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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 

¶ Set up an Account Code for Security Deposit HBO if you don't already have it. 

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

 
Each Time 

¶ Use the <<AR, Ledger Receipt>> function (B below) to enter the rent and security deposit. 

¶ Do a <<GL, Journal Transfer>> (C below) to take a leasing fee. 

¶ Do an <<AP, Distribution Check>>. 

¶ 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 

¶ Set up an income Account Code and Charge Code for Security Deposit-LeaseOnly if you don't 
already have it (E below). 

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

¶ Set up the Unit Profile. 
 
Each Time 

¶ Add a tenant profile. 

¶ Do an <<AR, Prorate Rent> (D below) to charge the rent and take a leasing fee. 

¶ Go to <<AR, Charge Tenant>> (F below) to charge the security deposit. 

¶ 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. 
  

Lease Only Rentals 

http://promas.com/
http://support.promas.com


Document Number R-351 2 May 2019 

A. Owner Profile 

 
 
B. AR, Ledger Receipt 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
C. GL, Journal Transfer 
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D. AR, ProRated Rent 

 
 

E. Charge Code for security deposit 

 
 
 
 
F. AR, Charge Tenant 
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G. AR, Tenant Receipt 
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