ENTERING EXPENSES

Il Difference between Expenses and Bills!!!!!

Expense = has already been paid and most likely has a receipt attached(ex. gas receipt,Home depot,Rona,Marathon Fasteners.,
Kitply,Upper Canada)

Bill = has NOT been paid, it’s on an account. Will be paid when we get a statement (ex Richelieu, Mckillican,Highmark Doors,Versed
Management, lonel Huiban,FVIS)

1. click on +NEW- EXPENSE

& - C & app.gbo.intuit.com/app/homepage

CUSTOMERS SUPPLIERS EMPLOYEES OTHER
Invoice Expense Single time activity Bank deposit

Receive payment Cheque

Weekly timesheet Transfer

Estimate Bill Approve Time Journal entry

Credit memo Pay bills Statement

Sales receipt
Refund receipt
Delayed credit

Delayed charge

Purchase order
Supplier credit
Credit card credit

Print cheques

Inventory qty adjustment

Pay down credit card

Show less




2. Go to the sofoaccounting@yahoo.com mailbox and look up the invoice. Download & save it
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3.Enter the date, the invoice number, the PO (in quickbooks this is called “Customer/Project)

() Expense no.1993793

Balance $41 072 646

Payment method

-
M
¥ Category details
¢ CATEGORY () DESCRIPTION AMOUNT  SALESTAX  BILLABLE ()
Ordes Line Notes: LAWRENCE
EA
266,20
1 00 ¢ | Puschases/Cost of Materials 1.0 795
963619
Pull 192 MDALE
Polshed Chrome 25pcs/BOX
100pe</CASE
‘ Add lines Clear all lines
¥ ltem details
¢ PRODUCT/SERVICE DESCRIPTION ary RATE AMOUNT = SALES TAX BILLABLE O

1 Add lines

Clear all lines

Memo
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This is what it looks like in Quickbooks

MARKU CUSTOMER / PROJICT
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AMOUNT <

$279.51

Amounts all*  Inclusve of T

CLASS

i
MARKUP % SALES AMT CUSTOMER / PROJECT CLASS
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Subtotal $279.51

13.31
Inchudes GST/HST @ 5% on 266.20
Total $279.51



Marathon Fasteners & Hardware Inc.
10323 Grace Road

Surrey, BC V3V 3V7

604-597-0175 Fax 604-397-0174

INYUOUIUL

Bill To:

SOFO CONSTRUCTION
11818 STEPHENS STREET

MAPLE RIDGE, BC V2Y 653

CANADA

—~ INVOICE
MARATHON [ 198
ce Date Page
H A RDWARE
{ 2:08:13 10f2
ORDER NUMBER
1970825
Ship To:
SOFO CONSTRUCTION  1his is what the invoice looks like

2810 HUNTINGTON PLACE
PORT COQUITLAM, BC V3C 4T3

CANADA

Ordered By: RADU SQCOS

C“‘tomr ll\- ‘7‘” EAARRAEAE (‘OD LR R GsTmsT ‘ 8”858278
PO Number Term Description Net Due Date Disc Due Date Discount Amount
LAWRENCE cop $72612021 5262021 0,00
L)
Order Date Pick Ticket No Primary Salesrep Name Taker
5/25/2021 22:08:53 2040689 Avikask Prasad ESTORE
Quarntities Pricing
Items 1D oM Ui Exterded
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Ovdered|  Shipped Remaining| O L o g Iem Descrintion Uit Skee
Customer Note: INVOICES: PLEASE EMAIL INVOICES
TO: RADUSOOS@YAHOO . COM
Carrier: Marathon Truck Tracking #:
44,000 44,000 0.000 EA V616-192-PC EA 6,050000 26620
1.0 Pull 192mm ASHDALE Polished Chrome 1.0000
23pes/BOX, 100pcy/CASE
Ovder Line Notes: LAWRENCE
s Card: Tran Type:Final Ssle

Authorization Number: U360

Authorization A

Reference Number: 82433080025

Merchant ID: 434810

Retrieval Number: 1423326302
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4. Attach the invoice and then click SAVE and close
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