PROMAS

Overview

Security Deposit Refund Re-do

Property Management Solutions for Over 30 Years

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.

Tenant History

Unit |FAIR436: 436 Fairway Drive

|

Tenant IBRUND: Joseph P. Bruno

‘lDl Tenant Info

Current
30 Days
60 Days

90 Days

| M

oeposts [ Aovence Foyments [ Not et Due

Open Credits I:I Total
Posted |Description |Amount IOpen CreditslMemu Ledger
6/12/2018  Deposit Released $1,125.00  $1,125.00 Harrison S. Golden
6/12/2018  Deposit Released $200.00 $200.00 Harrison S. Golden
6/12/2018  Apply Open Credits ($1,140.00) Harrison S. Golden
6/12/2018  |Refund Check $185.00/ ($185.00)) |Harrison S. Golden

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

e Also, the $1325 deposit,
which was in the Escrow bank
account, was moved to
Checking.

 Tenant History | Bank to Bank Transferl

pate [11/12/2018 B

Reference |BanKTransfer |

From Bank |ESCROW: Bank Account Escrow ﬂ?’ Load All Balances
To Bank |CHECKING: Bank Account Checking slgl
Memo | ‘
Comment
Total $1.325.00
Ledger |GOLDEN: Harrison S. Golden [Owner] ﬂ?’ | :I

Amount $1,325.00
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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.

Tenant History | Check History |

Check |Post Date |Pn’nted |Payee |Amount |Memo ~
1732 4/19/2018 9/19/1997 Concord Green HOA $134.50 Account 436 Fairway
1738 4/20/2018 9/19/1997 Patriot Bank $116.10 Account #W221-C2312
1736 4/20/2018 9/19/1997 Oceanside Bank $866.87 Account W237-94-321 FLCLAYTON
1740 4/20/2018 9/19/1997 | Charles W. Harris $391.53
1739 4/20/2018 9/19/1997 Peyton T. Gray $391.53
1737 4/20/2018 9/19/1997 | David & Judy Fiscella $391.53
1741 4/20/2018 9/19/1997 James J. Porach $391.53
1735 4/20/2018 9/19/1997 Peachtree National $391.53 Account 24116 Cheek,CW
1744 4/21/2018 5/30/2018 Hero Electric $980.00 New furnace
4266(6/12/2018 (11/12/2018 |Joseph P. Bruno $185.00
< >
Ref Payer Amount Discount  [Memo [] Enable Filter
BRUNO: Joseph P. Bruno $185.00
Filter
Edit
Void I
Step Three
Go back to AR, Tenant History.
Tenant History |
Unit |FAIR436: 436 Fairway Drive ﬂg Current :l
Tenant |9RUN0: Joseph P. Bruno :Ig Tenant Info Sy I:l
-
Balance ($165.00) Unpaid Charges I:l 90 Days I:l
Open Credits $185.00 Total I:I
Posted IDescription |Arnount IOpen Credits IMerrlo ILen ~ [ Enable Filter
6/12/2018 Deposit Released $1,125.00 $1,125.00 Hal
6/12/2018 Deposit Released $200.00 $200.00 Hal Eilter
/12 pply Open Credits ($ ) Edit
Void NSF
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Highlight any of the Deposit Released or Apply Open Credits transactions and <Void>. That will void

all of them.

Profile Search

Void Date [6/12/2018 5

Dashboard Date [Type

Internet Publishing

Profiles 6/12/2018 Tenant Receipt

Description Amount Memo ~
¥6/12/2018 Deposit Released | $1,125.UOI General Leager
L 6/12/2018 Deposit Released £200.00

Apply Open Credits $0.00
H 6/12/2018 Pay Charge Rent $1,140.00

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.

I Tenant History |

Unit [FA[R436: 436 Fairway Drive ‘lDI

Tenant ‘BRUNO: Joseph P. Bruno ﬂ?l e

Balance $370.00 Unpaid Charges $370.00

Not Yet Due ‘:I

Paid Remaining (Memo ~

Posted Description Amount Due Date
$175.00|6/1/2018

6/12/2018 Cleaning $150.00 6/12/2018

6/12/2018 Trash Removal $45.00 6/12/2018

$150.00
$45.00

] Enable Filter

Filter

Edit

Profile Search

Unit |FA[R436: 436 Fairway Drive

~|f

Dashboard

Tenant |BRUNO: Joseph P. Bruno

Internet Publishing

Date 6/12/2018 H| ® Distribute
Withhold I:I B write Refund Check

Starting Open Credits

Released Deposits $1.325.00

!

LURES &
Memo |

Charge Tenant

Comment

Less Charges Paid $370.00
Less Refund Check m

Starting Charges $370.00 Final Open Credits l:l

T |smzu1a Q| |Ram | | 31?5.uu| Pay | $175 nn| [ Disputed
Pay To [GOLDEN: Harrison S Golden | e |

Due (B/12/2018 | |Cleaning || $150.00, pay | $150.00) [ pisputed

bue [BN12/2018 | [Trash Removal || $4500 pay | $45.00| [ pisputed
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Profile Search
Dashboard

Internet Publishing

Profiles

Maintenance

Reports

Memo I

Comment

Posting Date |11/12/2018 1| [ Hand Written Check Number |:|
Unit IFA1R435: 436 Fairway Drive ﬂ?’ Starting Open Credits
Tenant IBRUNO: Joseph P. Bruno ﬂ?’ Check Amount
Bank ICHECKING: Bank Account Checking ﬂg‘ Final Open Credits
Amount $955.00( O withhold
—Payee Name and Address————
Joseph P. Bruno
436 Fairway Drive
Vienna, VA 22180
22180 ! [ Foreign
/@]

Vendor

2 ;
©
1
<
(¢

¢ |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.
e |f 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 Ifit has already happened at the bank, you will have to move money again to make it
the right amount.

o Ifit 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.

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

How To #762

4

April 2019


http://promas.com/

