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Overview  
This document will explain the steps to transfer the owner balances and tenant security deposits to a 
new company. 
 
There are three sets of funds that will need to be transferred:  

Owner/property balances 
Tenant open credits 
Tenant security deposits 
 

The new management company will also need unpaid charges for the tenants. 
 
Step 1 - Print Reports 
The first step is to print reports for the new management company showing what the balances are.   

 For owner/property balances, go to Reports>Ledger Reports.  Choose Ledger Balances. 
Preview and print the report or save it to a PDF file. 
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 For tenant open credits and security deposits, go to Reports>Tenant Reports. Choose Tenant 
Balances. Preview and print the report or save it to a PDF file. 

 
 

 
 

 For tenant unpaid charges go to Reports>Tenant Reports.  Choose Tenant Unpaid Charges.  
Preview and print the report or save it to a PDF file. 
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Step 2 – Transfer balances overview 
The easiest way is to write only one check to the new management company for all the owner 
balances and open credits from the checking bank account. To do that you will have to move each 
ledger’s money to the management group, move all the tenant open credits to the management 
group, and then write one check from the management group for the sum of those funds. 
 
You will have to release each tenant’s security deposit and pay off a charge payable to the 
management group so all those funds accumulate in the management group.  Then write one check 
to the new company out of the escrow bank account for the sum of those deposits. 
 
Step 2 - Transfer balances step by step 
Move ledger balance from owner to management.  You can use an account code you already have, 
like Retained Earnings or Cash Out; or you can create a new account code like Transfer Balance. 
 
Go to Setup>Account Codes and click New. Create an Equity account. 

 
 

Go to GL>Journal Transfer.  Transfer each owner/property balance to the management group. 
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Transfer the tenant open credits to the management group.  Do this using the AR, Adjust Open 
Credits function.   
Mark the checkbox for “Transfer to or from Management Group”.   
Use the same code you used for the Journal Transfers of owner money above. 
 

 
 
 

When you are done you can run a report showing the total amount in the Transfer Balance account in 
the management group ledger.  It should match the amount on the Ledger Balance report plus the 
open credits on the Tenant Balance report. 
 
 

 
 

Finally, Release the tenant security deposits.  Those monies can be either moved to management 
using the AR, Adjust Open Credits function or by charging the tenant payable to the management 
group and using the security deposit to pay off that charge. 
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If you keep your security deposits in a separate bank account, that check can be written from the 
Escrow bank.  Otherwise it will be written from the Checking bank.  That check should match the 
amount on the tenant balance report. 
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