
HOW TO INVOICE AFTER LINKING 
WITH QUICKBOOKS ONLINE

                           TUTORIAL
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1. Select the 
“Proposals” tab on 
the upper menu bar.

2. Select the blue 
“GO” button on the 
proposal you wish to 
invoice.
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3. Once in the dropdown menu, select 
the “Invoice” button under QuickBooks.
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4. Once seeing the confirmation pop-up, check under the “Status” 
tab that the status has changed from “Open” to “Invoiced”.
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5. Once in Quickbooks online, hover over the “sales” tab on the left 
menu bar, and then select “Customers”. Make sure you aren’t 

under the “Expenses” category.
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6. When you open an invoice in QuickBooks, 
you will see the invoice you have just created.


