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Overview 
This procedure explains how to re-do the security deposit refund if you discover you paid off charges 
that shouldn’t have been paid or printed a refund check for money that should be going to the owner. 
 
Step One 
Go into Tenant History, Open Credits tab.  That will show you what happened to the security deposit.   

 

 
 

 In the example above 
$1325 was released, $1140 
was used to pay a rent 
charge and a Refund Check 
of $185 was cut to the tenant.  

 Also, the $1325 deposit, 
which was in the Escrow bank 
account, was moved to 
Checking.  
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Step Two 
The Refund Check cannot be voided from Tenant History.  You will have to go to AP, Check History 
or GL, Bank History to find the check and void it. 
 

 
 
 
Step Three 
Go back to AR, Tenant History. 
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Highlight any of the Deposit Released or Apply Open Credits transactions and <Void>.  That will void 
all of them. 
 
 
 
 
 
 
 
 
 
 
Step Four 
You can then void or edit the rent charge, post any other charges that should be paid with the security 
deposit, and re-post the Tenant Moveout. 
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Step Five 

 If the Refund Check is written from the Checking bank account, you don’t need to do anything 
about the transfer of money from the Escrow to the Checking bank.  

 If the Refund Check is written from the Escrow bank account, then the transfer of money from 
Escrow to Checking may be a different amount from what was previously moved.   

o If it has already happened at the bank, you will have to move money again to make it 
the right amount. 

o If it hasn’t happened at the bank, either void the bank to bank transfer (GL, Bank 
History) or void the AP, Transfer Check (AP, Check History) and the Ledger Receipt 
(AR, Receipt History). Then redo it in the right amount. 
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