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Setting up and managing client accounts in QuickBoo ks 
�
�

A client account is a current account set up to hold money that you have received on behalf of a client, that doesn’t 
belong to you. Any money in your client account should appear on a Balance Sheet as a liability, but not in your 
Profit & Loss report. 

 
A common scenario where a client account is used is the example of a Property Management business. The 
tenant pays the Property Manager the rent amount (e.g. £1000), the property manager then pays the landlord the 
rent amount however keeps part of this amount as the fee for this service. (E.g. pays landlord £800 and keeps 
£200 as the fee). 

 
Use this document as a guide to help you set up and manage your client account. 

�
How to set up �
�
Before recording transactions in/out of your Client  account ensure you have worked through the set up 
process first. (See steps below). �

�
Set up a bank account alongside your Barclays account but name it Client account. This can be done in the Easy 
Step Interview or  in the Chart of Accounts. 
�

�
�

To set up the Chart of Accounts 
�
Click ‘Chart of Accounts’ from the main home page.  

�
�

�



 2 

Click on ‘Account’, then click ‘New’. 
 

�
�
Click ‘Bank’ and then ‘Continue’.�
�
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Type in ‘Client Account’. 
�

�
�
In your Chart of Accounts set up another account by using ‘other account types’, select ‘other current liability’.  
�

�
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Name this account, ‘Client Account Liability’. 
�

�
�
In the Chart of Accounts set up an income category for the income you will receive into your business (e.g. 
Property management income). Click on ‘Account’, then click ‘New’.�
�
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Click on ‘Income’, then click ‘Continue’. 
�

�
�
Type in the name of your income category (i.e. Property Management Income). Then click on ‘Save and Close’. 
�

�
�
�



 6 

In ‘Items & Services’, set up an item for rental in come.  
�
This item will be used when you record the rental amount received from the tenant. 
 
Click on ‘Items & Services’ from the main home page.  
�

�
�
Click on ‘Account’ and then ‘New’. 
�

�
�
�
�
�
�
�
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Type in the name of the income (i.e. Rental Income’). When selecting your account, select Client Account 
Liability. To finish click ‘Ok’. 

�

�
�
�
Set up another item, this time for Property Management Fee (Select  Property management income as your 
account).�
�

�
Set up three customers (tenant, landlord and also create a customer using the same name as your business e.g. 
Kirsty’s Property Management Company). 
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�
Click on ‘Customer Centre’, from the main home page .�
�

�
�
Click ‘New Customer & Job’, then click on ‘New Customer’. 
�

�
�
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Type in customer details. When finished click ‘Ok’. Repeat this process to add in more customers. 
�

�
�
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To record transactions in a client account 
�

Complete an invoice or sales receipt for rental income received from tenant. When completing the invoice or sales 
receipt templates select rental income from your item list.��
�

�
�
Receive/record deposit into client account.  
�

�
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�
When recording deposit, ensure you deposit the funds into ‘Client Account’. 
�

�
�
The amount that now shows in your Client Account should reflect the full amount of rent received from tenant. 
�

�
�
�
The next step is to pay the landlord the amount of rent owed. Select ‘Write Cheques’, from the main ho me 
page. Write a cheque for amount to be paid to landl ord (e.g. the £800).  
�
�

�
�
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When selecting the account, choose ‘Client Account Liability’. Record any details relating to the transaction, 
address, name of tenant etc.  
�

�
�
The amount left in the client account now should now reflect your fee or commission amount.  
 

�
�

�
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To pay yourself an amount from client account  
�

Invoice your landlord for the amount YOU are owed, (i.e. the property management fee of £200). This time ensure 
you have selected your income category from your item list (i.e. Property Management Fee).��
�

�
�
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Receive/record deposit for this invoice. Make sure you are depositing the funds into your Business account.��
�

�
�
Write yourself a cheque from client account recording this against client account liability so that it clears the liability 
account.  
�
�

�
�
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�
�
�
The amount will now be visible on the Profit and Loss report.  
�
�
To summarise: 
 

·  £1000 credited to client account liability (other current liability) into the client bank account. 
 

·  £800 debited from the Client account liability (other current liability) to the landlord. Leaving £200 in the 
client bank account. 

 
·  £200 credited to property management income (income) into the Barclays business bank account. 

Leaving £200 in the Barclays business bank account.  
 

·  £200 debited from the Client account liability (other current liability). Leaving £0 in the client account 
�


