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Overview
This document explains how to process funds from a collection agent when fees have been
deducted.

Situation: A tenant moved out with unpaid rent charges. You turn the account over to
collection. You receive the net proceeds from the collection agent.

One Time
Create an Account code called Legal Fee or Collection Fee
e (o to <<Setup, Account Code>>

e Click <New>
e Enter the [Short ID] and [Description] of Collection Fee.
e Enter a [Ledger Code].
e Choose Expense as the [Account Type].
Each Time

Go to <<AR, Adjust Open Credits>>

e Select the [Tenant]
The Increase Tenant Balance radio button will be marked.
Enter the [Amount] deducted / charged by the collection agent.
Enter the [Account Code] of Collection fee or Legal fee.
Enter a memo describing the situation.
Click <Post> to increase the tenant open credits.

Go to <<AR, Tenant Receipt>>
e Select the [Tenant].
e Enter the amount received from the collection agent.
e Verify the payoff. Notice that the open credits will be used to pay off the full amount of money
received by the collection agent, not just the net amount sent to you.
e Click <New> or <Post>.

If there are charges remaining you can reverse them (optional) and make the tenant status Past
Inactive.

The end result is that the tenant gets full credit for the amount given to the collection agent, the owner
gets the correct amount of taxable income, and the Management Group gets the correct management
fee.
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For Example:

$1,000 rent sent to collection agent.
Collection agent keeps $300, sends

$700 to Management Company.

<<AR, Adjust Open Credits>>

File Profiles AP

Tenant Receipt

N

Adjust Open Credits

File Profiles AP AR GL Maintenance Reports Mailings Links Setup Help
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Profile Search

Internet

All Tasks

Tenant History

Date (0271172015 e

unit |um<zua‘ 2118 Oak Street

v[ef

fiGoand |KMErz: Anthony Kmetz

v[ef

(@ Increase Tenant Credits

" Decrease Tenant Credits

Amount $300.00| [ Transfer Te or From Management Group

Account |CULLECFIDN: Collection Fee

\‘D‘ Starting Open Credits I:I

| Amount Transferred $300.00

Final Open Credits $300.00

- Unpaid Charges

W

Profile Search
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B — Memao [collected $1000, fee $300
Tenant Receipt Comment L
Ledger Receipt
Scheduled Receivables
Charge Tenant
<<AR, Tenant Recelpt>> Pro Rate Rent
Release Deposit
Security Deposit
Receipt
Tenant Move Out
—
P The Professional Landlord for Windows [DemoR Feb 201
AR GL Maintenance Reports Mailings Links Setup Help
H
Date (02/11/2015 e Receipt # |250211L<FU [ currency
Uunit |OAK2118: 2118 Oak Street yh;‘
e |KMEI'Z: ‘Anthony Kmetz = ‘I}‘ Current Charges Owed $1.200.00
Bank |CHECK]NG: Bank Account Checking y‘ﬁ,‘ Starting Open Credits $300.00 Click

Payment $700.00) X Distribute

Al Tasks

Tenant History

[ Prorate
[ Apply Open Credits

Discounts Given

Current Charges Paid $1.000.00

i

m m e

i New Charges Paid
pare | '
TR ol Final Open Credits
Charge Terant
A 4

Secu!'itv Deposit

Receipt Due Date Charge Owed Apply to Charge

Deposit Receipts (ng/01/2014 |[Rert $1.200.00] Amount |

$1.000.00 [ skin

Tenant Statements

Information

<OK> to warning message.

o $300.00 is being used from open credits. Please review the help if you do not understand open credits.

Cancel Help

1 CurrentCharges  f, 2. Mew Charges |

<<GL, General Ledger History>>
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General Ledger History
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Profile Search
Internet

Ledger |SCHENK‘ Donald S. Schenk [Owner]

~[a] | ~|  Editby contror # |

\l Rievenue & Expenses

f2 Al Accounts [

Unit | Vlli‘ [ show Only Transactions for This Unit
Operating $1.20000 Fayables | | | Assers | | | & cosh
Cash 120000 | Recewables | $200.00| | Liobiliies | | | € acoual
All Tasks Escrow 193000 Deposts | $98000] | capial | ||| @ e
Single Check Post Date |Accoum ‘Deblt ‘Credlt ‘Cross Reference |Payer |- [ Enable Filter
12/01/2014 Rent $980.00 OAK2118: 2118 Oak Street  ROD: Jy -
12/02/2014 | Mortgage Payment $477.38 OAK2118: 2118 Oak Street | 0AK2L: Eller
12/04/2014 Management Fee $98.00 0AK2118: 2118 Oak Street —
_ 12/17/2014 | Cash Distribution $306.62 SCHENI 1
01/01/2015 |Mortgage Payment £477.38 OAK2118: 2118 Oak Street | OAK21: void
s 01/02/2015 Rent £080.00 OAK2118: 2118 Oak Street | ROD: s —
01/02/2015 Management Fee $98.00 0AK2118: 2118 Oak Street
01/21/2015 | Cash Distribution $404.62 SCHENI Show Set
02/11/2015 Rent $1,000.00 OAK2118: 2118 Oak Street | KMETZ
02/11/2015 Management Fee $100.00 OAK2118: 2118 Oak Street | KMETZ Shows Al
Colecton Fee ———|_sa0000__onczria: 2118 sk Stest kT
<« [m] »
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