Lease Only Rentals

PROMAS

Property Management Solutions for Over 30 Years

Overview
This situation occurs when the owner has asked you to find a tenant and collect the security deposit
and first month's rent. There are two methods listed below. Step by step instructions follow.

Method 1
In this method only an owner profile is required. Rent and security deposit are entered as ledger
receipts.
One Time
1 Set up an Account Code for Security Deposit HBO if you don't already have it.

1 Create an Owner Profile (A below) for the owner. Mark the checkbox for Statement on Check
Stub.

Each Time
1 Use the <<AR, Ledger Receipt>> function (B below) to enter the rent and security deposit.
1 Do a <<GL, Journal Transfer>> (C below) to take a leasing fee.
1 Do an <<AP, Distribution Check>>.
1 Make owner profile inactive until you need it again.

Method 2
In this method an owner profile, unit profile and tenant profile are created. Rent and security deposit
are entered as tenant receipts.
One Time
1 Set up an income Account Code and Charge Code for Security Deposit-LeaseOnly if you don't
already have it (E below).

1 Create an Owner Profile (A below) for the owner. Mark the checkbox for Statement on Check
Stub.
1 Set up the Unit Profile.

Each Time

1 Add atenant profile.

1 Do an <<AR, Prorate Rent> (D below) to charge the rent and take a leasing fee.
1 Goto <<AR, Charge Tenant>> (F below) to charge the security deposit.
1

Do an <<AR, Tenant Receipt>> (G below) to receive the rent and security deposit money from
the tenant.

Do an <<AP, Distribution Check>>.
Make all the profiles inactive until you need them again.

E
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A. Owner Profile

7| Frederick L. Clayton [Owner]

Profile Search

Dashboard

Internet Publishing

Ledger Receipt

General Ledger History
Advanced Scheduling
Recurring Checks

Recurring Journal
Entries
Ledger Repair History

D ICLAYTON | [Frederickl_. Clayton

Upload Manager

rDistribution Check Override Address:

[ Enforce Base
$250.00

(May be multiplied if
scheduled distributions are

Base Reserve

Distribution Reserve
Minimum Distribution

Maximum Distribution

Statement IYTDerarto date summary :]E{ Oceanside Bank

Tax Rate |:’ P.0.Box 27

Publishing [Default

G l 1] Wald CA 80290
Publish Until 1 [J No Paper Statements 20290 CTEeTERn
[J No Internet Statements
Profile Alert
Check Whiting

rDistribution Check Memo:
|Accoumw237-a4-321 FLCLAYTON |

\ 1 Address [ 2 Management } 3. Checks & Statements

/.4 Categories /5 Documentation [

B. AR, Ledger Receipt

er History | Ledger Receipt I

Date |7/6/2018 b}

Receipt # [280706LQGE

Ledger |CLAYTON: Frederick L. Clayton [Owner]

| | ~

Unit |

|2

Bank |CHECKING: Bank Account Checking

e

Payment $2.000.00| [ Currency

Applied Payments $2.000.00

Memo ||

| Cash Contribution l:l

Comment

Account |RENT: Rent

| Amournt $1,000.00

Unit I

Account |SD HBO: SD HBO

EEL

unit |

|2

C. GL, Journal Transfer

per History | Journal Transfer

Date |7/6/2018 b

Reference |J0um al Transfer |

X cash
X Accrual
X Modified Cash

Bank |CHECKING: Bank Account Checking

Memo |

| Credits $750.00

Comment

Debits $750.00

Account and Ledger Debit or Credit :Amount
[LEASE: Leasing Fee Income | | Credit| | $750.00]
|PM LEDGER: Property Management ]
|LEASE FEE: Leasing Fee ﬂgT Debif] | $750.00

IKLAYTON: Frederick L. Clayton [Owner]

ll; |Owner

~l
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D. AR, ProRated Rent

[P] Prorated Rent

Profile Search Unit [MAINZ12: 212 Main Street v|@]

Dashboard Tenant ‘GURO: Edward & Marianne Guro ﬂ?l

Internet Publishing Posting Date |7/1/2018 |  [Full Month Rent and Fees

Rent $1.000.00

[
i

All Tasks Due By B

Rent Management Fee $100.00
Charge Tenant Start Date /2018 e |

Wl

Non-Rent Management Fee
End Date |7/31/2018 5

First Month Leasing Fee $750.00
Days Rented 1
Replaces Management Fee [

Days in Rental Period 1

rProrated Rent and Fees

Rent $1.000.00

Rent $1.000.00

First Month's Rent (] Rent Management Fee $100.0

Management Fee Non-Rent Management Fee

|
i

Leasing Fee $750.00
Memo ‘
Comment
E. Charge Code for security deposit
Dep-Lease Only [Charge] |

D |SD LEASE ‘ \Sec Dep-Lease Only

Account [SD LEASE: Sec Dep-Lease Only s[a] O subjecttoLate Charges
Payoff Priarity |Nmma\ = [ Subjectto Management Fee

[ Taxable
[ Use to Track Deposits
[J Eams Interest as a Deposit

[ Pay Management Group

F. AR, Charge Tenant

harge Tenant |

Date |7/5/2018 o Total Charges $1,000.00

Due By |
Unit |MA]}1212: 212 Main Street ‘IB‘]
Tenant |GURO: Edward & Marianne Guro HEI

Charge ISD LEASE: Sec Dep-Lease Only y||;| Amount $1.000.00

Memo | | [ Depost [ Taxable
Comment [ pay Management Group
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G. AR, Tenant Receipt

=

pate |7/7/2018 ol Receipt # 290529LFYU [ Currency

Unit IMA]N212: 212 Main Street l'E‘I

To o omoes oves [NNRERTRY
——

Tenant |GURO: Edward & Marianne Guro

Bank [CHECKING: Bank Account Checking 3]
Payment Distribute [ Prorate Current Charges Paid _
Discount |:| I Apply Open Credits Discounts Given [ ]

e | | Newcharges s [N
Final Open Credits _

Comment A

W

Due Date Charge Owed Apply to Charge

TS ecompeseony [ SO0 s 9100000 O s
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Date Description Increase Decrease Balance
4/20/2018 Beginning Balance $1,366.87
4/20/2018 Cash Distribution to Oceanside Bank $866.87 $500.00
7/6/2018 Rent for for Lease Only $1,000.00 $1,500.00
7/6/2018 SD HBO for for Lease Only $1,000.00 $2,500.00
7/6/2018 Leasing Fee $750.00 $1,750.00
7/7/2018 Cash Distribution to Oceanside Bank $1,712.20 $37.80
Payee: Oceanside Bank Date: 7/6/2018
Memo: Account W237-94-321 FLCLAYTON Amount: $1,712.20
Bank: CHECKING: Bank Account Checking Control: C142LYN 1744
C142LYN 1744
July 6,2018 §rxwnnin] 712.20
RE: Account W237-94-321 FLCLAYTON
One Thousand Seven Hundred Twelve and 20/100 Dollars
Oceanside Bank
P.O. Box 27
Valdesta, CA 80290
Date Description Increase Decrease Balance
4/20/2018 Beginning Balance $1,366.87
4/20/2018 Cash Distribution to Oceanside Bank $866.87 $500.00
7/6/2018 Rent for for Lease Only $1,000.00 $1,500.00
7/6/2018 SD HBO for for Lease Only $1,000.00 $2,500.00
7/6/2018 Leasing Fee $750.00 $1,750.00
7/7/2018 Cash Distribution to Oceanside Bank $1,712.20 $37.80
Payee: Oceanside Bank Date: 7/6/2018
Memo: Account W237-94-321 FLCLAYTON Amount: $1,712.20
Bank: CHECKING: Bank Account Checking Control: C142LYN 1744
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