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Section 7.7 

INVOICE 
An Invoice is used to record sales when the customer will pay later. An Invoice contains 
detailed information about the products and services provided to a customer. If the 
Invoice is recording the sale of a product, sales tax may be required on the sale. Mookie 
The Beagle Concierge will charge the customer the sales tax and then remit the sales tax 
collected to the state department of revenue. 

SET UP SALES TAX 

To set up sales tax for Mookie The Beagle Concierge for products that it sells to 
customers: 

From the Navigation Bar, select Taxes

Select Sales Tax tab

Select Use Automatic Sales Tax

Verify Business Address for Mookie The Beagle Concierge > select Next

When You have to pay sales tax to these tax agencies appears, verify your tax agency: 
California Department of Tax and Fee Administration

Select Filing Frequency: Quarterly

Select Next

When Have you registered for sales tax in any other state? appears, select No

Select Next

When Here are the tax agencies we’ll set up for you appears, verify your Tax Agency is 
California Department of Tax and Fee Administration, then select Finish

When Success! Automatic Sales tax is ready to go. appears, select Take a look

The Sales Tax window should now appear on your screen 
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CREATE INVOICE WITH SALES TAX 

To create an Invoice after automatics sales tax is set up:

Select + New

Select Invoice

Select Customer: Sandy Copper: Remy

Enter Terms: Net 30

Enter Invoice Date: 01/08/2024

Verify Due Date

Select Product/Service: Mookie The Beagle Bon Appetite Organic Dog Food

If the Description field does not autofill, enter Description: Mookie The Beagle Bon 
Appetite Organic Dog Food

Enter Quantity (QTY): 2

If inventory tracking is turned on for an item, hover the cursor over QTY to see quantity 
of the inventory item on hand. Note: Before saving this invoice, the Quantity on hand is 
4 and  the Reorder point is 1.

Verify Rate

If necessary, select the Tax checkbox for the line item

In the Sales Tax section of the invoice, select See the math 

When How Your Sales Tax Is Calculated appears, select Override this amount

Select Rate: 9 (%)

Select Reason for override: Other (or reason not listed)
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Select Apply override

Select Close

To save the Invoice, select Save 
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C7.1 Customers: Invoice 
To view the Transaction Journal for the Invoice we just created: 

 

 QUICK CHECK 

 Select Manage

Select Actions

Select Transaction Journal

In your transaction journal, what are the Amounts debited to: 
• 1100 Accounts Receivable  
• 5000 Cost of Goods Sold

In your transaction journal, what are the Amounts credited to: 
• 4300 Sales of Product Income 
• 1300 Inventory Asset 
• California Department of Tax and Fee Administration Payable (Total Amount)
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