How do | handle deposits received from customers
or payments on account?

A. You can either create an invoice for the deposit and record the money received as a
payment. This will update your VAT for the deposit immediately.

B. You can record the deposit as a payment on account. One thing to note about payments on
account, until you apply them to an invoice they will not be taken into account for VAT. You
will be reminded of these payments on account on your dashboard when you login.

To add a deposit or payment on account, go to Sales, Customers, select your customer and click Add
Payment under Payment to Account.
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How do | handle deposits received from customers

or payments on account?
Fill out the Payments on account screen.

Payments to account

| Add Payment |

Invoice No Date Amount Overpaid Type Slip No Bank Account

i/’ Customer Payments on Account

Use this section to add any Lodgements made on account by a Customer that weren't for an Invoice that is on the accounts at the time.

Examples of such Lodgements might be deposits made by the Customer that will be taken into account at a later date, say when the Goods or Services are delivered. Lodgements entered here can be

allocated by clicking on the "Lodgements"” icon at the top

Cheque

Date Type Gross: Bank Account Reference
100101

23/0272012 2 | Cheque 100 AlB Account ‘E| Deposit for Furniture

| Cancal |

You will be able to select this deposit later to allocate to an invoice by clicking on Sales Lodgements

At this point, it will update your VAT liability.
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Important Note! Tick the payment on the left that you want to allocate and than tick the imaice(s) o the right that you want fo allocate the payment to. Any overpzsment orunderpzyment will be held aver for the next fime.

There are a range of various How-To's on Ladgements nere.

Payments will not be recorded Against an invoice uniess allacated property.
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