
Cash Sales in Quick Books 
 
Step 1: Create your customers 
  
Create your customers as Monday, Tuesday, Weds etc to Sunday. No further information 
required 

1. Select Customers from the Navigator List.  
2. Right click on your mouse and Select New 
3. Enter your trading days in the Customer Name field and click ok for each one. 

 

 
 



 
 
Step 2: Set up your items 
 
Each item should represent a sales line on your audit roll that is run of at the end of a day’s 
trade.  
You’re till audit roll may break down your takings in various ways, i.e. 
 
Basic Till System Product based Product based 
Cash Sales Food sales Beers 
Credit sales Beverages Spirits  
Cheque sales  Wines 
 
 
 

1. Select Customers from your Navigator List  
2. Select Items and Services 
3. Right click on your mouse to add New 

 
 



 
 
 
 
 
 

4. Create all items as Non-stock Parts  

5. Your Item name will match the sales line from your Till Audit roll 

6. Do not fill in a set price 

7. Ensure your Vat code selection is correct. (i.e. S = standard 17.5%) 

8. Ensure your Income Account is appropriate to this sales line 

 



 
 
 
 
 
 
9. Repeat this process to set up all items. This list of items should match the sales lines that 

appear on your audit roll. 
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Step 3: Record your daily takings 
 
1. Select Customers from your Navigator list 

2.  Select Sales Receipt 

3. Select your Customer, i.e. Monday 

4. Click into the item column and select your items in the order they appear on your audit roll 

5. Enter your daily takings for each sales line in the rate column  

 

 
 
7. Before you Save and Close Memorise this sales so that every Monday you are reminded to 
record your takings in QB. 
 
8. Select Edit from your Tool bar and Memorise Sales Receipt.  
 
 



 
 

 
 

9. Set your Reminder Weekly and select the following Monday from your 
Calendar 

       You will only have to memorise once. See your Company area in your   
navigator list for a reminder to enter your daily takings. 



 
 

 
 
   

1. Select reminders from your tool bar 
2. Select Memorised Transactions Due to see your sales receipts. 
3. Every Monday select Memorised Transaction named ‘Monday’ and your sales reciept 

will open up for you. 
4. Simply amend the rates to coincide with your sales for that day. 
5. Dates will be updated for you automatically. 

 
 

 
  
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 



Step 4: Banking Debit card and Electronic sales 
 
In reality you may only visit your local branch to bank your takings once a week. In the mean 
time you may pay bills, and incur cash expenses. 
It is important that you record in quick books the money that has already reached your Bank 
account (i.e., sales by debit card) and the cash takings you may be holding in your Till ( safe 
or petty cash tin). 
 

1. Select Customers from your Navigator List. 
2. Select Deposit from your Customer Process. 

 

 
 

3. You will see your daily takings in Payments to deposit. Select all days of the 
previous weeks trade by ticking to the left of the information. And Click Ok. 

 
 
 

4. Deposit to your takings Barclays Business account. As your debit card sales 
will have already reached your account. 

5. The remaining takings will be your cash and check takings. Record this 
amount into your Till Float (petty cash or safe) Bank account. 

6. Any cash expenses paid at this stage should be recorded From Your Till 
Float (Petty cash or Safe) Bank account.  

 
 
 
 
 
 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Example of Cash expenses 
 

 
 

1. Select Banking from your Navigator List  and Write Cheque . 
2. Select you till float (Petty cash or Safe) Bank account. 
3. Select the supplier you paid 
4. Enter the amount you paid  
5. Assign that expense to an appropriate expense account.  

 
Process your card payments and Cheque expenses in the same way but ensure you select 
your Business Bank account to reference that these transactions. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Step 5: Banking your Cash takings weekly. 
 
You previously assigned all of your cash and cheque sales to your till float (petty cash or 
Safe) Bank account. (Step 4) 
 
At the end of your working week when you have visited you local Branch and banked your 
cash takings it is important that you record this within Quick books. 
This will be processed as a Bank transfer. 
 

 
 

1. Select Banking from your tool bar 
2. Select Transfer Funds 
3. Ensure the date is a true representation of the day you actually banked your 

cash/cheque takings 
4. Transfer from your Till float (petty cash or safe) Bank account 
5. Transfer to you Business account. 
6. Enter the amount you banked 


