reckend

The leader in property s

-"\

L

W .-f:I.FE‘

How to Remove a Rent Column from Tenant Details

Overview

REST Professional can hold and track up to three concurrent rental amounts paid by each tenant. These three different rental
amounts can be used for standard rent, out-goings, car parking or any regular periodic additional charges.

If a subsequent column is used and is now no longer required and you would like to remove it, you must first ensure there are no
transactions/receipts in the current period to this column. If funds have been receipted, you will need to wait until you have
completed the files update at the end of the month.

Steps

1. Go to Files > Tenant and enter the alpha index of the tenant and press ENTER

N

Click on the Commercial tab - Remove GST collectable from date if applicable

3. Click on the Re-negotiation Tab - Remove any details in the relevant column i.e. New Amount, Change Date, Reneg
Approved or Last Amounts if applicable

:':'_\ Tenant Dletails
Alphaindex  aNISTON

Leaze name

Jennifer Aniston

Active

=]

=

12

3 =

General] Flentall Bank] Inzpections Notesx’Mailx’Heminder] Invoicesl Cnmmerciall

Renegatiation

Mew Amount GST Excl
Mew G5T
Mew Amount GST Inel

Change date
MHew period
Reneg Approved

Last Amount GST Excl
Last GST
Last &mount GET Incl

Lazt date
Lazt period

Rent Review Date

Rent

$2.500.00
$250.00
$2.750.00

mA145
e
/09415

$1.800.00
$180.00

$1.380.00
220504

M1

Outgoings
$0.00
$0.00
$0.00

Lazt Rent Review Date

Unuzed

$0.00
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Cahcel - ESC

i

Action - F1

s

Clear - F2

%/

Delete - F3

&

Add Mode - F4

o

Statuz - FB

Q
Search - F7

I

Lazt Editz - F3

4

Ok -F12
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f¢. Tenant Details | o || = || ==

Alpha index  ANISTON P |

Lease name  Jennifer Aniston 1] 213 J
Generall Hentall Bank] Inspections | Renegotiation NDtes;’MaiI;"Heminder] Invnices

Tenant ABM . . . Building outgoings 10000 % %
L ) ] — Cancel - ESC
Property Lzage Split [rvoicing
Lease term . @
Lease review /) / Action - F1
Option ¢+ 7 D
RentIncrease Market -] Clear - F2
Recover fees on sub meter/split invoices [ @
Comment Delete - F3
Add Mode - F4
GST :
Rent Outgoings ruzed G
GST collectable from date 01./07/05 A A
GST on rent this month 0.0 W] 0.0 Status - FB
G5T on credit thiz month n.on 0.00 0.00 4
GST dit last manth
o credit last man 0.00 0.00 0.00 Search- F7
Last Editz - F9
OF. -F12

4. Click on the Rental Tab - Remove all fields in the relevant column i.e. Description, Amount, Account Code and

Commission
%€, Tenant Details (=l ===
Alphaindex  aMISTOM) Active |
Lesse name  Jenrifer Aniston 12| 3 J

General Bank] Inspections | Rensgatiation NotesfMaiIa’Heminder] Invoices] Eommercial]

Description Rent CanfESE
Amount GST Exel  $2.000.00 $0.00 $0.00 @
GST  [s200.00 $0.00 Action - F1
Amount GST Incl 42 200,00 | $0.00 D
Use GST Inclamt 7] = Clear - F2
Period b1 M @
Paid To last month 31,0815 e Al Delete - F3
Paid Todate  31/08/15 . i ,%E,
Rentreceived  $0.00 $0.00 $0.00 Add Mode - F4
Credit this maonth 40.00 $0.00 $0.00 0
Credit lazt month 40.00 $0.00 $0.00 Status - FB
Periods paid 1] 0 0
Commission % 7.00 0.00 0.00 seam: F7
Account code 10 L
B/F Balance 4000 $0.00 $0.00 L El‘d'it; Fg
Direct debit  [7] Disable [7] Dizable Dizable
DI:?,:'I 2




5. Click OK-F12 to save changes
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