀ 5ŀǘŜ ŦǊƻƳ ŀƴŘ ǘƻΦ  /ƭƛŎƪ ǘƘŜ άtǊŜǾƛŜǿ wŜǇƻǊǘέ 
button to print out your desired option.

List Invoices:Choose the Customer 

Type and then the desired date.  Click 
ǘƘŜ άtǊŜǾƛŜǿ wŜǇƻǊǘέ ōǳǘǘƻƴ ŀƴŘ ŜƛǘƘŜǊ 
select Yes or No for the listing 
preferences.

Print Each 
Invoice

Listing

Payments 
and Taxes

Payments and Taxes:Click this button if 

you would like to see a report for all the 
payments and taxes that you documented 
between two dates.  Notice that there are 
TWO PRINTOUTS ςone behind the other!

Taxes by 
Count

Taxes by County:Choose the Dates, 

Customer Type,  and check if you would like to 
ǎƘƻǿ άCǳƭƭȅ ǇŀƛŘ LƴǾƻƛŎŜǎ ƻƴƭȅέΦ  /ƭƛŎƪ ǘƘŜ 
Preview Report button to view the printout.

Options
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Main Menu ςInvoices/Proposals   [NEW FEATURES ARE SHADED RED]

Non-Customer Invoice:Create an invoice for 
someone that is not in your customer records.  This 
is new for 8.0.  You can manually type in the 
Customer Info to start.

Non-Customer 
Invoices

Create 
Proposals

Proposals:Create a proposal for either current 
customers or potential customers that are not 
currently entered into your database.

Find Invoices:Find any invoice that has been 
ŎǊŜŀǘŜŘ ƛƴ ȅƻǳǊ {!C9 tǊƻƎǊŀƳΦ  LŦ ȅƻǳ ŎŀƴΩǘ 
find it with one of these methods, it may not 
be there!
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EXPENSES
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Main Menu ςExpense Tracking (New Expense Entry)
1. /ƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴ ŎŀƭƭŜŘ ά9ƴǘŜǊ bŜǿ 
9ȄǇŜƴǎŜǎέΦ  Check out a screen listing of 
all of your invoices and proposals.  Click 
on any record to go to their customer 
respective invoice or proposal.

2. /ǊŜŀǘŜ ŀƴ ŀŎŎƻǳƴǘ ōȅ ŎƭƛŎƪƛƴƎ ά!ŘŘέ ƻǊ 
ά!ƭƭέ ŀƴŘ ǘƘŜƴ ŎƘƻƻǎŜ ŦǊƻƳ ǘƘŀǘ ŀŎŎƻǳƴǘ 
in the pop-down list.

3. Create an account for YOUR Company 
(i.e. Checking, Savings, Credit Card) and 
then choose it from the pop-down list.

4. Enter the details of the transaction. 
5. Enter the Payment Details.
6. /ƭƛŎƪ ǘƘŜ ά{ŎƘŜŘǳƭŜ bŜȄǘ tŀȅƳŜƴǘέ 

checkbox if you want to set up a 
REMINDER Payment for the next 
upcoming bill.

1

!ŘŘƛƴƎ ŀƴŘ 9ŘƛǘƛƴƎ ά±ŜƴŘƻǊǎέ ŀƴŘ άaȅ !ŎŎƻǳƴǘǎέΥAdd the Name, etc. of the PAY 
TO company.  This is in the Master Files Section of the Program.

2

3

4

5

6
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Main Menu ςExpense Tracking (REPORTS)
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