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How to Change Owner Statement Style 13 to another
Statement Style

Overview

You may have an Owner that is on Statement Style 13 and this requires to be changed to another
statement style.

You must be mindful that statement style 13 has the ability to withhold funds from the Owner (i.e.
outgoings) and this sits and accumulates. These funds will journal across to the owner rental funds once
the statements style is changed.

Steps

NOTE: This process can only be completed immediately after the end of month/files update process or if
there are no transactions against the owner for the month.

1. Do a backup of your current data. We recommend you rename the backup i.e.
beforestatementchange.dat.zip

2. Go to Files > Owner and select the owner

3. Click on the Enquiry tab and ascertain if any outgoings monies are being withheld.

Make a note of the amount as you may need to journal these funds to a separate variable outgoings card if
you decide to set up a separate Variable Outgoings Owners to run your outgoings funds.



gﬁ Owner Details

Alpha index  GRIFFITHSR

Name s Rachel Griffiths

Active

=

Ei&narall Fa_umant' Motes Enquilyl F‘rupertiasl 045 Di:l:-sl Budgd' Tax&[lharges'

Owner Outgoings MTD YTD
B alance brought fonward £,998.00 £,993.00
Plus:-
Rent receipts 1.100.00 B00.00 1,600.00 1,600.00
Sundry receipts J30.00 0.00 330000 5, 748.00
Joumal credits 0.00 0.00 0.00
Less:-
Disbursements 27.27 000 27.27 20.00
Management fees 24.00 0.00 24.00 33040
T axation 0.00 0.00 0.00 0.00
Bank Charges 1.00 0.0o 1.00 350
Postage and sundries 0.00 0,00 0,00 8.00
Journal debits 0.00 0.00 0.00 0.00
GST paid on fees 240 0.00 240 3384
Current balance 1.375.33 I 7.498.00 887333
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4. Click on the Payments tab in the same Owner Details screen
5. Choose the desired statement style that you wish to change to under Layout Style

6. Click OK-F12




ﬂ Owner Details

Alphaindes GRIFFITHSR Active |

5

General Payment | Hute&l Enquir_l,ll F'r-:upertia&l 0/5 DISb'?] Eudgatl Ta:-u&l:hargaﬁl

Mame s Rachel Griffiths

Papment method | 4ut0 deposit (EFT)

)

Deposit account name s Fachel Griffithe

Account number 987456321
psp 082124

Comment NAR B almain
EFT Reference
Flat paymert amount 0 00

withhold Funds

Permanent [Tick to retain Amount and Comment at EOM) Amatank 1$0.00
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7. Ensure that any brought forward balances are removed form the tenant Details. Go to Files > Tenant

select the tenant and click on the Rental Tab

8. Remove the balance in B/F Balance field at the bottom of each column that is being utilised

9. Click OK-F12




¢ Tenant Details o | @ | 5]

Alphaindex  DOYTAD Active |

Lease name  Doytao Thai Festaurant 1 | 2| 3 |_—'

General Hentd' Eankl Reneg/Inspect Hdes#Hail;ﬂemiﬂaI Irwuices| Earrmercial|

Description  Rent Dutgiongs Can§E 5C
Amount GST Exel  $1,000.00 $500.00 $0.00 E}
GST 100,00 Action - F1
Amount GST Incl 41 100,00 U
Use GST InclAmt [ Clear - F2
Peiod M1 M1 M1 '_ﬂ
Paid To last month ~ 30/08/13 30409413 30/04413 Delete - F3
Paid Todate 31410413 314013 3040413 %
Rent received  $1,000.00 $500.00 $0.00 Add Mode - F4
Credit this month ~ $0.00 $0.00 $0.00 0
Credit last month  $0.00 $0.00 $0.00 Status - FE
Periods paid 1 1 1] (
Commission% 0,00 0.00 100.00 ot Fr
Accountcode 101 161 481 '_1
B/F Balance $1.,000.00 $0.00 I $0.00 Last E::# _F9
Direct debit | | Disable Dizable Dizable
Withhold [ V] ] Ellz 19

Setting up a Separate Variable Outgoings Cards

If you wish to continue to separate your Outgoings monies from your rental monies for your owner you will
need to follow the steps below:-

¢ Remove VO's from existing tenant details
e Setup new master files for your VO's to be withheld separately
e Journal the existing Outgoings monies to the new VO’s card

Steps

1. Go to Files > Tenant, select the tenant and click on the Rental Tab
2. Remove the details in the ‘Outgoings’ column to match one of your blank columns and click OK-F12



f€. Tenant Details o | @ | 2|

Alphaindex  poyTAD Active |
Lease name  Doytao Thai Restaurant 1 2 3 §
General FRental I Bank | Renea/Inspect | Motes/M ail/Reminder | Irvoices | Comrmercial ]
Descriphion  Rent Outgiongs Car§ ESC
Amount GST Excl  $1.000.00 $500.00 $0.00 &
GST 1410000 Action - F1
Amount GST Incl | 41.100.00 L
Use GST InclAmt  [7] Clear - F2
Period M1 M1 M1 -9
Paid To last month ~ 30/08/13 30/0313 30/0413 Delete - F3
FPaid Todate  31/10/13 31013 30/0413 %
Rent received  $1.000.00 $500.00 $0.00 AddMode - F4
Credit thiz month $0.00 $0.00 $0.00 0
Credit last month ~ $0.00 $0.00 $0.00 Status - FB
Periodz paid 1 1 0
Commission % 0,00 0.00 10000 Se ;r B:h_ F7
Accountcode 101 161 431 @
B/F Balance  $1.000.00 $0.00 $0.00 Last Edits - FS
Direct debit [ Disable Disable Disable ‘f,
Wabhold | IS - u OK -F12

3. Setup a new owner card. Go to Files > Owner and click on Add Mode-F4

4. Start the alpha index with VO followed by the original owner alpha i.e. the owner alpha index is
GRIFFITHSR, the alpha index would be VOGRIFFITH

5. Ensure that you set the payment method on the Payment tab to Carried Forward



£ Owner Details [e®[= £} Owner Details o|[=@]=

Alphaindex DGRIFFITH Active Alpha index VOGRIFFITH Aclive

Hame ariable Outgaings Held - R Griffiths ﬁ Name ariable Outgoings Held - R Griffiths u x
General I Payment| Motes | Enquiry| Propertes| 0/5 DISbS} Budget | Tax &D’varge:l Cancel -ESC General  Payment | Maotes | Enquuy] Propeﬁes} 0/5 Disbsl Budget 1 Tax &Chalgesl Cancel - ESC
i Am@ o Payment method [L‘.arrisd forward - E 3
ress 34 | ouiza Foad ion - Action - F1
e TOMMENS Ms Rachel Grihs
BIFRCHGROVE NSW 2041 1
Clear-F2 eI Chear - F2
Bt @ 082124 '_X
Sakatation g Grfiths || Delete - F3 NAB Balmain Delete - F3
Home  (02) 9555 1975
02 % Flat payment amount 0,00
Wark  (02) 52381345 Add Mode - F4 withhold Funds Add Mode - F4
Fax ~ Pesmanent (/] [Tick to retain Amount and Comment at EOM) Amourt  $0.00 7
. 4 -
Mobile D407 312 741 Al Search-F7 Comment Search - F7
Emal  rachel@hbrothersandsisters. com au d X =
L& Statement conliol r‘“;’
Spit payments L LostEdts-F3 | Group Layout style Mo, of copies _LastEdits-F9 |
% amount retained 100 Balance to owner V’ Additional addiess details | Modify Send statement by Email (V| V/
OK-F12 0K -F12

6. Setup a new property card. Go to Files > Property and click on Add Mode-F4
7. Start the alpha index with VO followed by the properties alpha index i.e. the property alpha index is
DARL722, the alpha index would be VODARL722

¥ Property Details o | = || 2
Alphaindes  VODARL7Z2 Active
Addiess  Variable Dutgoings Held ﬂ
1/722 Dailing Strest E
Subwib  gAl MAIN State gy P/Code 2041 |_i

X

Hemindersl Ga'ned-"LastI Maintenance | Dlher]

Genaal\ Financial] Advertl Notes | Tenemtsl Commercial | St[ata] Halld.a_-,ll Ins urancel Req. Paymertsl | SencetEal |

D

Dwner Mz Rachel Griffiths
YOGRIFFITH 24 Lovisa Fload Pl

BIRCHGROVE MSW 2041
H:[02) 5555 1975 'w:[02] 9238 1345

[J

Clear - F2

Category &
Class | Commearial - | Froperty manager [Ela:k [CK) - Delete - F3

Reporting order 1 Agsistant P [Ma:}l [MC] - %
Kep#t 20 Search for key Repairz [N.; Manager | Add Mode - F4
O [Balmain v] Referral [Nn Manager - &
: —&
Inspection Search -F7

Last inspection date 17/01/11  Frequency M12
Inepection Fee[Excl] 20.00

Last Edits - F9
Last Inspection Fee(lncl).$22.00 24/10/08 ]

v

oK -F12

8. Setup a new tenant card. Go to Files > Tenant and click on Add Mode-F4
9. Start the alpha index with VO followed by the tenant alpha index i.e. the tenant alpha index is
DOYTAOQ, the alpha index would be VODOYTAO.
10. Setup the outgoings amount on the 1st column of the rental tab.



9, Tenant Details

Alphaindex  vopOYTAD

Lease name  Variable Outgoings - Doytao Thai Restaurant

Genersl | Rental| Bark| Renea/nspect | Motes/Mal/Reminder | Invoices | Commersial |

Puopety VODARLTZZ ot Nowr Soi1

Golopropety |, pachel Grifiths

s Griffiths.

Go to owner Home:(02) 9555 15975 ‘Work:[02) 5238 1345

Contact
Name  Dogtao Thai Restaurant - 4dd contact Clear - F2
Remove contact
Salutation s AdissaWang JI'_VJ Total contacts: 1 Delete - F3
DateofBith _ g '%‘
Home  (02) 9568 4747 Work [02) 9555 1589 Add Mode - Fé
Fax  [02) 9555 1555 Mobile (1419 357 654 Al o
Emal  jonny skemant@rockend coma.u &l g
[ Primary Contact [ Lease Contact || Accounts Contact [V Repairs Contact
R
Lo Search-F7

Shortname  Dioptao Thai Restaurant
Onginal lease date 7/ Wacating _/ /
Lease stat date /-

Leaseenddate _; ;  leasebreak _/ ;

Bond required  $0.00

Bond no E

Teminstion _# ,  Bondcollected §12,252 60
Bond held |4 1) v

===
Active
1lzlale
Cancel - ESC
&
Action - F1

D

Last Edits - F3

0K-Fi2

%, Tenant Details

Alphaindex  wDDOYTAO

Active

Lease name  ariable Outgoings - Doptao Thai Restawant 1 2 3 :I
Generdl  Rental | Bark | Renea/inspect | Notes/Mai/Reminder | Invoices | Commercial |
Description | Outgoings
Amount GST Exel | $500.00 $0.00 $0.00
Peiiod | M1 M1 M1
Paid Ta lastmonth | 31/08/13 /0813 /0813
Paid Todate | 31/10/13 annona 3NA013
Rent received | $0.00 $0.00 $0.00
Credit this month | $0.00 $0.00 30.00
Credit last month | $0.00 40.00 $0.00
Petiods paid 0 1) 0
Commission % | 0.00 0.00 100,00
Account code | 101 161 481
B/F Balance 30,00 $0.00 $0.00
Direct debit | [7] Disabls Disable Disable
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The Outgoings previously withheld under statement style 13 (which you noted down at the beginning of
this document) can now be journalled from the existing/original owner to the newly created variable

outgoings held owner.

1. Go to Transactions > Journals and select the type as ‘Owner’

2. Transfer from the existing/original owner to the new variable outgoings owner card you have

created.

¢ Use the account code that is used when receipting funds i.e. 161
e Transfer the amount of the withheld outgoings




<& Journal Entries E=NN=R 33

Tupe [Elmr -] Select Journal Type

Owner GRIFFITHSR

b= Rachel Grffiths
34 Loviza Road
Balance BIRCHGROVE MNS'w 2041
7498.00

Description _-Tranrsfar withheld Variable Dutgaoings
Account code 1] Dutgoings - General

_ﬂﬂ_

Owner VOGRIFFITH

Wariable Dutgoings Held - B Griffith %
Balance Cancel - ESC
0.00 0
Details - FE
Description  Transfer withheld Vanable Outgoirngs . D
Account code 161 Dutgoings - General Clear - F2
Amount $749800  GST 3000 Excl GST [$7.498.00 u:{n ,

3. Check if there is any outstanding disbursements or recurring transactions that would normally be

taken from the withheld funds and ensure these are cancelled. You can then recreate the
outstanding disbursement and recurring transactions against the newly created VO property

@ Important: When receipting the tenants rent and outgoings, this will need to be done in 2 separate
receipt transactions. One receipt to rent against the tenant rent card and then another receipt to the

tenant outgoings card (VO’s card).
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