Security Deposit Refund

PROMAS

Property Management Solutions for Over 30 Years

Overview

This document explains how to process security deposit refunds to tenants. There are different
scenarios depending on your particular set of circumstances.

If you maintain a separate bank account for security deposits there are two steps involved in
returning security deposits.
1. The first step involves specifying how the refund amount is to be used and writing a refund
check.
2. The second involves transferring (moving) the money from the security deposit bank account
to the checking bank account.

Money will need to be moved from the security deposit bank to the owner bank when
» the refund checks are written from the owner bank account
« part of the refund is used to pay off outstanding charges

There are two ways to transfer money from one bank account to another.
* Write a check from one bank account and deposit that check in the other bank account - the
<<AP, Transfer Check>> function handles this method of moving the money
« Call the bank and have them transfer the money (see Procedure 1 below to post this).

In both cases the end result is the same - you decrease the funds one bank account and increase the
funds in the other. Record the transactions in PROMAS the way you physically move the money.
The system keeps track of the ledger that the security deposit money belongs to. This
information is available in General Ledger History for each owner and on the Bank Balance
Breakdown report. When you post the bank to bank transfer you must enter a ledger (owner or
unit) for each security deposit you are moving. If you are moving several deposits, each must
have its own line item.

For information on recording a Stop Payment on a tenant refund check see How to Document #389.

NOTE

¢ In any of the following situations, if you do not know at the time of processing the refund what
the specific charges will be, use the [Withhold] field in <<AR, Tenant Moveout>> to hold back
money from the tenant’s refund check and keep it from going to the owner. The money will be
in tenant Open Credits. When the bills come in, you can charge the tenant and have the
money go to the owner at that time, or use the <<AP, Refund Check>> function to write the
checks to the vendors directly from tenant Open Credits.

e If the money is going to the owner but not for any designated purpose, create an [Account
Code] for SD Released to Owner or SD Forfeit and make the [Account Type] Taxable Income.
Then create a [Charge Code] that points to that account code. Use that [Charge Code] when
charging the tenant.
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There are a number of situations identified in the following pages, depending on:
e In what bank account the security deposit is held
e Which bank is used to write the refund check
e Whether the entire security deposit is being refunded or if some is paying off charges
e Whether you want the bank transfer transactions to show on the owner statement (we
recommend that they not show as they can cause confusion).

Please identify the situation that matches yours. Then you can print just that page and keep it handy
for reference.

Situation A.

»  Security deposit money is in a separate bank account

» All of the security deposit is being returned to the tenant

* The refund check is written from the security deposit bank account

* The refund and transfer transactions will not be reflected on the owner statement

Situation B.
e Security deposit money is in a separate bank account
e Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or mgmt - see NOTE
on page 1
¢ The refund check is written from the security deposit bank account
¢ The refund and transfer transactions will not be reflected on the owner statement

Situation C.
e Security deposit money is in a separate bank account
e Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or mgmt - see NOTE
on page 1
e The refund check is written from the owner bank account
¢ The refund and transfer transactions will not be reflected on the owner statement

Situation D.
e Security deposit money is in the same bank account as the owner money
e Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or mgmt - see NOTE
on page 1
e The refund check is written from the owner bank account
e The refund transactions will be reflected on the owner statement

Situation E.
e Security deposit money is in a separate bank account
e Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or mgmt - see NOTE
on page 1l
e The refund check is written from the owner bank account
e The refund and transfer transactions will be reflected on the owner statement

Situation F.
e Security deposit money is the owner’s bank account
All of the security deposit is being returned to the tenant
The refund check is written from the owner’s bank account
The refund transactions will not be reflected on the owner statement
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Situation G.
e Security deposit money is in the same bank account as the owner money
e Some of the security deposit is being returned to the tenant, some (or all) is going to the owner or management - see
NOTE on page 1
e The refund check is written from the owner bank account
e The refund transactions will not be reflected on the owner statement

Deposit Held by Owner - Situation H.
e Security deposit money is held by the owner
e Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or management - see
NOTE on page 1

Situation |.
e Security deposit money is in a separate bank account
e Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or mgmt
e The refund check is written from the owner bank account
e The refund transactions will show on the owner statement, the transfer transactions will not be reflected on the owner
statement

Situation Z
e Security deposit money is in a separate bank account

e Interest is paid on the security deposit.

Roommate tenants — Responsible Tenant - Situation J

When you release a deposit for the tenants in a Responsible Tenant situation, the Refund Check screen will allow you to
divide the money between the tenants.
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Security Deposit Refund

Situation A.

« Security deposit money is in a separate bank account

» All of the security deposit is being returned to the tenant

« The refund check is written from the security deposit bank account
» The refund transaction will not be reflected on the owner statement

1. Goto <<AR, Tenant Move Out>>
Select the [Tenant]
a. The security deposit should come up and show as released
b. Verify the charges and other information on the screen
Post the transaction
You will be transferred to the <<AP, Refund Check>> function
<Post> the refund check
<Print> the check

abrwn

P, Tenant Move Out - O X

Profile Search Unit ‘om(zna: 2118 Oak Street ﬂg{
Dashboard Tenant ‘P\OD: Jerry and Karyl Rodriguez slg,l

Withhold |:| B write Refund Check Released Deposits
= | et [ |
= Less Charges Paid l:l

Less Refund Check $980.00
Starting Deposits $980.00 Starting Charges I:I Final Open Credits l:l
b Final Deposits l:l Final Charges I:I

1312018 | [Securty Deposit || $98000| Relegse | $980 00 |[] Pay Interest

| »|m
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Security Deposit Refund - Situation B.
e Security deposit money is in a separate bank account
[

mgmt - see NOTE on page 1

Release Security Deposit and use to pay off charges
1. Go to <<AR, Tenant Move Out>>
2. Select the [Tenant]
a. The security deposit will come up and show as released
b. Verify the charges and other information on the screen

Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or

The refund check is written from the security deposit bank account
The refund and transfer transactions will not be reflected on the owner statement

3. The tenant must be charged for any money going to the owner or to the mgmt group - see NOTE on
page 1. If those charges have been posted previously they will display on the screen. If they have not

been posted, use the button at the left of the screen to activate

the <<AR, Charge Tenant>> function

and post the charges. After posting you will be returned to the <<Tenant Move Out>> function.

4. Verify the charges and other information on the screen.
5. Post the transaction.

7, Tenant Move Out - O X
Profile Search unit [MAmzu: 212 Main Street ﬂ@
Dashboard Tenant ‘FURO: Edward & Marianne Guro ﬂg{
withhold [ | B9 Write Refund Check Released Deposits
— | e [
B
ommep Less Charges Paid
Less Refund Check
Starting Deposits $1,150.00 Starting Charges $15.00 Final Open Credits I:l
Final Deposits I: Final Charges ‘:]
Due [41/2019 @ |Legal & Accounting || $1500/ pay | $15.00| [ Disputed =
a
Pay To |PM LEDGER: Property Management | Edit | —

Write refund check to tenant (if appropriate)

6. The charges will be paid off and you will be transferred to the <<AP, Refund Check>> function

7. Post the refund check from the escrow bank account
8. Print the check

/

7| Tenant Refund Check - O X
Profile Search Posting Date 4/1/2m49 ol [ Hand Written Check Number I:I
Dashboard Unit |MA1N212: 212 Main Street / ¥ |I)I Starting Open Credits $1,135.00
y A
Internet Publishing Tenant |GURO: Edward & Marianne Guro / j?l Check Amount $1,135.00
Bank |ESCROW: Bank Account Escrow v ﬂgl Final Open Credits $0.00
Profiles
Amount $1.135.00) O withhold
ER -Payee ame and Address——————
_ = \ I Edward & Marianne Guro
Comment
AT
Rew‘* 21015 e [ Foreign
Mailings Vendor ﬂ&l

The PROMAS Landlord Software Center « 703-255-1400 »

www.promas.com

Document Number R-205 5

February 2023


http://promas.com/

Move money from security deposit bank to owner bank

9. The money that goes to the owner must be moved from the security deposit bank account to the
checking bank account. If you pay interest from the management group, see Situation Z.

10. If you move the money from the Escrow bank to the Checking bank by going on-line, use GL>Bank to
Bank Transfer to move the money. Otherwise, use steps 11-12.

11. Go to <<AP, Transfer Check>>.

S@mPan Ty

Mark [Handwritten] if you don't want PROMAS to print the check.

Double click in the [Reference] field to enter today's date or type in a Reference memo.
[Write Check From Bank] - choose the security deposit bank

[Deposit into Bank] - choose the checking bank account

If the check is handwritten you must enter a [Check Number]

The [Payee] is the management group

The [Ledger] is the owner of the unit (owner or property)

The [Bill Code] is Security Deposit Transfer (see Procedure 3 below to create the Bill Code and
Account Code).

The [Amount] is the amount of money being moved from the security deposit bank account to
the owner bank account.

12. <Post> the transaction. <Print> the check.
13. The money will be taken from the escrow bank account and put in Deposit Receipts for the checking
bank account. All you need to do is put it on a deposit slip and post, then take it to the bank.

Tenant History | Transfer Check (Post Check and Corresponding Receipt) }

Posting Date |4/1/2013 | [ Hand written

Reference ISD FOR GURO |

Payee IFM LEDGER: Property Management [Management Group] \|D| [ -
Write Check From Bank IESCROW: Bank Account Escrow ﬂg,l

Deposit Into Bank ICHECKING: Bank Account Checking jgl

Memo I‘ |

Ledger ICL.AYTDN: Frederick Clayton [Owner] ﬂEI I j
Bill Code |SD XFER: Secutity Deposit Transfer ﬂ?l
Amount $15.00
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Security Deposit Refund - Situation C.
e Security deposit money is in a separate bank account
e Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or
mgmt - see NOTE on page 1
e The refund check is written from the owner bank account
e The refund and transfer transactions will not be reflected on the owner statement

Release deposit and use to pay off charges
1. Goto <<AR, Tenant Move Out>>
2. Select the [Tenant]
a. The security deposit should come up and show as released
b. Verify the charges and other information on the screen
3. The tenant must be charged for any money going to the owner or management group - see
NOTE on page 1. If those charges have been posted they will display on the screen. If they
have not been posted previously, use the button at the left of the screen to activate the <<AR,
Charge Tenant>> function and post the charges. After posting you will be returned to the
<<Tenant Move Out>> function.
4. Verify the charges and other information on the screen.
5. Post the transaction.

P, Tenant Move Out - O X
Profile Search Unit [MAmzlz: 212 Main Street ﬂﬂ
URO: Edward & Marianne Guro
Dashboard tlenar ‘F ﬂ&{
Internet Publishing Date _4/”20‘9 5| [ Distribute Starting Open Credits |:|
Withhold l:l X write Refund Check Released Deposits
= | e
arge Tenan!
Comment Less Charges Paid
Less Refund Check
Starting Deposits Starting Charges Final Open Credits l:l
Final Deposits ‘: Final Charges l:l
Due (4172018 | |Legal & Accounting || $15.00) pay | $15.00| (] Disputed =
-
Pay To |PM LEDGER: Property Management | Edit ‘ —

Print the refund check (if appropriate)
6. The charges will be paid off and you will be transferred to the <<AP, Refund Check>> function
7. Post the refund check from the owner bank account
8. Print the check.
9. The money must be moved from the security deposit bank account to the owner bank account.

| lenant Retuns eC —_
P T t Refund Check O X
Profile Search Posting Date [4/1/2019 1| [ Hand Written Check Number l:l
Dashboard Unit [MAIN212: 212 Main Street |i2]  sterting Open Credits
In‘kernet Publishing Tenant ‘GURO: Edward & Marianne Guro 5ID| Check Amount $1,135.00
Bank ‘CHECK]NG: Bank Account Checking ﬂ?l Final Open Credits
Amount $1.135.00| ] withhold
EE Payee Nome and Address
CO | Edward & Marianne Guro
Comment
Faifax, VA 21015
T e
O | o8
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Move deposit money from security deposit bank to checking bank

10.1f you move the money from the Escrow bank to the Checking bank by going on-line, use

GL>Bank to Bank Transfer to move the money. Otherwise, use steps 11-12.

11.Go to <<AP, Transfer Check>>.

Mark [Handwritten] if you don't want PROMAS to print the check.

[Write Check From Bank] - choose the security deposit bank
[Deposit into Bank] - choose the checking bank account

If the check is handwritten you must enter a [Check Number]
The [Payee] is the management group

The [Ledger] is the owner of the unit (owner or property)

S@mooo0oT

Code and Account Code).
12.<Post> the transaction.
13.<Print> the check.

Double click in the [Reference] field to enter today's date or type in a Reference memo.

The [Bill Code] is Security Deposit Transfer (see Procedure 3 below to create the Bill

14.The money will be taken from the escrow bank account and put in Deposit Receipts for the
checking bank account. All you need to do is put it on a deposit slip and post, then take it to

the bank.

Tenant History | Transfer Check (Post Check and Corresponding Receipt)l

Posting Date 47172019 o [ Hand Written

Reference ‘ED FOR GURU ‘

Payee ‘PM LEDGER: Property Management [Management Group] y|g.| ‘

Write Check From Bank ‘ESCROW: Bank Account Escrow ﬂ?l

Deposit Into Bank ‘CHECKING: Bank Account Checking ﬂ?l

Check Total $1,135.00

o |

Ledger ‘CLAYTOH: Frederick Clayton [Owner] ﬂ?l ‘

Bill Code ‘SD XFER: Secutity Deposit Transfer ﬂ?’

Amount $1.135.00
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Security Deposit Refund - Situation D.
e Security deposit money is in the same bank account as the owner money
e Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or
mgmt - see NOTE on page 1
e The refund check is written from the owner bank account
e The refund transactions will be reflected on the owner statement

Release deposit and use to pay off charges
1. Goto <<AR, Tenant Move Out>>
2. Select the [Tenant]
a. The security deposit will come up and show as released
b. Verify the charges and other information on the screen
3. The tenant must be charged for any money going to the owner or management group - see
NOTE on page 1. If those charges have been posted they will display on the screen. If they
have not been posted previously, use the button at the left of the screen to activate the <<AR,
Charge Tenant>> function and post the charges.
The refund money going to the tenant must be charged as Security Deposit Refund.
(See Procedure 4 below to create the charge code). After posting you will be
returned to the Tenant Move Out function.
4. Click in the checkbox labeled [Write Refund Check] so that it is not checked.
5. Verify the charges and other information on the screen.
6. <Post> the transaction.
Write refund check to tenant (if appropriate)
7. Use the <<AP, Single Check>> function to write the check to the tenant and any checks to
vendors.
a. [Bill To] is the owner or unit
b. [Bill Code] is Security Deposit Refund for check to tenant. For checks to vendors, use
an appropriate bill code.
8. <Post> the checks.
9. <Print>the checks
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Security Deposit Refund - Situation E.
e Security deposit money is in a separate bank account
e Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or mgmt -
see NOTE on page 1
e The refund check is written from the owner bank account
e The refund and transfer transactions will be reflected on the owner statement

Release deposit and use to pay off charges
1. Goto <<AR, Tenant Move Out>>
2. Select the [Tenant]
a. The security deposit should come up and show as released.
b. Verify the charges and other information on the screen
3. The tenant must be charged for any money going to the owner or management group - see
NOTE on page 1. If those charges have been posted they will display on the screen. If they
have not been posted previously, use the button at the left of the screen to activate the <<AR,
Charge Tenant>> function and post the charges.
The refund money going to the tenant must be charged as Security Deposit Refund. (See
Procedure 4 below to create the charge code). After posting you will be returned to the Tenant
Move Out function.
4. Click in the checkbox labeled [Write Refund Check] so that it is not checked.
5. Verify the charges and other information on the screen.
6. Post the transaction.
Write refund check to tenant (if appropriate)
7. Use the <<AP, Single Check>> function to write the check to the tenant and any checks to
vendors.
a. [Bill To] is the owner or unit, [Bank] is the owner bank account
b. [Bill Code] is Security Deposit Refund for check to tenant. For checks to vendors, use an
appropriate bill code.
8. <Post> the refund check.
9. <Print> the check.
Move money from security deposit bank to checking bank
10.The money must be moved from the security deposit bank account to the checking bank
account. If you pay interest from the management group, see Situation Z.
11.1f you move the money from the Escrow bank to the Checking bank by going on-line, use
GL>Bank to Bank Transfer to move the money. Otherwise, use steps 12-13.
12.Go to <<AP, Transfer Check>>.
Mark [Handwritten] if you don't want PROMAS to print the check. Enter a [Check Number].
Double click in the [Reference] field to enter today's date or type in a Reference memo.
[Write Check From Bank] - choose the security deposit bank
[Deposit into Bank] - choose the checking bank account
The [Payee] is the management group
The [Ledger] is the owner of the unit (owner or property)
The [Bill Code] is Security Deposit Transfer (see Procedure 2 below to create the Bill Code and

Account Code).
The [Amount] is the amount of money being moved from the security deposit bank account to

the owner bank account.
13.<Post> the transaction. <Print>the check. The money will be taken from the escrow bank
account and put in Deposit Receipts for the checking bank account. All you need to do is put it
on a deposit slip and post, then take it to the bank.

S @Trooo0Tw
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Security Deposit Refund - Situation F.

Security deposit money is the owner’s bank account

All of the security deposit is being returned to the tenant

The refund check is written from the owner’s bank account

The refund transactions will not be reflected on the owner statement

Release deposit
1. Go to <<AR, Tenant Move Out>>
2. Select the [Tenant]
a. The security deposit will come up and show as released
b. Verify the charges and other information on the screen
3. <Post> the transaction
Write refund check to tenant
4. You will be transferred to the <<AP, Refund Check>> function
5. <Post> the refund check
6. Print the check
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Security Deposit Refund - Situation G.
e Security deposit money is in the same bank account as the owner money
e Some of the security deposit is being returned to the tenant, some (or all) is going to the owner or
management - see NOTE on page 1
e The refund check is written from the owner bank account
e The refund transactions will not be reflected on the owner statement

Release security deposit and use to pay off charges
1. Goto <<AR, Tenant Move Out>>
2. Select the [Tenant]
a. The security deposit will come up and show as released
b. Verify the charges and other information on the screen
3. The tenant must be charged for any money going to the owner or management group - see
NOTE on page 1. If those charges have been posted they will display on the screen. If they
have not been posted previously, use the button at the left of the screen to activate the <<AR,
Charge Tenant>> function and post the charges. After posting you will be returned to the
Tenant Move Out function.
4. Verify the charges and other information on the screen.
5. <Post> the transaction.
Write refund check to tenant
6. The charges will be paid off and you will be transferred to the <<AP, Refund Check>> function
to post the refund check.
7. <Post> the refund check.
8. Print the check.
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Security Deposit Refund - Deposit Held by Owner - Situation H.

e Security deposit money is held by the owner

e Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or
management - see NOTE on page 1

1.
2.

o gk

7.
8.

Go to <<AR, Tenant Move Out>>
Select the [Tenant]

a. The security deposit will come up and show as released

b. Verify the charges and other information on the screen
The tenant must be charged for any money going to the owner or management group - see
NOTE on page 1. If those charges have been posted they will display on the screen. If they
have not been posted previously, use the button at the left of the screen to activate the <<AR,
Charge Tenant>> function and post the charges. After posting you will be returned to the
Tenant Move Out function.
Verify the charges and other information on the screen.
<Post> the transaction.
The security deposit will be taken from the owner’s ledger and will increase the tenant’s open
credits. It will then be used to pay off charges and you will be transferred to the <<AP, Refund
Check>> function to post the refund check.
<Post> the refund check.
Print the check.

Note: Because the money is taken from the owner’s ledger, be sure the owner has enough money to
cover the security deposit in his ledger or that he has sent you money to cover the refund.

The PROMAS Landlord Software Center « 703-255-1400 « www.promas.com

Document Number R-205 13 February 2023


http://promas.com/

Security Deposit Refund - Situation |I.

Security deposit money is in a separate bank account

Some of the security deposit may be returned to the tenant, some (or all) is going to the owner or mgmt
The refund check is written from the owner bank account

The refund transactions will show on the owner statement, the transfer transactions will not be reflected on
the owner statement

Release security deposit and use to pay off charges
1. Goto <<AR, Tenant Move Out>>
2. Select the [Tenant]
a. The security deposit will come up and show as released
b. Verify the charges and other information on the screen
3. The tenant must be charged for any money going to the owner or management group. If those
charges have been posted they will display on the screen. If they have not been posted
previously, use the button at the left of the screen to activate the <<AR, Charge Tenant>>
function and post the charges. After posting you will be returned to the <<Tenant Move Out>>
function.
The money going to the tenant must be charged as Security Deposit Refund. (See Procedure 4
below to create the charge code). After posting you will be returned to the Tenant Move Out
function.
4. Click in the checkbox labeled Write Refund Check so that it is not checked.
5. Post the transaction.
6. The charges will be paid off
Write refund check to tenant
7. Use the <<AP, Single Check>> function to write the check to the tenant and any checks to
vendors.
a. [Bill To] is the owner or unit, [Bank] is the security deposit bank account
b. [Bill Code] is Security Deposit Refund for check to the tenant.
8. Print the check
Move security deposit from escrow bank account to checking bank account
9. The money must be moved from the security deposit bank account to the owner bank account.
If you pay interest from the management group, see Situation Z.
10.Go to <<AP, Transfer Check>>.
Mark [Handwritten] if you don't want PROMAS to print the check. Enter a [Check Number].
Double click in the [Reference] field to enter today's date or type in a Reference memo.
[Write Check From Bank] - choose the security deposit bank
[Deposit into Bank] - choose the checking bank account
The [Payee] is the management group
The [Ledger] is the owner of the unit (owner or property)
The [Bill Code] is Security Deposit Transfer (see Procedure 2 below to create the Bill Code and

Account Code).
The [Amount] is the amount of money being moved from the security deposit bank account to

the owner bank account.
10.<Post> the transaction. <Print> the check.
11. The money will be taken from the escrow bank account and put in Deposit Receipts for the
checking bank account. All you need to do is put it on a deposit slip and post, then take it to
the bank.

> @rooo0oTe
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Situation J — Responsible Tenant Roommates

Follow the steps in one of the previous situations. When you get to the refund check screen you can choose to divide the
money between the roommates.

ITenant Refund Check X

| Posting Date 272112025 15, Starting Open Credits $375.68
Unit |wszuz: Willow Brooke Unit 202 % |g,| Chedk Amount $975.68
Tenant |:3ARSDN5: Johnny Parsons ﬁ,lgl Final Open Credits $0.00

Bank |CHECIC[NG: Bank Account Checking 4 IDI

ree
Chedk Mumber |:| [] Mail to Responsible Tenant
Amount $375.88) [] withhold rPayee Mame and Address————

|

|

|

|

|

| Memo |
|

|

Johnny Parsons

206 Center Street North
Comment -

Unit 202

Vienna, VA 22181

22181 ] Foreign
w‘ %IIDI
Write Roommate Checks |

e “aen | rost | cacs |

Post Roommate Checks X

Uit [WB202: Wilow Brooke Unit 202 v |z Starting Open Credits
Tenant |SPU'I?: Robert Spotz Q,|D| T
withold [ | Final Open Credits
Remaining Security

PHIS{NS: Johnny Parsons %IBI Share | $48?.84| [ skip Write Refund Check |

[yl

|5PU|—!= Robert Spotz | Share | $48?-84| [ skip Write Refund Check |
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Procedure 1. Bank to Bank Transfer

Use this procedure to transfer security deposit money without writing a check.

Call the bank and have the money transferred between the two accounts.
Go to <<GL, Bank to Bank Transfer>>

Select the [Bank] account the money is coming from

Select the [Bank] account the money is going to

[Ledger] is the owner or unit

Enter the amount of the transfer

<Post>

NoahkwNpE

Procedure 2. Bill Code and Account Code - Equity
Use this procedure to create a bill code and account code that will show on the owner’s statement.

1. Go to <<Setup, Bill Code>>.
2. Click <New>
3. Enter an ID of SD Trans or SD Xfer and a long description of Security Deposit Transfer.
4, Click on the flashlight next to Account to create a new account code.
5. Enter an ID of SD Trans or SD Xfer and a long description of Security Deposit Transfer.
6. Enter a [Ledger code] (9999 if you do not use ledger codes).
7. For the [Account Type] choose Equity.
8. <Save> the account code.
9. <Save> the bill code.
Procedure 3. Bill Code and Account Code - Current Liabilities

Use this procedure to create a bill code and account code that will not show on the owner’s
statement.

1. Go to <<Setup, Bill Code>>.
2. Click <New>
3. Enter an ID of SD Trans or SD Xfer and a long description of Security Deposit Transfer.
4, Click on the flashlight next to Account to create a new account code.
5. Enter an ID of SD Trans or SD Xfer and a long description of Security Deposit Transfer.
6. Enter a [Ledger code] (9999 if you do not use ledger codes).
7. For the [Account Type] choose Current Liabilities.
8. <Save> the account code.
9. <Save> the bill code.
Procedure 4. Bill Code, Charge Code and Account Code - Equity

Use this procedure to create a bill code, a charge code and account code for the refund check to the
tenant that will show on the owner’s statement.

Go to <<Setup, Bill Code>>.

Click <New>

Enter an ID of SD Refund and a long description of Security Deposit Refund.
Click on the flashlight next to Account to create a new account code.

Enter an ID of SD Refund and a long description of Security Deposit Refund.
Enter a [Ledger code] (9999 if you do not use ledger codes).

For the [Account Type] choose Equity.

<Save> the account code.

Click on the flashlight next to [Charge Code] to create a new charge code.
Enter an ID of SD Refund and a long description of Security Deposit Refund.
<Save> the charge code. <Save> the bill code.
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Security Deposit Refund - Situation Z.
» Security deposit money is in a separate bank account
* Money must be moved from security deposit bank account

When a security deposit is refunded that includes interest, and the refund check is written from the
checking bank, the interest that is credited to the tenant comes from the cash bank account. So only
the security deposit amount needs to be moved from Escrow to Checking.

If the refund check is written from the Escrow bank, the interest amount will have to be moved from
Checking to Escrow.

Calculate Interest

Create a Rate Table through <<Setup, Rate Tables>>. Be sure to mark the checkbox for
"Management Group Pays the Interest".

Assign that Rate Table to the Tenant in his profile.

In <<Setup, Charge Codes>>, edit the security deposit charge code and mark the checkbox for
Pay Interest on Deposits.

When you release the deposit or use the Move Out function, the system will calculate the
interest.

Move money from security deposit bank to checking bank

Go to <<AP, Transfer Check>>.

o Mark [Handwritten] if you don't want PROMAS to print the check. Enter a [Check
Number].
Double click in the [Reference] field to enter today's date or type in a Reference memo.
[Write Check From Bank] - choose the security deposit bank
[Deposit into Bank] - choose the checking bank account
The [Payee] is the management group
The [Ledger] is the owner of the unit (owner or property)
The [Bill Code] is Security Deposit Transfer (see Procedure 2 or 3 to create the Bill
Code and Account Code).

o The [Amount] is the amount of the security deposit only, not the interest.
<Post> the transaction.
<Print> the check.
The money will be taken from the escrow bank account and put in Deposit Receipts for the
checking bank account. All you need to do is put it on a deposit slip and post, then take it to
the bank.
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