Snap*start Business Forms




Form List and Instruction Guide
	Form #(s)
	Form Name
	Format(s)

	
	
	

	1.01 and 2.01
	Annual Budget 
	Word and Excel

	1.02
	Bill of Sale
	Word

	1.03 and 2.02
	Cash Deposit 
	Word and Excel

	1.04
	Commercial Invoice
	Word

	1.05
	Contact Sales Sheet
	Word

	1.06
	Customer Credit Application
	Word

	1.07
	Demand Promissory Note
	Word

	1.08
	Direct Deposit
	Word

	1.09
	Employee Time Card
	Word

	1.10
	Employment Application and Info-card
	Word

	1.11 and 2.03
	End-of-Shift Register Closeout 
	Word and Excel

	1.12 and 2.04
	Expense and Mileage Report
	Word and Excel

	1.13
	Fax Cover Sheet
	Word

	1.14 and 2.05
	Inventory
	Word and Excel

	1.15
	Invoice
	Word

	1.16
	Payroll Advisory
	Word

	1.17 and 2.06
	Payroll Summary 
	Word and Excel

	1.18 and 2.07
	Petty Cash Journal
	Word and Excel

	1.19
	Petty Cash Voucher
	Word

	1.20
	Purchase Order
	Word

	1.21 and 2.08
	Purchase Order Log
	Word and Excel

	1.22 and 2.09
	Purchasing Forecast 
	Word and Excel

	1.23
	Product Supply Agreement
	Word

	1.24
	Product Line Card
	Word

	1.25
	Quotation
	Word

	1.26
	Sales Order
	Word

	
	
	


The Legal Stuff

Attention: Zoomstart.com is providing Snap*start Business Forms and all related material on an “as-is” basis. Zoomstart.com is not a law office and use of Snap*start or related information does not establish an attorney-client relationship. Any person or company using Snap*start or the information contained within should not do so without seeking professional legal counsel.
Your use of Snap*start, the forms, and the information contained within require you to assume all responsibility for the contents and accuracy or validity of the contents whether intact or modified.
Licensing
Snap*start Business Forms (“Snap*start”) and all related documents are copyright Zoomstart.com and are available exclusively through www.zoomstart.com.
Using the Forms
Snap*start includes purchasing, sales and operations forms for small businesses or professionals on the go who need forms when they do not have access to their normally automated accounting networks.

Snap*start includes 26 forms, all in MS Word. Additionally, 9 of the MS Word forms are also provided in MS Excel format to enable easy, automatic calculation of the forms mathematical data.

Both Word and Excel forms can be used using Open Office, but note that if saved as Open Office type documents, they will not open in MS Word or MS Excel. For best results you may want to save your files as Word or Excel documents when using Open Office to make them compatible with Word or Excel when sending them electronically to a customer or supplier.

Sample Data
All text in light blue or bright blue is ‘sample data’ used to fill in the forms for instructional purposes. Replace the sample data with your own, or to fill out forms by hand, erase the sample information and print out the form. Once you are satisfied with the information in the document, you can highlight the text and then click [Format > Font > Font color > Automatic] to change the text to black.

Automatic Calculations

All text in dark red in Excel spreadsheets is ‘formula data’. This text automatically calculates an answer according to the blue sample input data entered into the spreadsheet. Erasing, changing or entering data into the ‘formula data’ cells of a spreadsheet will erase the formulas that auto-calculate totals and other variables.
Page Header and Footer Information

At the top and bottom of each MS Word document headers and footers can be changed by double clicking the header or footer to access it. Make the necessary changes to the text, and then click [close] on the header and footer toolbar.

For Detailed Help:

1. Click [Help > Microsoft Office Word Help]

2. In the Word Help search bar, type “header” and press [Enter]

Working with Tables in MS Word
Snap*start Forms use tables to organize information. After deleting the sample data, these forms can be printed out and filled in by hand but they are best suited to be filled in onscreen. When using the forms, table cells may expand if you enter excessive information into the cell. To add rows to a table, highlight the entire row by clicking off to the left of the row. Then click [Table > Insert > Rows Above (or Rows Below)].

For Detailed Help:

1. Click [Help > Microsoft Office Word Help]

2. In the Word Help search bar, type “tables” and press [Enter]

Printing

The MS Word copies of the forms are the most suitable for printing to fill out by hand (as opposed to the MS Excel versions). Be sure to delete the sample data before printing out the form for this purpose.
Additional Support

Please check the comments section at www.zoomstart.com/download-free-business-forms-for-office for answers to frequently asked questions, etc. I’ll try to post answers to your questions in the comments as best I can. For Microsoft Word, Microsoft Excel or Open Office. Please visit their websites at www.microsoft.com and www.openoffice.org.
Thank you for choosing Zoomstart!
Shane Navratil
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