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Holding Deposits in REST Professional

Holding Deposits can be receipted into REST against a prospective tenant who has paid a deposit or holding fee on a
property. The funds receipted as holding deposit are held into an internal owner account called AATENDEP until they are
applied to a rent receipt or refunded back to the tenant.

This document will cover:

e Creating the New Tenant Card
e Receipting the Holding Deposit
e Refunding the Deposit to the Tenant
e Applying the Holding Deposit to Rent

e Transferring the Forfeited Holding Deposit to the Owner

Creating the New Tenant Card

1. Go to Files > Tenant or click on the tenant icon
2. Click on ADD MODE

3. Enter an alpha index for the tenant

4. Enter the details of the tenant as required

5. Enter the property alpha index and press ENTER
6. Click OK-F12



';" Tenant Details

Alphaindex  |CLARKE ADD MODE Active

Leaze name |James Clarke |

Prapert B/22 Billyard Avenue
OPSRY |BILLY22/6 Elizabeth Bay NSW 2011

Go to property

FPeggy Olzon
Feggy
Ga o awner Home: 02 9980 £542
Contact
Hame |James Clarke ~ | Add contact
Remowe contact
Salutation |James |@ Total contacts: 1
Drate of Birth
Home | | ok | |
Fau | | Mobile | | K |
Email |James@clalke.cnm.au ||_]|
Conzented to the electionic service of notices | Mot Recorded w

Frimary Contact Leaze Contact Accountz Contact Repairz Contact

Lease

Shart name |‘J‘5"""ES Clarke | Bond required | $0.00
Original leaze date |05 0/20 Vacating | 4/ Bond no I:l
Lease start date |05/10/20 | Temination| ¢ ¢ | Bond collected | $0.00

Leaze end date | 04410/21] | Leasebreak| / ¢ Band held 3000
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Receipting the Holding Deposit

1. Go to Transactions > Deposit Receipts or click on the Key icon
2. Enter the Tenant alpha index and press ENTER

3. Enter the amount of the holding deposit

4. Click OK-F12

5. Enter the banking details and click OK-F12

e Holding Deposit Receipts - [Last Receipt:00015213 ] - [Printing: OFF]

Tenant |CLARKE Tenant details

James Clarke
James

Horme Phore:
Wwark, Phore:

FRient Mobils/Fa:

1200.00 1

Property details
E/22 Billpard Awenue

Elizabeth Bay WSW 2011

Holding deposit amaunt 1200
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Refunding the Deposit to the Tenant

1. Go to Transactions > Rent Receipt or click on the rent receipt icon, put in the alpha index of the tenant and press

ENTER

2. You will now get a message about the holding deposit that has been collected from this tenant > Click OK

Rent Receipts - [Last Receipt:00015214 ] - [Printing: OFF]

I A deposit of 51200.00 has been collected from this tenant.
H To apply this the rent amount must INCLUDE the deposit

x

3. Enter the amount of the deposit into the Tenant Invoice Credit field with a Description i.e. Refund of holding deposit

and click OK-F12

4. A prompt will appear asking if you would like to apply the holding deposit to this receipt, click YES.

Rent Receipts

A deposit of 51200.00 has been collected
Do you want to apply the deposit to this receipt?

Yes MNo

5. These funds will now be in your tenant's invoice credit balance to be able to refund to them

6. To refund the deposit that is now in your tenant invoice credit go to Transactions > Allocate Tenant Invoice Credit

o Click the Refund tab

o Complete the Refund Amount for the tenant, Description i.e. Refund of holding deposit and Account Code

field (N/A)

o Select the Contact to refund

o Select the Payment Method for this refund

o Enter the Payee or Account Name

o Enter the Address or Bank Account Details

o Enter the Forwarding Address, if not required you can just enter the refund description in this field

o Click OK to process the allocation

7. The tenants refund payment will now be added to your creditor run. If you wish to pay this now you can go to Reports

> Creditor > Remittance and Payments > Select the tenant and process their payment only from there. Once
processed, if paid by EFT you can create your ABA file next by going to Transaction> Create file for upload to the
bank > EFT (ABA) Payments > Print. You must immediately upload that to the bank.

NOTE: You will not be able to archive/delete this tenant card until after your next end of month/files update has been

processed.

Applying the Holding Deposit to Rent

1. Ensure that all lease details are completed against the tenant card i.e. lease commencement/start dates and paid to

dates etc. NOTE: If the details of the lease start date were not entered at the time of creating the tenant card, the

Paid to Date on the Rental Tab should be updated to reflect the day before the lease start date



2. Go to Transactions > Rent Receipt or click on the rent receipt icon, put in the alpha index of the tenant and press

ENTER

3. You will now get a message about the holding deposit that has been collected from this tenant

Rent Receipts - [Last Receipt:00015214 ] - [Printing: OFF]

*

A deposit of 51200.00 has been collected from this tenant.
! To apply this the rent amount must INCLUDE the deposit

4. Enter the rent amount and bond monies as required remembering to include the holding deposit in the total amount

receipted.

5. A prompt will appear asking if you would like to apply the holding deposit to this receipt, click YES

Rent Receipts

o A& deposit of $1200.00 has been collected

Do you want to apply the deposit to this receipt?

Example

Mr Clarke has paid a $1200.00 holding deposit and is now paying the balance of monies owing being $7200.00 which is for
2 weeks rent and 4 weeks bond. In REST enter the rent of $2400.00 (the $1200.00 paid now plus the $1200.00 paid as a

deposit) and $4800.00 for bond.

The RECEIPT TOTAL should be $7,200.00 (monies received and deposit). On the payment banking details screen, this
should reflect the amount actual received now (i.e. not including the deposit)

11 Rent Receipts - [Last Receipt:00015214 ] - [Printing: OFF]

Tenant  [CLARKE Tenant details

Jarnes Clarke
E/22 Billyard Avenue
Elizabeth Bay NSWw 2011

Fiesidential Bond 4,500.00
Commercial Bond ||
Reimb Owner for Tenancy Fee

Stamp Ciuty

Charges to OWMNER

g N E—
T m— —

Amount Paid to Credit Arrears Due to
Rent 120000 w1 04410/20 0.00 1200.00 111020
Rent] Invoices $0.00 Other Payments | Invoice Credit|
Charges collected from TEMAMT Incl GST GST Excl GST

0.0o0
0.0o0

E=HRCR ==

Receipt tatal
$7.200.00

Cancel - ESC

Comment - F4

»123

Codz search - FS

o

Status - FE
fot)

Qe
Prop search - F7

\4

OK-F12




Banking Details

Total Payment method
$6.000.00 Direct deposit ~

Received date |05/10/20

Received from |James Clarke bl

Dravver
Bank
Branch

Amaurt

Banked date |05/10/20

v

0k -F12
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Cancel - ESC

Transferring the forfeited Holding Deposit to the Owner

1. Firstly you will need to create a tenant invoice against the tenant who has forfeited their tenant deposit. Go to
Transactions > Invoice Entry

o Select the tenant

o

Enter the amount of the tenant deposit you will be transferring to the owner (No GST)
o Enter Description, i.e. Transfer of forfeited tenant holding deposit
o Account Code (101) for Rent
o Enter a Management Fee % if applicable
o Pay to: Owner must be selected
o Click OK-F12
2. Go to Transactions > Rent Receipt or click on the rent receipt icon, put in the alpha index of the tenant and press
ENTER

3. You will now get a message about the holding deposit that has been collected from this tenant > Click OK

Rent Receipts - [Last Receipt:00015214 ] - [Printing: OFF] =

I A deposit of 51200.00 has been collected from this tenant.
H o apply this the rent amount mus e deposi
T ly this th t t t INCLUDE the d it

4. Click on the Invoices Tab and you will see the tenant invoice for the transfer of holding deposit

5. Enter the amount of the invoice and click OK-F12

£

Rent Invoices $120000 | Other Papmrents | Invice Crecit] _ Comment-F4 |
Invaice details Amourt paid *23
Datedue  26/10/20 Last payment date Incl GST [$1,200.00 Code search - F§
Dateentzred  05/10/20 Last payment amount 0.00 GST
Anourt 1200.00 Age of invoice Evel GST [0
GST incld 0.00 Operator ## Status - FE
Account 101 X
Description Transfer of farfeited tenant holding deposit List
= Piop search - F7
evious eloplsearcn=
Crecits 000 Balancedue  $1200.00 Seach by Tan Inv # [
0K -F12

6. A prompt will appear asking if you would like to apply the holding deposit to this receipt, click YES.

Rent Receipts

A deposit of $1200.00 has been collected
Do youwant to apply the deposit to this receipt?

Yes No

7. These funds will now have been transferred to the owners ledger for the forfeited tenant holding deposit

NOTE: You will not be able to archive/delete this tenant card until after your next end of month/files update has been



processed.
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