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How to Reverse a Rent Receipt in REST Professional

Overview

There will be instances when you need to reverse a rent receipt either in the current period or the previous
period. This may be due to dishonoured payments, or rent being receipted to the wrong tenant. Along
with the receipt reversal, management fees will be refunded and tenant paid to dates will be updated. In
all cases, the receipt reversal can only be carried out if the owner currently has sufficient funds.

This document will cover:
¢ How to Reverse a Rent Receipt (Current Period)

¢ How to Reverse a Rent Receipt (Previous Period)

How to Reverse a Rent Receipt (Current Period)

Your owner must have funds available in order to reverse the receipt in REST Professional. You must also
locate the receipt number first for the receipt you wish to reverse.

1. Go to Transactions > Cancel Transactions > Receipt Reversal
2. Enter the receipt number and press Enter
3. A message prompt will appear “Are you sure you want to cancel this transaction?” Click Yes

4. Enter a reason for the cancellation and OK
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5. Details of the receipt reversal will now appear together with the paid to date after the reversal.Click
OK to continue

&  Thefollowing items have been changed during this month-
F. IL The tenant Paid to/from date(s).
DETAILS:
12/01/16:Rent Paid To OLD:04/08 NEW:0L/08

You MUST check the tenant details and re-apply
any changes as necessary!

Example of Receipt Reversal on Tenant Ledger

110116 00006523 123.00 = 140 asdf 123.00
Includes 11,18 GST

120116 000w Rent Paid To OLD:04/08 NEW.01/08
asdf

120116 00006S24 36000 w 11 Rent 360.00 Wi 8517.00 180116 0X08M5 0&/08M5 12300 36000

180116 00006927 360,00 & 101 Rent 36000 W1 8517.00 230116 0N08M5 150815 123.00 380,00
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Direct Deposit. - 18/0116

Example of Receipt Reversal on Owner Ledger

221215 D0DDEs0S Rent  LOUISATET ALBAJ Jessica Alba and twist 040815 Jessica Alba and twis 33000 220522

TG DOD0EsEa Renl  LOWISATET ALBAJ Jessica Alba and fwis Jessica Alba and twis 000 220522

120116 DOD0ESE4 Renl LOUISATET ALBAJ Jessica Alba and twist 020815 Jessica Alba and twis 36000 6522
QOO0ESRT 51 150815

1RMME Renl LOUISATET ALBAJ Jessica Alba and twi

Jessica Alba and twis 360,00

Example of Receipt Reversal in Cashbook Audit Report

The Audit Report shows the reversal of the management fee collected on the rent receipt
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How to Reverse a Rent Receipt (Previous Period)

Your owner must have funds available in order to reverse the receipt in REST Professional. Only a straight
rent receipt can be reversed from the previous period. If the receipt includes an invoice or other payment
please refer to ‘How to Reverse a Receipt from Previous Period’. You must locate the receipt



number first for the receipt you wish to reverse.

1. Go to Transactions > Cancel Transactions > Reverse Rent from Previous Period

2. Enter the receipt number and press Enter
3. Click OK to the message about checking if receipt has already been cancelled
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4. Details of the receipt will now appear together with paid to date and credits after reversal.If paid to
dates are correct, click OK to prompt to check paid to dates and credit

Reverse Rent from Previous Penod “

%% Please check that the new paid to date and credit on the reversal screen

! are correct.
Press OK to reverse the receipt or Cancel.

Plesse check that the new paid to date and credit on the neversal screen

are cofmect.
Press OK to reverse the receipt or Cancel.

[ o Cancel

5. REST will now ask for a reason for cancellation, enter a reason and click on OK

Example of Receipt Reversal on Tenant Ledger



18/01ME  0000S928 J60.00 101 Rent 36000 Wi B51T.00 230116 O=0BMS  1508M5 123.00  360.00

Direct Deposit. - 180116
18017116 DDOOS928 -360.00 & 101 Rent Reversal 350.00 W1 (Prev Paid To 15/08/15) O0RM5 12300 -350.00
asdf
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Riaceipted to wrong tenant

Example of Receipt Reversal on Owner Ledger

1&'01 J'15 00006928 Rent LDUISﬂ.iE.I'T .ﬁLE.M Jessica ﬁ.IIJEI and twist 15"08(15 J&ssma Nba and twis 380.00

Management Fees

Rmmb Fees Rwa‘se Receipt No 6310

lnclydes GST of $2 529
2210116  0000ES10 RenC LOUISA16/T ALBAJ Jessica Alba and twist 01/08/15 380.00 2233 44
Example of Receipt Reversal in Cashbook Audit Report
22116 00000020 Jourmal  Transher bond AABOMNDR fed 000 000 000 =1851.00
22116 00000091 Joumal  Transfer bond AASOMDR wH 000 000 [T ] 165100
22!&11’13 00000052 Joumal Ramb I'.'.ri-'aes Ra-.-ersu F!mmpt Ni: IB-B'IEI AMMAG = 000 000 252 -25.20
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EZ.II:HHE 00000084 Joumal GE'I' on Rernb Fees H.E'I'EI'BE' Rai:alpl Nn 631 MGST S 000 000 252 -2 52
FAME 00000025 Joumal  Feimb Fees - Reverse Receipt Mo, 6810 CRAIGD = 000 000 252 8.2
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