Do not file on line  for possession or lease violation.  Call the Dispo dept instead.








  770-986-5091

DISPO ENTRY:

Use the MOUSE to move from field to field

DO NOT USE COMMAS, PERIODS, DASHES OR APOSTROPHES IN ANY BOX.

Tenant’s Name:

Be sure to enter first name in first box and last name in second box.

When filing on more than one person in same apt be sure to follow as numbered.

2nd tenant’s name is to right of 1st name, then 3rd tenant’s name is on next line, etc.

When entering “& ALL OTHER OCCUPANTS”

Enter & ALL OTHER  as first name..Enter Occupants as last name.

If in Cobb, Clayton or Gwinnett,  DO NOT ENTER & ALL OTHER OCCUPANTS. 

It automatically prints on Cobb and Clayton and in Gwinnett, it is already included on the warrant.   

Street #: Street Name: Apt #:

If apt # and street # are same, leave Apt # blank.

When entering Street name, be sure the spelling is correct and include Road, Street, Ln, 

SE, SW, etc. 

Base Rent:  Monthly rent tenant pays.

Rent Due:   Only rent.  DO NOT include any other fees.

If more than one month past due, enter the total rent amount.

Enter Late Fee and NSF fee in appropriate field.

Months Past Due:  List the actual month such as Jan, Feb, (not the # of months) 

May use abbreviations.  Year will enter automatically.

Other Fees:

Enter amount in 1st box and description in second box.

May total all utilities in first box and describe as UTILITIES.

There is no need to enter separate amts for water, trash, etc.

There is no need to enter your filing fee.  All warrants include the words 

“plus all costs”  which covers any cost to you.

If you must enter your fee, please describe as ADM fee

(administration fee) Do not describe as warrant, legal or dispo fee.

May submit up to 10 dispos at a time.  

When complete, click on SUBMIT at bottom of page. 

To enter more dispos, you may return to previous screen (using back button on your computer and click again on DISPO ENTRY and it will give you a new blank field to enter the next 10.

After submitting, a list of names/addresses that you entered will appear. You should print this list for your records.

If you notice a mistake after you have submitted or if any names are missing from the list, please call the Dispo Dept.  770-986-5091

To check the status of you filings, click on STATUS REPORT which will give you last names and date filed.  Or you may click on WARRANT REPORT which will give you a more detailS including amounts and addresses.

Enter dates based on months you are checking on.

There is a drop down menu that allows you to view by date, name, etc.

Click on View Report and you will see a list of the dispos entered.

Updated information is entered by the dispo department starting with case number.

You may update your information if tenant has paid or moved out by clicking on the words to the right.  Remember, DO NOT click on skip unless you have actually taken possession of the apt and no longer need an eviction.

The Dispo Dept will contact you when writs are available.  

WRIT FILING REPORT:

You may use this report to determine if a resident is currently filed on with

Renters Reference.  

770-986-5091

