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How to Setup and Use Statement Style 13 in REST Professional

Overview
Statement Style 13 is only available for users with the REST Advanced Commercial Module.

When the Outgoings Held Statement Style is switched on for an owner, you may flag any of the tenant rent and outgoing
columns and tenant invoices to be withheld. These funds will not be paid to the owner in an owner payment and will be held
until they are disbursed for payments. You may then choose to pay disbursements, enter sundry receipts and post journals
from the withheld portion of owner funds or the rental funds. In this way you can decide which rent/outgoings the owner
receives and which will be withheld to cover bills.

The Outgoings Held Statement (statement style 13) shows the brought forward and carried forward arrears/credit for each
tenant rent and outgoings. The owner will receive a statement in three parts; rent which shows the rent receipts and the
payment to the owner, the outgoings statement which shows receipts and payments from the withheld monies and the
Income & Expenditure Report.

NOTE: This statement style is not available for clearing statements.

This document covers:

e Setting Up Statement Style 13 in System Options
e Change the Statement Style Default in Company Details
e Change an Owner Statement Style to 13

e Viewing the Owner Enquiry Tab

o Setup of Withheld Funds on Tenant Details

e Receipting Rents

e Entering a Tenant Invoice

e Entering a Sundry Receipt

e Creating a Creditor Disbursement

e Creating a Journal Entry

o Statement Style 13 Owner Statement

e Things to know when using Statement style 13

Important items to know when using Statement style 13

e Any tenants that have an owner on Style 13 must have a monthly rental period (M1) and in addition must have a
pay period from the 1st of each month

¢ Any charges such as commission fees etc. are debited from the same funds as the disbursement or receipt

e Postage & Sundries and bank charges are debited from the funds being paid to the owner

e When this statement is used, you may not withhold owner funds from the monies collected as rent and you may not
change the payment method to ‘Carried Forward’

e Each owner must have their owner statement previewed or printed before the files update is run and after all



transactions are added at each end of month. This will ensure all B/F balances can be accurately calculated when
the Files Update is run to display on the following months owner statement and tenant card.

o Statement Style 13 does allow split owners, but the secondary owner can only have statement style 7 not 13 if they
are to get a statement

e Rest does automatically withhold funds for outstanding disbursements against the rent account and the statement
reflects this withhold. However at files update, these withheld funds will automatically journal from the RENT account
to the Outgoing’s withheld account. The client then has to do an owner journal debiting the Outgoing’s withheld
account and crediting the RENT account to allow the disbursement to be processed in the new month

e The owner payment method applies only to the Rent statement

e You may not use the withheld amount or the flat monthly payment with the Outgoings Held statement

e You may not change the payment method to ‘Carried forward’ to withhold all the owner rental funds.

e The ‘Calculate payout’ function applies to the rental funds only

e The Outstanding Disbursements Tab shows all outstanding disbursements regardless of whether this is to be taken

from rental funds or withheld funds

Setting Up Statement Style 13 in System Options

Before you can start to use Statement Style 13 you must activate the system option to enable this statement style.

@ You will need a response code issued by Rockend Support to complete this step.

1. Go to Other > Utilities > System Options and click on the Statement/Report Tab
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2. Enter the response code given by Rockend Support and click OK-F12

3. Tick “enable statement style 13” and click OK-F12

Change the Statement Style Default in Company Details

If you want to change all of your Owner Statements to Statement style 13 you must change the default statement style in
REST Util.

1. Click on Other > Utilities > Company Details > Defaults Tab
2. Under the section ‘Printing Styles’ change the Owner statement default field to ‘13’

3. Click on ‘OK-F12’ to save the changes

NOTE: This will change the default so that any new owner cards created will automatically default to statement style 13.

Change an Owner Statement Style to 13

To change an individual owner to a particular statement style, such as ‘13’

1. Go to Files > Owner and put in the Owners alpha index
2. Click on the Payment Tab and go to the bottom section labelled ‘Statement Control’

3. In the field ‘Layout Style’ change the style from the existing statement style to 13

NOTE: When you change to this statement style the following message screen will appear



Owner Details <

The Balance B/F fields must be manually calculated and entered for all
tenants appearing on this statement.

These fields appear on the "Rental” tab of the"Tenant Details” screen.

Please view changes to enquiry tab visible after the owner is saved. Also
withhold amount and flat payment in owner details will be set to zero.

Please contact Rockend Support if unsure how to do this. Continue?

| Yes ‘ MNo

4. Click on ‘Yes’

5. Click OK-F12

Viewing the Owner Enquiry Tab

Once you have activated Statement Style 13, you will notice that the Owner Enquiry Tab has changed to show separate
columns for funds that will go to the owner and funds that will be withheld.

REST will pay Rent funds to the owner while the Outgoing funds will be held until creditor disbursements are raised.

1. Go to Files > Owner and click on the Enquiry tab

£} Owner Details =) B &

&lpha index  BALDWIN Active |

Name  Alec Baldwin =

Eeneral| Payrnenll Mates B Properties| 0/ Disbs] Budgel| Tan-:&Eharged Cancel - ESC

.....

Owner Outgoings MTD YTD H’
Balance brouaht fonward E.966.E9 E.9EE.63 Action - F1
Plus:- D
Rent receipts 1.454 51 0.00 1,494 51 23.804. 61 Clea - F2
Sundmy receipts 0.00 0.00 0.00 oo | ——————
Joumal credits 0.00 0.00 0.00 r*
Less:- Delete - F3
Disbursements 0.00 0.00 0.00 0.00
Management fees 108.69 0.00 108,69 1.685.07 *
T axation 0.00 0.00 0.00 0.00 Add Mode - F4
Bank Charges 0.00 0.00 0.00 6.50 &
Postage and sundnes 0.00 0.00 0.00 10.00 —
Journal debits 0.00 0.00 0.00 0.00 Search - F7
GST paid on fees 1087 0.00 10,87 169.52 E’
Current balance 1.374.55 £.966.69 8.341.64 Last Edits - F9
Show outstanding | Caleulate rent V
balances payaut oK -F12




Setup of Withheld Funds on Tenant Details

The tenants belonging to owners marked as statement style 13 have a checkbox at the end of each column that may be
ticked to withhold all money receipted to this column. Receipts for the columns left unticked, such as rent, are paid to the
owner.

1. Go to Files > Tenant and click on the Rental tab
2. Tick to withhold the funds in the appropriate column (in most cases this would be the outgoings amount only)

3. Click OK-F12

NOTE: The tenant brought forward balances should be considered at this time. If you are unsure how to calculate the
tenant brought forward balance please see the document “How to Setup Tenant Brought Forward Balances in REST”

5. Tenant Details EI & I@
Alphaindey  pOyTAD Arlive |
Lease name  Doptac Thai Festaurant 1| 2] 3 g

Genera Rertall Bankl Flenagx'lnspectl Notes#Mailx’HeminderI Inwicesl Cc\mrnarciall

xR

Description Rent | Outgaings Cancel- ESC
fmount GST Exel  $4,000.00 $1.000.00 $0.00 B
Peried  pit b1 M1 Action - F1
Pad To last month  30/09/13 30/0913 3040343 U
PaidTodat: 31710113 11013 3141013 Clear- F2
Rentreceived  $0.00 $0.00 0.00 l‘}
Credit thiz month — $0.00 $000 $0.00 | Delete - F3
Credit lzst month 40,00 $0.00 $0.00 %
Perodspad O i 0 Add Mode - F4
Commisgion % 0.00 0.on 10000 0
Account code 1M 1R1 43 Status - F5
B/FBalncs  $0.00 $0.00 's0.00 = |
. . , _ N ety
I Withhod 7] il @ lﬂhI %
Lazi Edts -F3
D:-{: 2

Receipting Rents

Any rents, outgoings and tenant invoices for tenants with the rental/outgoings columns ticked to withhold are marked as
withheld and will not be paid to the owner when you pay the owner.



11 Rent Receipts - [Last Receipt:006797 ] - [Printing: OFF] o] B =]

Marual
RecNo Tenant details Receipt total
Tenant  DAMON Malt Damon $0.00

| 1079 Suite 2 /10 Hudson Street
ST LEOMARDS NSWw 2085

11213 3{
Amount [* el GST] Paid o Credit incl Amears incl Due to Cancel - ESC
Fent 149451 M1 3101/ 0.00 1793412 310142 B
Dutgoings 158.35 M1 31/01/11 0.00 1900.20 31/0112 Action - F1
Parking 100.00 M1 01/01/04 0.00 9700.00 /02112 ﬁ
Clear - F2
Hem |nWst $4£IUU] Dtm P _ Euth : Fl‘
»123
Code zearch - F5
Amount paid  Incl GS GST Excl GST
Mew date Credit incl Anrears incl 0
Rent | # | || | 3/ma 000 1733412 tatus - F6
Qutgoings — » T
Parking | || | o1/m/os 0.00 370000 Lz AT
0K -F12

Letting and tenancy agreement fees are debited from the rental funds that are paid to the owner. Any management fees

and bank charges on the receipts are debited from the funds to which the payment is receipted. For example if a receipt is
posted for a withheld outgoing that attracts a management fee, the fee will be debited from the withheld funds.

In the example above the outgoing column on the tenant has been marked as withheld so the rent and parking columns will
be paid to the owner and the outgoings will be held until disbursed.
Entering a Tenant Invoice

Tenant invoices for tenants attached to owners with the Outgoings Held Statement style 13 have a ‘Withheld’ checkbox.
Tick this and the tenant invoice payment will be receipted to the withheld funds. If the invoice is un-ticked, the tenant invoice
payment will be paid to the owner.

Invoices may not be withheld if they are paid to the Agent.
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Tenant details [ Print invoice
Tenant  DAMON Matt Damon Email invoice
LB i~ Print global
9965 8786 comment
9945 8768 Original lease 01,/05/02 [C] Print as copy
9945 3566 Lease start  01/05/05
Leazeend  01./05/08
. - Property details
nter Invoices as Suite 2 / 10 Hudson Street
L = bt ST LEONARDS NSW 2065 X
Cancel - ESC
Irvoices Outstanding —
Future Total due now  Cument 30 days B0 days 90+ days U
0.00 495,00 0.00 0.00 0.00 495,00 Clear - F2
i Tax Inv No. rg
Tax Invoice [V 1010m Delete - F3
Seaich Inv No (;é
Incl GST  ¢440. GST 4 Ewcl GST [$400.00 '
o _$ 4000 $40.00 _ List Invoices - F5
Description Council Rates March 2012 | ”
Account code 152 Outgoings - Council Rates =<
Prop Search - F7
Date due [1E6/01/12 Manage fee % Disable debit Credits —V
Payto [owmer || [V]withhoid oK -F12

Example

1. Select Files > Transactions > Invoice Entry and enter the tenant alpha index and press enter. NOTE: ‘Tax invoice’ is
ticked and a Tax invoice number is displayed

2. Enter the details of the Invoice

3. If the invoice is to be credited to outgoings, leave the ‘Withhold’ checkbox ticked. If the owner is to receive the funds,
un-tick the checkbox

4. Click OK-F12

Entering a Sundry Receipt

When you display a property attached to an owner with the Outgoings Held statement style, REST displays a ‘Withhold
from owner’ checkbox. If this is ticked, REST receipts the amount to the Withhold Outgoings funds otherwise it is receipted
to the Rent funds and will be paid to the owner. Any management fees and bank charges on the receipts are debited from
the funds to which the payment is receipted.



¢J* Sundry Receipts - [Last Receipt:006797 ] - [Printing: OFF] o] & ==
M arsal Property details
Rec No Suite 4 / 10 Hudson Street
Property  HUDSON10/4 ST LEONARDS NSW 2085
Alec Baldwin
Alec
08 8236 4536
0f 8277 7643
08 8277 7699 x
Balance Dwrier Sundry  Prop Sundry M
5.50 0.00 0.00 D
Clear - F2
Incl GST  $330.00 GST $30.00 Excl GST [$300.00 | 5
Descrption  |nsyrance refund fram GIO Comment B4
Account code {43 Sundiy Income Vf
Manage fee % | I V]\Withhold from owner | 0K -F12

Example

1. Go to Transactions > Sundry Receipts enter the property alpha and press ENTER

2. Inthe ‘Incl GST field enter the amount to be receipted

3. Enter the details of receipt

4. If the receipt is to be credited to the withheld funds, leave the ‘Withhold’ checkbox ticked. If the owner is to receive
the funds, un-tick the checkbox

5. Click OK-F12

Creating a Creditor Disbursement

Funds may be disbursed from the owner rental funds or the withheld funds by ticking the ‘Withheld from owner’ check box
on all the disbursement and outstanding disbursement screens. The default is to disburse from withheld funds.
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s Property detals  [OWMNER: BALDWIN)
OPEY HUDSON10M g ke 4 710 Hudson Street

Exp. limit ST LEOMNARDS MWSw 2085
300.00 Alec B aldwin %
i Cancel - ESC

H:08 8236 4536 w08 8277 7688 F/M:08 8277 7699

&

Creditor details

Creditor  wWaTER \Water Board Property Act - F1
P O BOX 2139 5YDNEY NSWw 2000 i@,
H:NAAW13 20 92 M:NJA

Creditor Act - F2

Balance Outstand. due Bal after out.  Dizbs paid Prop. disbs %Q:
5.50 0.00 5.50 0.00 0.00 Creditor - F8

Incl GST  $230.00 GST $0.00 ExclGST [$230.00 Owner - F3

Description lWater rates toJanuary 2012 | D
Account code 202 ‘W ater Rates Clear - F4
Bpay Reference {2345 Srare e Ter T T V’
I Disburse from withheld funds  [V] aK - F12
Example

1. Go to Transactions > Creditor Disbursement and enter the property alpha index and press enter

2. Enter the details of the Disbursement

3. If the invoice is to be payed from the outgoings, leave the ‘Withhold’ checkbox ticked. If it is to be paid from owner
rents, un-tick the checkbox

4. Click OK-F12

Creating a Journal Entry

When journaling funds, REST will allow you to choose whether to post to the owner rental funds or withheld funds. You may
journal between rental and withheld funds for the same owner.

When an owner is on Statements Style 13, you cannot set the payment method to Carried Forward so if you want to
withhold owner rental funds, you have to journal the funds from rental to withheld funds before the end of month and journal
it back after end of month.



e [Papey ] Sectlee T

Propetty HUDSON10/M

. - Suite 1/ 10 Hudson Street,
[ Disburse from withheld | 57| FONARDS NSW 2085
funds .
Alec Baldwin
151939  Suite 1129 King Street PARADISE 54 5075

Description  Transfer funds to withheld for Inswance

Account code 143 Sundry Income
- Suite 1 /10 Hudson Street,
Credit withheld funds ST LEONARDS NSw 2065 x
Haares N’F B aldwin _ Cancel - ESC

E95E.63 Suite 1, 129 King Street PARADISE S4 5075 0
Details - F&

Description  Transfer funds to withheld for Insurance D
Account code 143 Sundry Income Clear - F2
Amount 510.00] GST $46.36 Excl GST [§463.64 u:{nz

Statement Style 13 Owner Statement

Statement Style 13 statements are in the same format as statement style 12 but may not be printed in cheque-attached
style.

These owner statements must only be produced at the end of the month. They are not suitable if you wish to send a
statement mid-month.

These statements require tenant brought forward balance to be entered before running them for the first time. If you do not
enter these correctly, the statements will be incorrect.

The statement prints in three parts as follows:

¢ A Rent Statement showing all receipts, disbursements and fees that you have chosen to assign to the owner along
with any advance owner payment, and the end of month owner payment.

e An Outgoings Statement that shows all the receipts, disbursements and fees that you have chosen to withhold from
the owner and the total of funds withheld at the end of the month

e An Income & Expenditure Statement for the month

Example of Rent Statement



Ms Rachel Griffiths TAX INVOICE
34 Louisa Road Agent ABN: 32-456-812-986
BIRCHGROVE NSW 2041 Owner ABN: 49454656787
Period: October, 2013
Date: 24/10M13
Manager: Clark Kent Reference: GRIFFITHSR
October 2013 RENT STATEMENT
PROPERTY PAID TO RATE BAL B/F DUEOCT 13 TOTAL DUE FAID BAL C/F
Shop 1/722 Darling Street, BALMAIN NSV 2041
TENANT Doytao Thai Restaurant
101 Rent 311013 1000.00 PM 0.00 0.00 0,00 1000.00 1000.00 CR
GST 100.00 0.00 0.00 0.00 100.00 100.00 CR
Doytao Thei Restaurant VACATING 25/08/13
202  water 80.00 r2r 0.00 rar 2T 0.00
GST B8.00 273 0.00 273 273 0.00
164 Water consumption to 30//12 200.00 7273 0.00 ra7a 7273 0.00
GST 000 727 0.00 7ar a7 0.00
Code DR CR GS5T Incl
Total Rent Collected 1430.00 130.00
02 water Shop 1722 Darling Sree SYDNEY WATER Irar 0.00
481 Management Fees 2640 240
483 Sundries & Postage 880 0.80
412 Bank charges 1.50 0.00
TRAN SFERRED TO YOUR BANK ACCOUNT 1366.03
Payment Details: Ms Rachel Griffiths 887456221 082-124 NAB Bslmain
TOTALS 1430.00 1430.00 12680

NOTE: Statement style 13 owner statement shows a bal c/f column. T he bal c/f generates from the tenant brought forward
balance against the rental tab. The brought forward balance on the tenant card reflects any balances as at the last day of
the previous month and reflects whether the tenant was paid up to date, in arrears or if any credit amounts were recorded
as at this date.

The above example of bal c/f reflects a zero balance against the tenant brought forward balance and a credit amount
received in the period of the statement.
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