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How to Email or Print a Receipt

Rest Professional enables you to email or print Rent, Rent Deposit, Holiday Booking Rent and Holiday

Booking Deposit receipts, once the receipt has been created.

Note: These instructions are for Rest Professional Version 20.

To email or print a receipt, locate the required receipt number first, then go to:

e Transactions

e Receipt Email/Print

Files | Transactions | Reports

Cash Book

Rent Receipts

Sundry Receipts

Deposit Receipts

Invoice Entry

Quick Disbursements
Creditors Disbursernents
Barcode Creditor Disbursements
File Smart Integration

Bond Disbursement

Recurring Transactions

One Off Creditor Payments
Outstanding Disbursernents
Charge Agency Fees

Journals

Allocate Tenant Invoice Credit
Tenant Refund

Owner One Off Charge
Sub-rmeter Invoicing

Split Inveicing

Water Invoicing

Holiday Bookings  Other
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Tenant Direct Debits
Process Tenant Download File
Create file for upload to Bank
Cancel Transactions

Sales

e Enter the receipt number

e Select Email and/or Print
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Enter Beceipt Number 12402 Cancel - ESC
[ Email Payer [ Prirt Capy V’

When Email Payer is selected, the receipt will be sent to the accounts contact. If this email is invalid, then
the email will be sent to the primary contact email. The contact must also have consented to the electronic
service of notices.

e The summary of the receipt will display > Click Yes to continue

If you selected to email the receipt, an email confirmation will appear if it was sent successfully.
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