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When you need to send an estimate to a customer, getting it done is quick and easy. 
Creating an estimate is very similar to creating an invoice, with one key difference: 
estimates don’t include a payment request. Once your customer approves the estimate, 
you can seamlessly convert it into an invoice and collect payment right away. 

To get started, head to the Estimates page and select Create Estimate. From there, choose 
an existing customer or add a new one. In the estimate details, you’ll see a few required 
fields, including the estimate number and estimate date. Both fields automatically 
populate for you, but you can edit them at any time. You can also add optional details like 
an expiration date or assign a sales rep, if needed. 

Next, move into the items section to add the products or services being quoted. You can 
select items from the dropdown or create a new one on the spot. If you choose an existing 
item, the price will automatically fill in based on your saved settings, though you can 
always adjust it. The quantity defaults to one, so be sure to update it if needed. If tax 
applies, simply check the tax box and confirm the tax rate below. Adding multiple items is 
just as easy—just select Add Row to continue. 

Before sending, you have the option to include a message for your customer or attach any 
supporting documents. If you’re not ready to send the estimate yet, you can save your 
progress by selecting Save & Close. When you’re ready to move forward, choose Review 
and Send. 

On the review screen, you can make final updates to the email, including the recipient, 
subject line, and message. You’ll also have the option to print or download a copy of the 
estimate. If something needs adjusting, you can jump back and edit the estimate before 
sending. Once everything looks good, select Send Estimate. 

After it’s sent, your customer will receive an email with the estimate attached. If they 
approve it, they can simply reply to the email to let you know. Once approval comes 
through, you can mark the estimate as approved by returning to the Estimates page and 
selecting the More menu—the three dots on the far right. From this menu, you’ll also have 
options to edit, reject, clone, resend, download a PDF, archive the estimate, or instantly 
create an invoice. 



By creating estimates and quickly converting them into invoices, you can reduce delays, get 
paid faster, and stay in better control of your cash flow. 
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