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Tenant Refund — Apply Part to Invoices and Balance to Tenant

Overview

Tenant is vacating and requires a refund; however, there are still outstanding invoices that need to be paid before the
refund is given.

This document will cover the two ways that this process can be done in REST Professional:

e Create two tenant refund amounts — pay one to outstanding invoices and balance to tenant

e Reversing the latest receipt and re-applying to rent and invoices

Create two tenant refunds — Pay one to outstanding invoices and balance to tenant

Below are an example of outstanding invoices due and then the balance of the tenant refund

Outstanding Invoices $ 450.00
Tenant Refund $1550.00
Total Refund $ 2000.00

1. Go to Transactions > Tenant Refund and enter the tenant alpha and press enter

o REST will calculate the refund amount automatically. Change the Refund Amount to the total of your
outstanding invoices i.e. $450.00

e Ensure that Refund Fees is ticked (this should default to being ticked)

e Change the default description to “part rent refund to outstanding invoices

e Add in a forwarding address

o Select the Payment method as Cheque

e Click on Print Cheque Now

e Click on OK-F12

e Start at cheque number 999999

e Click on Start Process



@3 Tenant Refund EI@

Tenant details
Tenan [elooM0
BLOOMO Orlando Bloom Fiefund Fees

bdr Bloarm

28/14 Hosking Street

BalkalM EAST MSW 2041

H: 02 5555 6874 W, M: 0407 736 844

Tenancy Dates

Yacate Date  14/03/20 Faid To Date 14/09/20
Refund Amount Refund Description
§ | 4ED.DD| |F'art tenant refund to outztanding invoices | Edit

Addreszz 4 Papment Details
Fonwarding Address |pD Box 548 |

|Starsville C& B376 |
| | EanfESl:
Payment method | Cheque e D
Fayee name |Elr|andcu Eloom | Clear - F2
Address | PO Box 548 | ol
IStarsviIIe CA BI76 I Prop Search -F7
Print Cheque Naw 7 ® Add to Creditor cheque un? (O le; 2

Creditor Cheque Printing

INSERT vOUR CHEQUE STATIOMERY IN THE PRINTER MO/

[] Manual Cheque
Frint zeparate remittance advice
[ Print alignment cheque [dat matrix printers only) =

Start at cheque number: | 599539

Start Process

2. Go to Transactions > Rent Receipts and put in the tenants alpha index and press enter

3. Click on the Invoices tab and enter the invoices and ensure they total the amount of the refund you have just done
i.e. $450.00



T4 Rent Receipts - [Last Rece Ll OFF =@ |_§3 |
Tenant  |BLOORMD Tenant details
Qrlando Bloom Receipt total
! ] 28/14 Hosking Street $450.00
BaLMAIN EAST NSw 2041
Amount Paid to Credit Alrears Due ta %
Rent 535.00 W1 14/09/20 0.00 0.00
Cancel - ESC
Action - F1
Clear - F2
A

Fent Invoices $450.00 | Other Payments | Invoice Credit Commert - F4

Invoice detailz Amount paid *123
Date due 05/10/20 Last payment date Incl GST | $450.00 LCode search - F&
D ate entered 14/08/20 Last payment amount 0.00 G5T(0.00 0
Amount 450,00 Age of invoice Excl GST [450.00
GST incid 0.00 Operator CK Status - FE
Account 161 | MNext | ”
ipti i List &
Description Carpet cleaning : Prop search - 7
Previous —_—
Credits 0.00 Balance due $450.00 Seach by Tax v # ‘ﬁf(
0K -F12

4. Click OK-F12
5. Choose payment method direct deposit and click OK-F12

Total Payment method
$450.00 Direct deposzit w

Received date |14/09/20

Feceived from |Drlandu:| Bloarmn ~

Diravaer
Bank
Branch

Amount

Banked date |14,09/20

v X

Ok -F12 Cancel - ESC

NOTE: When you create a tenant refund, regardless of the amount (whether it is the full amount or a part amount) REST
will show the tenant being paid up to the vacate date with no credits.

In order for REST to identify that there are remaining funds that still need to be refunded, you will need to update the credit
amount to the remaining amount to be paid out.

6. Go to Files > Tenant and enter the tenant alpha index and press enter

7. Go to the Rental tab and enter the remaining balance of refund due into Credit last month i.e. $1550.00



8. Click OK-F12

£€ Tenant Details o B ([
Alpha indes Active
Lease name |Elr|and-:- Bloom | g
General  Rental | Bankl Inzpections I Renegatiation I Nates/Mail/Reminder I Invaoices I Cornrnercial I
Dezcription | Rent | | | |
Amount GST Excl  [$535.00 | [#0.00 | [$0.00 | %
Period I:I I:I _ Cancel -ESC |
Paid To st marth Ef
Paid To date [ ActionzFl ]
Fert received  [$0.00 | [$0.00 | [$0.00 | D
Credit this month [ $0.00 | [#0.00 | [#0.00 | Clear - F2
Credit lastmonth  [$1.55000 | [#0.00 | [$0.00 | @
Paodspd - — Dokt F:
Commizzion % I:ll-':llil
Account code I:I I:I Add Mode - F4
B/F Balance 4000 $0.00 $0.00 o
Direct debit  [] Disable Dizable Dizable Status - FE
Search - F7
Last Edits - F3
Ok -F12

9. Enter the reason for change and make reference to the remaining balance of funds to be refunded to the tenant

Why?

X

Enter reason for change(s):

Rent Credit Last Month

OLD: 0.00 NEW: 1550.00 ez

‘Remaining balance of funds to be refunded to tenart| |

10. Go to Transactions > Tenant Refund and enter the tenant alpha index and press enter

e REST will calculate the refund amount automatically. i.e. $1550.00

o Ensure that Refund Fees is ticked (this should default to being ticked)

o Enter your tenant’s payment details, select Print Cheque/EFT now to process the Remittance & Payment
straight away or Add to Creditor Run to process the payment with your next creditor run

e Click OK - F12

Follow the prompts through to payout your tenant (setup as a temporary creditor) if you have chosen to pay now by going to
Reports > Creditor > Remittance and Payment, select your tenant and click on NEXT and follow the prompts through to
payout.

Reversing receipt and re-applying to Rent and Invoices



An alternative way of allocating the overpaid rent to invoices is by simply reversing the last rent receipt and re-entering it so
it pays the invoices outstanding and then the balance to rent.

You can do this only if owner has sufficient funds to reverse the receipt.

NOTE: If receipt is from a previous period, it must be a straight rent receipt i.e. you cannot reverse receipt for rent plus
outgoings/sundries/invoices.

1. Go to Transactions > Cancel transactions > Receipt reversal / Reverse Rent from Previous Period

2. Re-receipt rent to the outstanding invoices and any balance to rent

3. Use payment method Direct Deposit

4. Proceed to do tenant refund through T ransactions > Tenant refund and payout the tenant as a creditor (set up as a
temporary creditor) If this was receipted to tenant invoice credit, refund by going to Transactions > Allocate Tenant

Invoice Credit and refunding to the tenant as a creditor payment

05/10/2020 12:08 pm AEDT



