Add Payment for Rental Agreement

In dash, you can record payments received on a rental transaction either by

e Setting up a payment schedule, or
e Recording payments as they come in.

Fields marked with an asterisk (*) are mandatory.
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1. Click Advanced Search to Listing ’ Advanced Search
locate the rental agreement
to which you want to effect
payment received.
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2. Select Transaction from the

Search drop down menu.
3. Select Residential Rental

from the Transaction Type

drop down menu.

4. Select Payment Pending
from the Status drop down
menu.

5. Scroll to the bottom of the
screen and click Search.
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SEARCH*
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TRANSACTION DETAILS
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J98ZGF-T5739-23 Denise avenue, Avondale, Colorado, 230987 P ¢

The Advanced Search results i =
screen displays. .

View Transaction Details Print this transaction

ly

6. Click on the record.
7. A pop up window appears.
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Update Transaction

CIle U p d ate Tl’an SaCtI on saction 1D Property Address Created : 2017-08-12 06:51:41.913 by Magda Jones Last Update : 2017-06-13 09:15:59 647 by Magds Jones Ipd
" 23 Denise Avondal
SFTS739 it g T o e Wsgdajones 9. 20TTESTAM Wagas Jones 971372011
230987 Pending
2 Grive, Bainbridgs, New York,  Payment
NE-TEE02 £ campus drive, Bainbridge, New Yo SYTEN MagdaJones /9/2017 2:23 AM WMagda Jones 4972017
61235 Pending

The Edit a Residential Rental
Agreement - Payments screen
displays.

EDIT A RESIDENTIAL RENTAL AGREEMENT : 23 Denise avenue, Avandale, Colorada, 230387
Property Type : Residential | Property Sub Type : Single Family Detached | Property Style : 2 Story | Transaction 1D : J98ZGF-T5739 | MLS 1D 123456 | Status : Payment Pending

8. Select if you want to record
payments USIng an aUto “ Commission & Deductions Owner Tenant
generated payment
Schedule or |f you’d ||ke to How do you want to record payments?+ @ 8 @Use a payment schedule Ad Hoc payments (no schedule)
record ad hoc payments. NUMBER OF PAYMENTS + 3

. . FREQUENCY * Monthly - 9
In this example, we will select

USG a payment SChedU|e START SCHEDULE ON # 02/01/2018 m
—

9. Enter number of payments,
frequency and schedule start
date

10. Click Generate .

How do you want to record payments?# @ @Use 2 payment schedule \Ad Hoc payments no schedule)

Regenerate Schedule

11. Click the arrow to expand the

Payments Outstanding . B N
section. S B
12. Enter the date received,
amount received and check S 12
number for the payment 11 i

received.
13. Click Save.
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Note: If you had selected to use 13 —>
Ad Hoc payments, simply enter

the payment information directly.
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A confirmation displays, letting frensacsen Upsares Susessly
you know that the transaction
has been updated successfully.

14. Click OK.
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