Property Management

Overview

The Property Management (P/M) module gives you al the tools to
keep excellent track of your properties — the building, the units
within the buildings, and the individual tenants.

Y ou have the ability to maintain and adjust rent fees, track rent
payment information, track maintenance performed and resultant
costs incurred, and many other functions. Y ou also can print a
variety of reportsto help you easily access all the information.

The next few pages will explain to you how to enter in a building,
unit, and a tenant. These pages will give you a description of each
field that you will be entering datainto, as well as what the
individual screens are used for.
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The Property Management Flowchart

Hereisasmple way of understanding the property management
system. Think of the property management system to be organized
like a pyramid as shown below:

Building

|Units|| Units||Units|

Y Y A
|Tenants| |Tenants| |Tenants|

At the top of the pyramid, we have the building. Each building can
have multiple units under it. A tenant can occupy each unit in the
building. Y ou can create an unlimited number of buildings, units
and tenants.

Thefirst step isto setup the Buildings, Units, and Tenants. After
you Set up you tenants, you can move the tenant into a unit.

The next step isto create Recurring Char ges for the tenants. A
recurring charge is an amount that you bill your tenant on aregular
(weekly, monthly etc.) basis. A common example of arecurring
charge would be rent charges. Y ou can set up an unlimited number
of recurring charges for each of your tenants.

The Generate Recurring Charges option will actualy bill the
tenant for the charges. Y ou can use the Tenant Transactions
option to enter the Tenant Payments.
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The Late Fees option is used to hill the tenant with overdue
payments. You can print the Aging Report to verify if the tenant
transactions are correct. Use the Backup option in the File menu to
backup your data. Y ou can then use the Post Transactions option
to update the General Ledger program. Next you can print al your
P/M reports and G/L reports.

| Building Maintenance |

| Unit Maintenance |

| Tenant Maintenance |_, Move Tenant into a Unit

v i
| Generate Recurring Setup Recurring Transactions
g Transactions 1

Enter Tenant Deposits

| Enter Tenant Payments|

| Generate Late Fees |

v
| Print Aging Report | | GIL Reports |
[ BackupData | |Account balances updated |

f
<—| Post Transactions |—>| Journal Entries Created |

Update:
- Tenant File
- Checkbook
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Quick Start for Property Management

Please refer to the Quick Start Guide chapter for the quick steps to
create Buildings, Units, and Tenants. Y ou will also be shown how
to quickly enter the monthly rents and the previous balances for
your tenants.

Printing Income Statements By Building

This section appliesto you if you want to:

1. Print a separate income statement for each building.
OR

2. Consolidate multiple buildings into a single income statement.

In the general ledger module, you can create a separate income
statement for each department. Y ou need to consider each
building as a department in general ledger.

When you create a new building, you must also create a separate
Department ID that matches the Building ID. In addition, when you
create atenant, you must assign then to the correct Department ID.
The steps for this process are listed below.

Step 1:  Fromthe G/L menu select the Setup menu and then
select the G/L Setup menu option.

Step 2. Check the box that says Track Departmental
Accounting and click on the OK button.

Step 3:  Next let us say you have created the following Building

IDs:
Building ID Building Name
PARKER Parker Apartments
WOQOD Woodcreek Apartments
SPRING Spring St Apartments
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Step 4. Now we haveto create Department I Ds in G/L that
match the Building | Ds shown in the table above. From
the G/L menu, select the Setup menu option. Next,
select the Department Maintenance option.

Step 5:  For the Department I D, type the word PARKER. For
the Description, type Parker Apartments. Click on the
OK button to save. Repeat the processfor the other
buildings as listed below.

Department ID | Description
PARKER Parker Apartments
WOQOD Woodcreek Apartments
SPRING Spring St Apartments

Step 6:  Inthe Tenant Maintenance option thereisafield called
Department. Make sure that each tenant has the
appropriate department 1D. For example, say you have a
tenant called Joe Smith that stays in the Parker
Apartments. When you bring up the record for Joe Smith
in Tenant Maintenance, make sure that you type the
word PARKER in the Department field. Repeat this
processfor all the tenants.

Step 7. Any transactions you post to G/L will be posted to the
correct Department/Building in G/L. When you print an
Income Statement in G/L, you can click on the
Department button and select a specific building or
buildings to include in the Income statement.
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How Do | Setup Homes Instead of
Apartments?

In property management, a home or a condominium is a Unit. In
order to create a Unit, you must first create a Building, even though
ahome s not located a building. In order to accomplish this, create
a“dummy building” with the Building 1D as the number 1. You can
then create all your homes and condominiums and associate them
with Building ID as the number 1.

Building Maintenance

This menu option is used to maintain information on properties.
These properties are in turn associated with units and tenants.

Y Building Maintenance

lging D Building Mame:| Churchill Vilage Apertments |

o Building Information I Custom Fields | Building Motes | Units |
Track unlimited

buildings Adldress| 3559 W 18th Ave. #5 | - Detault GIL Accourts
| | Rertal Income; 41010
CﬂY'l Eugene | Undeposted Cash 11100
State' Fin Code] 27402 Refundable Deposit] 23010
Courdry:l = |

Met S Footage! 108526

Phone: [(541)485-0555 | SRS

i | (541)E57-9556 | Total Square Footage:ljl

| Units Occupied: + Units Vacant:III = Total Mumber Of Un'rts: |
[S5averas |@CIDSB-ESCI W Delete-Fa | QEIrowse-F:i! €< Frev I Mest 33 I
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Creating a New Building

Step 1

Step 2:

Step 3:

Step 4:

Select the Building M aintenance option from the P/M
menu. Place the cursor on the Building 1D field.

Typein the new ID to be added in the Building 1D field
and press Enter.

Complete dl the fields for the Building. A detailed
description of all the fieldsis on page 690.

Click on the Save-F4 button to save the Building.

Editing a Building

Step 1

Step 2:

Step 3:

Make sure that the cursor is on the Building 1D field.
Typein the Building 1D you wish to Edit. If you do not
know the Building 1D, click on the Browse-F3 button to
list the Building IDs on the screen. Select a Building 1D
from the browse list. Press Enter on the Building ID
field.

All the fields for the Building display on the screen.
You can change all the editable fields. Y ou can only
change the ID of an existing Building from the Change
Building 1D menu option.

Click on the Save-F4 button to save the Building.

Deleting a Building

Step 1

Make sure that the cursor is on the Building 1D field.
Typein the Building ID you wish to delete. If you do not
know the Building 1D, click on the Browse-F3 button to
list the Building IDs on the screen. Select a Building 1D
from the browse list. Press Enter on the Building ID
field.
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Step 2. All thefields for the Building display on the screen.

Step 3:  Click on the Delete-F8 button to delete the Building.

Building Maintenance Fields

Listed below is the explanation of the various fields in the data
entry screen.

Building ID: ThisID is used to differentiate between your multiple
buildings or properties. This field can contain numbers and
characters and can be up to fifteen characters long.

Building Name: Thisfield alows you to put the building’s name,
such as The Terrace Apartments. Thisfield alows you to enter up
to thirty characters.

Y ou will seethat the window has multiple tabs to allow you to enter
additional information.

Building Information

On the first tab labeled Building information, you would enter in the
vital information about the building, such as:

Address

City

State

Zip Code
Country
Phone Number
Fax Number

Default Accounts (for interfacing with general ledger): The
program will automatically come up with a sample chart of
accounts when you first start it. When you create new buildings, the
program will get the default account information from the company
set up screen. Y ou can access this information from the File menu.
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Building Statistics

Net Square Footage: Thisfield alows you to enter in the net
combined square footage of usage space for al the units within
this building.

Total Square Footage: Thisfield alows you to enter in the
total combined square footage, including non-usage space for
this property.

Total Number Of Units: The program will automatically
calculate and display the Units Occupied, Units Vacant, and
the Total Number of Unitsin the building.

Custom Fields

Click hereto
change the name
of thefield

Building ID Building Mame: | Churchill Vilage Apariments |

Building Information  Custom Fields | Building Notes | Units |

|Jrashiserviee | |51 Rubbish co | |Undefineds || |

|Undetinedz || | [undsfinear || |

|Undefineds || | [Undefineds || |

|undetineda || | [Undefineds || |

[Undefineds || | |undefinedto || |
save-rs |E7"‘<:|ose-Esc| ]ﬁ[Demte-Fa|#\Euro'.~.'se-.i3| €€ Prev | Mest 2> |

On the second tab labeled Custom Fields, you have ten fields that
alow you to enter additional information for this building or
property. In other words, you can use these fields to specify whether
abuilding has a common area, recreational area, or a pool area.
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TTIP! | The field |abels are customizable, by smply clicking on the
labels themselves. Once you have done this, you can enter in a new
label definition. When you press Enter or Tab or click elsewhere
with the mouse, the system will then replace the previous label with
what you have just entered. When you save the building, the system
will then ask you if you want to save the custom labels.

Building Notes

'" Building Maintenance

Building ID Building hlame: [ Churchill Yilage Apartmerts |
Building Infarmation | Custam Fields ~ Building Motes | Units |
0871985 11:24:32 AM = Contaced city for permit ,;I
[ 5ave-ra |E'7“CIose-EscI ]ﬁl’DeIe‘te—FBIﬁ_Bruwse-Fel €€ Prav I Mext 23 I

On this tab page, you have the option of entering any notes you may
have or need for this building. These notes are specific to each
building so that any notes you have on one building will not show
up in the notes tab for another building.
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Y Building Maintenance

Building ID Building Hame:| Churchil Vilage Apartments |

Building Information | Custom Fields | Building Maotes

Unit IC Class Tenart I Iame Wiork Phone | |
1610-01 3 Bedroom FISHE1001 _J
1610-02 2 Bedroom LEEOD00Z  [Michael Lee 1-800-456-4123
1610-03 2 Bedroom DAMEIO0S  |Dale Danielzon 1-500-456-4123
1610-04 3 Bedroom SCOPER1004
1610-05 2 Bedroom BEATT1005  |Disne Bestty 1-500-456-4123
1610-06 1 Bedroom Studi{BASAL 1006
1700-01 3 Bedroom WY ERS0004
1700-02 2 Bedroom BECKEQOOZ
1700-03 3 Bedroom PATTEOOOS
1700-04 2 Bedroom COMANDO04
1700-05 2 Bedroom EMYIRCOCS -

[SSaveras |@CIDSE-ESCI '@Delete—FBIO\Elrowse-F:il €< Frev I Mext 33

Thistab lists al the units associated with this building. Y ou can
double-click on a Unit ID to view the unit details. In addition, when
you are in the Unit Maintenance, you can double-click on a Tenant
ID to view the tenant details.
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Unit Maintenance

This menu option is used to maintain information on unitsin a
building. These units are in turn associated with tenants.

Click here to type
notes for each unit

-'";; Unit Maintenance

—|_ Buiding I Buiiding Mame | Churchil Yilage Apartments

| unit 1o
Unit Infarmation | Custom Fields | Uit Nuthhance |
Rent Period: Classification: Sguare Ft. Telephone:
000 [morthly A7 0
Tenal } Occupying this Unit
Tenant Tenant MName Balance Lease Expires | ~

Track maintenance //

history for units

(= Saye-re Br\CbSE-ESCl E!Delaﬁe-F&l QEIrowse-FSl

Creating a New Unit

Step 1

Step 2:

Step 3:

Step 4:

<€ Prev fEnt 33

Select the Unit M aintenance option from the P/M
menu. Place the cursor on the Unit ID field.

Typein the new ID to be added in the Unit 1D field and

press Enter.

Complete dl the fields for the Unit. A detailed
description of all the fieldsis on page 695.

Click on the Save-F4 button to save the Unit.
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Editing a Unit

Step 1. Make sure that the cursor ison the Unit 1D field. Type
in the Unit ID you wish to Edit. If you do not know the
Unit ID, click on the Browse-F3 button to list the Unit
IDs on the screen. Select a Unit ID from the browse list.
Press Enter on the Unit ID field.

Step 2. All thefields for the Unit display on the screen. You can
change al the editable fields. Y ou can only change the
ID of an existing Unit from the Change Unit ID menu
option.

Step 3:  Click on the Save-F4 button to save the Unit.

Deleting a Unit

Step 1.  Make sure that the cursor is on the Unit 1D field. Type
in the Unit ID you wish to delete. If you do not know the
Unit ID, click on the Browse-F3 button to list the Unit
IDs on the screen. Select a Unit ID from the browse list.
Press Enter on the Unit ID field.

Step 2. All thefields for the Unit display on the screen.

Step 3:  Click on the Delete-F8 button to delete the Unit.

Unit Maintenance Fields

Listed below is the explanation of the various fields in the data
entry screen:

Building 1D: Thisisthe ID for the building of which this unit will
be a part. If you have not entered in any buildingsin the Building
M aintenance screen, you can put in the ID of the building you
want, and the system will then prompt you to add this building. If
you select Yes, then the system will display the Building

Accounting for Windows Property Management - 695



Maintenance screen. Y ou can then enter in the building
information.

Unit ID: Thisisthe field where you will enter in the unit'sID. You
will need to use different IDs for each unit in the building.

Y ou will seethat the window has multiple tabs to allow you to enter
additional information.

Unit Information

Thisis the tab where you will enter in the information about the
unit. Also,on thistab, you have the option of entering in the
maintenance history of this particular unit. The fields are as follows:

Rent: Thisfield allows you to enter the unit’ s rent. Y ou can change
this when you move the tenant in, or at any other time.

Period: Thisfield alows you to enter the period for which you
want to charge rent. The options are:

Daily

Weekly
Biweekly
Semi-Monthly
Monthly
Quarterly
Semi-Annually
Annually

Thisfield can also be changed when move a tenant into this unit.

Classification: The classification field is the field you would use to
describe the type of unit it is. For example, 2-br Apartment isa
classification that you can use for a two-bedroom apartment or
15x20 Space for storage space in your complex. Thisfield alows
you the flexibility of customizing the system to suit your needs.
Thisfield is aso used when you wish to raise or lower the rents of
your units. You are able, from the Raise/L ower Rents menu option
in the P/M drop-down menu, to specify a classification of units or
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which to modify rents. Therefore, if you just want to raise rents on
2-bedroom units, and you have set the classification to 2BR, you
will then specify thisin the Raise/L ower Rentswindow to affect
only those units.

A Important Note: For the Raise/L ower rents option to work
properly, al units should be classified consistently. For example, if
you are using 2BR then you cannot classify some unitsas 2 BR and
others as 2-BR. All units with two bedrooms must have the same
exact classification.

Squar e Feet: Enter the size of the unit. The size of the unit is
measured in square feet.

Telephone: If you have a phone installed in the unit, enter the unit’s
phone number in thisfield.

Tenant List: One or more tenants can occupy each unit. In order to
have a tenant occupy a unit, you can simply move atenant into the
same unit. For more information on moving a tenant into a unit,
refer to page 712.

A complete list of al the tenants occupying the current unit displays
in this area of the screen. The Tenant 1D, name, balance, and their
lease expiration date is displayed.

al

TIF! | For detailed information on atenant, you can double click on
the Tenant 1D. The program will then display the Tenant
M aintenance screen with detailed Tenant information.
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Custom Fields

Unit Infarmation

r" Unit Maintenance B

Building D Buiding Mame [ Ghurshil Vilage Apartments | Linit 10| |

| Unit Motes | Mairtenance |

[Undefined1 ] | [Undefiness || |
[Undefinedz ] | |Undetinedz || |
Click here to [ - -
change the name |Undefined 3 | | | |Undef|ned g | | |
of the field
[Undetineds ] | |Undetineda || |
|Undefineds || | [urdefines1o || |

|ESav&-F4I Bnclose-ESCI '@rDeiete-Fsl QEIrowse-Fsi

€€ pev | iz 3> |

On the second tab labeled Custom Fields, you have ten fields that
allow you to enter additional information for this unit. In other
words, you can specify whether a unit has afireplace, a patio, or

pool access.

-

TTIP! | The field labels are customizable, by smply clicking on the

labels. Once you have done this, you can enter in anew label
definition. When you press Enter, or Tab, or click elsewhere with
the mouse, the system will then replace the previous label with what
you have just entered. When you Save the unit, the program will
then ask you if you want to save the custom labels.

698 - Property Management

Accounting for Windows



Unit Notes

'" Unit Maintenance x|
Building ID Building Mame | Churchill Wilage &pariments | Unit 1D |
Lnit Information | Custom Figls  Unit Notes |Maintenance |

B
H
Hgave-ml Er\GDSE-ESCl ﬁEDelﬁe-FBI QElrowse-FSl << Frev | Tdewt I I

On this tab page, you have the option of entering any notes you may
have or need for this unit. These notes are specific to each unit so
that any notes you have on one unit will not show up in the Notes
tab for another unit.

Maintenance Information

Thislist alows you to put in any maintenance history for a unit that
needs to be tracked, i.e. painting or floor cleaning. This grid alows
for ease of tracking a particular unit’s maintenance history. Y ou can
put in the date of the maintenance work done, the description of the
maintenance work, as well as the amount that was charged for the
maintenance. If you need added notes, for each maintenance line
there is a button in the last column labeled Notes, which alows you
to put in any extra notes needed for the maintenance work that has
been done.
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Tenant Maintenance

Y Tenant Maintenance

Tenant I Tenant bame Anne Miler |
Put the building ID Tenant Infarrmatian | Custom Fields | Tenant Motes | Transactions |
here so that you
can run income EMEEN0NE S0 GrK Prone X Late Fee [| Department |[ Leaze Expire Date
statement by each B05-532-91M 1-800-456-4123 1 & o 08M 7000
building. Fax E-Mail Address Balance  |[Last Chrge |[Last Pymnt

805-032-9174

W Uss Aternate Sddress:

10000 | oanzmasa|  fd

Aoldress| 3656 Yilage Ave. #9

Deposits Mowed In Peloved Out

0.00 010119558 Ll

City | Moorpark | stete Camments

i 93021 country] ] Pays with check from city

Buildling Idd
Building Mame

an1 Unit Id | 3656-09 | |

Churchill ¥illage Apattments | |

[H5ave-ra IE;“CIose-Escl '@'Delete—FBl&ﬁl'uwse-?S €€ Frev | Newt 2> |

Creating a New Tenant

Step 1

Step 2:

Step 3:

Step 4:

Select the Tenant M aintenance option from the P/M
menu. Place the cursor on the Tenant ID fied.

Typeinthe new ID to add in the Tenant 1D field and
press Enter.

Complete dl the fields for the Tenant. A detailed
description of all the fieldsis on page 701.

Click on the Save-F4 button to save the Tenant ID.

Editing a Tenant

Step 1

Make sure that the cursor is on the Tenant ID field. Type
inthe Tenant 1D you wish to edit. If you do not know
the Tenant ID, click on the Browse-F3 button to list the
Tenant IDs on the screen. Select a Tenant ID from the
browse list. Press Enter on the Tenant ID field.
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Step 2:

Step 3:

All the fields for the Tenant display on the screen. You
can change dl the editable fields. Y ou can only change
the ID of an existing Tenant from the Change Tenant
ID menu option.

Click on the Save-F4 button to save the Tenant.

Deleting a Tenant

Step 1

Step 2:

Step 3:

Make sure that the cursor ison the Tenant ID field.
Typeinthe Tenant ID you wish to delete. If you do not
know the Tenant ID, click on the Browse-F3 button to
list the Tenant IDs on the screen. Select a Tenant D
from the browse list. Press Enter on the Tenant ID field.

All the fields for the Tenant display on the screen.

Click on the Delete-F8 button to delete the Tenant ID.

Tenant Maintenance Fields

Listed below is the explanation of the various fields in the data
entry screen.

On this screen, you will enter in the information for your tenants.
Thefirgt fields are the Tenant I D, which the system will use to
track your tenants, and the Tenant Name, which can be up to
thirty-five characters long.

Y ou will seethat the window has multiple tabs to allow you to enter
additional information.

Tenant Information

On thistab, you will enter in the vital information for your tenant.
The following lists the information you are able to enter in on this

Sscreen.
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Home Phone: Thisfield allows you to enter in the home phone
number for the tenant. Thisfield also has an Extn number field that
allows you to enter in an extension for this number.

Work Phone: Thisfield allows you to enter in the work phone
number for the tenant. Thisfield also has an Extn number field that
allows you to enter in an extension for this number.

Fax: Thisfield alows you to enter in the Tenant’s fax number (if
available).

E-Mail Address: Thisfield alows you to enter in the Tenants e-
mail address (if available).

Alternate Address: Thisis acheck box that allows you to specify
if you want to enter in and use an aternate address, such asa
mailing address, for this tenant. If you check this box, the following
fields will be available:

Address
City
State

Zip Code
Country

Unit Information: If the tenant occupies a unit, the Building I D,
Building Name, and the Unit 1D information will automatically

display.

Late Fee: This option allows you to set a L ate Fee code for your
tenants. This code alows you to specify how much will be charged
to your tenants when their payment is overdue.

A Important Note: Late Fee codes are set up under the option
Late Fees- Set up L ate Fees of the property management menu.
For more information, refer to page 733.

702 -

Property Management Accounting for Windows



Department: Thisfield is used to post to the correct department in
General Ledger. If you wish to print separate income statements for
each building in G/L, you should enter the Building ID in thisfield.

A Important Note: If you wish to create a separate income
statement for each building, you must type the Building ID (which
this tenant will occupy) in the Department field. If prompted to add
the Department, select Y ES and add the Department I1D. For more
details, refer to page 686.

Deposits: Thisfield will display the total of al the Deposits
Received less any Deposits Refunded back to the tenant.

Balance: Thisfield will display the current balance of the tenant.

Last Charge: Thisfield will display the date on which the last
charge was applied to the tenant.

Last Payment: Thisfield will display the date on which the last
payment was applied to the tenant.

Expires (Lease Expiration Date): Thisfield will display the lease
expiration date of the tenant. Y ou can change this if required. You
can also change this field when you move a tenant into a unit.

Moved In: Thisfield will display the date on which the tenant
moved into the unit.

Moved Out: Thisfield will display the date on which the tenant
moved out of the unit.

Comments. There are three fields available for brief comments
about atenant. If you need to store more information, then you will
need to use the Tenant Notes tab of this window.
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Custom Fields

'" Tenant Maintenance
Tenant ID Tenant hlame: Anne Milsr |
Tenant Information  Custom Fields |TenantN0tes | Transactions |
|Ph0ne Service | |Yes | Lu_nggfined B | | |
| fdetinedz || | |undefinear || |
|Undetinegs || | [undefineds || |
Click here to |undefineds || | [Undefineds || |
change the name
of the field | i
|Undetineds || | [Undefined 1o || |
[HlSave-re IE;“CIDSB-ESCI W Delete-F5 I &HI'UWSE-FSI €€ Prev I Hest 32 |

On the second tab labeled Custom Fields, you have ten fields that
alow you to enter additional information for this tenant. In other
words, you can specify whether a tenant has children, or pets.

-

TTIP! | The field labels are customizable, by smply clicking on the
labels themselves. Once you have done this, you can enter in a new
label definition. When you press Enter, or Tab, or click e sawhere
with the mouse, the system will then replace the previous label with
what you have just entered. When you Save the tenant, the system
will then ask you if you want to save the custom labels.
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Tenant Notes

T Tenant Maintenance E3
Tenant ID Tenant Name Ane iler |

Tenant Informatian | Custom Fields  Tenant Notes |Transacti0ns |

08171999 11:29:14 AM = Asked for lease to be singend tamaorrou ;I

<]

Hsave-ra |E7nCIose-Escl '@'Delete—FSlG\Brﬂwseﬂl €< Prev I Mest >3 |

On this tab, you have the option of entering any notes you may have
or need for this tenant. These notes are specific to each tenant so
that any notes you have on one tenant will not show up in the notes
tab for another tenant.

Transactions

Y Tenant Maintenance
Tenant I Tenant bame Anne Miler |
Tenant Infarmation | Custom Fields | Tenant Motes

Trans# Diste Type Comment Deposit  [&mount -

132 05/19/1999 |Deposit Receive Dep 100000 0.00
131 03191399 |Payment Payment 0.00 -7a0.00
130 05471993 |REMT ChargeBil 0.00 895,00

¥

[H5ave-ra IE;“CI-::SE-ESCI '@'Dele‘te—FBlﬂ\Bl'uwse-FSI €€ Frev | Newt 2>
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Thistab will list al the transactions for the tenant in date-
descending order. The deposits list in a separate column from the
regular tenant transactions. Y ou can double click on a specific
transaction to view that transaction’s details.

Payment Method Maintenance

The Payment M ethod Maintenance screen will alow you create
Payment Codes for your tenant payments. Y ou can create payment
methods to specify on the payment screen asto how the tenant paid

for the transaction. Some examples are

American Express
Check

Cash

Cashiers Check
Diners International
Discover

Master Card
Money Order
Other

Visa

M Payment Method Maintenance

= B3

PaymentiD[ ¢ |

Description | Check

™ Credit Card
POS Paymenrt Link [{8g=e

5ave-F4 I ¥ CancelFs IE;-“CIDSE-ESCI '@Delete-FE | O\Elrnwse-Fsi

From the P/M menu, choose Setup and select Payment M ethod
Maintenance. Y ou can create your own new Payment codes or edit

the existing ones.
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The following fields are available on the Payment Method
Maintenance screen:

Payment I1D: Thisisthe ID for the Payment Code. Y ou select a
code for the payment method on the Payment screen.

Description: Thisis the description for your internal use only.

Credit Card: Check this box if the payment method is credit card
like Visa, MasterCard, €tc.

Customize P/M Statements

This option alows you to customize your statements by:

Enabling or disabling the printing of specific information.
Changing the label caption.

Changing font style or size.

Moving the fields.

The following are items of information are customizable:

Form Title, Company Address, Bill To Address, Statement Date,
Customer ID, Amount Enclosed, Payment Separator, Transaction
Date, Description, Debits, Credits, Balance, Statement Text, Total
Due.

Thereis also the option of printing a company logo on the
statement. Y ou can choose your own graphic. (Supported image
types are: BMP, GIF, and JPG)

Preview Button: Thiswill display a sample output of the statement
to the screen.

Edit: This alows you to move the fields. See the Customize
Invoice Form - Level 3 Customization in the Order Entry
Chapter for more information.
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A Important Note: For the purposes of technical support, we
only support the ability to move fields around. Other features, if
available in this module, are not supported by technical support.

Reset: will return the statement to its original format before any
customization.

OK: will apply any changes made.

Cancel: will abort any changes made.

Change Building 1D

This option alows you to change a Building I D and have the
change cascade to al the associated files, wherever the ID is used.
Y ou can access this option from the Setup submenu.

T, Change Building 1D

Any changes you make are final. The changes will also be reflected in the associated files. We recommend that
yiou Reindex and Backug the data before you proceed.

This Process Is Irreversible. Please Backup Data !

Erter the ID to be changed: || Qj

Erter the replacement for the abowve D

—|[The change will be effected in the following files]
PMWBLDGS DEF Phlkd AINT DEF FMWTENANT DEF PRMUNITS DEF REGISTRY DEF

0K -Fa | }(Cancel-Fs!

A Important Note: Thischangeisfinal and cannot be undone.
We recommend that you reindex and backup the data before you
proceed. These features are available under File > Data Utilities >
Backup Data Files and/or Reindex Data Files. Before you begin
any of these procedures — Backup, Reindex, or Change ID —you
must ensur e that no other workstation is running the application
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over the network and that no other copy of the application is
running on the local machine.

Change Unit 1D

This option alows you to change a Unit 1D and have the change
cascade to all the associated files, wherever the ID is used. Y ou can
access this option from the Setup submenu.

The screen is almost identical to the previous Change Building ID
screen.

A Important Note: Thischangeisfinal and cannot be undone.
We recommend that you reindex and backup the data before you
proceed. These features are available under File > Data Utilities >
Backup Data Files and/or Reindex Data Files. Before you begin
any of these procedures — Backup, Reindex, or Change ID —you
must ensur e that no other workstation is running the application
over the network and that no other copy of the application is
running on the local machine.

Change Tenant ID

This option alows you to change a Tenant | D and have the change
cascade to all the associated files, wherever the ID is used. Y ou can
access this option from the Setup submenu.

The screen is almost identical to the Change Building I D screen.

A Important Note: Thischangeisfinal and cannot be undone.
We recommend that you reindex and backup the data before you
proceed. These features are available under File > Data Utilities >
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Backup Data Files and/or Reindex Data Files. Before you begin
any of these procedures — Backup, Reindex, or Change ID —you

must ensur e that no other workstation is running the application
over the network and that no other copy of the application is

running on the local machine.

P/M Setup

This option is used to set up the default setup information for the

Property Management module

Pl Sedings |TBH1 Wessages | Id Soring ]

[Urifts Oefaults]

Periocd {Porhky -

JTenant Oefaults]

Leie Fee Code | O E.- |

—fRuidiing DeTais]

Deserpion 1or First Recirnng Emry |F:Ell't I

G Aceount Defaults]

Depozt Checkbook |11010

Rereal neaiie | 440710

Unedepaaied Casy ({1400

Unpald Ceposts. | 23050

Urpead Crecibs: | 23050

Hast Traraclion ket | 133

Fedundeble Deposl: | 2500
Accoums Recaivabie: {1900

Labe Fee InERme: | 41 050
Eed D Arooiat | s2een

[saue 4 | Dctazaese] Opeonse 1| Ereerooms |

P/M Settings

Period: Thisis the default billing period for the unit’s recurring

charges. The choices are:

Daily

Weekly
Biweekly
Semi-Monthly
Monthly
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Quarterly
Semi-Annually
Annually

Late Fee Code: Thisisthe default Late Fee Code that is
designated when new tenants are created. The default ID isO —
which means that no late fee will be charged. For more information
on late fees, please refer to page 733.

Description For the First Recurring Entry: When you create
recurring entries, thiswill be the default description for the first
recurring entry.

Account Defaults: These are the account defaults used to post
journal entries to the Genera Ledger. These accounts are listed if
you do have the G/L Module installed.

Account Name Default Account Account Type
Number

Deposit Checkbook 11010 Cash

Rental Income 41010 Income

Undeposited Cash 11100 Cash

Unpaid Deposits 23050 Other Current
Liability

Unpaid Credits 23060 Other Current
Liability

Refundable Deposit 23010 Other Current
Liability

Accounts Recelvable 12010 Accounts Recelvable

Late Fee Income 41030 Income

Bad Debt Account 52320 Operation Expenses

Next Transaction Number: Enter the next transaction number in
thisfield. This number will be automatically assigned and
incremented when you create a new transaction.
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Text Messages

These fields define the text or message you want printed on the
footer of the Statements. Y ou can enter two text lines. Each line can
be up to 30 characters long.

ID Sorting

Y ou can determine how each of the following IDs are sorted on the
Browse screens and reports:

Building I Ds
Unit IDs
Tenant IDs

Y ou can select alphanumeric sorting (default) or numeric sorting.
Y ou should use numeric sorting if the I Ds will have numbers only.

Move Tenant In

I Move Tenant In I
Tenant IC: |01 |Kisik Kim |
Move tenant into a Builing 10 l:| | |
unit and set lease Uit -
expiration date. it \—1 | |
O L e =T |
oo = | |
et ot [ o =
i
|l

Expiration Date: | osr20r2000 =

Mext Payment Due: | 05/29,/1999 E

|

Outstanding Balance: 0.o0

ES&'«E—M' E;r\clljse-ESCl QEruwse-FSI
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Overview

The purpose of this option isto move any prospective tenant into a
unit. When you move atenant into a building, you will be able to
create Recurring Chargesfor that tenant. A recurring chargeisan
amount that you bill your tenant on aregular (weekly, monthly etc.)
basis. A common example of arecurring chargeis rent charges.

Y ou can setup an unlimited number of recurring charges for the
tenant you are moving in. In addition, you can receive a deposit
from the tenant.

Steps to Move a Tenant In
Step 1. Select the Move Tenant In option from the P/M menu.

Step 2. Typeinthe Tenant ID for the tenant you wish to move
in. If you do not know the Tenant ID, click on the
Browse button and select atenant from the list.

A Important Note: If you have not yet set up any tenants, you
can enter in a Tenant 1D anyway, and then system will then prompt
you with a dialog box asking if you want to add this tenant. If you
specify Yes, the system will then bring up the Tenant

M aintenance screen so that you can enter the tenant information
into the system.

Step 3:  Next, typein the Building I D of the building into which
you are moving this tenant. If the building exists in your
database, the system will then display the building’s
name and address on the screen. If you do not know the
Building 1D, click on the Browse button and select a
building from the list.
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A Important Note: If you have not yet entered any buildings, you
can enter in aBuilding I D, and the system will then prompt you
with adialog box asking if you want to add this building. If you
specify yes, then the system will then bring up the Building

M aintenance screen, allowing you to enter in the building
information.

Step 4:  After entering the Building ID, you should enter the
Unit ID. Thisisthe unit occupied by the tenant. If you
do not know the Unit ID, click on the Browse-F3 button
and select aunit from thelist.

A Important Note: If you have not entered any units for this
building, you can enter in a Unit 1D and the system will prompt you
with adialog box asking if you want to add this unit. If you specify
yes, then the system will then bring up the Unit Maintenance
screen, alowing you to enter in the unit information. The system
will not alow you to enter in a unit from another building until you
change the ID entered into the Building field.

Step 5:  Enter the Move-In Date. Thisis the date the tenant
occupied the unit. Y ou are able to change this date if you
need.

Step 6:  Enter the Period. This field automatically comes up with
the period that had been entered in the Unit
M aintenance screen, but can be changed if needed. The
choices for the period are Daily, Weekly, Biweekly,
Semi-Monthly, Monthly, Quarterly, Semi-Annually and
Annually.

Step 7. Enter the Rent Amount: Thisfield will automatically
come up with the rent that has been set up in the unit
file, but you are able to override this figure with a
different rent.

Step 8:  Enter the Expiration Date of the lease. The default date
will be one year from the move-in date. Y ou can change
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Step 9:

thisif required. In addition, if there is no expiration date,
leave this field blank.

Enter the Next Payment Due Date. Thisfield will
automatically come up with a date that is one month
from the move-in date, but you can change this to suit
your needs. The default Next Payment Due Date
calculation is based on the Period you select and is
calculated as follows:

A Important Note: “Base Date” refers to the Move-1n Date.

Weekly:
Bi-Weekly:

Semi-Monthly:

Monthly:
Quarterly:

Semi-Annually:

Annually:

“Next Payment Due Date” dateis 7
days from “base date”

“Next Payment Due Date” date is 14
days from “base date”

If “base date” is between the 1st and
14th of the month (inclusive), then the
“Next Payment Due Date” date isthe
15th of the current month. If “base
date” is between the 15th and end of
the month (inclusive), then the “Next
Payment Due Date” date is the 1st of
the following month.
“Next Payment Due Date” date isthe
beginning of the next calendar month.
“Next Payment Due Date” date isthe
beginning of the next calendar quarter.
If the “base date” is between January 1
and May 31 (inclusive), then the “Next
Payment Due Date” date is June 1. If
is between June 1 and
December 31 (inclusive), then the
“Next Payment Due Date” dateis
January 1 of the following year.
“Next Payment Due Date” dateis
January 1 of the following year.
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A Important Note about Outstanding Balance: Thisisanon-
editable field that will show if the tenant has a balance pending, i.e.
the tenant moves from one unit to another unit.

Step 10:  Click on Save-F4 button to complete the Move In
process.

The system will then bring up the Enter/Edit Recurring Tenant
Transactions screen with the rent information. This allows you to
set up the recurring transaction for Rent. Thiswill aso allow you to
enter in any additional recurring transactions that the tenant may
have. For more information, refer to page 728.

Move Tenant Out

'" Move Tenant Out I
Move tenant out at __ |
any time. Tenant ID; |E|1 | |

Buildlirg ID: |

I

Unit 10

Mowve In Date:

|
|
|
|
Expiration Date: |

|
|
|
:I |_
Rent Amont: |: \_I I:I
[ ] |
|

Outstanding Balance:

haree Ot Date: | 062901999 | Resson:

Save-F4| E;r\GDSE-ESCl QEIruwse-FSi

The M ove Tenant Out screen is used to move a tenant out of a
building and unit.
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Why Do You Need to Use This Option?

The purpose of this option is to remove a tenant from a unit. When
you move atenant out, the recurring transactions for the tenant are
deleted. When you generate recurring transactions, this tenant will
not be included. In addition, you cannot enter any future
transactions for this tenant.

Steps to Move a Tenant Out

Step 1

Step 2:

Step 3:

Step 4:

Step 5:

Select the Move Tenant Out option from the P/M
menu.

Enter the Tenant 1D of the tenant who needs to be
moved out. If you are not sure about the Tenant 1D, click
on the Browse-F3 button to list the tenants and select the
Tenant ID. At this point, Tenant’s name, Building ID,
Unit ID address, move in date, expiration date, rent
amount, and outstanding balance display.

Enter in the date on which the tenant moved out. The
program will automatically come up with the current
date. If the move out date is not the current date, you can
changeit.

In addition to the move out date, you will be able to put
in the move out reason. The move out reason
information can be up to thirty characters long.

Click on the Save-F4 button to move the tenant out.
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Raise or Lower Rents

Raise or Lower
rents at one time

M. Raise or Lower Rents

—I¥ Single Building

Building Ib: [ 001 |

VET:

Include Lnits With:

Rernt Aboyve:
Rert Below: # Cancel-F5

Classifications| || QBrowsers

4 |23
.; g
x

(-3 Raiseilowear by fixad armount: $
" Raizeilower by percentage; %

Y ou can use this option to raise or lower rents on a group of units. If
you need to change the rent for a specific tenant, you should use the
Enter/Edit Tenant Transactions option. Raise or Lower Rentsis
an option that you can use for all buildings or just a single building.

Steps to Raise or Lower Rents

Step 1:

Step 2:

If you wish to change the rent for all buildings, then skip
this step. Otherwise, to restrict the rent changeto a
specific building, check the Single Building box. Y ou
then enter the Building I D. Enter the Building ID of the
building for which the rents are to be raised or lowered.

Enter the Rent Above/Rent Below information. This
allows you to enter in criteriafor units for which you
want to raise rents. For example, say you want to
raise/lower rents on units that have a rent above $500.00,
but less than $1000. To achieve this, you can then
simply put 500 in the Rent Above field and 1000 in the
Rent Below field. Then the system will only raise/lower
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rents on units that have rents above $500.00 and below
$1000.

Step 3:  Enter the Classification. Thisfield alows you to specify
for which classification you want to raise/lower rents.
For example, if you want to raise or lower rents on units
with a classification of 2BR, then you would specify this
here and the program will then only raise or lower rents
on units with a classification of 2BR.

A Important Note: If the Single Building check box is not
checked, the program will raise/lower rents on all buildings and
units that meet these criteria.

Step 4:  Enter the Raise/L ower by fixed amount. Thisisthe
added amount that you want to raise/lower the rents. For
example, in order to raise/lower rents by $100, you
would enter in 100. Y ou can also raise/lower rents by a
percentage of the current rent. If you chose to do so, you
must first select the button for this option. Next, enter
the Raise/L ower by percentage. For example, in order
to raise/lower rents by 5%, you would enter in number 5.

Step 5:  After entering the criteriafor raising/lowering rents,
click on the Raise button to raise the rents. Inversely, in
order to lower the rents, you will need to click on the
L ower button.

A Important Note: The system will only raise/lower the default
rents on the units, but will not affect the tenant’ s recurring rent
entries. If you need to change a tenant’s rent, you will need to go
into the Enter/Edit Recurring Transactions option and change the
recurring entry.
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Enter/Edit Tenant Transactions

1T Enter/Edit Tenant Transactions
—{[Transaction Number]-

[Other Information]

ilclirgy 1C Unit IC
130 1 Dm/E' " 1610-02 Churchill Yillage Spartments
Create t_enant_ —[Transact e]— Tenant Id Tenart Name Balance 57500
transactions like fe-time Charge 30 Michael Les
|-
charges, paymeﬂtS,/ * paymert Diater Diescription Last Chrg.
deposits etc. ("~ Credit Adjustment 10/24/2000 | S| Pavment
" Concession Cash AR, Lazt Pymnt. | 10/2442000
11010
{~ Receive Deposit
e - Armourt Payment Method_ CardiCheck # [Exp. Date
= e 575.00 | Check [=]| 23z X
apelisbepiottione Byailahle Credits | Unapplied Smount
" lssue Refund 0.00 57500
Trans & Date Amount] Paid to Datel Paid on Bal| Bal. Due Description
I= Posted Save—F4 | #Cancel-fs !B-r\ChJSE-ESCi @'Delete—FB | QElrowse-Fai

Creating a New Tenant Transaction
Y ou can create a new Tenant Transaction as follows:

Step 1: Do not enter a number in the Transaction Number
field. The program will automatically determine the next
Transaction number.

Step 2:  The cursor will be at the Transaction Type field. You
can now fill in the Tenant Transaction information. An
explanation of the fields on the Tenant Transaction
screen is available at page 722.
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Editing a Tenant Transaction

You can edit a previoudy saved (but unposted) Tenant
Transaction asfollows:

Step 1.  Placethe cursor in the Transaction Number field.

Step 2. Typein the Transaction number to edit. If you do not
know the Tenant Transaction number, you can click on
the Browse-F3 button to bring up alist of Tenant
Transactions currently on file. Y ou can select a Tenant
Transaction from thislist to view or to edit it.

Step 3:  Pressthe Enter key.

Step 4:  The Tenant Transaction display on the screen. You can
now make changes to the tenant transaction aslong as it
has not been posted. Click on the Save-F4 button to save
the changes.

Deleting a Tenant Transaction

You can delete a previously saved (but unposted) Tenant
Transaction asfollows:

Step 1.  Placethe cursor in the Transaction Number field.

Step 2. Typein the Transaction number to delete. If you do not
know the Tenant Transaction number, you can click on
the Browse-F3 button to bring up alist of Tenant
Transactions currently on file. Y ou can select a Tenant
Transaction from thislist to view or to edit it.

Step 3:  Pressthe Enter key.
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Step 4: The Tenant Transaction displays on the screen. You
can now delete the tenant transactions as long asiit has
not been posted. Click on the Delete-F8 button to delete
the transaction.

Tenant Transaction Fields

There are several types of transactions you can create on this screen.
These different types of transactions share some common fields.
They are listed below, followed by information specific to each
transaction type.

Transaction Number: When entering a new transaction, you
should leave this field blank. When you save the new transaction,
the system will automatically assign the next available transaction
number. The next transaction number that will be assigned can be
changed on the P/M Setup screen.

To edit an existing transaction, enter the Transaction ID and click
on Enter. If you want to browse the existing transactions, click on
the Browse-F3 button. Note that the cursor must be on the
Transaction Number field for the browse to work.

Transaction Type: Select the type of transaction that you are
entering. After you Save the transaction, you will not be able to edit
the transaction type. To change the transaction type of an existing
transaction, delete and re-enter the transaction.

Building ID/Unit I1D: If you enter aBuilding ID and a Unit ID, the
Tenant ID will automatically display.

Tenant | D: Enter the Tenant | D to which the transaction is
associated. If you want to browse for a tenant, press F3 or click on
the Browse button. Note that the cursor must be on the Tenant 1D
field for the browser to work. When you select a Tenant 1D, the
Building ID and Unit ID automatically display. After you Save the
transaction, you will not be able to edit the Tenant ID. To change
the Tenant ID, delete and re-enter the transaction.
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Tenant Name: Displays the name of the tenant that is associated
with the Tenant ID.

Date: Enter the date of the transaction.

Description: The text for new transactions will be pre-filled based
on the type of transaction selected. To change the text, type in a new
description.

The following describes each of the transaction types, and the
remaining data-entry fields available based on the transaction type
selected. Note that the G/L accounts that are pre-filled in the data-
entry fields are based on the G/L accounts that are located in the
P/M Setup screen.

One-Time Charge

G/L Accounts: The program will ask you for the following type of
G/L accounts: Accounts Receivable and Income.

The grid will show all transactions that have been entered for the
Tenant excluding the transaction that is currently being
entered/edited.

Amount: Enter the amount of the one-time charge. Thiswill
increase the balance owed by the tenant.

Payment

G/L Account: The program will ask you for aG/L Cash
(Checking) account.

The grid will show all outstanding charges for a customer. The Paid
on Bal. column is used to distribute the payment to the open
charges.

Amount: Enter the amount of the payment. After entering an
amount, the payment will automatically be disbursed to the open
chargesin the grid. If the payment amount exceeds the balance
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outstanding for the customer the excess portion of the payment will
be considered as an “unapplied credit” and will be available in the
future for disbursement.

Payment Method: Enter whether the payment was cash, check, etc.
The payment types are setup in the Payment Method Maintenance
screen.

Card/Check #: Enter the credit card number or check #, if
applicable.

Exp. Date: Enter the expiration date of the credit card, if applicable.

Available Credits: The total amount of unapplied credits that the
tenant has available. To disburse the unapplied credits, you will
need to check the box that is labeled Apply Open Credits. (Note
that the check box Apply Open Creditsis not visible when the
available credits field lists 0).

Unapplied Amount: The payment amount plus available credits
that have not been disbursed.

Credit Adjustment or Concession

G/L Account: The program will ask you for a G/L Expense
account.

The grid will show all outstanding charges for a customer. The
Paid on Bal. column is used to distribute the credit adjustment or
concession to the open charges.

Amount: Enter the amount of the credit adjustment or concession.
After entering an amount, the credit will automatically be disbursed
to the open charges in the grid. If the credit amount exceeds the
balance outstanding for the customer the excess portion of the credit
will be considered as an “unapplied credit” and will be availablein
the future for disbursement.

Available Credits: Normally when you enter a credit or a payment,
you apply it against a charge. When a credit or a payment is not
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applied against a charge, it becomes an unapplied credit. Thisfield
displays the total amount of unapplied credits that the tenant has
available. To disburse the unapplied credits, you will need to check
the box Apply Open Credits. (Note that the check box Apply
Open Creditsis not visible when the available credits field lists 0).

Unapplied Amount: The credit amount plus available credits that
have not been disbursed.

Receive Deposit

G/L Accounts: The program will ask you for the following type of
G/L accounts: Cash and Refundable Deposit.

The grid will show all transactions that have been entered for the
Tenant excluding the transaction that is currently being
entered/edited.

Amount: Enter the amount of the deposit.

Payment Method: Enter whether the deposit was cash, check, etc.
The payment types are setup in the Payment Method Maintenance
screen.

Card/Check #: Enter the credit card number or check #, if
applicable.

Exp. Date: Enter the expiration date of the credit card, if applicable.

Return Deposit
G/L Account: The program will ask you for a G/L Cash account.

The grid will show al outstanding deposits for a tenant. The Paid
on Bal. column is used to distribute the return deposit to the open
deposits.

Amount: Enter the amount of the return deposit. After entering an
amount, the return deposit will automatically be disbursed to the
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open depositsin the grid. The amount of the return deposit cannot
exceed the total amount of deposits received less any prior return
deposits. The amount of deposits available to be returned is shown
in the Available Deposits field.

Check Type: Select the type of check that is being used for the
return deposit. If you select Computer Check, then you will be
required to Print the check prior to posting the transaction to G/L.
If you select Manual Check, then the only requirement is that you
enter a Check Number.

Check Number: If the check type is Computer, then thisfield is
disabled, and the check number will be assigned at the time the
check is printed using the Print Refund option in the /M menu. If
the check type is Manual then just enter the Check Number .

Available Deposits: Thiswill display the maximum amount for the
return deposit transaction. It is calculated by taking the total amount
of deposits received, less any return deposit transactions.

Apply Dep. to Charge
There are no G/L accounts required for this transaction type.

The grid will show all outstanding charges for a customer. The Paid
on Bal. column is used to distribute the deposit(s) to the open
charges.

Amount: Enter the amount of depositsto apply to the open charges.
After entering an amount, the return deposit will automatically be
disbursed to the open depositsin the grid. Note that you must
completely apply the amount entered to al open charges. If there
are not enough charges for the amount entered, you will need to
decrease the amount entered.

Available Deposits: Thiswill display the maximum amount for the
return deposit transaction. It is calculated by taking the total amount
of deposits received, less any return deposit transactions.
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Issue Refund
There are no G/L accounts required for this transaction type.
The grid will not have any transactions listed.

Amount: Enter the amount of the refund. The amount of the refund
cannot exceed the total amount of credits available to the tenant.
The amount of credits available to be refunded is shown in the
Available Credits field.

Check Type: Select the type of check that is being used for the
refund. If you select Computer Check, then you will be required to
Print the check prior to posting the transaction to G/L. If you select
Manual Check, then the only requirement is that a Check Number
be entered.

Check Number: If the check type is Computer, then thisfield is
disabled, and the check number will be assigned at the time the
check is printed using the Print Refund option in the /M menu. If
the check type is Manual then just enter the Check Number .

Available Credits: Thiswill display the maximum amount
available for the refund transaction. It is calculated by taking the
portion of payments and credits that have not been disbursed to
charges.
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Enter/Edit Recurring Tenant Transactions

This is Recurring Entry
#1. There is one
recurring entry for this
tenant.

This option alows you to create Recurring Chargesfor atenant. A
recurring charge is an amount that you bill your tenant on a regular
(weekly, monthly etc.) basis. A common example of arecurring
chargesisarent charge. Y ou can setup an unlimited number of
recurring charges for atenant. To set up arecurring Concession, just
make the amount negative.

The Generate Recurring Charges option will actualy bill the
tenant for the recurring charges (e.g. Rent, Maintenanc, etc.) and
increase the Tenant’ s balance.

T": Enter/Edit Recurming Tenant Transactions I
Tenant T |DS | Tenant Mame |Anne Millet |
Building ID | 001 | Building Mame | Churchill Vilage Apartments |
Uit ID' | 36:56-09 | Class |2 Bedroom |
Description Amount Period Mext Due Date
NGent £50.00 | Morthly =][11172000 [
Moxete-fa| €€ Frev | Mew 3> | e T
i ot = 12010 41010

\ Save-F4| @CIDSE-ESC! O\Elrnwse-Fsl

!Recurring Entry 1 aof 1
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Creating a New Recurring Transaction
You can create a new Tenant Transaction as follows:

Step 1. Typeinthe Tenant 1D for whom you wish to creste the
recurring transaction. If you do not know the Tenant 1D,
click on the Browse-F3 button to display the Tenant
List. Select a Tenant from the List. Press Enter on the
Tenant ID field.

Step 2: The cursor will be at the Description field. Y ou can now
fill in the Recurring Transaction information. An
explanation of the fields on the Recurring Transaction
screen is available at page 730.

Editing a Recurring Transaction
You can edit a previoudy saved Tenant Transaction as follows:

Step 1. Place the cursor in the Tenant ID field. Typein the
Tenant ID for which you wish to create the recurring
transaction. If you do not know the Tenant ID, click on
the Browse-F3 button to display the Tenant List. Select
a Tenant from the List. Press Enter on the Tenant ID
field.

Step 2:  Thefirst recurring transaction displays. If thereis more
than one recurring transaction, you can click on the Prev
and the Next buttons.

Step 3:  When the Recurring Transaction you wish to edit is
displayed, make the changes you require, and click on
the Save-F4 button.
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Deleting a Recurring Transaction
You can delete a previously saved Tenant Transaction as follows:

Step 1.  Placethe cursor in the Tenant ID field. Typeinthe
Tenant ID for which you wish to delete the recurring
transaction. If you do not know the Tenant ID, click on
the Browse-F3 button to display the Tenant List. Select
a Tenant from the List. Press Enter on the Tenant ID
field.

Step 2:  Thefirst recurring transaction displays. If thereis more
than one recurring transaction, you can click on the Prev
and the Next buttons.

Step 3:  When the Recurring Transaction you wish to delete
displays, click on the Delete-F8 button.

Fields for Recurring Transactions

When you select avaid Tenant 1D, the system will display the
Tenant’s name, Building ID, Unit ID, and Classification (e.g. 1BR,
2BR, etc.). The screen will aso display the first recurring entry for
the tenant, if any.

In order to add a new recurring entry, you will need to click on Next
button until you get to a blank entry. Now, with a blank entry
screen, you will then be able to enter a Description for the recurring
entry you are adding, as well as the Amount, the Period you want
the recurring charge to appear for, and the Next Due Date. The
default Next Due Date calculation is based on the Period you select
and is calculated as follows:

A Important Note: Base Date refers to today’ s date.

Weekly: Next Due Dateis 7 days from “base
date”
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Bi-Weekly: Next Due Dateis 14 days from “base
date”

Semi-Monthly: If “base date” is between the 1st and
14th of the month (inclusive), then the
Next Due Dateis the 15th of the
current month. If “base date” is
between the 15th and end of the month
(inclusive), then the Next Due Date is
the 1st of the following month.

Monthly: Next Due Date is the beginning of the
next calendar month.
Quarterly: Next Due Date is the beginning of the

next calendar quarter.

Semi-Annually: If the “base date” is between January 1
and May 31 (inclusive), then the Next
Due Dateis June 1. If the “base date’
is between June 1 and December 31
(inclusive), then the Next Due Date is
January 1 of the following year.

Annually: Next Due Dateis January 1 of the
following year.

You will aso be able to change the default Debit and Credit
accounts. These are set up from the Building M aintenance option.
The default Debit account is 12010 — Accounts Recelvable, and
the Credit account is 41010 — Rental Income.
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Print Recurring Tenant Transactions

After having entered in any recurring entries, you can then print
them using this option. Shown below is a sample of this report.

Property Management Recurring Transactions Report
ZLand
11988 Challenger Court
Moorpark, CA 93021-2071

Transaction Description Period Next Due Amount
1 Neal Singleton
RENT Monthly 09/02/98 1500.00

Lawn Maintenance Monthly 09/02/98 50.00
TOTAL CHARGES: 1500.00

2 Darren Kiley
RENT Quarterly 09/10/98  3500.00
Lawn Maintenance Monthly 09/02/98 50.00
TOTAL CHARGES: 3550.00

TOTAL RECORDS: 4 TOTAL CHARGES: 5100.00

Generate Recurring Tenant Transactions

Y, Generate Recuring Tenant Tranzactions

Entter Biling Date: [06/2a11 999 ||

o Ok -Fa I }(Eancel-FSl

Using this option, the system will charge your tenants for the
recurring entries that you have set up depending on the Next Due
date of the recurring transaction. The system will create transactions
in the active transaction file for your tenants and if you need, you
can edit them from the Enter/Edit Tenant Transactions screen.

The program will ask you for the billing date, and if the Next Due
date (on the recurring transaction) falls after the Billing Date, then
the program will not generate that recurring transaction, but
continue on checking for other transactions that do fall within the
Billing Date.
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Late Fees

The Late Fees option alows you to bill your customer for overdue
payments. The Setup L ate Fees option alows you to set up the
Late Fee Codes. In the Tenant Maintenance screen, you can
associate a tenant with aL ate Fee Code. The Generate L ate Fees
option will then charge a late fee to your tenants that meet the
criteria.

Setup Late Fees

% Setup Late Fees I
Apply to Balances

Set up, charge, and Late Fee CDdE:I 1 H‘ cue by 300.00
—

track late fees

hhn-:FrfﬁT?Charge Diaily Charge | Start Day |

25.00 N
Debit GIL Acct|Credit GiL Acct.
€€ Prev | Mew 33 | 21010 41030

5ave-F4| @Clnse-EscI O\Elrnwse-Fai

The Setup L ate Fees screen alows you to select the late fee you
want to charge.

Step 1. Select aL ate Fee Code. There are nine pre-set Late Fee
Codes (1t0 9). Each Late Fee Code has its own settings
to determine how the tenant will be billed alate fee. You
can change the settings for each of these nine codes.

Step 2. Select aperiod for the late for the |ate fee charge. Late
fees can be charged on aDaily or aMonthly basis.

Step 3:  Enter aCharge amount. Thisisthe amount that the
tenant will owe if they are late in making payments.
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Step 4. Select the Start Day. Thisis the day of the month from
which the program will start applying the late fee. When
you run the Gener ate L ate option, you will be asked for
a Post Late Fee Date. This Late Fee Code will be
applied only if the Start Day is equal to or less than the
Post L ate Fee Date.

For example, if the Start Day is 5 and the Post Late Fee
Dateis 10" of August, then the Late Fee Code will be
applied. However if theif the Start Day is 5 and the Post
Late Fee Date is 4™ of August, then the Late Fee Code
will not be applied.

Step 5:  Enter the Balance Amount Above amount. This amount
is the minimum balance before the late fee can be
charged. For example, if you set this for 500, the system
will not charge atenant this late fee if the tenant has an
outstanding balance of 450. However, if you have a
tenant that has an outstanding balance of 550, then the
system will charge the tenant this late fee.

Step 6:  Enter the G/L Posting Accounts. The default Debit
account is 12010 — Accounts Receivable. The default
Credit account is 41030 — Income from L ate Fees.

Once you have setup the Late Fee Codes, you can how go to each
Tenant’s screen (Tenant Maintenance option) and associate each
tenant with a Late Fee Code. If atenant will not be charged alate
fee, then set the Late Fee Code to 0. Use the Generate L ate Fees
option to charge the late fee to the tenant accounts.

A Important Note: You can set up both a monthly and a daily
late fee for the same Late Fee Code if required.
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Generate Late Fees

When you select this option, the system will charge your tenants a
late fee if the tenant falls with in the criteria specified in the Setup
L ate Fees screen. If the tenant does not fall within these criteria,
then the tenant will not be charged alate fee.

MY Generate Late Fees I

Enter date to post lste fees: 05291999 P
Usze tenart balance a= of. | g9 999 H: @I

Ok - F4 | }(Eancel-FSl

Step 1:  When you run the Generate Late option, the program
will ask you for aPost L ate Fee Date. This Late Fee
Code will be applied only if the Start Day is equal to or
less than the Post Late Fee Date.

For example, if the Start Day is 5 and the Post Late Fee
Date is 10" of August, then the Late Fee Code will be
applied. However if theif the Start Day is 5 and the Post
Late Fee Date is 4™ of August, then the Late Fee Code
will not be applied.

Step 2. Click on OK to charge the late fee to the tenant
accounts. In order to charge atenant the late fee, the
tenant must be associated with alate fee in the Tenant
M aintenance option.

A Important Note: If necessary, you can edit the late fee
generated from the program using the Enter/Edit Tenant
Transactions screen.
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Print Refund Checks

This option is used to print Refund checks to be issue to your
tenants. In order to issue a Refund Check to a tenant, the tenant
must have either a Deposit Amount to be refunded or an unapplied
credit balance on file. Here is how you can issue a Refund Check to
a Tenant:

Step 1

Step 2:

M Print Refund Checks I

MOTE: The check date iz hased

Fi T 4
I on payment transaction date.
Checking Account 11010 NOTE;?n;}r
Starting Check MNumber 9560 lt-:lll'-l.z:k:can i
printed.

Starting Trans. Mumber | FIRST LPT

Ending Transz. Mumkber LaST

Parallel Prirter
part for Checks-

—{Margin in inches]

Tap Margin I 0.0000 3: Ledt Marginl 0.0000 3:

The marging can range from 0" to 1" only.

Send Output To : To purchase forms or get free zamples

call Zland.zom Forms at
1-800-2-BUY-F ORKMS

=l

Ok - F4 | }(Eancel-FSl ESlFreeFarms |

From the P/M menu select the option Enter/Edit
Tenant Transactions.

If you areissuing arefund for a tenant deposit, then
select the Return Deposit option. If you are issuing a
refund for an unapplied credit that the tenant has on file,
then sdlect the | ssue Refund option. The Maximum
amount you can refund will be listed as Available
Deposit/Credits under the Check Type field. You
cannot issue arefund greater than this amount.
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Step 3:  Next type the Tenant I D, Date, Description, and the
Amount of the refund. Press the Save-F4 button to save
the transaction.

Step 4: From the P/M menu select the option Print Refund
Checks. Place the check formsin your printer. Set the
output device to Printer. Press the OK -F4 button to print
the checks. These checks are automatically saved in the
Bank Manager for bank reconciliation and checkbook
balance tracking.

Form Styles

The form style determines how the check will look when it prints.
Y ou can choose from the following Check Styles:

Checks Available from ZLand Forms

Style#

Description

4600

Plain Paper MICR Check for optional MICR
Module- Purchase blank Security Check
style#49083 without any printing on it.

49083

Check (Laser) (8.5” x 11"). Parts Available: 1

86103

Check (Dot Matrix) (8.5” x 7" Detached). Top
Stub. Parts Available: 1 or 2, carbonless

86913

Check (Dot Matrix) (8.5” x 7" Detached). Bottom
Stub.

86933

Check (Dot Matrix) (8.5” x 7" Detached). Top
Stub.

86953

Check (Dot Matrix) (8.5” x 7" Detached). Top
Stub. Parts Available: 1,2 & 3, carbonless

772511

Double Window Envelope for checks with safety
tint pattern
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Ordering Forms

You can order the Preprinted Forms like checks, invoices,
statements, W-2, and 1099 forms from our national supplier ZLand
Forms.

A Important Note: This program is designed to print on forms
supplied by ZLand Forms only. Y ou may have alignment problems
with forms supplied from a different manufacturer. We guarantee
compatibility only with forms supplied by ZLand Forms.

For information on ordering forms or FREE SAMPLES, please
refer to the on-line Forms Brochure included with the program. Y ou
can order the Preprinted Forms like checks, invoices, statements,
W-2, and 1099 forms from our national supplier ZLand Forms. For
placing an order or obtaining FREE FORM SAMPLES, ZLand
Forms can be reached at:

(800) 2-BUY FORM S

Post P/M Transactions

When Do | Select This Option?

Y ou should select this option after you have entered al the
transactions for the month.

What Should 1 Do Prior to Selecting This
Option?

Prior to selecting this option, you must do the following:

1. Print the Tenant Aging report to ensure that all the datais
correct.
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2. Backup dl the data files from the Backup option in the File
menu. In case of an unwanted or an incorrect posting, you will
then be able to restore from this backup using the Restore
option in the File menu.

What Does This Option Do?
To Post, select the Post Transactions option from the P/M module.

When you select this option, the program will ask you to confirm
that you want to continue with this process. Click on OK to
continue or Cancel to abort the process.

The program will display the posting date, which will be the system
date from your computer. All the transactions will be posted to the
month in which this date falls. If you want to change the date, you
may do so at this point.

Pleaze make sure you have made backups of all your DATA files befare running this
ProcEss.

Post Transactions To This Date in General Ledger>>= (1031 /2000 j: EI

—{ Posting Options ]
{* iPozt ALL Unposted Transactions!
" Post Bry Date Range

Starting Trans. Date jf .I
Ending Trans. Date :i', .I

" Post By Transaction Range

Starting Trans. Mumbet FIRST
Ending Trans. Mumker LAST

REMINDER:

Ok - F4 | }(EanceI-FSI Backup | Backup before
posting.
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Y ou can choose the following posting options:

Post All UnPosted Transactions: This option will post all
transactions that have not been posted before. This option isthe
default choice.

Post By Date Range: Y ou can choose to post transactions that have
the transaction date in the date range you specify. Use this option to
post a part of the unposted transactions. This option is useful if you
have transactions for multiple periods and you wish to post
transactions that fall in a specific period only.

Post By Transaction Range: Y ou can choose to post transactions
that have the transaction number in the range you specify. Use this
option to post a part of the unposted transactions. This option is
useful if you want to post a single transaction or a group of
consecutive transactions.

A Important Note: This processisirreversible and should only
be done once you are sure the transactions are correct. If you have
made a mistake after posting, you will then need to correct the
tenant’ s information by creating an adjusting transaction in the
Enter/Edit Tenant Transactions screen.

The following points describe the actual posting process in detail.

Tenant Transactions of the type Payments and Receive
Deposits are posted to the Select Payments to Deposit option.
Thisis done so that you can consolidate all your depositsinto a
single deposit in the checkbook.

Details of all the debits and credits are posted to the general
ledger. This posting may be viewed from the Enter/Edit G/L
Transactions option. The Journal Entries created have the
Journal Source as PM to signify that this posting originated
from the Post Transactions option in the Property
Management Module.

740 - Property Management Accounting for Windows



The Journal Entries created in G/L are as follows:

type Cash. Obtained
from PIM Setup.

Type Debit Account Credit Account
Recurring Accounts Receivable | Rental Income —
Charges —12010. Obtained 41010. Obtained
from PIM Setup. from Building
Maintenance.

Late Fees Accounts Receivable | Late Fee Income —
—12010. Obtained 41030 of the account
from PIM Setup. type Income.

Obtained from P/M
Setup.

One Time Accounts Receivable | Rental Income —

Charge —12010. Obtained 41010. Obtained
from PIM Setup. from PIM Setup.

Payment Checkbook account | Accounts Receivable
— 11010 of account | -12010. Obtained
type Cash. Obtained | from Company
from P/IM Setup. Setup.

Credit Account Entered on | Accounts Receivable

Adjustment Transaction (e.g. —12010. Obtained
Bad Debt) — 52320 | from Company
of account type Setup.

Operationd
Expense. Obtained
from P/IM Setup.

Receive Deposit | Checkbook account | Refundable Deposits
— 11010 of account | —23010 of the

account type Other
Current Liability.
Obtained from P/M

account type Other
Current Liability.
Obtained from P/M
Setup.

Setup.
Return Deposit | Refundable Deposits | Checkbook account
— 23010 of the — 11010 of account

type Cash. Obtained
from PIM Setup.
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Deposit Payments to Checkbook

Thisoption is used to select individua payments made by your
tenants and to consolidate them into a single deposit. Let us say you
deposit your payments to the bank on adaily basis. Y ou may
receive several payments from your tenants during the course of the
day. At the end of the day, you would normally make only one
deposit to the bank.

The purpose of thisoption is:

1. Allow you to take al the payments for the day (or any other
period of time) and create a single deposit into the checkbook
reconciliation screen. When you reconcile at the end of the
month, you would then have a single deposit to match up with
the bank statement — instead of trying to match individual
payments to deposits.

2. You can print adeposit transaction report. Many banks will
accept the report dong with the deposit. Y ou may check with
your bank if they will accept this report. Thiswill save you time
in manually completing a bank deposit slip.

Select Payments to Deposit

This option will list the individual payments you have received
from your tenants. Y ou can mark or tag these individua payments
and consolidate them into one deposit in the checkbook.
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Consolidate
payments from
P/M, O/E, A/R, and
POS and into one
deposit

1% Salect Papments To Depost
Eck Cepeztiuminr | 51 | psea[ozcanes Chacking focourt. 17070
Customer D Compzny tlsms Bayment Mocs e & Dot Cepost Aml | Warg | =
1114 ALASHS ELECTRONICE SR SO0255  |OES0H 256 1530
11E3 ALLED ELECTROMICS INC 9907133 |02E0H 508 Rt
1147 COLLMER SEMEODLICTOR] SE050  |0SA0 208 SH1T5
1186 CEVEY INET OF TECHTY SE0T2d | Oka0H 22 s
1346 Becironic ksl 990956 |0=0E0H 52d 185
e PATICHAL PIST OF TECHND S35 |OSkE0H 208 AR5
1068 PRESCOLITE CUTDICR WFG 01276 | O3EE0H 228 e
-
Tols 10577 20
[¥ Puted
ii{-=-='"' ] HCarcelFs i@ChE-Esnl _|_ Uelsefr lqmtﬁl

Here are the steps to follow:

Step 1

Step 2:

Step 3:

Step 4:

Step 5:

Step 6:

Leave the Deposit Number field blank. The program
will automatically assign a deposit number. Press Enter
on the Date field or enter in adifferent deposit Date per
your requirements.

Select the Checking account for which you want to
display the payments. Press the Enter key.

If you wish to make a single deposit for all the
payments, click on the Select All button. Otherwise,
checkmark the paymentsin the Mark column
individually.

Click on the Save button to save the transaction.

Print the Deposit transaction report to list the deposit
details.

Post the Deposits to the checkbook. This step creates a
deposit in the checkbook reconciliation screen.
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Deposit Transaction Report

Deposit Transaction Report
Joe Smith & Company

8876 Broadway Avenue

Moorpark, CA 93021

Acct: 11010 - Checking Account 1
Bank: First City Bank
From: 08/23/1999 to 08/23/1999

Customer 1D Company Sour ce Of Deposit SourceTrans Source Date Deposit
Js

John Smith Property Management 54578 08/23/1999 190.00
NW Nancy Walker  Property Management 55487 08/23/1999 9298.13
BR Bill Rode Property Management 56984 08/23/1999 47923.70

Total For Deposit:  57411.83

Post Deposits to Checkbook

When you select this option, the program will create a deposit in the
checkbook reconciliation screen.

The program will display the posting date, which will be the system
date from your computer. All the transactions will be posted as a
deposit for that particular date. If you want to change the date, you
may do so at this point.

Y ou will be asked to confirm if you want to continue with this
process. Click on OK to continue or Cancel to abort the process.
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Process NSF/Bounced Check

This option will create the appropriate transaction entries for non-
sufficient funds (NSF) checks.

™ Process NSF/Bounced Check (=]
-{ List Payments for ... ]

Important Mote: The service fee listed
" Customers ¥ Tenants

helow iz used to create a transaction that

: & the customer will nesd to pay, s0 that you
MEF Transaction Date
M can recover fees for the bounced check.
List Payments for Tenant IO 20 To create the NSF fee charged by your
G Income Account (for Service Fee) | 42050 s it e e T
Select | Service Fee Date Desc. for NSF Check Desc. for Service Fee Armourt Checking ACL“_“
v 25.00 (100 62000 [MNEF Check - M=F Fee 7 12000011010

L 1 |

Ok - F4 I }(Cancel-FsJ

Step 1.  Enter the NSF Transaction Date for the check.

Step 2. Enter the Tenant ID for the tenant for whom you would
liketo List Payments.

Step 3:  Enter the G/L Income Account number to record the
revenue for the service fee.

Step 4. Click on the Select box next to the payment that was
returned for NSF.

Step 5:  The date of the payment transaction displaysin the Date
field of the grid.

Step 6:  Enter the Description for the transaction created to
offset the NSF check.
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Step 7. Enter aDescription for Service Feg, if you are charging
one.

The original Amount of the transaction and the G/L
Checking Account number associated with the payment
display in the next two fields.

Step 8: Click on Ok to process the NSF transaction or Cancel
to abort it.

Thefollowingisalist of the transactions that will be created for
NSF checks. These transactions will handle both accrual-basis and
cash-basis accounting methods:

Transaction #1: A one-time charge is created for the amount of the
NSF check. The default G/L accounts will be as follows:

G/L Acct Debit Credit
A/R (12010) NSF Check Amt.
Income (41010) NSF Check Amt.

Transaction # 2: A service chargeis created in Bank Manager for
the amount of the NSF check. The default G/L accounts will be as

follows:

G/L Acct Debit Credit

Income (41010) NSF Check Amt.

Cash (11010) NSF Check Amt.

Transaction # 3: (If an amount was entered for the service fee). A
one-time charge is created for the amount entered for the service
fee. The default G/L accounts will be as follows:

G/L Acct Debit Credit
A/R (12010) Service Fee Amt.
Income (42030) Service Fee Amt.
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Property Management Reports

This option has a submenu, which lists all of the reports available to
you for the Property Management system. Following isalist of

reports with descriptions of the report as well as a sample of the
report itself:

Building Listing

The Building Listing report will print the Building 1D, address,
number of units, vacancies, total square feet, and net square feet.

Building Listing Report
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

BuildingID Address Total Units Vacant Net Sq Ft Tot Sg Ft

1 Moorpark Estates 154 150 4 200000 198000
11988 Challenger Court
Moorpark, CA 93021
Phone: (805) 532-9171
Fax: (805) 532-9174

2 Moorpark Apartments 50 50 0 50000 45000
387 Zachary Avenue
Moorpark, CA 93021-2071
Phone: (805) 549-4189

Unit Listing

The Unit Listing report will list al of your units under the Building
ID. The report will give you the Unit ID, classification, rent,
telephone (in unit), and tenant name. If the unit is vacant, the system
will specify thiswith “*** VACANT ***” instead of atenant
name.
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Unit Listing Report

ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Unit ID BuildingID  Building Name Classification Rent Telephone Tenant

401 ME Moorpark Est  Apt 1200.00 805-555-1234 Neal Smith
100 PK Parker Apt Apt 1500.00 *R% \acant ***
101 PK Parker Apt Apt 1400.00 805-532-1111 Darren Kiley

Tenant Listing

The Tenant Listing report will give you alisting of your tenants,
their phone numbers, the date their lease expires, current balance,
and dtatus. If the tenant is currently residing in a unit, the system
will aso print the Building ID and Unit ID.

Tenant Listing

ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Unit ID Tenant Id-Name _ Telephone _ Balance Status L ease Expires

Building ID: PARKER  Building Name: Parker Apartments

Neal Singleton (805) 532-9171 805-555-1212 0.00 Current  09/02/2000
Darren Kiley ~ (805) 532-3333 805-555-3456  3500.00 Current  05/30/2000

Tenant Listing (Balances Due)

The Balances Due report will print you alisting of the tenants who
currently have a balance. The report will show you the tenants
name, phone number, lease expiration date, current balance, and
status. If the tenant is currently residing in a unit, the system will
then aso print the Building ID and Unit ID.
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Tenant Listing

ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Unit ID Tenant Id-Name _ Telephone  Balance Status L ease Expires

Building ID: PARKER Building Name: Parker Apartments
Neal Singleton (805) 532-9171 805-555-1212 467.00 Current  09/02/2000
Darren Kiley  (805) 532-3333 805-555-3456 600.00 Current  05/30/2000

Tenant Listing (Credit Balances)

The Credit Balances report will print you alisting of the tenants
who currently have a credit balance. The report will show you the
Tenants name, phone number, lease expiration date, current
balance, and status. If the tenant is currently moved in to a unit, the
system will then also print the Building 1D and Unit ID.

Tenant Listing

ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Unit ID Tenantld-Name __ Telephone  Balance Status L ease Expires

Building ID: PARKER Building Name: Parker Apartments
Neal Singleton (805) 532-9171 805-555-1212 -450.00 Current  09/02/2000
Darren Kiley  (805) 532-3333 805-555-3456 -500.00 Current  05/30/2000

Tenant Listing (Payment History)

This report lists the payments made by a tenant. Y ou can print this
report for arange of buildings, for arange of tenants, and for a
range of transaction dates. Y ou could also include moved-out
tenants in the report.

A Important Note: The report only includes payment
transactions. It does not include deposits and/or credit adjustments.
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Building Notes/Unit Notes/Tenant Notes

These reports print up the entered notes for Building, Unit, or
Tenant, respectively.

Building Notes

S i Building Notes -
Tama: #5563 Al &Ed Eleclionics
1ssr - Syrsteem il nestraur AL LLIE]
Kimmpsek 4 83001
1D om Churchil Viage A pariments
Motee 1 02000 - Publk: ahean Ml an et aped
TEHIEH0 02524 P - Entire baiding reparied
Unit Notes
Fosjiat Deales 18051 0 Notes Page 1
Themes $5:5747 Al EEd Eleemanics
ks Syt Rl st T9RE Wi Bt
Woarpank GA 93021
0= 161001 Bulding 14: b1

Motos 1000 TXE24T PH - Uit recarpebed

W 1002 Building Id: 001
M 161003 Bullding Id: 001
103 161004 Buliding Id: D01
W 161009 Buliding Id: DY

Mater AEHE000- Link oaibed
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Tenant Notes
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Unit Maintenance Report

Thisreport is available from the Report submenu. This report will
list the maintenance information for each unit. Y ou can enter this
information from the M aintenance tab on the Unit Maintenance
screen. You can print this report for arange of units or buildings.
This report will sort by Building + Unit. Each building will print on

anew page.
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Mailing Labels

When this option is selected, the system will print the mailing labels
for a selected range of buildings. The labels listing will print the
tenant’ s name, address (from Building M aintenance or the
alternate address from Tenant Maintenance).

Tenant Activity Report

The Tenant Activity Report will print alist of transactions sorted
by tenant number. The report will show the transaction number, the
description, the type of transaction, what accounts the transaction
will debit and credit, as well as the date of the transaction.
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Tenant Activity Report
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Deposit  Transaction
Trans# Date Type Description Posted Check# Amounts Amounts
Building ID: PARKER  Building Name: Parker Apartments
Unit 1D:101 Tenant ID: NS* Neal Singleton
1 01/04/1999  Receive Deposit Sec. Deposit N 456  1500.00
2 01/07/1999  Charge/Bill RENT N 1500.00
3 01/15/1999  Payment Payment N 457 -1000.00
Tenant Totals: 1500.00 500.00
Unit 1D:102 Tenant ID: DK * Darren Kiley
5 01/07/1999 _ Charge/Bill RENT N 321 1500.00
Tenant Totals. 0.00 1500.00
Building Totals. 1500.00 2000.00

Vacancy Listing

The Vacancy Listing report will print alist of the units that are

vacant. It will sort them by Building 1D, displaying this on the

report. Listed will be the Unit ID, classification of the unit, current

rent, and the telephone number.

Vacancy Listing Report
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Unit Classification Rent Telephone

Building ID: PARKER Building Name: Parker Apartments

101 Condominium 1500.00 (805) 532-1111
405 2BR Apt 750.00 (805) 532-2222
Building Total:__2250.00
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Move in Report

The Movein Report will print alist of tenants sorted by units, and
sorted by buildings. It will display the Building ID and name, then
the Unit ID and classification. After this, the program will then print
the date the tenant moved in, the lease expiration date, rent, any
deposits made, concessions, and the tenant’ s name. This report
conveniently prints the totals at the bottom of the report.

Move In Report

ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Unit ID Tenant ID-Name Classification Moveln LeaseExpires Rent Deposits Creditg|
Building ID: PARKER Building Name: Parker Apartments
101 Neal Singleton Apt 09/02/1999 09/02/2000 1500.00 500.00
101 Darren Kiley Apt 09/02/1999 (09/02/2000 1400.00 450.00
Building Totals: ~ 2900.00 950.00

Move out Report

The Move out Report will print alist of tenants, sorted by Building
ID, then by Unit ID. The report will list the Building ID, the Unit
ID, Classification, and tenant name. Once this has been printed, the
system will then print the move out date of the tenant, the movein
date, and the expiration date of the tenant’s lease. If the lease was
not fulfilled, the system will then display an “N” on the report, and
it will display a“Y?” if it had been fulfilled. Then the report will
print the rent, deposit, current balance, and reason for the tenant
moving out.

Move Out Report

ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Unit ID Tenant ID-Name _In Date Out Date  Exp.On Used MoveOut Reason Rent Deposit Balancel

Building ID: PARKER Building Name: Parker Apartments

101 JS-Jason Smith 01/01/1999 06/01/1999 12/31/1999 N New Job 500.00 450.00 395.00

102 NM-Nancy Myer  01/05/1999 09/01/1999 12/31/1999 N Relocation 500.00 450.00 0.00]
Total For Building PARKER: 1000.00 900.00 395.00
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Tenant Aging Report

The Tenant Aging Report will print alist of transactions sorted by
your Tenant IDs. This report will give you alist of transaction
numbers, the description, and the balance in one of four columns:

Current: This column will list dl transactions that are due
within the next thirty days of the report date.

Over 30: This column will list all transactions that are due
between 30-60 days of the report date.

Over 60: This column will list all transactions that are due
between 60-90 days of the report date.

Over 90: This column will list al transactions that are due for
more than 90 days of the report date.

Tenant Aging Report
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Trans. # Date Description 0-30 31-60 61-90 Over 90
Building ID: PARKER Building Name: Parker Apartments
Unit ID: 101 Tenant: NM — Nancy Mason Home Phone: 805-555-1212
Work Phone: 805-555-1212
1 01/01/1999  Security Deposit -150.00
2 01/04/1999 RENT 150.00
3 01/06/1999 Payment -200.00
Totals For Tenant NM: -200.00 0.00 0.00 0.00
Totals For Building: -200.00 0.00 0.00 0.00
Statements

This option is used to print statements for tenants. These statements
show the tenant transactions and balance due. In addition, the top
portion of the statement has the payment stub. The tenant can mail
this stub to you with the payment. The following fields are available
on the Report.
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There are three types of PM Statements:

Form Type | Description

49693 Laser Statement - for Use with Laser and InkJet
Printers (Pre-Printed Form)
86993 Dot Matrix Statement - for Use with Dot-Matrix

Printers (Pre-Printed Form)

4189 Print on Laser or Dot Matrix printers on plain paper

A Important Note: All statementsare 8.5" x 11" in Size

Statement Date: Thisthe date that will be printed on the statement
Tenants: Select the Range Of Tenants you want to include.

Transaction Dates: Thisis the range of dates for which
transactions will be listed. All balances prior to the FROM date will
be listed as “Balance Forward”.

Include Tenants with Zero Balances: Print statements for tenants
that have a Zero Balance on their account.

Print Payment Return Information On Statement: Thisis
VALID for Plain Paper 4189 Statements Only. Thiswill print the
“Amount Enclosed” and the detach line on the top of the plain
paper. On the pre-printed forms this information is already on it.

Rent Roll Reports

The following is an explanation of the Rent Roll reports.

A Important Note: By default, the report will only print
information for tenants that are currently residents. The Include all
Tenants check box alows moved-out tenants to be included on the
report. However, tenants that do not have any activity within the
specified date range will not show up on the report.
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What Are Concessions and How Do They Work?

Usually when you wish to credit a tenant (for a reason other than a
payment received), you create a transaction of the type Credit
Adjustment. This transaction is created using the Enter/Edit
Tenant Transactions. Credit Adjustments appear in the Credits
column on the Rent Roll Reports. However there is another type of
aspecid credit called Concessions. Concessions are usually used in
situations similar to the following scenario:

al

TIF!|Asan example, if you have a property manager who staysin
an apartment, which has a Rent of $650 per month, in many cases, a
part or al of thisrent iswaived. Thiswaiver is called a Concession.
In addition, you would most likely want to display the Rent and the
Concession separately on the Rent Roll Report.

Concessions can be entered by the following two methods:

Y ou can enter two Recurring charges for the tenant - One for
the Rent and the second for the Concession as a negative
amount. When you generate recurring charges, the program will
automatically create the Rent and the Concession for you.

If need be you can enter a Concession manually using the
Enter/Edit Tenant Transactions option. Let us say you want to
enter a Concession for $250.00. To do this, go to the
Enter/Edit Tenant Transaction option, create a transaction of
the type Concession and enter the amount as a positive amount
of $250.00.

Rent Roll Report (1)

The Rent Roll Report (1) will print alist of your buildings, units,
and tenants. This report will print alist of al rents, charges, atotal
of the two, any concessions, payments, current balance, beginning
balance, and ending balance. The system will aso total up these
columns at the bottom of the report for you. Listed below isa
detailed explanation of each field on this report.

Accounting for Windows Property Management - 757



Building - Rent Roll Report is printed in Building and Unit order.
Thisisthe Building 1D number.

Unit - Rent Roll Report is printed in Building and Unit order. This
isthe Unit 1D number.

Rent — Thiswill include any transactions from the Edit Tenant
Transactions screen that:

Are marked as acharge

The left four characters of the description are “ Rent”
The amount is greater then 0

Fit in the range of dates you selected for the report

Other Charges - Will include any transactions from the Edit
Tenant Transactions screen that:

Are marked as a charge.

The left four characters of the description are not “ Rent”
The amount is greater then 0

Fit in the range of dates you selected for the report

Total: Sum of the Rent and Other Charges

Concessions — Thiswill include any transactions from Enter/Edit
Tenant Transaction screen that were created as the type
Concession.

Credits— Thiswill include any transactions from the Enter/Edit
Tenant Transaction screen that:

Are marked as a credit adjustment
Fit in the range of dates you selected for the report

Payments — This will include any transactions from the Enter/Edit
Tenant Transaction screen that:

Are marked as a payment
Fit in the range of dates you selected for the report

Current Balance = Rent + Other Charges — Credits - Payments
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Beginning Balance: In the tenant file, there is atenant balance
field. The starting balance is the Tenant Balance - the Current
Balance

A Important Note: The Tenant Balance is the tenant balance as
of the time you began to run the report. It is not the balance as of the
range of dates for which the report is being run. If you were to run
this report for a month last year, it will only show the Rent, Other
Charges, Total, Credits, and Payments as of the dates you used for
the report. However, the Starting Balance will reflect the actual data
asitisnow.

Ending Balance - In the tenant file, there is a tenant balance field.
Thisfield is the amount of the Tenant balance owed to you now.

Rent Roll Report (1)
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Unit/Tenant Rent Charges Total Concessions Payments Current Beginning Ending

Building ID: PARKER Building Name: Parker Apartments

101* NS* Nancy 1500.00 0.00 1500.00 0.00 1000.00 500.00 0.00 500.00

102* JS* John 500.00 0.00 500.00 0.00  500.00 0.00 0.00 0.00
2000.00 0.00 2000.00 0.00 1500.00 500.00 0.00 500.00

Rent Roll Report (2)

The Rent Roll Report (2) will print alist of your tenants per
building. Thisreport will list al deposits that have been held, when
the tenant moved in, the expiration date of the lease, total rent, any
other charges, concessions, payments, security deposits aswell as
the current balance. This report will also total al of these at the
bottom of the report for you. Listed below is a detailed explanation
of each field on this report.

Unit — Rent Roll Report is printed in Building and Unit order. This
is the unit number.

Tenant — Thiswill print the tenant’s last name.
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Security Deposit Held — Thiswill include any transactions that:

Are marked as a deposit

Include any date the deposit was received, regardless of the
range of dates you selected for this report

The Security Deposit Held will not be included in any of the

payment or balance information from this column. It will only

be included if it isin the Security Deposit column, and was
received within the selected range of dates.

Move-In Date — Will print the date the tenant moved in
L ease Expires— Will print the date the lease expires

Rent Amount — Thiswill include any transactions from the
Enter/Edit Tenant Transaction screen that:

Are marked as acharge

The left four characters of the description are “ Rent”
The amount is greater then 0

Fit in the range of dates you selected for the report

Other Charges— Thiswill include any transactions from the
Enter/Edit Tenant Transactions screen that:

Are marked as acharge

The left four characters of the description are not “ Rent”
The amount is greater then 0

Fit in the range of dates you selected for the report

Concessions — Will include any transactions from Enter/Edit
Tenant Transaction screen that were created as the type
Concession.

Credits— Will include any transactions from the Enter/Edit
Tenant Transactions screen that:

Are marked as a credit adjustment
Fit in the range of dates you selected for the report

Payment — Will include any transaction from the Enter/Edit
Tenant Transactions screen that:

Are marked as a payment
Fit in the range of dates you selected for the report
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Security Deposit — Will include any transactions that:
Are marked as a deposit
Fit in the range of dates you selected for the report

Balance - In the tenant file, thereis atenant balance field. Thisfield
is the amount of the Tenant balance owed to you now.

A Important Note: The Tenant Balance is the tenant balance as
of the time you began to run the report. It is not the balance as of the
range of dates for which the report is being run.

Rent Roll Report (2)
ZLand

11988 Challenger Court
Moorpark, CA 93021-2071

Unit/Tenant Move-In L ease Deposit Rent Charges Concessions Credits PaymentsDeposits|
Balance
Building ID: PARKER Building Name: Parker Apartments

101* NS* Nancy 09/02/1998  09/02/1999 0.00 500.00 0.00 0.00 450.00 0.00  50.00,
102*JS* John 05/30/1998  05/30/1999 0.00 500.00 0.00 0.00 500.00 0.00 0.00
0.00 500.00 0.00 0.00 500.00 0.00 0.00

User Defined Report

The User Defined Report allows you to print areport that lists any
transactions you have in the system. For example, if you want a
report for al rents currently charged you would select the Rent

option.
User Defined Report
ZLand
11988 Challenger Court
Moorpark, CA 93021-2071
BuildingID _ Unit ID Date Tenant ID Tenant Name Transaction# Amount
PARKER 101 01/01/1999 NM Nancy Mason 111 1500.00
Total For Tenant NW: 1500.00
PARKER 102 01/01/1999 JS John Smith 112 1400.00
Total For Tenant JS: 1400.00
Total For All Tenants: 2900.00
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