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5. SECURITY DEPOSIT  

 

ENTERING SECURITY DEPOSITS 

 
 
When the rent and security deposit are received on one check, create 
separate transactions for rent and security deposits. 
 
Create an invoice for rent. Refer to Rent Invoices 
 
Enter Security Deposits.  The steps to enter security deposits are as 
follows: 
 

• Click Customer Center on the Icon Bar 

• Click New Transactions 

• Click Sales Receipts 
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• Customer:Job = Tenant’s name 

• Class = Property name 

• Date = date of payment 

• Tenant = prefills  

• Check No = no. of check, money order 

• Payment Method = select from drop down menu 

• Item = Security Deposits 

• Description = add details if desired 

• Amount = amount paid 

• Memo = Security Deposit, will appear in reports 

• Save & Close 
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To view the Security Deposits report: 
 

• Click Customer Center 

• Click and highlight the Tenant  

• On the lower right are the security deposit entered 
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REPORT: SECURITY DEPOSITS 

 

• Click Reports on the Menu Bar 

• Click Memorized Reports 

• Click Tenant Information 
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RETURNING SECURITY DEPOSIT WITH 

NO DEDUCTIONS 

 

• Click Checks on the Icon Bar 
 

• Enter the Tenant's name, date and amount 

• Under the Items tab 

• Item = Security Deposits 

• Amount = total amount of the security deposit 

• Customer = Tenant Name 

• Icon = X the icon by click on  it 

• Class = Property Name 
  

 
 
 
Click on Print and will automatically save the check. 
 
If you do not want to print, click Save & Close.
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RETURNING SECURITY DEPOSIT WITH 

DEDUCTIONS  

 
At the time of returning security deposits, there may be expenses to be 
reimbursed by the tenant to the landlord. Total amount to return to the 
tenant would be the total security deposit minus the expenses.   
 

• Click Checks on the Icon Bar 
 

• Enter the Tenant's name, date  

• Amount = leave blank 
 

• Under the Items tab 

• Item = Security Deposits 

• Amount = total amount of security deposit received 

• Class = Property Name 
 
Tab to the next line 
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• Item = expense incurred 

• Amount = enter negative amount of expenses 

• Customer:Job = Tenant’s name 

• Icon = click on the icon to enter a red X 

• Class = Property Name 

• Click Save & Close 
 
 
 
Click on Print and printing will automatically save the check. 
 
If you do not want to print, click Save & Close.


