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Create Receipt & Refund
- Click on Receipts and Refunds view & create new Receipt or Refund



Create Receipt & Refund
- Click on Create Receipt or Create Refund to create a record



Create a Receipt
Receipt & 
Refund



Create a Receipt

Select the Resident that 
you are issuing the Receipt. 
From here, select the Block, 

Unit and Tenant
*Tenant & Owner are used interchangeably in 

this system

Select the mode of payment. 
For Cheque, fill in the Cheque 

No. & Bank (mandatory to fill in 
if Cheque is selected)

*’QuickPay’ is only available for Properties 
subscribed to QuickPay

A free-text box 
for you to fill in 

any remarks

Fill in a description of the 
payment item(s). Click on 
‘Add Item’ to add another 

row, if required.

Fill in the 
amount paid Click on the red 

‘X’ to delete the 
row, if required.

Last Step: Click 
on Done once 

completed.

Select the payment item 
from this dropdown list.

This list is gathered from Q.Estate *Property Charges. 
Reach out to your Accounts Team if you require 

additional Type. 
*By default, Property Charges with Charge 

Type=Service Charge are excluded from this list.



Create a Receipt
- When Cheque is selected as the payment mode, Qommunity will prompt an error message if both 

the Cheque No. and Bank are not filled in
- Once completed, click on Done to create the Receipt



Create a Receipt
- The Receipt is successfully created. Click Print to print a copy, if required
- In the Receipts & Refunds listing, the newly created record will be shown as well



Create a Refund
Receipt & 
Refund



Create a Refund
- In this example, a Resident is having a minor renovation in his unit, and he had paid a refundable 

deposit of $500.00
- After the renovation is completed, he had returned to collect his cheque



Create a Refund

Select the mode of payment. 
For Cheque, fill in the Cheque 

No. & Bank (mandatory to fill in 
if Cheque is selected)

A free-text box 
for you to fill in 

any remarks

Fill in a description of the 
payment item(s). Click on 
‘Add Item’ to add another 

row, if required. Select the payment item 
from this dropdown list.

This list is gathered from Q.Estate *Property Charges. 
Reach out to your Accounts Team if you require 

additional Type. 

Fill in the 
amount paid Click on the red 

‘X’ to delete the 
row, if required.

Last Step: Click 
on Done once 

completed.

*By default, Property Charges with Charge 
Type=Service Charge are excluded from this list.

Select the Resident that 
you are issuing the Refund. 
From here, select the Block, 

Unit and Tenant
*Tenant & Owner are used interchangeably in 

this system

This is a similar screen to create a Receipt, but the Mode of Payment selections are lesser



Create a Refund
- The Refund function does not cross-check with the Receipts in Qommunity Manager 
- Hence, it is advised to state the Receipt Reference No. in Remarks for better recording purposes



Create a Refund
- The Refund Voucher is successfully created. Click Print to print a copy, if required
- In the Receipts & Refunds listing, the newly created record will be shown as well



How to Export 
Receipt and/or 
Refund Listing

Receipt & 
Refund



Export Receipt and/or Refund Listing
- Toggle to the preferred Tab (All / Receipts / Refunds) 
- Click on the Export button to download a CSV file
- The list downloaded will be according to the selected date range
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