Proforma Invoices on QuickBooks

In this case, Jina’s company is raising an invoice for £100 for a customer (John Doe) with 40%
deposit due within 10 days. Only when the goods are delivered at a later date, do the 30 days
payment terms come into effect.

1. Raise an invoice for the full amount

Print or email the invoice to your customer as usual, with a message line stating that a 40%

deposit is due with 10 days (for example).
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Before hitting ‘Save & Close’, make a single right click on the invoice and select ‘Mark Invoice

as Pending'’.
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The invoice will now have a purple ‘Pending’ sign, which means the customer will not yet have a
balance, the terms of payment won't begin yet, and the invoice won't be included in any
QuickBooks reports.

You will then be prompted to change your transaction, please click YES. Then ‘Save & Close’.

2. Recording Deposit Received

When the customer pays their 40% deposit, click on ‘Receive Payments’ on the Home screen.
Choose the customer name, and enter the amount paid. As the invoice is Pending, it will not
appear on this payment window. Instead a note will tell you ‘There are no unpaid invoices for
this customer’. In addition to this, QuickBooks will remind you in the bottom left corner that an
overpayment has been made. Choose the option to ‘Leave the credit to be used later’. To keep
a record, you can make a note of the original invoice number the payment has been made
against in the Reference or Memo field. Finally, indicate to which bank account the payment
been made. When you click Save & Close a small window will pop up...click OK.



3. Goods delivered

When your goods have been delivered to the customer, the 30 days payment terms have now
begun. You need to convert the invoice from Pending to Final.

To do this, open up a new invoice, and click ‘Previous’ in the top left corner until you find the
original invoice.

Right-click on the invoice and select ‘Mark Invoice as Final’. This means the customer will now
have a balance against them, and the payment terms have taken effect.
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When you Mark the Invoice as Final, you will be reminded that this customer has credits which
can be applied to the invoice (i.e. the £40 deposit which has already been paid). Click YES. A
window will appear giving details of this credit. Tick the relevant credit and hit ‘Done’.
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Now Save & Close the Invoice. It's now time to wait until payment arrives.

4. Receiving Payment for the Balance

When the customer pays the balance, click on Receive Payment as always. When you choose
the customer name, all outstanding invoices will appear. Here we see our original invoice, with
a balance of £60 as the 40%deposit has already been received. Complete this screen as
normal.




