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How do I… 
 

Apply Monthly Rents 
 
From the Main Menu select ‘Manage’ > ‘Post Rents’ to post dealer rental charges to 
their accounts. 
 

 
 
Enter the start and end date for the system to use.  The system will automatically 
apply the appropriate rental and surcharges to each contract that is active during the 
specified time period. 
 
Each entry is assigned a posting year and month. 
 
Enter the date you would like the rental invoices to be dated.  This is usually the first 
day of the next month. 
 
Finally, select the employee posting the rents and press the ‘Post’ button to begin the 
process. 
 
The system will create rental invoices for all the active dealer contracts. 
 
To complete the process follow the Daily Cash Reconciliation Process explained in the 
‘How do I… Reconcile the Cash Drawer Each Day’ publication. 
 
 


