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Adding a Global Comment to a Tenant Statement/Invoice

Overview

You may be required to add a global comment to appear on the bottom of your tenant statement/invoice.

This might include information such as the payment details (i.e.bsb and account details) or another global
message.

Steps

1. Go to Files > Descriptors and Comments > Master File and Transaction Comments
2. Go to Other tab
3. Select Tenant invoice/statement comment
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4. Edit or add the text in notepad
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Tease note OUr New account details as follows:-

BSE - 3035 505
ACCOUNT - 3030202020

Please pay the following amount within 7 days

5. Select File and Save the changes.
6. To print the comments and the time of print or emailing tenant invoice/statements Go to Reports >

Tenant > Statement/Invoice Printing
7. Select your criteria, ensuring that you tick Print global comment
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8. Click Print F-12 or Preview F-11
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Jenifer Antston

Jennifer Aniston TAX INWVOICE

PO Box 666

STARSVILLE CA 82828 Agent ABN: 32-9455-812-065

Regarding: Jennifer Aniston

A0 Gibson Street Date: 2202M49
NORTH SYDHNEY NSW ZOED Fef: ANISTON
hManager: Clark Kent Fage: 1
Description R ate For the Period Credit Chwwing
Rent 1200 .00k oaozMgd - 3103414 0,00 1800.00
DUE 010314 1800.00
Total Cwwing $1,200.00
Tenant Invoice CreditH 2ld 700

Flease note our new account detaik a=s follows:-
BSB- 203 303
ACCOUNT - 2020202020

Fle ase pay the fallowing amountwithin 7 days

9. If you are printing individual invoices you will need to tick the Print global comment box
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lw Tenant Invoices

GST exempt || Tenant details
Jeszica Alba
Tenant
ALBAJ Mz Alba
02 9555 3846
Froperty details
7416 Louisa Road
BIRCHGROWE NSw 2041
Invoices Dutstanding
Future Total due now  Current 30 days
0.00 0.00 0.00
Search Iny Mo
Incl GST 430,00 GST ga18
Description £ lectricity
Account code 331 R &M - Electrical
Date due p9/04/14 tanage fee %

Original lease
Lease start

Leaze end
Tenant Invoice Credit

‘w/ater Efficient
Last Inspection Date

B0 days

0.00 0.00

05/05/07
0s/05/11

041111
$0.00

Mo

90+ days

0.00

Excl GST|$81.82
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