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2. Double-click an existing payment term, such as Net 30, to edit 
it, or click Terms, and then New to establish a new payment 
term. The Edit Terms window is shown in Figure 2.

3. As shown in Figure 3, use the Additional Info tab of 
each customer’s record to set the default terms for their 
account.

Timing is Everything
The first rule of accounts receivable is to always send invoices 
out in a timely manner. Timing is of the essence when it comes 
to collecting money from your customers. If you wait too long 
to send the initial invoice, you’re immediately in a defensive 

Accounts receivable can pose special challenges for a small 
business. It’s easy to take your eye off of the A/R ball when 
times are good. You’re busy, so you think your receivables 
will take care of themselves. That’s often true, but sometimes 
business owners get penalized for giving customers too 
much latitude. Fortunately QuickBooks offers puts tools 
at your disposal that can help you manage your accounts 
receivable effectively. In turn you’ll likely avoid, or at least 
minimize, bad debts. 

Set Your Terms
As shown in Figure 1, QuickBooks allows you to establish 
terms in various ways. Most businesses opt for Net Due in 
30 days. You can establish as many payment terms as you 
wish:
1. Choose Lists, Customer & Vendor Profile Lists, and then Terms 

List.  As shown in Figure 1, QuickBooks displays the current 
list of payment terms.
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Figure 1: You can create as many payment terms as you wish to meet the 

specific needs of your customers.

Figure 2: Terms are configurable to match just about any situation.

QuickBooks provides a marvelous opportunity to manage a business.  We encourage 

you to allow us to guide you through the process of adapting QuickBooks to work for 

you and your unique business situation.  Our specially-trained staff excels in QuickBooks 

setup, training, bookkeeping, and troubleshooting.  We would love to show you how 

to utilize QuickBooks to its full potential. 
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position. The customer may forget about the service that was 
provided, or dispute the charge because you waited too long 
to present your invoice. The second rule is to enforce your 
terms. For instance, if you give your clients 30 days to pay an 
invoice, you should follow up directly as soon as an unpaid 
invoice is 31 days old. Often a friendly e-mail is sufficient to 
shake payment loose. Follow up with phone call once the 
invoice reaches 45 days.

Who’s at fault? 
Don’t assume that an unpaid invoice indicates that your 
customer is having cash flow problems. Sometimes invoices 
remain unpaid because the customer is 
dissatisfied with the product or service 
provided, and just hasn’t gotten around to 
complaining to you yet. When you make 
your 31 day inquiries, always be sure to 
ask if there’s any customer service issue 
that might be delaying payment of the 
invoice.

Do your best to ensure that invoices don’t 
reach the 60 day mark. There is an inverse 
relationship between age of an invoice 
and your odds of getting paid. In that 
regard, you may want to consider enabling 
clients to pay at least selected invoices 
via credit card. For instance, QuickBooks 
Merchant Services (www.quickbooksme
rchantservices.com) offers cost effective 

solutions that work within QuickBooks or on your web site. 
In addition, some shopping carts enable you to create a 
product without a predefined price. Such a product enables 
customers to specify the amount that they wish to pay online. 
Although many business owners balk at paying credit card 
discount fees, it’s far better to have say 97% of an overdue 
invoice, rather than 100% of a non-payment. 

Manage Your Accounts Receivable
Just about every QuickBooks user knows how to choose 
Reports, Customers & Receivables, and then A/R Aging 
Summary to view outstanding accounts receivable. However, 
you may not know that the QuickBooks Customer Center also 
offers an easy way for you to track overdue invoices: 
1. Click the Customer Center icon.
2. Click the Transactions tab, and then choose Invoices from 

the list on the left.
3. Choose either Open Invoices or Overdue Invoices to display 

the corresponding list of invoices, as shown in Figure 4.
4. Click any column heading to sort the invoice list. For 

instance, if you click the Aging button twice, the oldest 
invoices will sort to the top of the list.

5. If an invoice has just crossed outside of your terms, say 31 
days if you offer Net 30, then consider e-mailing a copy to 
your customer, along with a friendly note:

a. Double-click on an invoice from the invoice list.
b. Click Send from the invoice toolbar.
c. Choose E-mail

Figure 3: Be sure to apply the proper terms to each customer’s account.

Figure 4: The Customer Center allows you to sort and filter open or overdue invoices.
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Edit default text: As shown in Figure 5, QuickBooks uses a 
default salutation of Dear <Mr./Mrs./Ms.> <LastName>. In 
most cases you’ll want to change this to <First> or <First> 
<Last>. Otherwise your e-mail may end up addressing your 
customer by last name only if you haven’t completed the 
Mr./Ms./... field in each customer record. 

Use Customer Statements
Statements are an effective way to remind your customers of 
outstanding invoices. Not only can you generate a statement 
for a single customer, or all of your customers, you have the 
option to print the statements on paper, or send via e-mail. 
Here’s how to get started:
1.  Choose Customers, and then Create Statements to view 

the Create Statements window shown in Figure 6.
2. Specify a statement date, which will usually be today’s 

date.

Clean cut-off: Some businesses send statements at the end 
of each month as a matter of course. If you’re generating 
statements in the first week of a new month, you may wish to 
specify the last day of the preceding month as your statement 
date. Keep in mind, though, that any activity posted in the 
new month won’t be reflected on the statement.

3. Next, you’ll choose between two statement formats:
a) Statement period: Choose this format if you regularly 
send statements to customers each month. Make sure 
that the start date is the day after the ending date of 
your previous statement.
b) Open transactions: Opt for this when you only 
occasionally send statements to your customers, or you 
want to create a quick snapshot of unpaid invoices.

4. Now you’ll specify which customer or customers to 
include:

a) All Customers: As you would expect, this choice will 
generate a statement for every customer, subject to the 
choices that you make in the Select Additional Options 
section that we’ll look at in a moment.
b) Multiple Customers: This option enables you to pick 
specific customers. A Choose button appears when you 
click this option, and then you can use the dialog box 
shown in Figure 7 to indicate your selections.
c) One Customer: A drop-down list appears when you 
select this option, from which you’ll choose the customer 
in question.
d) Customers of Type: This option enables you to 
generate statements for a cross-section of your customer 
list, based on types that you’ve assigned to your 
customers.  

Set Customer Types: The Type field appears on the Additional 

Information tab of a customer record, as shown in Figure 3. If 

you’re not using the Type field for other purposes, considering 

assigning a type such as “Payment Challenged” — you just 

can’t call someone a deadbeat anymore — to the customers 

that typically need a nudge each month. You can then instantly 

generate statements for all of your problem customers at 

once, without having to select them individually. 

e) Preferred Send Method: This option generates 
statements for all customers, but delineates between 
Print and E-mail. Perhaps some customers prefer 
electronic documents, but others prefer a piece of paper 
to touch. You can batch process all of your e-mail savvy 

Figure 5: Consider Using <First> or <First> <Last> as the default for e-

mail messages.

Figure 6: The Create Statements window enables you to pick and choose 

criteria for customer statements.
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customers in one pass, and then repeat the statement 
process for those that need a printed copy.

5. Click the View Selected Customers button to preview 
which customers will receive statements based on your 
choices above.

6. You’re now ready to set the additional options for your 
statements:

a) Template: QuickBooks offers a standard statement 
format, but you can also click the Customize button and 
tailor a statement to meet your exact needs.
b) Create One Statement: Use this field to indicate 
whether statements should be generated for each 
customer or each job.
c) Show Invoice Item Details On Statements: This option 
eliminates the need to print supporting copies of invoices 
to attach to a customer’s statement.
d) Print Statements By Billing Address Zip Code: If 
you’re generating numerous statements, you may be 
able to secure discounts from the U.S. Postal Service by 
presorting your outgoing statements.
e) Print Due Date On Transactions: This option allows 
you to clearly document the due date of any outstanding 
invoices.
f) The Do Not Create Statements section allows you to 
further refine your choices:
��������������������������������������������������������
to provide a transaction history to customers that have 
paid their balance in full.
���������������������������������������������������������
customers that have nominal or credit balances on their 
account.
������������������������������������������������������������
for every customer, whether or not they’ve done business 
with you recently. If so, choose this option.
���������������������������������������������������������
you choose a Select Customers criteria that includes one 
or more inactive customers.

Assess Finance Charges: As we discussed in September 

2007, you can opt to add finance charges to your customer’s 

accounts. Typically you’ll want to keep this option in reserve 

for cases where customers refuse to pay, or you have to turn 

invoices over to a collection agency.

7. Click Preview to see how your statements will appear. You 
can then click the Print button on the Print Preview window 
to if you plan to print the statements, or click Close to e-mail 
the statements or refine the selection options.

8. If you didn’t click Print on the Print Preview window, you 
can choose Print or E-mail at the bottom of the Create 
Statements dialog box to generate statements for your 
clients.

Receivables Wrap-up
In this article we showed you several ways to improve your 
collection practices. The first is to invoice and follow-up 
promptly. For some businesses, accepting credit cards can be 
a useful collection aid. QuickBooks makes it easy to reprint 
or e-mail overdue invoices, while the Customer Statements 
feature provides detailed documentation of what you’re due. 
We wish you the best in the new year, and may all of your 
invoices be honored promptly.

Figure 7: You can specify which customers to include during statement 

generation.
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