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How to Reverse Rent and Invoice Receipts from a
Previous Period

Overview

Reversing receipts from a Previous Period that include rent together with other payments must
be done manually in Rest Professional. If it is simply reversing Rent only, this can be done
through the Cancel Transactions menu in Rest Professional.

This document will cover:
e How to Reverse a Receipt from Previous Period — Invoices and Rent

To reverse a Rent Receipt from a Previous Period that does not include invoices, please
visit: How to Reverse Rent Receipts from a Previous Period

How to Reverse Receipts from Previous Period — Rent and Invoices

Your owner must have funds available in order to reverse the receipt in Rest. You must also
locate the receipt number first for the receipt you wish to reverse. The receipt must be reversed
manually by doing a disbursement and refunding fees as necessary.

1. To reverse the Rent component: Go to Transactions > Quick Disbursement

e Property — Enter the property alpha index the funds are to be reversed from and
press Enter

e Amount — The amount is the amount of the rent portion of the receipt (If
commercial Rent enter the GST Exclusive amount)

e Cheque Number — Cheque Number 999999 (Self-presenting cheque number)

e Payee - Enter the tenant’'s name

e Description — Enter a description, i.e. Reverse Rent on Receipt ######



e Account Code - 101

1" Disbursements = || El |3
Property detail: [1WHER: BECKHAR)]

Property | GALL24 24 Gallimore Avenue

Exp. lirmit BalLkalM EAST NSWwW 2041
a00.00
Mr Dawid Beckham
M1 Beckham
02 59555 4736
Balance Outztand. due  Bal after out. Disbs paid Prop. dizbs %
1825.96 Fo0.o0 112596 Q.00 Q.00 Cancel - ESC

ko

Incl GST [$420.00 GST [$0.00 Excl GST |$420.00 Action - F1
Chegue number 993999

Pay to |Genrge Clooney | Clear - F2
Desenption |Heverse Fient on Beceipt #15154 |

Account code [ 1] Fert LS
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NOTE: If you are reversing a commercial rent receipt, you must do another quick disbursement
for the amount of GST on the Rent with account code 119 — Commercial Rents

2. Click OK-F12

3. Toreverse the Invoicel/s component:

e Property — Enter the property the funds are to be reversed from and press Enter
e NOTE: You must check if the invoice was paid to the actual owner or the agent, if
the invoice was paid to the agent, you must enter the property as AATENINV)

e Amount — Enter the invoice portion of the receipt

e Cheque Number — Cheque Number 999999 (Self-presenting cheque number)

e Payee — Enter the tenant’'s name

e Description — Enter a description, i.e. Reverse Water Usage on Receipt ###H#H#H#
e Account Code — You must use the same account code it was receipted against

initially
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4 Disbursements ™

Froperty detalz  [0WwWHER: BECKHAM]

Praperty |GaLL24 24 Gallimore dyvenue

Exp. lirnit BALMAIM EAST MESW 2041
a00.00
kr David Beckham
Mr Beckham
02 59555 4736
Balance Outstand. due  Bal after out.  Dizbz paid Prop. dizbs %
1405.96 700.00 705,96 420.00 420.00 Cancel - ESC

w

Incl GST [$180.74 GST |$0.00 Eucl GST [$180.74 Action - F1
Cheque number 9993959

Fay to |Geu:urge Clooney |

[J

Clear - F2

Description |F|everse W'ater Uzage on Receipt #15154 |

Account code Dutgoings - W ater Uzage ak -
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4. Click OK-F12

NOTE: You will need to repeat the process for each tenant invoice component on the
receipt if more than one

5. To reverse the management fees on the receipt you must first find the exact amount of

management fees amount that was charged on the receipt. Go to Cashbook > Audit
Report select the month to print to be the accounting month in which the receipt was
processed, enter a date range for the receipt, tick the box to Include Fees and click on
Preview-F12

6. Locate the receipt number you require and the management fee total, in this example
Total $36.96

REST Professional Software System (17.5.03) Date: 14/10/19 Page: 001
© Copyright 2019 - Rockend Technology Pty Ltd
Rockend Training Centres
ROCKEND REAL ESTATE TRUST ACCT
TRUST AUDIT REPORT

Tent/ Taxes/
Date Ref Type Details Paid Date Property Cred Op M.Fee BnkChg GST Amount
Incl
12/09/119 00015154 RentRec 10001010 George Clooney GALL24 CLOONEY CK
Rent Paid 33.60 3.36  420.00
Water Usage 0.00 0.00 180.74
3360 0.00 3.36 600.74

7. To refund the fees go to Transactions > Journals



Debit

e Property — Enter in AAMANAG and press Enter (Management Fees Internal

Account)
e Description — Reverse Management Fees on Receipt ###HHH

e Account code — Enter account code 481 (Management Fees)

Credit

e Property — Enter the property you are refunding the management fees to

e Description and Account Code — This will auto-fill with the above description
and account code.

e Amount — Enter the amount of management fees you require refunding Incl

GST (In this example above $36.96) Rest will automatically calculate the GST

8. Click OK-F12

& Journal Entries

Type |F'ru:u|:uert_l,l v| Select Journal Type

DEBIT
Property [aapanaG tanagement Fees

B alance kM anagement Fees

AE1.57

Description |Heverse Management Fees on Fec #15154 |

Account code b anagement Fees

Property |GALL24 24 Gallimore Avenue,

BALMAIM EAST MSw 2041
tr D avid Beckham Cancel - ESC
27 wharf Foad BIRCHGROWE MNSw 2041

X

Balance

122622

2

Dretailz - FB

[

Description |Heverse Management Fees on Rec #15154) |
Account code b anagement Fees Clear - F2

Armaunt GST Excl G5T 0
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9. Change the tenants Paid to Date to reflect the reversal. You will need to check the

ledger to calculate their new date. i.e. if you reversed one week’s rent you would
decrease the tenant’s paid to date by a week.

10. For any tenant invoices reversed that are still required to be paid, re-enter the invoice in

Files > Tenant > Invoices Tab, click on Add new invoice, fill in the required information
and click OK-F12

i

| Tenant Invoices E" (=] I@

GST emernpt [ Tenant details (] Frint invoice
Tenant  |CLOOMEY EEEE“IQE ey L] Email invaice
rinoney ] Frint global
comment

Original leaze  16/08/08
Leaze start 1611417

Leaseend 15711718
Tenant Invoice Credit $210.00

FIRET e S Wiater Efficient ez

Last Inzpection Date 101247

24 Gallimore Avenue
BaLMAIN EAST MSW 2041

Invoices Qutstanding Ean§ESE
Future Total due now  Current 30 dayz B0 dayz 90+ days - — |
0.0 0.00 0.00 0.00 0.00 0.00 D
Clear - F2
Search Inv Mo Delete - F2
Incl GST | 4180.74 GST |$0.00 Excl GST [$180.74 £
o —%y
Diescription |Water Usagsl | List Inwoices - F5
Account code Outgoings - wWater Usage .
i i
~
Date due [03/10/19 Managefee | | [ | Disable debi Credits Prop Search - F7
Fayto | Dwner | [] Dizburze Ta Creditar V"
Ok -F12

NOTE: If the receipt error is only in relation to a certain portion of the receipt, you may wish to
only reverse that section as required.
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