
HOUSING TRANSACTIONS 1 

Housing Transactions 
Entering a Rent Payment or Security Deposit  

 
 
Enter a New Transaction by selecting the type of rent payment from the APC Housing Label dropdown 
menu and clicking the New Transaction button. 

 

  
 
Fill out the Shelter Transaction New screen as in the example below. 

 
Facility (Program) Name: This field 
automatically populates with the name of the 
transaction, but you can over write with a note 
such as “Deposit”, “Cleaning Deposit”, “Last 
Month’s Rent”, or “03/2009 Rent” 
 
HH Member: Be sure to click on the box next to 
all the household members who reside in the 
unit. 
Example: Deputy Dog and Polly Purebred 
 
Unit #: This is an optional field. Example: Unit # 
12 
 
Start & End Dates: Days in the month covered 
by the rent payment. 
Example: Start Date  03/01/09         
                End Date 03/31/09 
 
If the rent assistance is for more than one 
month, create one transaction for each month 
 
# of Days: Number of days between start and 
end date. 
Example: 31 
 
Dollar Value: Amount of the subsidy you are 
providing.  Example: $500 

 
 

A Rent payment is a 
regular monthly rental 
payment. A Move-In 
payment is a security 
deposit, cleaning 
deposit, key deposit.  
(Utility deposits are 
service transactions.) 


