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How to Receipt and Refund Vacated Tenants Rent REST
Professional

Overview

You may have a tenant that is vacating or has vacated and rent has been paid up in full to the vacate date.
The tenant may have inadvertently paid a further rent payment. These funds will need to be receipted into
REST Professional and refunded back to the tenant.

We do not recommend receipting these funds to rent as the overpaid amount can be inadvertently paid to
the owner and may be difficult to retrieve. You can change your system options so that rent cannot be paid
past vacate date which will prevent this being done.

We recommend that these funds be receipted to Tenant Invoice Credit so that it records against the tenant
details and the refund can be made directly from the Allocate Tenant Invoice Credit function.

This document will cover:

e How to receipt Overpaid Rent to Tenant Invoice Credit
e How to Refund the Overpaid Rent from Allocate Tenant Invoice Credit

e Change System Option - May Not Pay Past Vacate Date

How to receipt the funds to Tenant Invoice Credit
1. Goto Transactions > Rent Receipts
2. Select the tenant alpha and press ENTER

Go to the Invoice Credit tab
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Complete the Amount and Description fields

5. Click OK - F12
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Tenant  CRUZP Tenant details
Fenelope Cruz

| 1000023 25 Lavender Strest
LAWEMDER BAY MSWw 2061
ArmoLint Faid to Credit Arrears Due to
Fent 120000 W1 15/03415 .00 0.o0

Hentl Invoices $I:I.I:IEI] Other Payments  Invoice Credit

ovel=s B Total Invoice Credit

0.00
Arnount 41, 200.00

Description B ept paid to Agency in emor
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Receipt total
$1.200.00
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Comment - F4
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Code zearch - F5

o

Status - F&
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Frop search - F7
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6. On the Banking details screen select the payment method

7. Click OK - F12

How to Refund Overpaid Rent
1. Goto Transactions > Allocate Tenant Invoice Credit
2. Select the Tenant alpha and press ENTER

Go to the Refund Tab

Ea

Complete the Amount and Description fields
5. Choose the Payment method
6. Fill out the Forwarding Address

7. Click OK - F12
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Tenant Tenant details Allocate Total
CRUZF Penelope Cruz 1.200.00
bz Cruz
28 Lavender Street Arnount Held
LAVEMDER BaY MSWwW 2081 $1,200.00

H: 029960 732 W M

|rvaices $EI.DEI| Fent Refund

Refund
Refund Amount 1200.00
Description Refund over payment of rent Account code Mg, %
Contact [F‘enelu:upe Cruz - M
Payprment method [.-’-‘-.utu:u Depozit [EFT) - D
Account hame Penelope Cruz Fonwarding Address Clear - F2
Account number 555338 28 Long Street Qe
BSE 124897 BALMAIN NSw | ([ |EreeSEach-F7l
EFT Reference |ny Crd CRUZP .
oK -F12

8. Click OK to the message that a creditor disbursement has been created

Allocate Tenant Invoice Credit - [Last Receipt:00009333 ] - [Printing: OFF] [

'\-.I A creditor disbursement has been created for the refund to tenant.

Remember to complete the payment by processing Creditor
Remittance and Payment.

9. This will be added to the creditor run or can be paid immediately by going to Reports > Creditor >

Remittance and Payments selecting the tenant and processing the steps to payout.

Note: For tenants that have already been archived, you can make them active and follow the above steps,
or alternatively receipt funds into AASUSPENSE and proceed to pay the tenant directly from the
AASUSPENSE account.

Change System Option - May Not Pay Paste Vacate Date

To prevent any unnecessary rental payments being receipted directly to rent and then in error being paid to
the owner you can update your system option so REST Professional will not allow any rent to be receipted
past the vacate date.

Note: You will require a Response Code from Rockend to access this. Please call 1300 365 788.



1. Go to Other > Utilities > System Options > Miscellaneous
2. Put in the Response Code required

3. Select May not pay past vacate date

70 System Options [ 22|

Salesl I:Ither] SMTF‘] S_I,lsteml O Otker F'a_l,lments] Mobile l

Transactinnsl Statements] 0w Statement/Report B Mizcellaneous l Descriptions | Reminders

Receiptz

[] Require payment of exact vacate amount Enforce unigue alphas
Found vacating amount to five centz

bap not pay past vacate date Code length of rent card 10

tizcelansous

[] Prevent date change being less than last transaction Ilze zpecial holiday rate
Multiple direct debit groups Pay linked dishurzements
Security alert on bond amount

Rental Period Calculation [Inclusive "]

Charge letting fee by [Huml:uer of Yweeks *]

RPE sport Security Lewvel [Statisticsftnmpany Detailz/Passwords & above hd

Dizbursements

Enable outstanding dizbursements Frevent debit balance in dizbursements
[] Supervision fees tatalled in Postage & Sundries Prevent debit balance in journals
[] Show supervision fee separately Frevent debit balance in receipt

Interest on Commercial Arears
Charge interest on Ex GST Charge GST on top of interest Default account code 145

X

Cancel - ESC
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Ok -F12

4, Click OK - F12
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