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How to Amend Rent Credits in Rest Professional

Overview

You may be required to apply a tenant credit, remove a tenant credit or apply a credit amount to advance
the tenant paid to date in Rest Professional.

Note: Amounts in the Tenant Rental tab under Rent Received and Credit This Month are monies that have
been receipted in the current period therefore they cannot simply be deleted. You will need to ensure that
the total of rent received and credit this month are still reflected after making changes.

This document will cover:

How to Add or Remove a Rent Credit
How to Adjust the Credit this Month Field
How to Apply a Credit to Advance the Rent Dates

How to Add Or Remove the GST Component

How to Add or Remove a Rent Credit

You may be required to change the tenant details to reflect a rent credit or remove a rent credit.

Go to the Files > Tenant and enter the Alpha index and press ENTER

Go to the Rental tab

To add a credit, change the Credit Last Month Amount to reflect the credit amount i.e. change Credit
Last Month from 0 to 250.00
To remove a credit, change the Credit last month to 0.00. i.e. change from 250.00 to 0.00

Click OK-F12 and give a reason why you are altering the credit

Note: Rent credits will be the total of Credit This Month and Credit Last Month, so ensure that the
combined amount totals what you would like to reflect as the credit. If the credit equals more then a
period of rent, you may want to reflect this by changing the paid to date and reducing the credit by
the rent period amount.

. If the credit to be applied is a commercial tenant with a GST component, ensure you reflect these

changes on the Commercial Tab in GST on credit last month field (see below for more information).
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How to adjust the Credit this Month Field

If the credit that you require amending is in the credit this month, you will need to ensure that the sum of
rent received plus credit this month remains the same after making change.

Example: Total monies receipted this month are $400.00. The amounts can be amended to reflect a greater
or lesser credit, however when saving must still total $400.00. In this case example the rent received is
$350.00 and credit this month is $50.00.

Example of Removing or Amending the Credit

Rent received $400.00 or Rent Received $ 300.00

Credit this month $ 0.00 Credit this month $ 100.00

How to Apply a Credit to Advance the Paid to Date

You may have a scenario where you have a tenant with a weekly rent of $350.00 per week. This particular
tenant has a rent credit of $50.00, and you would like apply the credit to advance the paid to date of the
tenant.

To work out the daily rate, use the rent calculator which is located in the top toolbar of REST Professional.

Enter the weekly rent and REST Professional will calculate the daily rate. The tenant’s daily rental
amount is $50.00 per day. As the credit in this example is $50.00 which equals 1 day rent, you can remove
the credit and advance the rent date forward one day.

1. Go toFiles > Tenant and enter the Tenant Alpha and press ENTER
2. Go to the Rental Tab

3. Advance the paid to date as applicable i.e. 1 day

Example before changes



*. Tenant Details

Alphaindex  [AMISTON

Active |

Lease name |Jennifer Anigton

General | Rent

Eankl Inzpections I Renegatiation I Motes M ail/R eminder I Irrvoices I Carnrnercial I

Description | Rent

Amount GST Exel  [$350.00 | $0.00 $0.00 |
Period l:l |:|
Paid Tolast month | 25/04/22
Paid Todate  [20/05/22 3112403
FRertreceived [$105000 | [¢0.00 [$0.00 |
Credit this month  [$50.00 | [¢0.00 [$0.00 |
Credit last month  [$0.00 | [¢0.00 [$0.00 |
Periods paid i EI
Commizsion %
Account code I:I I:I
B/F Balance $0.00 $0.00 $0.00
Direct debit [ Disable Disable Disable

x

Cancel - ESC

€

Action - F1

[

Clear - F2

%/

De

ete - F3

ot

Add Mode - F4

o

Statuz - FB

I::-‘;I:.
Search - F7

I

Last Editz - F3

4

0K -F12

Example after changes




¢ Tenant Details E==E=R 5

Alpha indes Active |
Leaze name |Jennifer Anistan | -
General Hentall Bankl Inspections I Reneqgatiation I Motes/Mail/Feminder I Invoices I Commercial I
Dezcription | Rent | | | | |
Amount GST Excl  [$350.00 | [#0.00 | [$0.00 | %
Period I:I I:I _ Cancel -ESC |
Paid To last month | 29/04/22 @
Paid Todate  [21/05/22 /12403 _ Adtion-F1 |
Fentreceived  [$1.70000 | [#0.00 | [$0.00 | D
Credit this month (40,00 | [$0.00 | [$0.00 | Clear - F2
Credit last month [ $0.00 | [#0.00 | [$0.00 | @
Perinds paid |2 1] ICI Delete - F3
Cormmission % &P
Account code I:I I:I Add Mode - F4
B/F Balance 4000 $0.00 $0.00 o
Direct debit  [] Disable Dizable Dizable Status - FE
Search - F7
Last Edits - F3
Ok -F12

Note: Rent Received and Credit this Month must remain the same so you will need to move the amount of
Credit this Month and add it onto Rent Received

4. Change the Credit this month amount to 0.00 (add the amount Rent Received)
5. Advance the rent date to applicable date i.e. in the example provided change by 1 day
6. If the credit to be applied is a commercial tenant with a GST component, ensure you reflect these

changes on the Commercial Tab in GST on credit last month field (see below for more information).

Example of Applying Credit to Advance Paid to Date

Paid to Date  18/08/17 Paid to Date 19/08/17
Rent received $1050.00 change to Rent Received $ 1100.00
Credit this month $ 50.00 Credit this month $ 0.00

NOTE: If the credit was in credit last month you would simply change the amount to $0.00 and move the
paid to date forward one day.

How to Add or Remove GST Component

If the tenant is a Commercial tenant, you will also need to ensure you reflect any changes made on the
rental tab to the corresponding GST Amounts on the Commercial Tab.



In the above example of removing a credit this month and adding on to rent received, this must also be
reflected on the Commercial tab to the corresponding amounts on the Rental tab

Example before Changes

:?y. Tenant Details EI [=]
Alphaindex | AMISTOMY Active |
Lease name |JenniferAnistnn
Generall Flentall Bankl Inzpections I Renegatiation | Motes/Mail/Reminder I Invoices
Tenant ABM |:| Building outgoings |100.00 |%
Froperty uzage Split Ireicing GST %
Lease term
) Cancel - ESC
Leaze teview | o/ =
Option |2/ @
Rent Increase |harket w Action - F1
Commercial Diary Recover fees on sub meter/split invoices [ D
Conment M
Delete - F3
GST
Rent Uruzed Unuzed %
GST colectable from date 01/07/05 _/ i Add Mode - F4
G5T on rent this month 105.00 0.00 0.00 — ~ |
GST on credit this manth 5.00 0.00 Q.00 0
GST on credit last month n.on 0.00 0.00 Statuz - FE
(—%
Search - F7
Lazt Editz - F3
Ok -F12

Example after Changes



¢ Tenant Details

Alphaindex | AMISTOMY

Lease name |.Jennifer Anistan

Building outgoings |100.00 |%

Froperty uzage Split Ireicing GST
Lease term
Lease review | ¢ /
Option |2/
Rent Increase |Market w
Commercial Diary Recover fees on sub meter/split invoices [
Conment
GST
Rent Unugzed Unused
G5T collectable from date S _ A
GST anrent thiz manth 110.00 0.00 Q.00
GST on credit thiz month n.on 0.00 0.00
GST on credit lazt maonth 0.00 0.00 Q.00

X

Cahcel - ESC

i

Action - F1
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Clear - F2
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Delete - F3
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Ok -F12
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