
Intuit Merchant Service for QuickBooks: 

Reference and Start-up Guide 

 

Accepting credit cards through QuickBooks has never been easier. The screens below 

illustrate just how easy it is to process credit card transactions in QuickBooks and to 

reconcile your accounts so that your QuickBooks records are up-to-date.  

 

Please view this demo: http://paymentsolutions.intuit.com/demo/ips-qbms-pc/ 

 

 

How to Get Started: 

 

To begin accepting payments in your QuickBooks financial software, open your 

QuickBooks.  

 

 

 

 

At the top tool bar in QuickBooks, click ñCustomerò, then scroll down to ñEnter Sales 

Receiptsò.  

 

http://paymentsolutions.intuit.com/demo/ips-qbms-pc/


 
 

Enter payment data into the screen as you normally would. Simply check the box titled 

"Process Credit Card When Saving" to charge your customers credit card.  

 

 



 
 

 

 

A pop up window should appear ï select the option ñLink to an existing QuickBooks 

Merchant Service accountò and press OK. 

 
 

 

 

 



 

Merchants must enter the user login and password and click ñLog in.ò If you do have 

login, you will need to create one. If you do not know your login, call Customer Service 

800-558-9558. 

 

 
A confirmation screen will alert login was successful. You are now able to begin 

accepting payments.  

 
 

 

 

 

 

 



How it Works:  

 

Now that your QuickBooks is set up to accept payments, taking a credit card is easy! 

 

Processing Credit Cards Through QuickBooks: 

Go to the ñCustomerò Menu in your QuickBooks. Click on ñReceive Paymentò. Enter 

payment data into the Receive Payment screen as you normally would. Simply click the 

box titled "Process Credit Card When Saving" to charge your customers credit card.  

 

You can either ñswipeò a credit card or key enter a credit card.  

 

 

 

 

 



 

Payment is approved within second and Address Verification Service was a ñmatchò.  

 

 



Face to Face Transactions/Sales Receipt: 

If you do face-to-face transactions, use a card reader. Credit Card data will be 

automatically transmitted to QuickBooks and you can take advantage of our low card-

swiped rate. 

To enter a Sales Receipt: 

1. Go to the ñCustomersò menu and click ñEnter Sales Receiptsò. 

2. Fill in the top part of the form, including the ñCustomer: Job, Date, Payment 
Methodò. 

3. Click the ñTemplateò drop down arrow and then click the sales receipt template 
you want to use.  

4. In the bottom part of the form, enter the items purchased.  

Save the transactions.  

 

Creating an Invoice: 

1) Go to ñCustomersò menu and click ñCreate Invoicesò.  

2) From the ñCustomer: Jobò drop down list, enter or choose the name of the 
customer or job.  

3) Click the ñTemplateò drop down arrow and then click the invoice template you 
want to use.  

4) Click the ñTermsò drop down arrow and then click the sales terms that apply to 
this customer 

5) In the lower part of the form, enter each of the items and the proper quality that 

the customer has purchased.  

6) Click òPrintò to print the invoice. Optionally, you can select ñTo Be emailedò 
check box to email the form later 

7) Save the invoice.  

 

 

Authorize and Capture: 

Starting with QuickBooks 2008, you can validate and pre-authorize funds on a customer's 

credit card at practically no cost.
 
Return to charge the card for the final amount at a later 

time, after the transaction has been completed. 

 

Go to the ñCustomerò menu and select ñCredit Card Processing Activitiesò. Select 

ñAuthorize/Capture Paymentsò.  

 

 



 

 

 

Automatic Credit Card Billing (ACCB)  

ACCB allows you to take reoccurring payments from your customers.  

 

To set it up, Go to the ñCustomerò menu and select ñCredit Card Processing Activitiesò. 

Select ñAutomatic Credit Card Billingò. 

 

 



To set up reoccurring payments, you will need to obtain written permission from the 

customer before making any changes to recurring charge, including the amount billed or 

the credit card information  

 

Designate a billing period for the amount to charge customers. 

 

 


