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Adding a Global Comment to an Owner Statement

In REST Professional you have the ability to add a global comment onto an Owner Statement.
This will print and preview with the comment on the bottom of the statement whether printed or
emailed to the Landlord.

Setting up the Global Comment

1. Go to Files > Descriptors and Comments > Master File and Transaction Comments and

click on the Other tab
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2. From the options, select Global Statement Comment
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@ If a permanent statement comment is required this can be used on its own or with the
global statement comment and does not require the “print comments” to be ticked at time of
printing. This will appear at the very bottom of the statement on the left margin.

3. A notepad file will open and allow you to enter the comment that you would like to print
on the owner statement (example below). Text must start from the left hand margin and

not be more than 400 characters in length and a maximum of 5 lines (please note this

does not ‘word wrap’).
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File Edit Format View Help

If you have any gqueries regarding your statement, please contact our
office on 1388 365 788.

@ If this is your first time entering a global comment in REST Professional, it will prompt
you to create a new file. Click YES to this prompt.



4. Go to File > Save and exit notepad.

Printing the Comment on the Statement

At the time of printing or emailing your Owner Statements, you must tick the Print Comments
on the Statement Printing Screen.

Go to Reports > Owner >Statement Printing. If you tick this box, the comment will print at the
bottom of all statements.

e Oramer SLMements >
Suebee s Huidv i ed
Month to P (Cumerd w Gy
= [ Pt commervs |
CiRange oot af Alpha indes [ Pt YT nens
Firuths & Slphs rades DMM ey
Pori Slgtermaris &l w
() Select e
Ancown tppet Dners oy W
St Dindien Demer w
w | A {3_“ SI|HL|® | X
el ol Sl
Deaion, | Botivton [Pl Bt -F12 | Pregowe-F11] Erpot -£10 | Lancel- E5E

@ The “print comments” tick box defaults to not being ticked, so it is important that you
ensure this is ticked prior to printing and emailing.

Example of Global Comment on Statement

The comment will appear centered at the bottom of the statement.
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If you hawve any quenas regarding your stalement, please contact our office on 1300 365 788,

Example of Permanent Statement Comment on Statement

The Permanent comment will appear at the very bottom of the statement on the left margin.
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