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Tenant Receipt Transactions  
  

The Receipt process is used to record monies received into the trust, for example tenant rents or sales deposits. 
There are three different types of Receipt that may be processed in Gateway.  

  

   Tenant Receipt  
  

Tenants Receipts are used to Receipt any money paid into the trust account by or on behalf of a Tenant, for example 

rent, invoice or bond. The most common Tenant Receipt transaction is for rent, however any money received directly 

from a Tenant should be processed using the Tenant Receipt function including Bond Refunds.  

  

   Sale Receipt  
  

Sale Receipts are used whenever you are Receipting funds relating to the sale of a Property such as prepaid vendor 

advertising or sale deposits.  

  

   Miscellaneous Receipt  
  

A miscellaneous receipt is used for all other monies receipted into the trust account that are not related to Tenant or 

Sale. For example if an owner contributes funds towards the replacement of a hot water tank, these monies would 

be receipted into the trust using a miscellaneous receipt.  

  

Receipting Money from a Tenant  
  

It is a usual requirement for a new Tenant to pay two weeks rent plus bond upon signing of the lease agreement or 

before collection of keys.  This initial payment is often in cash even though the Tenant may in future pay by alternate 

methods such as Bpay, bank deposit or card.  

  

In Australia this is also usually the time when the equivalent of one weeks’ rent is charged to the Owner as a letting 
fee.  Therefore Gateway will prompt you when processing the first receipt for a Tenant to allocate the monies in the 

following way:  
  

• One weeks rent as Let Fee   

• One weeks rent as Rent  

• Bond  

Note: See following page for Let Fee in New Zealand There 

a several ways to initiate the receipt process:  

1. Highlight the residential Tenant you require and then select Receipt from the Transactions menu; or select the 

F2 function key; or right click on the tenant file and select New Receipt.  

2. The Tenant Receipt dialog box displays.  
3. Receipt Type is automatically defaulted to Tenant.  

4. The Reference number defaults to the next available Receipt number and the Date defaults to today's date but 
either can be changed if required.  

5. Received from and File reflects the selected Tenant, and Received for defaults to the rental Property Owner.  

6. In the Transaction column select a transaction type from the drop-down:  



 

  

  

  

  

Let Fee in Australia  

  

On selecting Let Fee, the let fee details and amount as set in the Details tab of the Tenant file are populated 
into the Details field and Amount field. A Let Fee receipt will process as Rent for the Tenant and will reflect the 

new Paid To date, however, selecting this type will automatically raise a debt for the Let Fee against the 

Owner file to be transferred during the next disbursement process.  
  

  
  

Let Fee in New Zealand  

  

On selecting Let Fee in New Zealand functionality this type will automatically raise a debt for the Let Fee 
against the Tenant file to be transferred during the next disbursement process to your agency and add the 

12.5% GST.  

  



 

  
    

Rent  

Select Rent and tab to the Details column. Use the Up/Down arrow keys to select a multiple of rent to be 
recorded or select More  

  

  
  

The Rent Receipt dialog box displays a list of rent amounts that may be paid by the Tenant. Colour coding 

allows easy identification of the current status of the Tenant’s rent:  

  



 

  
  

• Red indicates rent in arrears  

• Blue indicates rent up to date  

• Black indicates rent in advance  

The Rent Receipt dialog box also displays rent per week, rebate, paid to date, amount in credit and rent 

increase details.  

  

Click OK to return to the Tenant Receipt dialog box.  

If the Tenant is paying an amount different to an increment of rent, tab to the Amount column and type the 

value of the payment directly into this field. Gateway will automatically calculate the new paid to date and any 

in credit amount.  

  

  
  

Bond   

  

Tab to the Details column and select More - the Bond Receipt/Credit dialog box displays the current bond 

balances for the Tenant.  
  



 

  
  

Or enter the value directly into the Amount field.  
  

7. Gateway will allow a maximum of five line items per Receipt.  

8. Once all line items are entered, specify the method by which the money has been paid.   

a. The total amount of all Receipt items displays in Total and defaults to Cash.   

b. If not Cash you must nominate the method by which the money was actually paid; such as cheque; 
credit card; Eftpos; a combination of cash, cheque or card; or by direct deposit.  

  

  
    

• Direct deposit - Where monies have been deposited directly into the trust bank account, click 
the Deposited checkbox. All other options will be disabled.  

  

  
  

• Cheques – Where monies have been received by Cheque. Click Cheques - the Cheques dialog 

box displays. Enter the Drawer, Bank, Branch and Amount details and click Close. If the Tenant 

will pay regularly by this method select the option to save as default.  

  

  



 

  

• Cards – Where monies have been received by Credit, Debit or Eftpos card. Click Cards - the 

Cards dialog box displays. Select Card Type and enter Card number, Expiry date, Amount, 
Name on card and Authorisation if required, then click Close.  

  

Note Debit cards only require expiry date and amount.  

  

  
  

9. Print Receipt should be ticked by default. Uncheck the Print Receipt box if you are not printing this Receipt.  

10. Click Save & Close to complete this transaction and update Owner/Tenant files with the details, or click Save & 

New to process another Tenant Receipt transaction.  

    

Receipting a Tenant Deposit  
  

There are times when a tenant will pay money to the agency in order to secure a lease agreement, but the 

prospective tenant has not yet paid their initial rent or bond. This deposit can be receipted into tenant deposit in 

anticipation of the tenant paying the remainder of their initial lease payments and finalizing the lease agreement. 

You do this by receipting to Tenant Deposit.  

  

Tenant deposit is a tenant ledger that is linked to a tenant file in Gateway. And funds receipted to this ledger remain 
there until you apply the payment in some way. These funds do not get disbursed to any person or creditor.  To 

receipt to a tenant deposit, right click the tenant and select New Receipt for Tenant. In this case, the transaction will 

be Deposit. Fill in the rest of the receipt details as normal:  

  

  
  

Save and close the receipt to finalise it.  

You can then transfer the deposit to bond or rent (refer to the Other Receipts and Invoices training manual) or 
refunds the deposit to the tenant if the lease falls trough (refer to the Payments training manual)  

  



 

    

  

    

The Banking Wizard  
  

The Banking Wizard will assist you to collate and confirm trust funds for banking.  
  

In one easy process, the Banking Wizard allows you to prepare your banking and produce all the reports required by 

your Auditor. These reports may include: bank deposit slips, merchant summary, daily cashbook and reconciliation.  
  

Updating the Daily Banking  
The banking wizard should always be run immediately prior to going to the bank and includes a back-up facility.  
Although the banking procedure should be performed once a day, regardless of whether cash/cheque/card 

transactions have taken place, it may also be performed more often if required.   
  

If your office has an Eftpos machine it must be closed/finalised at the same time as the Banking Wizard is run in order 

for you to reconcile.  If you are unable to close your Eftpos machine manually and this is carried out automatically 
overnight, daily banking should be carried out either at the close of the day when no further transactions will be 

processed or at the beginning of the day before any new transactions are processed.  

  

1. To check that the amount due to be banked in Gateway matches what you have in your cash drawer, 

print the Cash Drawer report from the Reports menu.  

  

2. If amounts match, select Banking Wizard from the Transactions menu.  

3. Click Next to confirm banking.  
4. The date for the banking will default to today's date.   
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1. Click Preview if you want to preview the Bank Deposit Slip.  

2. Click Next to review your bank reconciliation.  The reconciliation screen will reflect the details of 

your last reconciliation. We recommend reconciliation be carried out daily.  

Note If the reconciliation screen is not in balance it may be because a reconciliation has not been carried 

out today.  This is not a reason not to proceed with the banking.  

  

  
  

3. Click Preview to preview the reconciliation report.  

4. Click Next to select the daily reports required by your Auditor. Report selections will be stored as 
the default for future banking.  
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5. Click Finish.  

6. The Banking Wizard will now complete each of the tasks selected. If you cleared Print reports direct 
to printer each of the selected reports will display in the report preview screen.  

7. When complete click Close to exit the Banking Wizard.  
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