How to Create an Invoice in NetSuite

This guide walks you through how to create an invoice in NetSuite, from opening
the invoice entry form to saving the completed transaction. You'll learn how to
complete the invoice header, select the correct subsidiary, choose service or
product items, understand how items map to GL accounts, enter shipping and
billing information, add a shipping address, review billing terms and currency, and
account for billable expenses and time.

)) How to Create a Customer Invoice in NetSuite

* Completing the invoice entry form

* Overview of the subsidiary associated with the customer
* Selecting service or product items

* Overview of GL accounts mapped to items and customers
* Entering shipping information and costs

* Adding a new shipping address

* Overview of billing terms and invoice currency

* Qverview of billable expenses and time

.&Business Solution Partners
ving Your Business Forward
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PowerPoint slide listing the training topics: Completing the invoice entry form, Overview of the
subsidiary associated with the customer, Selecting service or product items, Overview of GL
accounts mapped to items and customers, Entering shipping information and costs, Adding a
new shipping address, Overview of billing terms and invoice currency, Overview of billable
expenses and time. Business Solution Partners logo at the bottom right.

Before you begin
Before creating an invoice, confirm the following:

¢ You have access to either the Customers or Billing menu in NetSuite.

e The customer record already exists and is linked to the correct subsidiary,
since every invoice for a customer posts to that customer's assigned
subsidiary.

e The items you plan to bill have already been set up with a list price and a
tax code, since these settings determine how each item is priced and
taxed on the invoice.
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e If your company uses the Advanced Billing module, you know the billing
start and end dates for the transaction.

e You are aware that you can only post to open accounting periods.

« C | @ NetSuite Ine. [L te.cor

ORACLE | NETSUITE Search Q A @ R R

[ig Invoice a

E3E] coc AuwoFi | Reset Actions =

Primary Information

JSTOM EGRM * POSTING PERIOD *
Standard Product Invorce . . T
R e SUBTOTAL 000
3003902 DISCOUNT ITEM 000
TAX TOTAL 000
ABM indusiries % [y SHIPPING COST 000
HANDLING COST 000
= GIFT CERTIFICATE 000
AT I
000
772017 ToTAL
Sales Information
PARTNE
- £ AL Systems Lt1 -
= -

Cursor positioned in the empty PO # field, with the empty Memo field directly below it.

Step 1: Open the invoice entry form
Navigate to the invoice entry form using one of the following paths:

e Customers > Sales > Create Invoices
e Billing > Sales > Create Invoices
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Step 2: Select the invoice form type

On the invoice entry form, click the Form dropdown and select Standard Product
Invoice. Your firm may have custom forms configured, so choose the one that
matches your requirements.

T Home - NetSuite (zFichl: x \GUM

<« C | @ Netsuie Inc [US] | hitps

ORACLE | NETSUITE Q 5 @ e e
T

Search -
O Kk A Acivites Billing X" Vendors PayrollandHR Financial Reports Documents Sefup Payments Fixed Assefs Statistical Analysis My Dashboard Support

Home Viewing: Porllet date seftings,  Personalize,  Layout

20 0Ice

Saies Enter Sales Orders

ustomers Ovenviey,

Man olds System Tools

Ful What's New

M ked -

Mark Orders Shipped

Invoice Sales Orders

createRvoices List

Enter Cash Sales Search ACF60 S OF 50 SUM OF 504 UM OF AMOUNT OUTETANDING SUM OF TOTAL DUE
50,00

involce Biliable Gustomers " Fr s % e

Quarterly -

Customers by O/S Balance
.- m ‘I bl € > 40815 — 42760 w TOTAL

Quarterly Receivables o g iz

B-Sharp Music

Thagaziner@weby o0 0,005 0

Invoice entry form with the Customer field dropdown open, showing "abm" typed in and "ABM
Industries" selected, with the Invoice #, Date, and Posting Period fields visible nearby.

Step 3: Enter the customer

The Invoice Number field is pre-filled automatically (for example, 3093902). In the
Customer field, type and select the customer name, such as "ABM Industries."
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Step 4: Set the invoice date and posting period

The Date field defaults to today's date (for example, 7/7/2017), and the Posting
Period defaults to the current month (for example, Jul 2017). Change either field
if needed.

) How to Create a Customer Invoice in NetSuite

* Completing the invoice entry form

* Overview of the subsidiary associated with the customer
* Selecting service or product items

* Overview of GL accounts mapped to items and customers
* Entering shipping information and costs

* Adding a new shipping address

*» Overview of billing terms and invoice currency

* Overview of billable expenses and time

%/Business Solution Partners
Moving Your Busingss Ferwad

e 1ol D E O = =T

NetSuite home screen with the Customers menu expanded, showing Sales > Create Invoices
highlighted, with dashboard widgets and navigation tabs visible in the background.
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Step 5: Adjust the date and posting period if necessary

Update the Date field if the invoice should carry a different date than today, and

update the Posting Period if you need to post to a different open period. You can
only select open periods.

T Invoice - NetSuite (zEich %

\
< C | @ Netsuite Inc. [U

ORACLE | NETSUITE Search Q A @un Q- R

DEFARTMENT

CREATED DATE STORE LOCATION

jtems  Shipping Biling Accounting Relationships Sales Team  Communication Rglated Records Cusiom  Approver List  Quote Approvals SO Approval

Items 0.00 Biliable items 0.00  Billable Expenses 0.00  Billable Time 0.00

Add Multiple Clear All Lines
o QUANTITY  UNITS INVENTORY ~ DESCRIFTION FRICE UNT PRICE ANCUNT  TAX TAX OPTIONS  GIFT
DETAIL VBl cooe®  RATE CERTIFICATE

Lower section of the invoice entry form showing custom fields such as Store Location, Requires
Fraud Review, Touchpoint, and Loyalty Points, with the Items tab visible below.
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Step 6: Enter project and billing dates (optional)

If your company tracks invoices by project, select the appropriate value in the
Project field. If your company uses the Advanced Billing module, enter the Start
Date and End Date for the billing period; the Start Date should reflect when the
first billing takes place.

o C | @ NetSuite Inc. [US] | hitps//syst

ORACLE | NETSUITE Search Q R | @ o R BamonaCelen il - U8 5K Master-11: US AR Araivat

[ig Invoice a st Search Mors

EZE  corcet || AuoFm | Reset Actions »

Primary Information

Stsndant Productiwoe = = [ouoway |
SUBTOTAL 000

ae2017 DISCOUNT ITEM 000

; TAX TOTAL 000

ABM Industres ¥ SHIPPING COST 000
HANDLING COST 000

v GIFT CERTIFICATE 000

L 0.00

Invoice entry form showing the Project, Start Date, and End Date fields in the Primary Information
section.

Step 7: Add a PO number and memo (optional)

Enter a purchase order number in the PO # field if you want to track the invoice
by PO, and add any relevant notes in the Memo field.
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Step 8: Review sales opportunity information (optional)
In the Sales Information section, complete the following fields if applicable:

® Business Solution Partners

«== Moving Your Busineis Forward

\ \% )L NETSUITE

SOLUTION PROVIDER

% “ ol
’J’. llllllllll

BLACKLINE

PARTNER

Contact Information
http://www.bspny.com/

Microsoft Partner

sales@bspny.com
855.977.7100

BSP Blog: http://www.bspny.com/blog
Twitter: https://twitter.com/bspny (@BSPNY)
Facebook: https://www.facebook.com/BSPNY

LinkediIn: https://www.linkedin.com/company/business-solution-partners

Contact information for Business Solution Partners, including website, email, phone, and social
media links, with partner logos.

e Opportunity: select the related sales opportunity.

o Sales Effective Date: enter the effective date for the sale.

e Lead Source: select the lead source from the dropdown.

e Partner: confirm or select the partner involved (for example, "AL Systems
Ltd").
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e Exclude Commissions: check this box if commissions should not be
calculated for this invoice.

€« C | @ NetSuite Inc. [US] | hit m.nal.netsuite.com/app/accounting/transactions/cus Awhence=Bicf=92Rentity=1022&nexs - JB8icustpage. 4601 applie P idiary =458 addresslist = 24891 4&manu %

yster

ORACLE | NETSUITE Search Q 5 @ Q-

CHE 3 Activities Billing Customers Vendors PayrollandHR Financial Reports Documents Setup Payments Fixed Assets Statistical Analysis

ﬂa Invoice Q List Search More

m Cancel | | AutoFil  Reset Actions -

Primary Information

CUSTOM FORM *

StandardProduct s - - re—
SUBTOTAL 000
DISCOUNT ITEM 000
JSTOMER * #0 TAX TOTAL 0.00
ABM Industries ¥ SHIPPING COST ooo
{7 HANDLING COST 000
- GIFT CERTIFICATE 000
n ToTAL 000
END DAT
Sales Information
T XCLUDE COMMISSION: PARTNER
S Vosa St AL Systems Lid -
SALES EFFECTIVE DATE ¥

Classification

SUBSIDIARY
usz - - -

CLASS LOGATION *

Invoice entry form with editable Date (7/7/2017) and Posting Period (Jul 2017) fields, alongside
Customer, Project, Due Date, PO #, and Memo fields.
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Step 9: Review subsidiary and classification details

The Subsidiary field is automatically linked to the customer (for example, "US 2"),
since each customer is associated with only one subsidiary. Every invoice for this
customer posts to that assigned subsidiary.

« C | & NetSuite |

ORACLE | NETSUITE Search Q N @ Qe fam

\orid WDIRETAIL

[ Invoice a List Search More

E3E) o AuvoFn | Reset Actions ~

Primary Information

PR i e
Standard Product Invoice - Jul 2017 - EE
] DUE DATE SUBTOTAL 000
e Gl DISCOUNT ITEM 000

PO TAX TOTAL 0.00

ABM Industries ¥ L3 SHIPPING COST 000

HANDLING COST 000
GIFT CERTIFICATE 000

707 L v

Sales Information

Classification section showing the Subsidiary field set to US 2, along with Department, Class, and
Location fields, Customer Priority, Promise Date, Email, and Contact(s) fields.

Step 10: Add department, class, and location

Select the appropriate Department if required, choose a Class if your company
uses class tracking, and select the Location (for example, "Boston," which may be
required for your company).
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Step 11: Complete custom fields

Scroll through the form to check for custom fields specific to your firm, such as
Store Location, Requires Fraud Review, Touchpoint, or Loyalty Points, and fill
them in as required by your company's processes.

T Invokce - NetSuite (zfich x

s C | & NetSuite Inc. [L

ORACLE | NETSUITE Search Q A Qre B H

AST MODIFIED DATE
tems  Shipping  Biling  Accounting  Relafionships  Sales Team  Communication  Rglated Records  Cystom  ApproverList  Quote Approvals SO Approval -
PROMOTION

DISCOLINT ITEM

- - Calculate

Items 0.00 Billable items 0.00  Billable Expenses 000  Billable Time 000

Add Multiple Clear All Lines

mEm® QUANTITY uNITS INVENTORY GESCRIPTION PRIGE UNIT PRICE ANMOUNT ax TAX OPTIONS: :

DETA LEVEL CoDE RAT &
| I e
en tab
| B > conce Copy Previous || 4 inset || Remave
EZEE] | coret || AutoFin || Reset Actions ~

]
Classification section with focus on the Class and Location dropdowns, alongside Department,
Customer Priority, and Promise Date fields.

Step 12: Open the Items tab

Locate the Items tab among the invoice's financial tabs (Items, Shipping, Billing,
Accounting, and others). This tab contains fields for discounts as well as the
item entry grid.
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Step 13: Apply a discount if applicable
In the Discount Item dropdown, select a preset discount if your firm tracks or
offers them, such as "50% OFF," "Free Shipping," "Loyalty Program," "Partner

Discount," "Standard 10% Discount," or "Standard 25% Discount." Enter a Rate or
Coupon Code if required.

f >

50% OFF
Free Shipping

w | | Calculate

Partner Discount

| standard 10% Discount 550,00 Bilable Time 0.00
| Standard 25% Discount
ATy e scrieT = P wouT A s W G
DETA) B ATE
sdbiibens * <Type
hen tab>
| m X Cancel Copy Previoun Insert Remove |

Discount Item dropdown expanded, showing options including 50% OFF, Free Shipping, Loyalty
Program, Partner Discount, Standard 10% Discount, and Standard 25% Discount.
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Step 14: Enter the product or service

In the ITEM field, type the name or part of the name of the product or service
you're selling. For example, type "wireless mouse" to search for the Logitech
Curve Wireless Mouse, then select the correct item from the search results.

Mems Shipping Biling  Accounting  Relafionships  SalesTeam Communication Related Records
DISCOUNT ITEM

Custom  ApproverList  Quote Approvals SO Approval

v

Items 0.00 Sillable Items 0.00 Billable Expenses 0.00 Billable Time 0.00

Add Multiple Clear All Lines
wirel R4 o] <Type
EHr— e
« Add X Cancel Copy Previous Insert Remove

EZ  coce || AuwoFii | Reset Actions +

Cursor in the ITEM field with "wire" typed in, ready to select a product item.
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Step 15: Handle inventory warnings

If the selected item is out of stock, a warning popup appears, such as: "Wireless
Mouse: Logitech Curve Wireless Mouse: You have only 0 available at this location
(1 back ordered, 0 on order)." Click OK to acknowledge the warning and continue
adding the item to the invoice.

ORACLE | NETSUITE Search Q 8 Qe Q-

Motris Rosenberg

Mems  Shipping  Biling  Accounting  Relafionships  Sajes Team  Communication

Items 0.00  Bilabletems 0.00  Bilable Expenses 0.00  Billable Time 0.00

Add Multipie Clear All Lines

=, Type
| i
| m % Cancel Copy Previous Insert Remove |
|

Items tab selected in the invoice entry form, showing Discount Item, Rate, Coupon Code,
Promotion, and Discount Reason fields above the item entry grid.

Step 16: Review pre-filled item details

After selecting the item, confirm that fields such as Description, List Price, Unit
Price, Amount, Tax Code, and Tax Rate are populated correctly based on the item
setup, along with Quantity and Units. Make adjustments if anything is incorrect
before continuing.
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Step 17: Add the item to the invoice

With the item details confirmed—Quantity 1, Description "Logitech Curve Wireless
Mouse," Price Level "List Price," Unit Price 100.00, Amount 100.00, Tax Code "-Not
Taxable-," and Tax Rate 0.0%—click the blue Add button to add the item to the
invoice.

« C | & Netsuite Inc. [US]

ORACLE' | NETSUITE Search Q A @ 9 e WORETAVL - LS S Master - 11 118 AR Analyat

Mems Shipping Biling  Accounting  Relafionships  SajesTeam  Communicaion Related Records Custom  Approverlist Quote Approvals SO Approval

DISCOUNT ITEM
- ¥ | | calculate

Items 0.00  Billable items 0.00  Billabie Expenses 0.00  Billable Time 0.00

Add Multiple Clear All Lines
1TEM* CUANTITY  UNITS INVENTORY  DESCRIPTION PRICE UNT PRICE AMOUNT  TAX TAX oeTioNS - GIFT
BETAIL EVEL ~ODE™ 2ATE CERTICATE
jraioss Mouse - Logiech Curvell 1 Loaitech Gurve Wireless Mause: List Price: 10000 10000 -Not ao%
—_—R4 Taxable
v Add WL y Previous || insert Res

m Cancel | | AutoFill | | Reset Actions + |
|
Invoice entry screen with the Items tab active, showing "Wireless Mouse - Logitech Curve"

selected, Description "Logitech Curve Wireless Mouse," List Price and Unit Price both 100.00,
Amount 100.00, Tax Code "-Not Taxable-," and Tax Rate 0.0%.
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Step 18: Verify the item was added

Confirm the item now appears in the summary section below the grid, with the
total updated under Items (for example, Items 100.00). Repeat the item entry steps
for each additional item you need to bill.

T Invokce - NetSuite (zEic

< C | @ Ne

ORACLE | NETSUITE Search Q 5 @ Q-

ftems Shipping Biling  Accounting  Relstionships  Sales Team  Communication  Related Records  Custom  ApproverList  Quoie Approvals SO Approval

Items 100.00 Billable ltems 0.00  Billable Expenses 0.00 Billabie Time 0.00

Add Multiple Clear All Lines
NVENTOR! i X A
00E T 1CATE
Wireless Mouse - Logilech Curve Wireless 1 Logdsch Curve Wireless Mouse List Price 100.00 10000 -Not D%
Mouse axable:
i i <Type
then tak:>
nsert Remove

| m % Cancel | | it Copy Previous
ESl coce | AwoFi | Reset Actlons »

NetSuite invoice screen showing Billable Items, Billable Expenses, and Billable Time all set to
0.00.
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Step 19: Review billable items, expenses, and time

Above the item list, review the Billable Items, Billable Expenses, and Billable Time
summary fields. These sections display transactions previously marked as
billable for the customer, such as travel and expense entries. If there are none for
this client, the fields will read 0.00 and you can proceed.

invoice - NetSuite (zfict

€« C @& NetSuite |

ORACLE | NETSUITE Search Q B | @ nep QR v RO e ek WORETAL - Ui Sk Masier 11, U8 AR Aokt

O K A Activites Billing Customers Vendors PayrolandHR Financial Reports Documents Setup Payments Fixed Assets Statistical Analysis My Dashboard Support
ASOM FOR RETURN - -
0

-
-

Mems  Shipping Biling  Accounting  Relafionships  Sajes Team  Communication  Relsted Records Custom  ApproverList  Quote Approvals SO Approval

ltems 0.00  Billable jtems 0.00  Billable Expenses 0.00  Billable Time 0.00

Add Muttipie Clear All Lines

Wireiess Mouse : Logilach Curve ¥ 1 Logitech Curve Wireless Mause
| X Cancel Copy Previous Insert Remove

EZE | concet || AutoFim | Reset Actlons ~

NetSuite invoice screen showing the item added to the summary section, with the Items total
updated to 100.00.

Step 20: Open the Shipping tab and enter shipping details
Click the Shipping tab, then review and update the following fields:

e Ship Date: defaults to today's date (for example, 7/7/2017); change if
necessary.

e Shipping Carrier: select from available options.

e Shipping Method: leave blank or select as required.

» Shipping Cost: enter the shipping cost (defaults to 0.00).

» Handling Cost: enter if applicable (defaults to 0.00).

e FOB: enter if required.
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e Additional Tracking #: enter if available.

T Invoxce - NetSuite (z8ich | X

€« C | & NetSuite [nc L

ORACLE | NETSUITE Search Q A @ B-R o OO AN= L 65 M= s A Akt

D K @A Acivites Biling Customers Vendors PayrollandHR Financial Reports Documents Setup Payments Fixed Assels Statistical Analysis My Dashboard Support
- -

SEASOR PR AFTIN
- ALTY POINTS
HANNE
NTRACT BASE = (]
-

Mems  Shipping Biling  Accounting  Relafionships  Sajes Team  Communication  Relsted Records Custom  ApproverList  Quote Approvals SO Approval

DISCOUNT ITEM
- v | | Calculate

Iltems 0.00  Billable jtems 0.00  Billable Expenses 0.00  Billable Time 0.00

Add Muttiple Clear All Lines

TEM® arr
EVEL cove” RATE CERTIFICATE

Wireless Mouss : LogHech Gorve 1 Logitech Gurve Wireless Mouse List Price 100 00 10000 -Not 00%
Taxable
| X Cancel Copy Previous Insert Remove

ESE coce | | AuoFm | Reset Actions = .

|

NetSuite invoice screen with item details filled in and the Add button highlighted, showing item
Wireless Mouse : Logitech Curve with Quantity 1 and Amount 100.00.

CUANTITY  UNITS INVENTORY ESCRIETION FRICE UNIT PRICE avoLNT TAX TAX oFnONS
TAIL

The shipping address appears on the right (for example, ABM Industries, 777
Sheridan Dr, Tonawanda NY 14150, United States).

T Invoice - NetSuite (zfict %

€ C | @& NetSuite

ORACLE | NETSUITE search Q A Qe BB

ltems  Shipning  Biling  Accountng  Relsionships  Sales Team  Communication  Related Records  Custom  Approverlist  Quote Approvais SO Approval

Shipping Information Shipping Address

SE

S DATE
71R017 [=] 777 Shendan Dr -
SHIPPING CARRIER -
FedExMore - ABM Indusiries

777 Shondan Dr
SHIPPING METHOE Tonawanda NY 14150

= United States
Ma

SHIPPIN 8T "
000 B
MANDUING COST
ADDITIONAL TRAGKING #
SHIPPING TAX CODE
<Enter first few Iefers then tab> v
SHIPPIN
HANDLING TAX CODE
<Enter first few leflers then tab> ¥

0 . 0 1 45 %shipaddressia= 485 i

NetSuite Shipping tab with fields for Ship Date, Shipping Carrier set to FedExMore, Shipping
Method, Shipping Cost, Handling Cost, FOB, Additional Tracking #, and the shipping address.
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Step 21: Select the shipping carrier
Use the dropdown menu to choose the shipping carrier, such as FedExMore or
UPS, selecting whichever carrier your internal team has assigned.

Step 22: Add a shipping cost to the invoice

If you enter a value in the Shipping Cost field, it will be added to the invoice total.
Make sure all shipping-related fields are completed as required.

€« C | @ NetSuite Inc. [US] | hittps. //system.nal.netsulte.com/app/accounting/ransactions/cust

ORACLE | NETSUITE Search Q B @ Q-

ltems Shipping  Biling Accounting  Relationships  SalesTeam  Communication  Rglated Records  Custom  Approverlist Quote Approvais SO Approval
Shipping Information Shipping Address
SHIF DAT SELES
TR T77 Shandan Dr -
. ABM Industries
777 Shandan Dr

Tonawanda NY 14150
- United States

NetSuite Shipping tab with UPS selected as the carrier and the Shipping Cost field highlighted.
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Step 23: Review the shipping address

Confirm the Shipping Information fields and, under Shipping Address, verify the
current address (for example, Ship to Select 777 Sheridan Dr, with the full address
for ABM Industries shown below it). Note that the ability to select or add shipping
addresses depends on a setting enabled in your account.

€« C | @ NetSuite Inc. [US] | https./system.nal.netsulte.com/aqp/acconnting/transactions/cust vhence= Bicf=928entity= 10228inexus = 28Ricustpage 4601 appliestn = Asubsidiary =4S &shipaddressist=2480148manus vy | (5

ORACLE | NETSUITE Search Q A Qe R < WEIRETAIL - LS 16 Master - 11 L AR Analy

ltems  Shipping Biling Accourtng  Relstionships  Sajes Team  Communication  Risted Records  Custom  Approverlist Quote Approvais SO Approval
Shipping Information Shipping Address

SHIP DA ) SELE
THI2017 777 Shandan Dr -
ABM Indusiries

777 Snendan Dr

Tonawanda NY 14150

United States

NetSuite Shipping tab with the Shipping Carrier dropdown expanded, showing the options UPS
and FedExMore.

« C | @ NetSuite Inc. [US] | hitps.//system.nal.netsuite,

ORACLE | NETSUITE Search Q B @ro 9 eerk] WOIRETAIL - US 3% Mastor - 11 US AR Aralyst

Activities Billing Customers Vendors PayrollandHR Financial Reports Documents Seup Payments Fixed Assels Statistical Analysis My Dashboard

llems Shipping Blling Accountng  Relationships  SalesTeam  Communication  Rglated Records  Custom  ApproverList Quote Approvais SO Approval

Shipping Address

SHIP TO SELE
TTT Sheridan Dr -
- ABM Industries
777 Sheridan Dr
SHIPPING METHOC Tonawanda NY 14150
- United Stales
SHIPPING COST Mip
000 B
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NetSuite Shipping tab showing the shipping fields and the shipping address for ABM Industries at
777 Sheridan Dr, Tonawanda NY 14150, United States.

Step 24: Add or select a shipping address

To change the shipping address, click the dropdown under Ship to Select.
Options include existing addresses (such as 777 Sheridan Dr), - New - to add a
new address, or - Custom - to enter a custom address for this shipment.

U Invoice - NetSuite

at

€ C | @ NetSuite Inc. [US]

ORACLE | NETSUITE Search Q A @ e Q- Ranon

Items  Shipping  Billing  Accounting  Relationships  Sales Team  Communication  Reglaled Records  Custom  ApproverlList  Quote Approvals SO Approval =

Billing Information Billing Addrress

(e -]

Payment-

Gilt Certificate

Clear All Lines

Actions «

Dropdown menu under Ship to Select showing the options - New -, - Custom -, and 777 Sheridan
Dr.

Step 25: Review and edit billing information

Click the Billing tab to access billing details. In the Billing Information section, set
the Terms (for example, Net 30, with other options including 1% 10 Net 30, 2% 10
Net 30, Due on receipt, Net 15, and Net 60), and enter values for Credit Card
Signature, Gift Certificate, Total Tendered, or Change Due as applicable. The
Billing Address section on the right lets you select or change the billing address,
similar to the shipping address.
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Step 26: Configure accounting information

Click the Accounting tab to review account-related fields. In the Account
Information section, confirm the Account (for example, 1100 Accounts Receivable),
the Currency (defaults to the subsidiary's currency, for example USD), and the
Exchange Rate (defaults to the current rate for the selected currency). Additional
fields may include Sales / SQ FT, Iltems Sold, and Ave $ Per TRX. In the Revenue
and Gross Profit sections, review or enter values such as Estimated Gross Profit,
Estimated Gross Profit Percent, Estimated Extended Cost, Margin, Wages Cost,
Wages, TRXCOUNT, and Ave Items Per TRX. Some of these fields may be custom
to your company.

oice - NetSuite (zEic

« C | @ NetSuite Inc. [US] | hitps//system.nal.netsu

ORACLE | NETSUITE Search system.nal.netsuite.com says: | Q- R

ek WOIRETAIL - S §% Mastor - 11 LIS AR Analyst
Wireless Mouse : Logitech Curve Wireless Mouse: You have only 0
O & @A Activies Billing Customers Vendors Payroll anfEEEEREE IR ed Assets Statistical Analysis My Dashboard Support
0

AFARON FOR RETURN

HAN x

NTRAGT BASE

ftems Shipping Billing  Accounting  Relafionships  SalesTeam  Communication  Related Records  Custom  Approverlist — Quote Approvais SO Approval E

- | | Calculs
El
REAS
Items 0.00 Billable Items 0.00  Billable Expenses 0.00  Billable Time 0.00
Add Multiple Clear All Lines
1TEM* QUANTITY  LNITS IVENTORY  DESCRIPTION FRICE T
BETAIL EVE = CERTIFICATE

<Type
then tab>

I Wireless Mouse : Logtech Curve ¥

m Cancel |  AutoFill | Reset Actions +
|
Popup warning stating that no inventory is available for the Wireless Mouse: Logitech Curve

Wireless Mouse, with an OK button.

Generated with docsie.io
21/ 32



€« C | @ NetSuite Inc. [US] | hittps.//system.nal.netsulte.com/app/accounting transactions

slist=2489148man ¥

ORACLE' | NETSUITE Search Q & é g A )

Documents Setup Payments Fixed Assets Statistical Analysis My Dashboard

-
CATION
-
Ewan
ROMISE DATE e REQUIRES FRAUD REVI
i nlo_@abm com
CONTAGT(S)
e Mortis Rasenben
TR0 L
REASON FOR RETURN SMM N -
- LOYALTY POINTS
CONTRACT BASE 3 HANNEL 0
-
-
AST MODIFIED DATE
ltems Shipping Biling Accounting  Relaionships  Sales Communication  Related Records  Custom  AgproverList  Quote Approvals 50 Approval
Contacts+
Remove All Clear All Lines
conTazT® JOBTITLE SUBSIDIARY " AL AN PHONE AolE
Morris Rosenberg Principal us2 mr_@abm com (886) 226.2638 Primary Contact

l
| B

ESE coce | AuoFm | Reset Actions ~

Accounting tab with Account set to 1100 Accounts Receivable, Currency set to USD, and gross
profit fields visible.
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Step 27: Review customer relationship information

Click the Relationships tab to view customer contacts. In the Contacts section,
review associated contacts, such as Morris Rosenberg (Job Title: Principal,
Subsidiary: US 2, Email: mr_@abm.com, Main Phone: (866) 226-2838, Role:
Primary Contact). Use the Add, Cancel, Insert, or Remove buttons to manage
contacts as needed.

llems Shipping Biling  Accounting  Relationships  Sales Team Communication  Related Records  Custorn  Agproverlist  Quote Approvals SO Approval =

Remove All Clear All Lines

MAIN FHONE RCL

(866) 2262638 Primas

EE  cocet | AuoFun | Reset Actlons ~

Relationships tab showing contact information for Morris Rosenberg, Principal at ABM Industries,
with email and phone number.
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Step 28: Assign sales team members

Click the Sales Team tab. In the Employee section, review or assign the sales rep
for your firm (for example, Caroline Hert, Sales Role: Sales Rep, Primary: Yes,
Contribution %: 100.0%). Use the Choose Team dropdown to select a team if
needed, click Add to assign additional sales reps, or Remove to delete existing
ones.
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NetSuite Sales Team tab showing Caroline Hert listed as Sales Rep, Primary, with 100%
contribution.
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Step 29: Configure communication options

Click the Communication tab. Under Messages, choose how to send the invoice
by checking To be Printed, To be Faxed (confirming the fax number), or To be E-
mailed (confirming the recipient email). Enter a custom note in the Customer
Message box, or select a predefined message from the Select Message
dropdown.
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Communication tab with options to print, fax, or email the invoice, and a field for a custom
customer message.
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Step 30: Review related records

Click the Related Records tab to link related transactions, such as a returns credit
memo, to this invoice after it is saved and other transactions are posted. Use the
Returns Credit Memo dropdown to select a related record if applicable.
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Related Records tab with the Returns Credit Memo dropdown visible.
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Step 31: Enter custom information

Click the Custom tab and enter any additional information required by your
organization, such as Delivery Instructions, an ltem (type the item and press Tab),
Serial/Lot Number, and Copy Employees to notify (for example, Adam Baum, Alia
Zimm, Alex Wolfe, Alice Liddell, Alicia Brown). Additional custom fields may
include Item (2), POS Created From, Sales Associate, and POS Status.
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Custom tab with fields for delivery instructions, item, serial/lot number, and a list of employees to
copy.
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Step 32: Save the invoice

Review all entered information for accuracy, then click the Save button at the
bottom left of the screen.
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Save button highlighted at the bottom of the invoice entry screen.
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Step 33: Confirm the invoice was created

After saving, a confirmation message appears at the top of the screen:
"Confirmation: Transaction successfully Saved." The invoice summary displays
the Invoice #, Customer, Status (OPEN), Date, Due Date, Subtotal, Total, and
Amount Due (for example, Invoice #3093902 for ABM Industries, dated 7/7/2017,
due 8/6/2017, with a Subtotal, Total, and Amount Due of 100.00). From here, you
can click Edit to make changes, click Accept Payment to record a payment, or
use the Actions menu for additional options.
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Invoice entry form with the Date field set to 7/7/2017 and the Posting Period set to Jul 2017, with
Due Date, PO #, and Memo fields visible.
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Confirmation screen showing invoice 3093902 for ABM Industries, status OPEN, with the invoice
summary and action buttons.
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What's next

Now that you know how to create an invoice in NetSuite, you can apply the same
process to bill customers for products or services, add multiple line items, apply
discounts, and account for billable expenses and time. If you need to create a
new service or product item, or associate an item with a GL account, refer to your
item setup documentation before returning to the invoice entry form. For further
assistance, support and training resources are available through your NetSuite
partner.

@

)) How to Create a Customer Invoice in NetSuite

* Completing the invoice entry form

* Overview of the subsidiary associated with the customer
* Selecting service or product items

* Overview of GL accounts mapped to items and customers
* Entering shipping information and costs

* Adding a new shipping address

* Overview of billing terms and invoice currency

* Overview of billable expenses and time
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Invoice entry form with the Form dropdown expanded, showing options such as Standard Product
Invoice and Standard Professional Invoice, alongside fields like Invoice #, Customer, Date, and
Terms.

Generated with docsie.io
31/32



® Business Solution Partners

- Moving Your Busineis Forward

\ \% ‘ ™ NETSUITE

SOLUTION PROVIDER

B € N e

PARTNER

GOLD PARTNER

3 BLACKLINE
Contact Information
Microsoft Partner
http://www.bspny.com/ i i

Hosting

sales@bspny.com
855.977.7100

BSP Blog: http://www.bspny.com/blog
Twitter: https://twitter.com/bspny (@BSPNY)

Facebook: https://www.facebook.com/BSPNY
LinkedIn: https://www.linkedin.com/company/business-solution-partners

Contact information for Business Solution Partners, including website, email, phone, blog, and
social media links, with partner logos and certifications.
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