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How to Create a Creditor Disbursement from
Property Maintenance

Overview

In REST you can create a creditor disbursement directly from the property maintenance job
and add the details to the action conversation diary against the property.

This document will cover:

e Steps to create a Creditor Disbursement from the Maintenance Job

e Steps to Complete the Work Order out of Property Maintenance

Steps to Create a Creditor Disbursement from the
Maintenance Job

1. Go to Files > Property Maintenance Job
2. Enter the Property & press Job List — F7
3. Select the required work order

4. Select the Invoice Tab



T T T R T ————T ®

S| P sk IOWNER FRTH)

%6 Buach Stest oy 2 S ok Ondes Gt~ W
COOGEE BEACH MSW 2004 PSR
b Ev. ol R JbMe  [QOOOOO0HS
oomoes |
s B B i (oooooo0es ]
dob Maraget gy 10X w
ey —— | Coaclien & o
= . i“'lﬁ'll:“ Progesty Marage: Clak Kand  [0X]
LT Mg PE TERGHAM NTw 2000 lrm-lm Clask Kert  JCX)
H9SET BESE e FEET A5 M 0412 S4E TS Horrms Mouchs MM

Mamierance Dot | Anach ‘ml }mml X
Cancsl - E5C

o i e @ [ spaoiten g
(187077 2] By |Cove Owen - | Mttt Emad - Propesty ct - F1
Sumay  Vcate Clear Eﬁ‘nl-?
Dewcmien  Pragie chean theougho sher wacse '_—‘I

Thark You ] |
Flegphesie - F8

Ll

Cloar - FA

Q

Lt -FT

sm?m

e s - ok - FE

Cortact lon ACctas | (s Dwwens 4] (12 5068 71 3] 0814 619472 [E] owseniBcasmocsongpe com. & “| v
oK - F12

5. In the section marked Disbursement enter the required payment information

Invoice Authorised for payment by — select the user who has authorised

Incl. GST Amount — enter the amount including any GST

Enter Description for the Creditor Disbursement, this will show on the owners

ledger & statement

Enter an account code

Enter an EFT Reference if required for this creditor

Due date — change the due date to today’s date (it will automatically populate with

the date that the work order was created)

6. Tick the box that is marked “Create Disbursement”

7. Press OK-F12
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8. A pop up will appear advising you that the disbursement will be added to the outstanding

disbursement file.
9. Select the priority — Normal, High or Must Pay

10. Press OK - F12

Thes disburserment vall be added to the outstandng disbursement fle.

Prioety
Plaase selact a priceity for this dishursement
(@) Moemal () High () Must pay

DK -F12 Cancel - ESC

The payment has now been completed, and will be located in your outstanding disbursements.

Steps to Complete the Work Order out of Property
Maintenance

Once you have entered the creditor disbursement, you can now mark the work order as
completed to remove it from the current jobs.

1. In the drop down list, select Completed



2. Press OK-F12
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3. Select an option as follows:

e Leave the Job as Completed — the work order will be marked as completed, but
remain visible in the Property Maintenance and also can be viewed against the
Property Details > Maintenance tab by ticking “show all maintenance jobs”

e Delete the Job — this will delete the job from Property Maintenance and also from

the Property Details > Maintenance tab

4. Tick “Add Diary Item” if you would like this to add a note into the Property Action Diary

5. Press OK-F12

‘%'L Property Maintenance Fin
Completion
Hows that the job has been completed. choose an oplion

(@) Learve the Job as Compisted
) Diebete the Job

[ Add Dy em

OK-F12  Concel-ESC

6. When the Action/Diary pops up, Press OK — F12 to save.



NOTE: Property Maintenance jobs need to be Deleted and Add to Diary item before a
property or creditor can be made Inactive or Archived.
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