
Managers, reminder on move-in requests. If the tenant is going to pay their move-ins 
charges on the portal here is what needs to happen PRIOR to filling out the move-ins 
request: 

 

1. From the approved application page, under tasks: charge holding deposit. This 
initial charge should be ONLY FOR THE AMOUNT OF THE SECURITY DEPOSIT 

 

 

2. Once the deposit is charged, the tenant will then have a “future tenant” ledger. Then 
add an additional charge for the rent portion due at move-in. 



 

 

3. Send applicant a portal activation invite! 

 



4. AFTER their payment is received, submit move-in request. 
5. EXAMPLE: 

a. Tenant owes $1,500 to move-in, $1,000 towards deposit and $500 as rent. 
b. I will charge a holding deposit of $1,000 
c. Once they have a ledger, I will then add a charge of $500 to the rental income 

GL 

 

 


