
How to handle Proforma / Payment on Account / Deposits for Orders  

 

Create the usual Proforma and send to customer like above. When the customer pays convert the 

proforma/quote to a sales order.  

 

 



If your goods are fast moving then a payment on account will not be there long. If the order is going 

to cross a vat QTR then you should do the following:  

You need to now create a non stock item invoice for the deposit amount. Via New Invoice.  

 

I created a non stock item called DEPOSIT. This should default the nominal to something on the 

balance sheet like Other Debtors. This gives the customer an invoice so they can claim their vat back 

and puts it into your vat return as of the date you got the money.  

You now need to amend the sales order to add a negative qty item line called DEPOSIT with the 

same nominal code for the value received. In the example below it was the whole order value.  

 

This allows you to process the order still. It also allows the sales values to be put against the item 

lines. The balance of the Other Debtors nominal should be 0 once the sales order is invoiced.  

 


