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CUSTOMER RETAINERS & DEPOSITS 

You may need to track retainers and deposits from customers. To create a retainer or deposit 
there are 2 steps to get setup.  

1. Create an account to track the Retainer or Customer Deposit.
a. Go to Chart of Accounts
b. Create a liability account called Customer Deposits (or name of your choice).
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2. Setup a service called Deposits. Link the service item to the Customer Deposits account.

3. Record the deposit on a sales transaction.
a. Record the deposit on sales transactions like a sales receipt or invoice.
b. Use the Customer Deposit service item to record the payment.
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4. View the Customer Deposits on an account report.
a. Run a Balance Sheet
b. Click on the Customer Deposits account.
c. Filter the report by the customer to view the report by customer.

5. Apply the deposit or retainer.
a. After the work or services are complete, you will create a sales transaction as per

usual.
b. After adding the services or items have been added, you’ll add the Customer

Deposit/Retainer Item.
c. Enter the amount of the deposit to be applied as a negative. This will apply the

amount to the transactions and affect the balance in the customer deposits
account accurately.


