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How to Reverse a Sales Receipt in Rest
Professional

You may be required to reverse a sales receipt created in Rest for various reasons.

This document will assist you to:

o Reverse a Sales Receipt (Current Period)
¢ Reverse a Sales Receipt (Previous Period)

e Re-receipt a Sales Deposit (Previous Period)

Steps to Reverse a Sales Receipt (Current Period)
1. Ensure you have the receipt number. You can get this from the Sale Ledger if you are

unsure
2. Go to Transactions > Cancel Transaction > Receipt Reversal

3. Enter the sale receipt number in the Reference No. field and press enter

% Receipt Reversal o] @ s

Reference Mo

Cancel - ESC
Date Description Op — = |
29/0713 Part Deposit - 7 Bond Street Ck. D
Clear-F2
Accounl t Tax Bank Charges  M.Fee Amaunt GS5T incl
0.oo 0.00 0.00 1000.00 0.00 V{

OK-Fi2

Receipt Reversal

0 Are you sure you want to cancel this transaction 7
tes

4. Check the details and description of the receipt you are about to cancel and then click

Yes to the message to confirm cancellation of the transaction.



How to Reverse a Sales Receipt (Previous Period)

Sale Receipts from a previous period cannot be reversed in Rest. You will need to process a
Sale Disbursement to manually cancel the receipt. You can do this as follows:

1. Go to Transactions > Sales > Disbursement or click on the Sale Disbursement icon

5

88 Sales Disbursement Ell ] ‘@
Sale Sale details
Praperty Vendar Mr 5ean Connery
Buyer: Mr Pierce Broshan
Alpha |BOND? Property: 7 Bond Street

Dietail
From: | Trust Account i o

Trust Account

Details

To: Buyer e Reverse deposit receipt
Payment Method: Cheque Cancel - ESC
DepsSundm Advertizing Investment B
Balnce  $1.50000 Balance $0.00 Balsnce gngp _ Adtien-F1 |
Payout $1.500.00 Payout $0.00 Papout $0.00 D
Tranhsaction Detalks Clear - F2
Amourt [$150000 | GST [$000 | ExclgsT [$1500.00 ~
Description |Cancel depaosit receipt Mo wes | Sear:?— F7
Ref. Anvoice Mo. |7 Bond Strest ‘/
Ok -F12

2. Enter the Sale Property Alpha
3. Select From Trust Account
4. Select To Buyer (or whoever the funds have been received from)
5. Payment method must be Cheque.
6. Change the Payee Name to “Cancelled Sales Deposit Receipt”. Press OK. Say No to
update the buyer’s details on the property file when requested.
7. Enter the Amount ensuring that the GST is set to zero
8. Enter the Description ‘Reverse Sales Receipt No XXXXXX’
9. Enter a Ref/Invoice as the property address
10. Click OK-F12
11. Enter the cheque number as 999999 (self-presenting cheque number)

12. Click Start Printing



Creditor Chegue Printing

IMSERT ¥OUR CHEQUE STATIOMERY IN THE PRINTER MOWw/

[ ] Print alignment cheque [dot matris printers only)

Frint zeparate remittance advice

Start at cheque number: 939939 | ‘:}j

Start printing

13. Click on Print to print the remittance advice and to print the cheque

® If you are manually cancelling a Sales Deposit receipt, you must be aware that the
deposit amount information has not been updated to reflect the refunded/cancelled amount. As
a result Rest will show that you have taken the deposit and any further sales deposit receipts
will be added onto the initial amount receipted.

Steps to Re-Receipt a Sales Deposit (Previous Period)

If you need to re-receipt a sale deposit that you have cancelled from a previous period, ensure
you select TYPE as Sundry if receipting to the same Sale Card. If Type is selected as Deposit,
It affects the Account Sale Report by duplicating the deposit and commission amount on the
report. Below is instructions on how to receipt to the same sale card a sales deposit without
affecting the deposit amount:

1. Click Transaction > Sales > Receipts or Sale Receipt icon 5

2. Enter the Sale Property Alpha

3. Select From Buyer (or Solicitor Buyer if applicable

4. To Trust Account

5. Select Type Sundry from the drop down list

6. Enter the Amount ensuring that any GST component is removed

7. Enter the Description i.e./ Re-receipt Sales Deposit cancelled on xxxxxxx

8. Click OK-F12



4 Sale Receipts - [Last Receipt:00015161 ] - [Printing: OFF] o] @ (==
Manual I:l Sale details
RecMo Wendor: Mr Sean Connery L Print comments
Buyer: Wr Pierce Brosnan
Sale  Property 4

Property: 7 Bond Street
Alpha |BOND?

Details
From

Mr Pierce Brosnan
Buyer 98 Remington Place
STEELE WSWw 2000

To

Cancel - ESC
Detaily
Trust Account Trust Account

Action - F1

Dep/Sundiy Balance

Clear - F2
Advert Balance '

Iree Balance
$0.00 $0.00 $0.00
Comment - F4
Transaction Detals _
Type Sundy v Amount |$1.500.00 | %
Search - F7
From [Mr Pierce Brosnan | —
Description |F\e—rece\pl Sales Deposit cancelled on x|

‘ v

0K-F12

9. Enter the banking details for the receipt and the banked date as at the original receipt
date if by Direct Deposit. Select OK-F12

Banking Details
Tatal Payment method
Feceived date |23/07/19

Received fiom [Mr Fiercs Brosnan

Drawer

Bank.
Branch

Amount

Banked date

v b 4

0K-F12 Cancel -ESC

20/11/2019 1:34 pm AEDT



