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Overview 
Use this procedure if the tenant sends the rent money directly to the owner, but you want to show that 
he paid his rent. 
  
The process involves increasing the tenant open credits by the amount he paid to the owner using 
<<AR, Adjust Open Credits>> and then doing a tenant receipt to use those open credits to pay off the 
charges. 
  

STEP by STEP 
Create the Credit 

1. Go to <<AR, Adjust Open Credits>> 
2. Select the [Tenant] or [Unit]. 
3. Select the [Account]. The account should be Cash Out since the owner already received the 

money. 
4. Enter the [Amount] that the tenant paid the owner. 
5. Enter a memo indicating that the tenant paid the owner. 
6. Click <Post> 

 
 

Posting the transaction will 
decrease the owner balance by 
increasing the liabilities and will 
increase the tenant’s open 
credits. The decrease will be 
reflected as a cash distribution. 
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Post the Payment 
To record the fact that the tenant has paid rent, use the open credits to fully pay off the rent. 

1. Go to <<AR, Tenant Receipt>> 
2. Select the [Tenant] or [Unit] 
3. Make the [Amount] $0. 
4. Verify that the correct amount of open credits are being used to pay off charges. 
5. Click <Post> 

 
 
This will result in the 
owner getting the full rent 
amount, the tenant getting 
credit for paying the full 
rent amount, and the 
management group 
getting the entire 
management fee. 
 
 
 

 
Because a management fee may be taken from the owner, it's possible this will cause the owner to 
go negative. Take whatever steps necessary to satisfy your state regulations. 
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