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Whenever you are showing a positive charge and a negative or prepaid charge for a resident on 
your delinquency summary report, a zero-dollar receipt needs to be applied in order to balance 
out the total and ensure accuracy on the financials within Voyager.  
 
Example: Negative/Credit  
 

 
 
Prepaid 

 
 

• Locate the resident on the Delinquency Summary Report that has a discrepancy (as 

highlighted above) and notate their unit number or Resident ID (t00… code).  

• Enter in a new receipt batch with a total declared amount of $0 and total items declared 

of 1. **If you are performing more than one zero-dollar receipt for more than one 

resident, you will need to increase this number by how many individual receipts you will 

be entering.  

NOTE-The items declared number is equal to how many zero-dollar receipts you are 

entering in this batch.  

• Enter in the deposit date, this should be the day you are entering in the receipt batch. 

NOTE-Make sure you are entering in the zero-dollar receipt in the current operating 

month only.  

 

Click Save 
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❖ NEGATIVE/CREDIT CHARGE 

 

Enter in the property code and unit no. for the resident you wish to post the zero-dollar receipt 
or enter in Resident ID number in the payer box and click down to the pay box.  
 

 
 
① Change the dollar amount to $0.00 in the Total Amount box  
② Check Number, type in “ZDR”  
③ Click on Erase Distribution  
 

 
 
 
 
 
 
 

or 

① 
 

③ 
 

② 
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① Type in the Pay box all negative charges first  
② Type in the equal dollar amount in the Pay box for any open charges  
  

 
 
Click Save, then Post the receipt batch.  
 
You will notice on the Delinquency Summary Report there no longer appears a negative charge.  
 

 
 
 
 

❖ PREPAID 

 

The same procedure pertains to unapplied prepay amounts with the exception that your 
negative charge will be under “prepaid” instead of a different charge code. See example below: 
 
After you Save and Post the batch you will see the update to your Delinquency Summary Report 
 
 

 

① 

① 

② 


