
Managing Your Property Rent Using Zoho Invoices

Set up a free Zoho Invoices account at https://www.zoho.com/invoice/  
Create an Organisation and set up your profile 
This should be the name in which you purchased the property. 

For you, that may be your company trust, family trust, SMSF trust, your own name, or any 
other buying entity. 

Go to Settings- the gear box in the upper RHS 
Click on Organisation Profile 

Add the company name ( Remember: This should be the name in which you purchased 
the property…. For you, that may be your company trust, family trust, SMSF trust, your 
own name, or any other buying entity.) 

Add the Address and contact details. 

https://www.zoho.com/invoice/


Add your time zone, Date format and your ABN if you have one. 

Enter your General Dashboard- See Dashboard on the LHS menu 



Add your tenant as a contact. Click on Contacts on the LHS menu 

Add all your tenants contact details in the fields. 
 

When you’ve added all your different tenants for your properties in Zoho- they will be able 
to be found on the drop down menu 



Use the contact display name  to add the property name or location to help you distinguish 
tenants for properties.  

Scroll down to other details 



Set the tax parameters as required. 
If you are registered for GST then you need to charge 10% GST and you must add this in 
under tax. 



Create a “New Tax” - Name it GST or GST Australia - then add the rate at 10% 

Set the payment terms. You can set this up so they are automatically recurring invoices- 
and can be due in a set time period, for example 2 weeks. 



You can choose one of the pre-existing payment terms yourself- or use the “Configure 
Terms” gear at the bottom to set your own. 



Click “Add New” to create your own payment terms. 



If for example, your payments are due at the end of the month, or beginning of the month, 
or the 28th of the month…. then write that in the description box and add the approximate 
number of days - BEFORE- the payment is due- so that the invoice can be sent ahead of 
time.  

This is often 2 weeks notice to your tenants of their next invoice. 
 



Now you can select your new personalised payment terms, that you’ve created, from the 
drop down menu. 

Back in Contacts- add their address details. 



Any time you need to update or edit your tenant’s details- go into their contact record and 
click “Edit” 

If you want to add your tenant’s business ABN details- go into “Other Details” … and 
where it says “Designation- you can add “ABN” and where it says “Department, you can 
add the actual ABN number, such as the example below. 



Tenant’s ABN placement example 



Setting up your First Invoice to your Tenant 
There are 2 ways to set up and invoice for your tenants. 

1. Under Your Tenant’s Contact- Business name or individual name- go into “New 
Transaction”  

This is where you can send them an invoice- click invoice and a new invoice will be 
created. 

2. From your dashboard- on the LHS menu, select Invoices. 

Then you can click “New Invoice” and from within the new invoice - you can use th drop 
down menu to select your “customer” which is your tenant. 
 



Select the correct tenant from the drop down menu. 

From here, you can set the date you wish the invoice to be sent. 
Set the terms. 
Set the due date. 



Under “Customer Notes” add a short message to  your tenant. 
Such as: 
Thanks for your timely payment 
Regards YOUR NAME 

Under “Terms and Conditions” 
Add the payment requirements. 
Usually, you will have your tenants pay you directly into your bank account by Electronic 
Bank Transfer…. So this is where these instructions and details go. 
Such as: 
Payment is to be made by Electronic Bank Transfer or by direct payment to this account 
Account Name:  The NAME on your Bank account 
BSB: The banks BSB number of your account 
Account Number: your account number 
Bank: The banking institution.  

Configuring the Rent for the invoice 

In the Invoice- under “Item Details” click the text box and then click “Add New Item” 
This will enable you to add a New Rental charge for a particular property 
 



1. For this Rental Item-  Choose “Product” 

2. Then add the name for the rent- I suggest you name the rent for the specific property, 
using property location and type of property. 

For example… Your property may be in a particular suburb of Brisbane such as “Albion”, 
so you would name that rent something like this… 
Name: Net Rental Albion Shop, or Gross Rental Albion Office, or Net Rental Albion 
Warehouse 

If you have a mixed tenancy property- use the name of the building if your building is 
named (eg. Axon House), the location and the property number in the rental name 
description. 
For example… Name: Net Rental Axon House Albion Shop No. 12, or Gross Rental Axon 
House Albion Office No. 24 

3. Under “Unit” name it “Rent” 

Click the appropriate Tax Preference box. Remembering if you are registered for GST- this 
will need to be ticked as taxable. 

4. Choose the Rate as AUD- AUD would be set in your currency preferences for your 
profile. 
Add the rental amount in the “Rate box” 

5. Add a description to the box. 
If you are adding GST, then you need to specify that this Rent box is “Net rent excluding 
GST” …. Because the GST is calculated separately and added separately by the zoho 
invoicing software. 



This is how Zoho invoice will calculate and add the GST to your invoice 

Configuring the Outgoings for your Invoices  

Configuring Additional Outgoing expense for tenant invoices   

The outgoings are covered depending on your lease document. 

1. Perhaps your tenant pays a gross monthly amount which includes your outgoings 
expenses- but which they do not ays for separately- in this instance you will only need to 
send an invoice with their Gross monthly rental payment 

2. If your tenants pay a net rental and in addition they pay the outgoings separately as they 
are incurred- Then you will need to set up a separate invoice when these outgoing are 
incurred and send them a separate invoice. 

3. If your tenant pays a monthly set contribution towards the outgoings expenses, then you 
will need to add the outgoings to each invoice. 

For scenario 3 …. To add outgoings to the monthly invoice - under “Item Details”- click to 
add “New Item”  



As a New Item, the “Type” should be “Product”  
 

Name:  the Outgoings- as per the property name 

Under “Unit” use this to name and describe the type of outgoing this is. 
For example it may be “Owners Corporate Fees for Albion Shop” 

Select Tax Preference, based on whether you are registered for GST and apply “Taxable” if 
you are applying GST 

Under “Rate- place the $ amount of the outgoing expense.   

IN the description box, write Excluding GST .. or Ex GST, because Zoho will apply the tax 
automatically and separately. 



Example of a Council Rates outgoings in Invoice  

How Zoho displays the Invoice with Outgoings included separately.  

GST is calculated and applied on the “Items” you have specified are Taxable.  

In this example each item has GST applied. And the description boxes give you and your 
tenant more information on what type of expenses or outgoing it is. 



For Your Invoice Settings: 
Make sure you have the “Email To” field filled with the email of your tenant. You can also 
add yourself as a constant for email copies to be sent to you. 

Under “Template” you can sever this invoice layout if you want to- and then label and 
select it as a “Rent Payment Template” 

You can choose a template layout for your Invoices. 



Invoice Layout- Zoho creates these layouts for you 
The balance due is at the top RHS 
The bill to: is to your Tenant’s Business name and their address 
The terms and due date are on the top LHS 
The Items and description run in the middle. 

GST is applied to the Sub Total at the end. And finally the Total is applied. 



Below the Total and Balance, are the Notes and the Payment Terms and Conditions on the 
LHS 

To Email this invoice manually to your tenant…  
Click o the Email Picture Icon on the top RHS corner  

When you click on “More” … you can share the invoice link, make it a recurring invoice, 
clone it, delete it etc. 



To Email the invoice to your Tenant:  
Click the email icon. 
Make sure the correct tenant and email has been selected. 
THis is how it will appear…  

Make sure at the bottom- that the box is checked for “ Attach Invoice as PDF” 



Recurring Invoices- Automated rental payments 
Setting up a recurring invoice means you can send invoices to your tenants automatically 
each month. 

You can set up an entire years worth of invoices- then you can update them- or set up a 
new recurring invoice when th errant goes up of any factors change. 

You can make an existing Invoice a recurring one. 
Or you can create a recurring invoice from scratch. 
On the LHS menu- select “Recurring Invoices” 

Select the Tenant from the customer list 



In the box “Repeat Every…” select “monthly” form the drop down menu. 

Select your state date (make this at least 2 weeks before the first / next invoice is due, to 
give your tenant plenty of advance warning. 

In the “Ends On” date box, you can set to never expires- however I don’t recommend this - 
It should be set to expire at the end of the 12 months, so that your rent can be adjusted as 
per what’s specified in your lease. 
Perhaps your lease has a 3% annual increase in net rent that w]you will need to apply for 
the next 12 months of rent- so you will need to set up a NEW recurring invoice for the next 
year. 

Go into the future date of when your lease ends- and select a date before the new rental is 
required to end this recurring set of invoices. 



Select the frequency you want the invoices to be sent- under most circumstances this will 
be MONTHLY- so select Repeat Every Month  

OPTIONS for Recurring Invoices  

You can create Invoices as Drafts- so you can pre-check then approve manually. 
I suggest you set your first one up this way- then later change to the 2nd option  “Create 
and Send Invoices”  



Use the 2nd option  “Create and Send Invoices” - this will allow Zoho to automatically 
send them each month, after you have set up the correct invoice- you will not manually 
need to approve if you use this setting. 
 

The recurring Invoice will show you the Next Invoice Date and the Recurring Period. 

Your first recurring invoice may still be in Draft Mode… so make sure to make the change 
when you are finished with it. 



 
You can Clone invoices when it’s time to update them after 12 months and increase the 
rent. 
Under “More”… select “Clone”  

You can manually stop recurring invoices if you need to 



Invoice Sent by your name 

 



Example Invoice 



Options Under the MORE tab 

Deleting Invoices. 



Recording Payments for an Invoice  
You can add Full and Partial payments to your invoices. 

When your tenant pays each month- go into the Invoice you generated and select “Record 
Payment” at the top of the invoice. 

You can add the amount they have paid you. 

If they have paid in full- add the full amount in “Amount Received” - see image below 

If they have paid a part payment by instalment- then you can also record a part payment- 
Zoho will deduct that payment for that invoice and you can re-send another email with the 
adjusted balance on the invoice- so they can pay the remainder.  

If this is a part payment- make sure you add a description in the “Notes” she you can 
record the details. 
For example add to the NOTES…… 
Part payment of $300 for April Rent of 2018 on Albion Shop  



 



Part Payments are recorded in your Zoho invoice activity for each invoice 

The remaining Balance is then adjusted automatically, once you have manually recorded 
the part payments.  
 


