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Introduction 
Generally in the Property Management industry, residents will pay a security, or holding deposit to secure a 

unit. It is important that security deposits are handled correctly, as this money is recorded as a liability owed to 

the Resident. Holding deposits paid during the application process can be converted into long term security 

deposits. At the time of move out the security deposit will either be reimbursed or used to pay for cleaning, 

damages or unpaid charges.  When a resident transfers from one unit to another through the Unit Transfer 

function several steps need to be taken to handle the transfer of the security deposits held by the property. This 

chapter explains the process of recording, transferring, and refunding the security deposits. Note: These steps 

are applicable for 50059, Tax Credit, and Conventional Market residents unless otherwise specified. 
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Security Deposits 
Security Deposits can be billed at different phases during the leasing workflow.  They can be billed at the time 

of application, which is typically referred to as a holding deposit. Any additional security deposits can be 

charged during the Move In process. 

 

Recording Holding Deposits 
Holding deposits can be billed at the time of application from the Application Charges screen of the Leasing 

Steps. 

 

 
 

1. Charge Date: In the Application Charges screen of the Leasing Steps, type the date that the charge will 

be applied. 

2. Click on the checkbox next to the Holding Deposit line Item.   

3. Enter the amount of the deposit in the amount column. 

4. Click Next. 
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5. Click óOkô to óDo you wish to post application charges?ô 

 

 
 

6. Voyager will create the application charge(s) which can be viewed on the applicant ledger. 

7. Voyager will display the Application Status page. 

8. To view the applicant ledger, click Ledger. 

9. Continue with the remaining Leasing Steps as outlined in the ñTraffic ï Conventionalò chapter. 

 

 
 

Note: These steps are for a Tax Credit Prospect or a Conventional Market Rate Prospect. Per HUD rules for 

a 50059 prospect, application fees are not allowed and the security deposit amount is billed through Quick 

Post. 
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Recording Security Deposits at Move In 
Security and other deposits such as pet deposits are typically billed at the time of move in. 

1. Click the link next to Move In on the Dashboard. 

2.  Voyager displays a list of all pending Move Ins on the bottom section of the Dashboard.  

 

 
 

3. Click  the Move In button next to the correct future residentôs name. 

4. Voyager displays the resident Move In Screen. 

5. Enter the appropriate security deposit amount in the Move In Amt column. 

6. For additional deposits, such as a pet deposit, click on the checkbox next to that line item and then enter 

the amount in Move In Amt column. 

7. Click Post. 

8. Voyager will update the Resident status to Current and bill the charges to the resident ledger.  
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9. Click óOkô to óMove in has been posted.ô 

 
 

Note: These steps are for a Conventional Market Rate Unit. For a 50059 unit the security deposit amount is 

billed through Quick Post. 
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Processing Payments for Security Deposits 
Payments for security deposits are recorded through a summary or detail receipt batch.   

 

{ Sometimes based on local laws or management policies, security deposits must be deposited into a separate 

escrow deposit account.  Entering a Security Deposit Receipt to a separate escrow account is exactly the same 

process as entering a resident rent receipt. EXCEPT all security deposits will need to be entered into a separate 

batch, since the cash and bank accounts are different.}  

 

{Note:  If deposits are entered into the general operating cash account for a property, the steps are the same 

with the exception of #6j.  The cash account would be the general operating cash account instead of the 

security deposit cash account.  Also the error message in #11 would not appear.}  

 

1. Tally the total dollar amount and number of security deposit payments by using an adding machine with the 

item count function on. 

2. Create a Detail Receipt Batch. Choose [Payments > Create Detail Batch] from the Side Menu. 

3. Voyager will display the Batch Receipt filter. 

4. Enter the details of the Batch Receipt: 

 

a. Batch Description: The system automatically enters the user code, date, and time that the batch 

was created.   

b. Batch Notes:  Enter specific notes to describe the batch, such as ósecurity depositsô 

c. Total of Receipts:  Enter the total dollar amount of the payments from the adding machine tape 

d. Number of Receipts: Enter the total number of payments (checks) from the adding machine tape 

e. Deposit Date: Enter the date that this deposit will be deposited into the bank 

f. Post Month:  Enter the current post month 

g. Deposit Memo: Enter additional notes about this batch if needed. 

5. Click Submit. 

 

 
 

 

6. Voyager displays the Detailed Receipt entry screen. 
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7. Complete the following fields on the Receipt screen: 

a. Property: Enter property code or accept default value. 

b. Unit: Enter the unit number or leave blank to select by Resident code. 

c. Resident: Enter the residentôs code or click the link to choose from the list. NOTE: Leave this 

field blank if a unit number was entered in step b. and wish to use the current resident. 

d. Click the Enter Detail button to the right.  The program completes the payment details section with 

the residentôs outstanding charges. 

e. Amount: Accept the amount or type the correct receipt amount. 

f. Payer: Ignore this field. 

g. Date Received: Enter date of the receipt. 

h. Post Month: Verify the current accounting month. 

i. Check Num.: Enter the check number. If resident pays with a cashierôs check, enter CC then the 

cashierôs check number.  If the resident pays with a money order, enter MO then the money order 

number. 

j. Cash Acct: Ensure that the account number is a cash account for Security Deposits. 

k. Payment Method: Select from the dropdown list box. 

i. Select Check for resident checks. 

ii.  Select Cash for Money Orders and Cashierôs Checks (cash equivalent). 

8. Complete the Pay column by correcting any discrepancies in the distribution of the residentôs payment.   

a. Verify that there is a Security Deposit charge.  Apply this receipt to the Security Deposit charge.  

Security Deposit receipts should never be entered as prepayments. 

b. To clear the distribution in the pay column, click the Erase Distribution button. 

c. To select a different tenant and clear the Receipt screen, click the Reselect Tenant button. 

9. Notes: Enter a description for what the check is paying. 
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10. Once the receipt has been applied to the correct charges and the Unapplied pay amount equals zero, 

click Save. 

 

 
 

11. If a dialog box displays on the screen saying ñOffset differs from cash account entered on line ____ò; 

change the Cash Account field entry to security deposit cash account. 

12. A new blank Detailed Receipt screen appears. 

13. Enter the next receipt. 

14. When the total amount or total number of receipts has been entered, the program automatically returns 

to the Batch Receipt screen.  Manually return to the Batch Receipt screen by clicking the Batch number 

link in the top right corner of the receipt. 

 

 
 

15. If the Total Declared and Items Declared match the Total Entered and Items Entered, then the batch 

may be posted.  If they do not match, any errors must be fixed prior to posting.  Potentially, a check 

may have been entered incorrectly or totals may have been calculated and/or entered wrong. 
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16. Click Report on the Batch Receipt screen. 

 

 
 

17. Right Click and select Print to print the batch report. 

18. Review the Unposted Receipt Batch report carefully. These transactions will affect all financial reports. 

Review resident name, dates, amounts and account number. If information needs to be corrected, close 

the report and click Edit. Select the receipt from the side menu to edit the transaction.  

 

 
 

19. Close the Unposted Receipt Batch report when finished reviewing or printing the report. 

20. When each transaction in the batch is correct, Click Post. 

21. Click óOkô to óAre you sure you want to Post?ô 

22. The screen changes to a blank screen with a link to print the deposit slip for the completed batch. 

 

 
 

23. The message reads: óFor Your Information: Your batch has been successfully posted. To view the 

deposit slip, click HEREô.   
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24. { Print 2 copies of the deposit slip.}  

 

 
 

25. Click Home on the Title Menu to return to the Dashboard or Menu on the Side Menu to reset the menu. 

Transfers of Security Deposit Funds 
50059 Residents 

 

The 50059 Transfer Unit function transfers the residentôs historical information from the old unit to the new 

unit.  This includes the resident ledger detail and security deposit balance. The history of the previous unit(s) 

occupied by the resident can be found in the historical 50059s under the 50059 Data section of the resident 

screen. HUD regulations require that transfers must be within the same contract.  Transfers between two 

different contracts must be treated as a move out from the old unit and a move in to the new unit.  Refer to the 

ñUnit Transfers ï Section 8ò chapter for more detailed information. 

 

Market Rate Residents 

 

The Market Rate Unit Transfer function creates a copy of the residentôs information in the new unit.  This 

function changes the status of the resident in the old unit to On Notice and creates a new future resident in the 

new unit. Refer to the ñUnit Transfers ï Conventionalò chapter to complete the Unit Transfer function. 

Follow the steps below to process the Security Deposit Transfer. 

[ A special deposit transfer charge code such as ñsdxferò is needed to transfer security deposit funds.  This 

charge code should be linked to the security deposit clearing account. ] 

 

Process the Deposit Accounting step on the residentôs old unit.  The amount of security deposit credit can be 

transferred from the old unit to the new unit.   

 

1. Click Deposit Accounting from the Dashboard. 
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2. Voyager displays the list of residents with pending deposit accounting. Click the Deposit Acctg button 

next to the resident name to bring up the Deposit Accounting screen. 

 

 
 

3. Voyager displays the Deposit Accounting screen.  

4. Enter any damages and/or cleaning charges to the old unit.  

5. Look at the amount of ó:Security Deposit creditô.  If there are no additional or outstanding charges the 

Security Deposit credit amount will be entered in the óSecurity Deposit Transferô line in the charge 

amount column. 

6. If there are additional and outstanding charges the amount entered in the óSecurity Deposit Transferô 

line in the charge amount column will be the difference between the Security Deposit credit amount 

and the balance of the outstanding charges. Note: There will only be a Security Deposit Transfer if the 

outstanding charges are less than the Security Deposit credit amount. 

7. If there is an additional amount in óAmount of refundô, enter this as a charge amount in the óBalance 

Transferô line (this indicates a credit balance that will need to be transferred to the resident in the new 

unit). 
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8. If there is an additional amount in óAmount owedô, enter this as a credit amount in the óBalance 

Transferô line (this indicates an outstanding balance that will need to be transferred and paid by the 

resident in the new unit). 

 

Note: The óAmount of refundô and óAmount owedô should be zero when posting the deposit accounting 

for a unit transfer. 

 

9. If there is a balance to be transferred other than the Security Deposit, refer to the ñCharges & 

Adjustmentsò chapter to complete the balance transfer. 

 

 
 

10. Click the Print Statement check box at the bottom of the Deposit Accounting screen. 

11. Click Post. 

12. Voyager will display the move out statement on the screen. Click the Print button on the Crystal 

toolbar to print a statement for the residentôs file. 

13. The security deposit has now been zeroed out on the residentôs old unit.   

14. To create a credit on the residentôs ledger for the new unit. Use the People Search feature on the 

Dashboard to find the resident in the new unit. 

a. Search by the Residentôs unit, name, code, Fed Id, Phone Number, Email, or Auto License 
number.  

b. Click Search. 
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15. Voyager displays a list of residents with the specified information provided.  Click on the Resident 

name link for the residentôs new unit number to go the resident information screen 

16. Use the Security Deposit Transfer amount to create a credit on the residentôs new unit.  Note: Balance 

Transfer transactions should always net to zero. 

  

 
 

 

17. Under the Function section, click Charge to complete the security deposit transfer. 
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18. Complete the Create Charge screen as follows: 

 

 
 

a. Date:  Enter the transfer date. 

b. Post Month:{if field is displayed} Enter the current post month. 

c. Amount:  Enter the transfer amount from previous unit as a negative number. 

d. Charge Code: Enter the security deposit transfer charge code. 

e. Notes:  Enter ñTransfer deposit from unit ___ò with the previous unit number. 

f. Category:  Leave Blank 

19.  Click Submit. 

20.  A screen appears with the message óYour charge has been created hereô. Click on the HERE link to 

see the charge or close this window. 

21. Click Ledger under Reports to review the initial activity on the resident ledger. 

 

Note: If the charges created from the Move In are not correct, contact { Yardi Support Staff}  as soon as 

possible for assistance.   

 

22. Now apply the security deposit transfer credit to the security charge on the new unit.  To do so, enter a 

receipt batch with a zero dollar amount.   

23. Choose [Receivables>Create Detail Batch] from the Side Menu. 

24. Voyager displays the Batch Receipt screen.   

25. Complete the Batch Receipt filter: 

a. Batch Description: The system automatically enters the user code, date, and time that the batch 

was created.   

b. Batch Notes:  Enter óApply Security Deposit Creditô 

c. Total Receipts:  Enter 0 as there is no value to this receipt batch. 

d. Number of Receipts: 1 

e. Deposit Date: Enter the current date. 

f. Post Month:  Enter the current post month 

g. Deposit Memo: Enter additional notes about this batch if needed. 
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26. Click Submit. 

 
 

27. Voyager displays the Detailed Receipt entry screen. 

 

28. Complete the following fields on the Receipt form: 

a. Property: Enter property code or accept default value. 

b. Unit: Enter the unit number or leave blank to select by Resident code. 

c. Resident: Enter the residentôs code or click the link to choose from the list. NOTE: Leave this 

field blank if a unit number was entered in step b. and wish to use the current resident. 

d. Click the Enter Detail button to the right.  The program completes the payment details section 

with the residentôs outstanding charges. 

e. Amount: Enter 0 and press TAB 

f. Payer: Ignore this field. 

g. Date Received: Enter the current date  

h. Post Month: Verify the current accounting month. 

i. Check Num: Enter ñSDTransferò 

j. Cash Acct: Ensure that the account number is cash account for Security Deposits. 

k. Payment Method: Select from the dropdown list box. 

1. Select Check for resident checks. 

29. Complete the Pay column  

h. Enter the amount of the transfer credit on Security Deposit charge line item as a positive number. 

i. Enter the amount of the transfer credit on Security Deposit Transfer charge line item as a 

negative number. 

30. Notes: Enter ñApply deposit from unit ___ò. Enter the old unit number 

31. Once the receipt is complete and Unapplied equals zero, click Save. 
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32. If a dialog box displays on the screen when saving, saying óOffset differs from cash account entered 

on line ____; change cash account field entry to security deposit cash account. 

 

 
 

33. The program automatically returns to the Batch Receipt screen. 

34. Click the Report button on the Batch Receipt screen. 

35. Click the Print button on the Crystal toolbar to print the batch report. 

36. Review the Unposted Receipt Batch report carefully by reviewing resident name, dates, amounts and 

account number. Close the Unposted Receipt Batch report screen when finished reviewing or printing 

the report. 

37. Once the batch is correct, click the Post button. 

38. Click  óOKô to óAre you sure you want to Post?ô 

39. The screen changes to a blank with a link to print the deposit slip for the completed batch. 

40. Click Home on the Title Menu to return to the Dashboard or Menu on the Side Menu to reset the menu. 
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Processing Deposit Refunds 
The final step once a resident moves out is the reconciliation of security deposit funds.  In Voyager, this is 

referred to as Deposit Accounting.  Once a resident has moved out, they will appear on the Dashboard under the 

Deposit Accounting link until this final reconciliation has been completed.  

 

Note: For 50059 residents, the Move Out Quick Post must be posted before performing the Deposit Accounting 

step. 

 

1. Click on Deposit Accounting from the Dashboard. 

2. Voyager displays the list of residents with pending deposit accounting. Click the Deposit Acctg button 

next to the resident name to bring up the Deposit Accounting screen. 

 

 
 

3.  Voyager displays the Deposit Accounting screen. Voyager will prorate any resident recurring lease 

charges at move out. Verify the rent prorate amount and adjust if needed. Enter any cleaning or damage 

charges based on the final inspection of the unit.  Change the default cleaning and damage charge 

description to a detailed description of the charge. 

4. Enter the Residentôs Forwarding Address. 

 

 

5. Confirm the Amount of refund. If the total is incorrect DO NOT POST, Contact { Yardi Support Staff}.  
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Note: The Amount of refund will be zero if the Residentôs outstanding charges exceed the amount of the 

Security Deposit Credit.  An amount in the Amount owed column indicates the resident owes a balance at 

move out and the security deposit will be forfeited. 

6. Check Print Statement at the bottom of the Deposit Accounting screen. 

7. Click Post. 

 

 
8. Voyager will apply the deposit to any outstanding charges and will create a payable to the Resident if 

there is an amount to be refunded.  Voyager will display the Move Out Statement on the screen. Click 

the Print button on the Crystal toolbar to print the statement. { Print 3 copies of the Move Out 

Statement.}  

9. { Send a signed copy of the move out statement to the resident, place one in the residentôs file, and 

forward a signed copy of the move out statement to the accounting department for payment of the 

refund.}     

10. Click Home on the Title Menu to return to the Dashboard or Menu on the Side Menu to reset the menu. 
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Adjusting Deposit Refunds 
Occasionally Deposit Accounting needs to be modified after it is posted. Additional charges may need to be 

charged to the tenant or charges may need to be credited because they are no longer applicable. As long as the 

check has not been written to the resident, Deposit Accounting can be adjusted through the Adjust Deposit 

Accounting function.  

 

Note:  NEVER reverse a security deposit refund payable or enter additional charges to a past resident after the 

Deposit Accounting function has been posted.  Always make corrections through the Adjust Deposit Accounting 

function.   

 

1. To Adjust Deposit Accounting amounts, find the resident. Use the Person Search function on the 

Dashboard to find the resident. 

a. Search by the Residentôs unit, name, code, Fed Id, Phone Number, Email, or Auto License 
number.  

b. Click Search. 

c. Click on the Residentôs name. 
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2. On the Resident screen under the Functions section, click Adjust Deposit Accounting. 

 

 
 

3. Voyager displays the Adjust Deposit Accounting Screen. The current amount of refund or amount owed 

is displayed at the top of the screen. 

4. Enter any additional charges a positive number in the Charge Amt column.   

a. Either type the charge code into the Charge Code field or use the lookup button to the right to 

find the correct charge code. 

b. Enter a detailed description. 

c. Enter the dollar amount of the charge. 

5. Enter any credits as a positive number in the Credit column. 

a. Either type the charge code into the Charge Code field or use the lookup button to the right to 

find the correct charge code. 

b. Enter a detailed description. 

c. Enter the dollar amount of the credit. 

6. Voyager will adjust the amount owed or the refund amount. The new amounts are displayed at the 

bottom of the screen as the amount of refund or the amount owed. 

7. Check Print Statement at the bottom of the Adjust Deposit Accounting screen. 
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8. Click Post. 

 
9. Voyager will display the Move Out Statement on the screen. Click the Print button on the Crystal toolbar 

to print the statement. { Print 3 copies of the Move Out Statement.}  

10. {Send a signed copy of the move out statement to the resident, place one in the residents file, and 

forward a signed copy of the move out statement to the accounting department for payment of the 

refund.}    

Processing a Non Move Out Security Deposit Refund 
Occasionally a portion of the deposit may need to be refunded prior to a residentôs move out. The following 

steps must be completed in order to appropriately update the Resident ledger and security deposit liability.   

 

There are four steps to refunding a Non Move Out security deposit.. 

1. Enter a negative charge to security deposit charge code for the amount being refunded. 

2. Enter a positive charge to security deposit refund charge code for the amount being refunded. 

3. Apply the above charges to each other by entering a zero receipt. 

4. Manually create the security deposit refund payable. 

 

The exact process is as follows: 
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1. To reduce the security deposit liability, create a credit (negative charge) to the security deposit charge 

code.  

2. To charge the security deposit clearing account, create a positive charge to the security deposit refund 

charge code. 

3. 0Create both the negative and the positive charges through a Detailed Receipt Batch. Choose [Charges > 

Create Detail Batch] from the Side Menu. 

 

4. Complete the Batch Charge filter: 

a. Batch Description: Enter a charge batch description. 

b. Batch Notes: Enter specific notes to describe the batch, such as ónon move out security deposit 

refundô 

c. Total of Charges:  Enter 0. (The positive security deposit refund charge and the negative 

security deposit credit will net to zero.) 

d. Number of Charges:  Enter 2. 

5. Click Submit to begin entering charges. 

 

6. Complete the Charge screen for the security deposit credit: 

a. Property: Property Number. 

b. Unit: Unit Number. 

c. Resident: Enter the Resident code or click the Resident link to display the Resident list 

d. Charge Code: Enter the SECURITY DEPOSIT charge code 

e. Amount: Enter the amount being refunded as a NEGATIVE number 

f. Account: Leave blank 

g. A/R Account: Leave blank 

h. Charge Date: Enter the date (in the current month) 

i. Post Month: Enter the current accounting month 

j. Reference: Do NOT Enter ó:MoveOutô (This is important) 

k. Notes: Enter ó:Security Deposit creditô (This is important, especially the : at the front) 
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7. Click Save. 

 

 
 

8. Complete the Charge screen for the security deposit refund charge: 

a. Property: Property Number 

b. Unit: Unit Number 

c. Resident: Enter the Resident code or click the Resident link to display the Resident list 

d. Charge Code: Enter the security deposit REFUND charge code 

e. Amount: Enter the amount being refunded as a POSTITIVE number. 

f. Account: Leave blank 

g. A/R Account: Leave blank 

h. Charge Date: Enter the date (in the current month) 

i. Post Month: Enter the current accounting month 

j. Reference: Enter ó:Refundô (This is important, especially the : at the front). 

k. Notes: Enter óAmount to be refundedô (This is important). 
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9. Click Save. 

 
 

10. Return to the Batch Charge screen. 

11. Click Report to review the batch. Review resident name, dates, amounts and account number. If 

information needs to be corrected, close the report and click Edit. Select the charge from the side menu 

to edit the transaction.  

12. When each transaction in the batch is correct, click Post. 

13. Click  óOKô to óAre you sure you want to Post?ô 

14. Apply the security deposit credit to the security deposit refund through a zero dollar receipt.  

15. Create the zero dollar receipt through a Detail Receipt Batch.   Choose [Payments > Create Detail 

Batch] from the Side Menu. 

16. Complete the Batch Receipt filter as follows: 

a. Batch Description: Enter a receipt batch description. 

b. Batch Notes: Enter specific notes to describe the batch. 

c. Total of receipts:  Enter 0. 

d. Number of receipts:  Enter 1. 

e. Deposit Date: Enter the first of the current month. 

f. Post Month: Enter the current accounting month. 

g. Deposit Memo: Enter additional notes about the batch. 
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17. Click Submit. 

 

 
 

18. Complete the Receipt filter as follows: 

a. Property: Enter property code or accept default value. 

b. Unit: Enter the unit number or leave blank to select by Resident code. 

c. Resident: Enter the residentôs code or click the link to choose from the list. NOTE: Leave this 

field blank if a unit number was entered in step b. and wish to use the current resident. 

d. Click the Enter Detail button to the right.  The program completes the payment details section 

with the residentôs outstanding charges. 

e. Amount: Enter 0. 

f. Payer: Leave Blank. 

g. Date Received: Enter the first of the current month. 

h. Post Month: Verify the current accounting month. 

i. Check Num.: Enter ónoneô 

j. Cash Acct: Ensure that the account number is the cash account for Security Deposits. 

k. Payment Method: Accept the default. 

19. Complete the Pay column  

a. Enter the amount of security deposit as a negative number on the deposit line item. 

b. Enter the amount of the security deposit refund as a positive number on the deposit clearing 

(refund) line item. 

20. Notes: Enter ñProg Gen Move-Out transferò.  
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21. Once the zero dollar receipt has been applied to the correct charges and the Unapplied pay amount 

equals zero, click Save. 

 

 
 

22. If a dialog box displays on the screen saying ñOffset differs from cash account entered on line ____ò; 
change the Cash Account field entry to security deposit cash account. 

23. The program automatically returns to the Batch Receipt screen. 

24. Click the Report on the Batch Receipt screen. 

25. Right Click and select Print to print the batch report. 

26. Review the Unposted Receipt Batch report carefully looking at resident names, dates, amounts (should 

only be zero), and account numbers. 

27. Close the Unposted Receipt Batch report when finished reviewing or printing the report. 

28. If the batch is correct, click Post. 

29. Click óOkô to óAre you sure you want to Post?ô 

30. The screen changes to a blank screen with a link to print the deposit slip for the completed batch. 

31. Click Home on the Title Menu to return to the Dashboard or Menu on the Side Menu to reset the menu. 

32.  Manually create the security deposit refund payable through a Payable Batch. Choose [Payables > 

Create Payable Batch] from the Side Menu. 

33. Complete the Batch Payable filter as follows: 

 

 


