VAULTRE

Fact Sheet | Commercial Bond Account Setup

Overview

Commercial Bonds are commonly held by the agency in their trust account until the tenancy

vacates the premises.

In VaultRE an Ownership/Property needs to be created so Commercial Bonds can be accounted

for.

Below is the process of setting this up in preparation for receipting to any commercial bonds that

are being held in the trust account.

1. Go to Properties > Appraisal Wizard

# Properties

Add Property

Appraisal Wizard

Duplicate Check

2. Add Owner details:
Type - Company
Company - Agency name (Commercial Bonds held in trust)

Contact - Agency email address & phone number
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Appraisal Wizard

Oowner
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Type: Company e
Company: Sonia Real Estate (Commercial Bonds held in trus‘.j
Contact: SRE@realestate.com Phone

3. Add Property details:
Type - Residential
Status - Lease: Not Currently Listed

Property Address - 0 Commercial Bonds - Held in Trust Account, Perth WA 6000 (or local

state)
Property
Type: Residentia hd Lease: Mot Currently Listed
0 Commercial Bonds - Held in Trust Account PERTH WA (8000)

Save and Go To Property

Appraisal Wizard

Appraisal processed...

* (Calendar Event added
* Appraisal Property Linked [ID: 13993156]
* Owner Linked [ID: 80798508]

Go To Property | Go To Contact
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4. Change the Status of the Property to Management/Listing
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General Features Tags Photos Open Homes Letters Filing Cabinet Electroi

Property Cptions Residential PropertylD: 13553156 LifelD: R2471550

Status: Appraisa -

Appraisal

Management/Listing

Click on Save/Update at the bottom right of the screen

5. Once saved, you will be prompted to add a General Account and also add a Property
Manager. Click on Fix to complete

General Features Tags Phaotos Open Homes Letters Filing Cabinet Electr

Property / Cptions Residentizl PropertylD: 13953156 LifelD: R2471950

Please ensure a General Account (for disbursement of fees & charges is assigned to this lease). Fix

Warning - please assign a Property Manager to this tenancy Fix

6. Ensure there are no fees attached to this Property by going to Tenancy/Management >
Owner Fees/Charges

7. Go to Tenancy/Management > Ledger and click on Hold Monies

[ Tenancy Ledger]
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Hold - Hold all Monies
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Reason - Commercial Bonds held in trust account

Click on Update

Hold/Unhold Monies - 55 Great Alpine Road LUCKNOW VIC

Hold: Hold All Monies v

Reason: Caommercial Bonds held in trust accou "|t|

A\ If Holding Monies, Mo disbursements will be permitted

You are now ready to receipt any commercial bonds that you are holding in your trust account
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