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How to Process a Holiday Booking Sundry Disbursement
in REST Professional

Overview

When a holiday booking has vacated the property, you may be required to refund a bond or disburse the
sundries paid by the booking. Below are instructions on how to disburse the monies in REST.

Steps

1.
2.
3.
4.

5.

Go to Holiday Bookings > Sundry Disbursement

Enter in the alpha index of the booking and press enter

Any sundry disbursements awaiting payment should appear in the window at the bottom of this
screen

Click on the payment you wish to disburse. It should show on left hand side of the screen (under
Disburse to) who it defaults to pay to.

If you wish to change who the payment is to be disbursed to, click on Edit Sundry-F6

NOTE: for the purpose of this exercise we will refund a bond back to the tenant/booking



% Holiday Booking Sundry Disbursement M= B3

Booking Holiday booking detai
w booking details
apha |ALLEN Ms Lily Allen
Froperty detailz
25 Lavender Street
LAVENDER BAY NSw 2081
— Creditor details
FRockend Real E state - Miscellaneous
1 Chandos Street ST LEONARDS MNSW 2065
\w/:(02) 9966 0900 g(
Bond Cancel - ESC
—Disburse to: — ~ Choose a sundiy payment to disburse:; ' ]
Creditor 200,00 Clear - F2
Owner 0.00 -
Tenant 0.00 !'_ |
Mgt Fee .00 Edit Sundiy - FE
Total 200.00 -

....................................

6. The following screen gives you the ability to be able to edit the payee of the disbursement
7. Remove the amount from ‘Disbursement to Creditor’ and make it 0.00
8. Populate the amount to be paid to the Tenant

NOTE: The amount can be divided up and paid to either the Creditor, Owner and/or Tenant so long as the
total amount equals the amount of the monies held (i.e. you could pay $100 to the owner and $100 to the
tenant)



#% Holiday Booking Sundry Disbursement

E":'cl"‘*:'ﬂ ~ Holiday booking details
“I.r':‘ d::-e |ALLEN Mz Lilly &llen

— Property details
25 Lavender Strest

LAVENDER BAY NSW 2061

— Creditor details

Rockend Real E state - Mizcelaneous
1 Chandozs Street ST LEOMARDS MSW 2065

w:(02) 9966 0900 %
i Cancel - ESC
Edit Dizburzement of Bond D
~ Disbursement to creditor Clear - F2
[ROCKMISC Incl GST | GST[$0.00 ExclGSTEO0D ] D
Edit Sundry - F6
~ Other disbursements :’.\

Amount paid  $200.00 oK | Eancell

9. Click OK
10. This will take you back to the original Sundry Disbursement screen. The amount should now reflect
correctly to where it will be disbursed to
11. Click OK-F12
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Eﬁ Holiday Booking Sundry Disbursement

Boaoking
alpha JuLLEN
Iridex

Bond

— Disburse to:
Creditar 0.00
Owerer 0.00
Tenant 200.00

(=1}

Total 200.00

— Hohday booking details
Mz Lilly Allen

Froperty details
25 Lavender Strest

LAVEMDER BAY MSW 2081

Creditar details

FRackend Real Estate - Mizcellansous
1 Chandos Street ST LEOMNARDS MS5W 2065
'w/-[02) 9366 0300

— Chooze a sundry payment to disburse;

Bond

Edit Sundy - FE

T

Prop Search - F7

12. REST will create your tenant/booking as a temporary creditor with a payment method of CHEQUE. If

r

v

OK-F12

you require to pay this out by EFT rather then cheque, you will need to edit the payment details
against the creditor. You can do this by going to Files > Creditor > Payments tab - Change the

details as necessary and click OK-F12




&k Creditor Details =0 =

Alphaindex  [s EN

Name  [Ms Lilly Allen [hm] 4
General | E'u,;rnenil MNotes I Barcode | I:-am:al EsC
Payment method |Cheque - |
: ﬁctlun F1
Papee name |Ms Lilly Allen -
Address [ |
I Clear - F2
ABN [67-647-324-764 Delete -F3
¥ GST exempt [~ Email work orders and quates Add M'_:'de -F4
[~ ABM confirmed [~ Email remittances P
[V Charge supervision fee ™ Charge disbursement fee S : F7
v Show GST in creditor remittance [ Save reference numbers ealc‘
[~ Revenue Recovery ':Q
|nsurance Renewal ||:|1 A017220 Date of last payment |_,-'_,.J_ Last Edits - F9
B/F 1 Disburgement | Payment - Balance
{ 0.00 z-uu.uu_‘ 0.00 200.00 V{
0K -F12

This payment has now been added to the creditor run for payment when the mid month or end of month
process is carried out.

13. If you would like to refund the bond immediately, go to Reports > Creditor > Remittance and
Payment. Click on SELECT and choose the tenant (temporary creditor) and click NEXT



i Creditors Payments E

- Selection Advanced
Month to Frint |Cunenl ;I ™ Send email remittances
~ Al v Print comments
 Range Start at Alpha Index Ii [~ Print disbursements in property alpha order
Finizh at &lpha Index I
{+ Select I'“LLEN j

| .l'_"-' - —
Al | A | & o
Orientation | Fort Select | Prnter Select

F1 F2 Print - F12

Export - F10 | Cancel -ESC

14. Click on Process and ensure you print the remittance advice, then followed by the cheque (if paying
via Cheque).

@ If you are paying the tenant by Credit Card you will need to ensure you use Cheque Number 999999

Payment Method Mo. of Payments Value
Cheque: 1 $200.00
EFT: 0 $0.00
Bpay: 0 $£0.00

Totals: 1 $200.00

‘ Process “ Prewview Cancel

15. If you have changed your payment method for temporary creditor to EFT you will now proceed to

creating an aba file through Transactions > Create File for Upload to Bank - select Eft (ABA)
Payments and then click on PRINT-F12
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16. The ABA file is now ready to be imported into your banking software.

@ It is highly recommended you do this immediately to avoid another ABA file being run and you
overwritting this file.
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