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Introduction

About Yardi Voyager Residential

With Yardi Voyager Residential, you can manage prospects, applicants, and residents at multi-family

residential properties. This manual includes information specific to Residential Plug-in 1.2 for
Yardi Voyager version 70.8.

Notes

An information note provides background information. For example, it may explain how changes
made in one screen affect data that appears in another screen.

A caution note explains how to avoid a potential problem, or indicates that a process will cause
irreversible changes to your data.

A tip describes a way to get more from your software. For example, it may explain an alternative way to
perform a task.

Help

Most Voyager screens have a Help button for quick access to information about using the screen.



CHAPTER 1

Yardi Voyager Interface

In this chapter:

Voyager Online Help . ... e e e e 2
LOgging N 10 VOYager ...t e e e 3
Side Menu (Main MenU). . ...t e e e e e e 7
Menu Search ... 7
BV O IS . e 8
HiS Oy oo e e 9
Filter SCreens ... 9
Using Look-up Lists (POp-Uup LinKS) . ...t i e 13
Using the Drop-down List. . ...t i et e s 14
Using the Date Fields . ... ..o e e e e e e 14
Understanding Data SCreens ... ... i 15
Automatic Field Formatting . ... ..ot e e e e e 17
SIte SearCh . 17
HOt KOS, oo 19

This chapter provides information on how to effectively use the Yardi Voyager user interface. The
Voyager Web interface is composed of standard Web-based program elements including menus,
toolbars, buttons, data screens, and fields.



Voyager Online Help

Most Voyager screens have a Help button, which allows you to access information about the screen
and the procedure, which use it.
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Help button

When you click the Help button, the Help system opens in a separate window.
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Adjusting Deposit Accounting
After you post deposit accounting, you can change the deposit balance by adding new

charnges and credits,
To adjust deposit accounting
1 Onthe cashboard, click the Person Search b,
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2 Compiete the tad, as needed, and cick Search.

To close the Help window, click the X button in the top right corner.




Logging in to Voyager

In this section:

Using the Internet BroWser. ... ..o o e et e 4
Basic Voyager Screen Elements. ... i e e 5
UsSiNg The TOp MU ... e i e e e e e e e e e 6

To log in to Voyager

1 Open aweb browser.

2 Type the Voyager Web address (https://yardiaspla5.com/95566cambridge/pages/InvalidLogin.aspx)
into the Address field of the browser.

A CAMBRIDGE real estate services

YARDI VOYAGER® | &

For ndommation reganting your login, plosee
COMEC! YOuf S¢S DO esigllr

DORRBCATOrO0 TS (oM

The Voyager Login screen opens.

0 For help with your login, contact your Yardi Support Team at yardisupport@cresapts.com.

3 Complete the following fields:

User Name Type the user name, first letter of your first name followed by your last name. All lower
case with no spaces - Example: jdoe

Password Type the password provided by your system administrator.

Database Select the LIVE database

4 (lick Submit. A dashboard screen opens. A typical user would see either the Community
Manager Dashboard or the Leasing Consultant Dashboard.

The dashboard you see is determined by your user settings, which are established by your
system administrator.
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The Community Manager Dashboard is shown below.
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Using the Internet Browser

Voyager always appears in a browser window. The following diagram and table show Microsoft

Internet Explorer browser features that are pertinent to using Voyager. The same features are

available in other browsers, but might appear in other places.

I_ Forward button

~

Back button——aa |@ http://qawebvm14/708DOMESTIC/ O ~ & X

l & Yardi Systems, Inc. - Yardi V... %

)

{0 1¢ 808

File menu File Edit View Favorites Tools Help
M~ > =3 @l} v Pagev Safetyv Toolsv @~
I—Print button
File menu Specifies printing options from Page Setup (File > Page Setup) and Print (File > Print)
dialog boxes.
Back button Displays the previous program screen.

Forward button

only if you have already backed up at least one screen.

Displays the program screen ahead of the one you are viewing. This button is active

Print button

Prints the current browser screen. See the File menu for more printing options.

A\

not been updated. The same warning applies to

the Forward button.

A Web-based screen is only a snapshot of the most current program operation. If you perform a
program task and then click the browser’s Back button, you might go back to an old screen that has




Basic Voyager Screen Elements

The following diagram and table show some basic Voyager screen elements.

Menu Search

Help

Favorites

History

YARCNVOYAGER
I e o gm0
K} Community Manager Dashboard - Apple Orchard
-
4 \ Move in ¢ Totel Unity " : 3
R Move Ot ° Lessed LUnax " 0% —
B Cprsd Acconerg ¢ Ocoups Unts “ 3008 saitast ik Gt
R SRINEN B o U 0 bl oy Sooen o Acthwty
I paete Tats ° < ) R b >
+ Uit Pricng a Cote Ove = :"“*-“‘“"" e ™ et Shest ey Aporty
+ Crargas Uraviaared Lettes © A S s b " o Sew St R
 Poy ::::.:..::.:”0““ |; U Terales ° Syt Latinns Bas Crndt Dhich Chach
RE10m e ~ | TSN S
+ S Enpiring Nolume = 30 Sove P 3ecect Aoehne ] pr— [ -
Eaobed Ntoe o Tocar's Sewng .
chomerr s T On e ¢ R n S b
Py "ate Swaldy < Ponang Aophcwmora ] “wrelivy e Teralow et t
Peedoy oo b g cewie °
Carv plttnd WO Flbvwy ®
| Catenaer OwsAbasard Persam Search
Side menu Provides access to menu selections for performing tasks in Voyager.

Menu Search

Used to quickly find a menu item. Enter a word, phrase, or partial word in the search

box, and
Voyager immediately returns the matching menu items.
Top menu Provides access to menu selections for performing frequent tasks in Voyager.
Fly Out menu Provides access to specific tasks within a category.
Favorites Displays a list of menu items that you have designated as “favorites.” Select an
item to open the corresponding screen.
Site Search Used to quickly find Voyager records.

Search Results

Displays search results performed in the current session.

History

Displays a list of the menu items selected in the current session. Click on an item to
return to that screen.
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Using the Top Menu

The top menu provides access to frequently used tasks in Voyager, as well as links to the home and sys-
tem home menus. The top menu items can vary depending on what module and dashboard you
are using, although the Home, Filter, and Log Out links are always available.

YARDIVOYAGER

+ dspderex

s unt Srong
« Dvargme

« Poymeony

+ Papabiny

s S

Taend buca ey
Cre Ydu o
Swawcyletie U™
Avvast Corla Doe
Lietane ol ey
Saprvng Lounis (32
Ll el e
Ao s

Caprng MACue »
Lapwed Pobhcue

Mundeg Mabe Aaec
Mndng Wos M

Here are descriptions of some of the common links:

Roles Allows you to switch between dashboard views (for example, between the
Community Manager dashboard and the Affordable Manager dashboard). This
item only appears if your security settings allow you to view more than one
dashboard or menu set.

Home Returns you to your module’s home page. For example, if you are in a data screen in the
Manager module, click this link to return to the Community Manager home page.

Help When you click the Help button, the Help system opens in a separate window.

Log Out Logs you out of your database. The logged out screen appears. You can log in

again to the same database or a different one by clicking the link.




Side Menu (Main Menu)

Using the side menu, you can access most of the functions in Voyager. The side menu has two (and
sometimes three) levels. Click on a top-level item to open the second level. Move your cursor

over asecond-level item and a third level opens.

» Aralytes

» Reports Mave In =

» Resderts Move Ot Lz
Fd Resdent a2

b Rerters Imurance 3
Revew Ressdent Imael Batch 4

» Unk Pricing :
Add Resident Emad Banch J -

» Reverne Management =y oo AT Al 6

.

b Charges Review Lease Charpes >

» Paymerts

» Payables

» End Pencd A3 Foe Th Bt

P Feancfer Uret

e - Mmmvelnouesh

» Adreniatration A Non-Ressdent Lestee e 3

» Work Orders Loase Rerawal =

I:-:-w

» Purchasng Notce Functons

» Irventory Move Cut Fuacton

P Unt Asaets

Srhervuced Mand ey Tuesday
T Fabruary 11 12
I_Top level L—Second level I_Third level

In this manual, we describe menu selections in this manner: Select (Top Level) > (Second Level) >
(Third level). For example: Select Residents > Move-In Functions > Move In.

Menu Search

The menu search feature allows you to quickly find a menu item. Enter a word, phrase, or partial
word in the search box, and Voyager immediately returns the matching menu items.

Residents Move In
Assign Rertable Item Move Ot
Deposit A
Release Rentable ftem ’
On Notice|

In the example above, we entered the word “straight”and Voyager returned all the menu items related
to straight-lining.
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When you click the desired menu item, Voyager opens the corresponding screen.

YARDI
System Mome

» Aralytus

Sranart |mu03 Wias floces
» Repaorts ——————————

&s of | &
» Resadents

Pt Month
» Rencers inturance Destination | Screen L=

» Ut Py g

» Reverye Masagement

Satvrt e Helo

Favorites

When you click the Favorites icon, Voyager displays a list of menu items that you have designated as
“favorites.” Select an item to open the corresponding screen.

— Favorites icon

Favorites menu

February

Update Specials

Adding and Deleting Items on the Favorites Menu

To add an item to the Favorites menu, locate it on the side menu, and right-click. The Add to
Favorites box appears. Select it.

» Unit Pricing

» Revenue Management

Amenity Based Pricing (A Add to Favorite - Right-click and select Add to Favorites
» Charges Copy Unit Type Spe

Unit Rent Increase Add Hotkey
» Payments

To delete an item from the Favorites menu, right-click it and select Delete.

Find Person
Find Property

Update Specials

—— Right-click and select Delete

Delete

Assign Hotkey

The Favorites menu is linked to the user and the current menu set. Each user can build and maintain a
favorites menu for each Voyager module he/she uses.



History

When you click the History icon, Voyager displays a list of the menu items selected in the current ses-
sion. Click on an item to return to that screen.

Site Search

togout [

Find Property

Fiter

Home

Rentable Items Directory

Assign Rentable Item

The History feature only tracks items selected from the menu, not links from the dashboard. This is by
design.

Filter Screens

Filter screens enable you to find existing data records. For example, if you are looking for a
resident record, you select Resident > Find Resident, and a filter screen appears.

Resdent

Pressnty rescad2 Vilas Mores

Lot Narme

Telephone Nea.

Statue -

Lease Sxpives H 10~ ﬂ
Notes

Displey Rows 1000

Sudime Oey bl
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In the filter, you enter search criteria. When you click Submit, Voyager displays a list of residents that
match your criteria (the search results) and the first record in the list.

I—First record in the list I—Search results
l‘.Lu:’vﬂ! | Fusctions » Dala ~ Reporty v Res . w x
First Newe  Mansol “i Preperty In - Sow 10w entries Sonrche |
Last Name  Parez Ms. 'A‘
' Resxdert 10
Property
127 {C} - Perez, Mangal .
i . x T Salka, Jovce
Cy-5t-Zp Santa Bardens CA 93103 Prospect - '_;;_L-._';;::'.z
E-mas acfatc com Status
AR, F-oal

Legal
OMce Payment MetH

Mo,
c Payable Meth

Fax

Mebrie sJ8.r808 o $Sowing 1 10 10 of 98 entries

Many filters have no required fields. In some cases, it makes sense to leave a filter blank and click
Submit. The system displays all the records of that type on the left, and you can select which
records you want to see.

Other filter screens are used for functions. For example, if you select Resident > Resident Rent
Increase, a filter appears where you specify details of the rent increase.

The following is an example of a filter screen and some of its features:

,—Mandatory field
Tenant Rent Incraase
rescadl Pachc Palms
0001 385 Weod
Pop_up ||nk_ - 3 rentres Rert- Resddenbal
Rertt Inc mm/yy bz2013
Aot '2.5 ] —
i‘:;-d 0 '..I'l ' .--
|.eav. Exgeres 08/01/3013 B o 220 = I—Date field
Months ance last nc
Report Only Yes w/|
Drop-dOWn IiS‘t——:c'.'. natn Screen -
Suberst Qoo Helo
Drop-down list Displays a list of options to choose from. You can only choose one item from the list
at a time.
Pop-up link Opens a look-up list to search for codes that you want to review.
Mandatory field Fields highlighted in blue are required and must be completed before you can
proceed.

Date field Click the calendar icon to choose a specific date to complete the Date field.




Filter Search Results

When you use afilter to search, the results appear in a box in the main screen (they no longer appear

on the side menu).

Filter

Resident |
DIRperty rescalil VWias Flores
ey
Last Nawe
Teleshone Nos
Saatus Current z
Lease Expres - Spo
Nites
Disclay Rows [1000
Sube Coer Help

Search Results box

Search Results icen

-

.Sho- 0 |w] entries Search: [

A7 (L0 -
118  Ralk
1204 (C) - Frongk

Codea <

Peres. Manao -

Comne

WA (¢ 4

1207 (C) - Pack Ling i

Showing 1 to 10 of 38 entries

2 3 45 Rt Lt

You can minimize the results by clicking the Search Results Icon. The box disappears. The search
results persist, and you can bring them back by clicking the icon again.

Multiple Searches

Ifyou search for another item, the search results box retains the original search results and displays a

new tab for the second search.

Tab for new results

Tab for old
results
Urit
LRy rescat vilas Flores
Bulng
o
Notes

e
Cruzplay Rows (1000

Suberat

N
nem .

.Shcu w0 'amm-\

el - 1504
[:i:nﬁ 5. ]xﬁ\
el - 1000
(msgad - 110s
[ascaQ2 - A005
[ascad? - 110
[scaQ2 - 2007
[ascad? - 1108

Showirg 1 to 10 of 143 entrien

11
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A third search willresult in a third tab, and so on.

(oot [ ] e ¢ ~

a Show | 10 [+] entries Search:

Code s

rescall - Pacific Pal
r - Villas Flor

Showing 1 to 2 of 2 entries

To close a tab, click the “X” to the right of the name.

Refresh Button in Search Results

The Search Results box contains a Refresh button that will rerun the original search.

L] »

Refresh button—{ Show 10 [+] entries Search: [

No data available in table

Showing 0 to 0 of 0 entries

In the example shown above, we searched for the “1101” unit record. There were no results,
because the record had been given the wrong code. We then located the record and changed the
code.

X ,

n Show | 10 || entries Search: |

Search results after refresh Tesca02 - 1101

|
‘Showing 1 to 1 of 1 entries

Later on, we wanted to access the record. Instead of repeating the search, we just clicked the Refresh
button in the Search Results box, and the record appeared on the screen.
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Using Look-up Lists (Pop-up Links)
The pop-up link opens a new window that displays the codes you need to complete a particular field.

— Search field

Property x

Froperty -

Show 100 _oj entries Scarchk: ;rre::\-
" Code Descrgption
resonds Glen Park Apantments
resonl? Sonaverture Apartments

Showeng 110 2 of 7 esiiries

oK fd Hrtutes

Ifyou do not immediately know the codes you need, type the first characters of the codes or the
descriptions in the Search field. Click Find to display the results of your search. When you find the
codes of your choice, select the codes you wantand click OK. The field on the filterscreen is
completed with the codes you selected.

For efficiency, you can search for codes using a wildcard search. A wildcard allows you to use a symbol,
in this case the percentage sign (%), as a substitute for certain characters in a code. Here are a
couple of ways to demonstrate the wildcard search, using the Property pop-up list as an example:

® pa

Ifyou are looking for all properties that begin with the letters pg, include the percentage sign after
pa. Click Find and the pop-up list displays those properties for that search.

e palm

Ifyou are looking for all properties that contain the word palm, enclose the word in percentage signs.
Click Find and the pop-up list displays those properties for that search.

When you type the code of your choice, you willfind a description of that code to the right of the field
on the filter screen. This description will help you identify the code thatyou are using. The
followingis an example of a property code description.

Code description

Residential Lease Charges ‘

Property resca02 illas Flores

Tenant

Display Rows|1000

Submit Qear Help
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Using the Drop-down List

The drop-down list provides a list of options to choose from. When you click the down arrow, the list of
options appears. The following is an example of the Status drop-down list:

Status Current

Lease Expires
Notes Past

Display Rows Future

Eviction Drop-down list
Notice
Vacant

Using the Date Fields

Ifyou need to complete a Date field, the calendar icon comes in handy.

Tenant Rent Incraase

rescadl Pacic Palms

10001388 Wao?

rentres Rert- Resedenbal
Rertt Inc mm/yy loz2013
Aroure '2.5- aes
Tvpe % of Rertt w]
Round o 'i
Lvease Experes - 10 — Calendar
Months ance last nc ICOI’]
Report Only Ter - t
Desnateon Zcreen -

Suben Qoo Helo

When you click the calendar icon, a calendar opens showing the current month and year. The
current date is highlighted.

0 reb [v]201375] o

Su Mo Tu We Th Fr Sa

Current date

You can search through the months and years to find the date you need. Single arrows (<, >) move
the calendar one month forward or back. When you locate the appropriate date, click it to select it. The
calendar closes and the date field is filled in.
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Understanding Data Screens

In this section:

UsingtheJump To field . ... e e 16
Using the Search BoX . ...t i i e e e 16
Using the FUNCEIONS MeNU ... ..o e e e e e e e ee s 16
Using the Command BUttons. . ...t i e e e 16

Data screens store property management information, ranging from prospect, applicant, and
resident records to transaction records. Data screens are set up with the record navigation list on the
left side of the screen and the first record in the list displaying on the right side of the screen. You can
choose the records you want to review or update by finding the records through the navigation list
on the left. The following is an example of the Resident screen:

Functions menu

Jump Ta

Farsadenil fumitans | @ Duia Ragnts ® e Yo
b L x
o erge L ave Bl - —
_ tenert 1D MO0 MY Sannds
e Aderees S35 East Avmpamyy Shewer 1118 B |
- » p
» Payeline vt ®
» Solt-4enpege CHy 34 S Tevts Barhare CA 93433 PR 224
= & IRGASETAMR SR s — -
AL T e .
» Lo et .- ~
e = Pageem atton A -
» Lewem M m e d
e #4) 1354743
o Caremarniol Iratie Metox - ™
Faw
* Setay Moten Late Conmn 2 2
CANSt har
Rrn -, 1. - ’ L
: o | | 21 4% Sew It
» Saveew Cormomt
ety -
» A Ordew
b ot A T W Imu———a—n— s
* Driemert "oy " baw Lot 3140000 B % Owedtotl =
et T Owe Coy e P — wrace Meanot O
*» Bew Seh owe 2 OV S VI Toty! Charges ™S S Osndtotyd o
i
» Sertaces Lasem Sgn LT NOGNe ~tce —
M ¥ -
sate o Q0 VI0e Mive Ot - Oettoi =
Vday 0o
sete Te  CABWIOL) \amse Tane wa -
Lt Max # Duyps 13
wnvaen et ety (e
R M e 1O W0

Functions menu

Provides links to common functions that apply to the record type.

Jump To

Finds another record of the same type.

Command buttons The basic buttons used throughout data screens: New, Save, Delete, Cancel, and Help.

Search box Shows all or chosen records for the screen that you are on.
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Using the Jump To field

The Jump To field is located on the upper right hand corner of the screen. Ifyou need to find another
record of the same type, the Jump To field can locate the record quickly. From any data screen,
type the code you want to view and press the TAB key on your keyboard. The record displays on
theright side of the screen. You can only view one record at a time.

Using the Search Box

By default, the Search box appears on the right side of the screen. This box shows the available or
chosen items for that data screen. Use the scroll bar and navigation buttons to browse through all
the items on the Search box.

Click an item in the Search box to select it. It is displayed to the left of the Search box.

Using the Functions Menu

The Functions menu appears on many of the data screens and provides links to common
functions that apply to the record type. The specific functions that appear are related to the status of
the record. For example, if a resident’s status is future, the Move In function appears on the menu.
For a current resident, the Notice function appears.

Using the Command Buttons

The Command buttons provide the common functions to proceed in a screen. Examples are New,
Save, Delete, Cancel, and Help.
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Automatic Field Formatting

Throughout Voyager, there are several formatting conventions that the program applies to data you
type on the screen. For your convenience, Voyager converts the information appropriately.

Date For date fields, you do not need to type a forward slash (/) or dash (-) to complete the
date. Use the following formats as they apply to the date field: mmddyy, mmddyyyy,

mmyy, or mmyyyy.

Dollar sign For any fields that require dollar amounts, you do not need to type a dollar sign ($).

Email For any fields where you can include an email address, the program creates an active
link so that you can send an email message if necessary. This does not apply to the
Reports menu. Type the email address in its entirety, and the program makes the
link active (underlined, blue).

Percent sign (%) For any fields that require a percentage amount, you do not need to type a percent
sign (%).
Telephone number For any fields that require a telephone number, you do not need to include

parentheses () around the area code or a dash (-) between digits.

Time For any fields where you need to type the time, you do not need to include the
colon (:). The program formats the time appropriately. However, you do need to
type “AM” or “PM” after the numbers, for example, “900 AM.”

Site Search

The Site Search feature allows you to quickly find Voyager records.

Site Search Site Search

Reports Logout

You can search all records, or you can narrow your search to single record type.

Using a Search Code

In the following example, we were looking for a vendor record that started with “lum.” We entered
the search code for vendors, “V,” followed by a colon and “lum.”

earch string

Search results_ x

. Show 10 »:emr‘ﬂ Search: |

Vendor Coda Last Name

mbe- Seat Lumber Yard

Showing 1 to 1 of 1 entries

The search returned only vendor records.
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Searching Without a Search Code

If you search without a search code, Voyager looks at all the records in the database. In the
following example, we entered “que” and Voyager returned all the matching records: properties,
property lists, leases, and owners.

Search string

Search esuts —| TR )

. Show 10 --‘ entriey Searche |

Showing 1 to 1 of 1 entries

Each record type appears in a separate tab.

Search Codes and Columns Searched

The following table gives the search codes for each record type. It also lists the database fields that
are searched for each record type.

Record Type Search Code Table Columns Searched

Job Job Code, Description, Site Address, Site City, Site ZIP

Mortgage AP Mort Code, Description

Commercial Deal CommDeal Code, Description

Memo Memo Description

Bank Bank Code, Description

Tenant Resident Code, Last Name, Address 1, Address 2, City, State, ZIP
Code

Owner 0] Code, Last Name, Reg. No

DCF Analysis Dcf Code, Description

Unit U Code

Charge type ChargeType Code, Description

Contract Contract Code, Description

Vendor \% Code, Description

Account Acct Code, Description

Property P Code, Address 1, Address 2, Address 3, City, State, ZIP

Code
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Record Type Search Code Table Columns Searched

Fund_data Fund Code, Name

Customer Customer Code, Name

Contact Contact Code, Description, Company Name, Last Name, First

Name, Email, Address 1, Address 2, City, ZIP Code

Hot Keys

You can now create keyboard combinations for menu items. For example, if you frequently need to
review customer records, you could create a keyboard combination for the Review Customer screen.

To add a hotkey

1 Select the menu path (for example, Lease Administration > Customers > Review Customers).

2 Right-click the lastitem in the path. A box appears below the menu item.

» Unit Pricing

» Revenue Management Update

Specials \b

Copy Unit Type Spe

Add to Favorite

Add Hotkey Add Hotkey

Amenity Based Pricing
» Charges

Unit Rent Increase

» Payments

3 Select Add Hotkey. A window appears.

Update Specials x

Keyboard HotKey: [ALT=S

4 Add a keyboard combination by holding down the ALT key and typing a letter.

5 Click the Assign Hot Key button.

If there is a conflict with an existing keyboard combination, an error message will appear, and you
can select another combination.

Once the hot key has been created, you can use it instead of selecting the menu item.

Default Hot Keys

Two global keyboard combinations are included as defaults:

Alt+R Closes the Search Results window (or re-opens it, if it is already closed).

Alt+M Collapses the side menu (or expands it, if it is already collapsed).
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CHAPTER 2

Leasing Workflow

In this chapter:

Introduction to the Leasing Workflow ... 21
Adding @ GUEST Card . ... e e 22
Locating a Guest Record and Returning to the Leasing Workflow................................ 24
PreferenCes . . . 27
L0 T a1 ] oY= 1 11 3PP 28
SeleCt UNit. . oo 30
RenNtal OPtioNS. ... e 41
COMCESSIONS . oottt e et e e e 43
APPlICAtioN FOIM ... e e 45
Rental Application ProCess . ....iit it ettt ettt ettt ettt e aee e 46
ApPlication ProCessing ... ...ooot it it e e e e e 46
ApPlication Charges .. ... e 48
APPlICAtioN STatUS . ... e e 49
Other Procedures: Contact Records. . ... .ot e 60

This chapter contains a description of each step in the leasing workflow. Italso contains procedures for
the following:

e Searching for a guest record and restarting the workflow

e Recording contacts with guests



Introduction to the Leasing Workflow

The leasing workflow in Voyager is a series of steps that occur, as a prospect becomes a resident. The
steps go from gathering basic contact information on the phone to approving an application and
signing a lease.

Each step is explained in the diagram below.

LEASING STEP ACTIONS

® Add a new record for the guest
Guest Card s Enter the guest’s name and contact information
® Document your first contact with the guest

 J
- Evter thw yumat's wapeciod vmsvein Jate
Preferences ® Select the number of bedrooms, monthly rent, and amenities
that the guest wants for their unit
 J

® Enter occupants’ names and contact information, if applicable

8 Schedule an appointment with the guest

s View a unit's brochure and available concessions

8 Document a past unit showing (reqQuired for some properties)
u Select or hold a unit for the guest

| Select the guest’'s lease term

® Select the guest’s rentable options and service charges, if
applicable

s Select concessions for the guest, If applicable

Application Form s Complete the guest’'s and occupant’s application forms

Application Charges u Charge the guest application fees

Application Status = Approve the guest's and cccupants applications
® Execute the guest's lease

There is a Voyager screen for each step. As you complete one step, Voyager moves you automatically
to the next. Ifyou stop the process and restart it later, Voyager opens the step where you left off.
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Voyager also shows you where you are in the process—each screen contains a list of the steps with the

current step highlighted.

Prospect Guest Card |

rest Name |

Lt Nama I

Ll

Address I

City Zeate Tp
Taln Cffice-Home
Col¥ - Foxs
DOB - DLA/Sate
C«mad

Notes

Guest Card

e orane
Progerty 4= 10 Gusst Catd
st Contact -] Prefarences
Apert f:': Qcoucants
Seource ] Seladt s
Rezut -l
Date priepn
Acchaaton Chames
Acsimatian Zatus
et

- Leasing Steps
(with current
step highlighted)

Adding a Guest Card

You begin the leasing workflow by entering the guest’s name and basic contact information.

1 On thedashboard, verify that the appropriate property is selected.

2 C(lick the Add Guest link.

Add Guest link—

—— Selected property

Move In

Move Out

Depost Ascounbng

On Notce

Exporng Leases (120 dayz)
S<hedued Loazo Renawal:
Alerts

Pernding Mako Ready
Pandng Work Reguesss
Corrpletied WO Followyp

Calendar

Community Manager Dashboard - Villlas Flores

Toeal Unis

Leaced Lnes
Cocupmed Unes
Avadabie Wnas
Model/OonnvAdmn
©On Hold Unes

Unt Trargfers

[ ]
- VIpeX Foene

Todey s Showmngs
Cn Waliut
Pending Applications

131 97.08% L
108 77T

? Sawm

5 A%

0 o%

o
4
1

Fos

SOL0K Ve

Raky Aty
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The Prospect Guest Card screen appears (withthe Property field already completed). The required
fields are highlighted in blue.

Prospect Guest Card
rest Name | all Status Preapect
Lt Nama | - Progerty el — Guest Card
Address | ' = |
N ' R Contect L= (current step)
Aport -
City State T .] Source <]
Talr O ice-Home Rezut "
o M .. Date FITT T
DO - DL/ St -l
Comad
Notes
Rhent
Guest Card |

3 Enter the guest’s firstand last name.

4 Complete the following fields:

First Contact Select the type of contact (for example, call, walk-in, or email).

Agent Select your name.

Source Select how the guest learned about the community (for example, newspaper ad or
referral).

Date Voyager uses today’s date as a default. Change it if necessary.

5 Enter any contact information you obtain from the guest (address, phone number, and so on).
6 Complete the Notes field as applicable.
7 Click Next to save the record and move to the next step. The Preferences screen appears.

8 To exitthe workflow, click the Home link in the top menu.

Home lin

YARDI
_ System Home Home Filter
n Prospect Guest Card
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The dashboard appears. The Prospect Pipeline count is increased by one.

Community Manager Dashboard - Villlas Flores

Thursday, Fobruary 14, 20103

Remsdent Activity

Teeal Unes A

Move In b =call
Leaced Unes 133 97.08% o
MNove Ot 1z
x S i \ Cocupred Unks 104 7T
*pOC ICOd v h4
o s Avadabie Wnas 4 Sii%
On Notice - Model ConnvAdmn 5 3A5%
Expring Lesses (120 dayz) 3 On Hold Unes 0 0%

S<hedued Loaze Renewal: e Trarsfers

Alerts 105
-y Iic-:oe-:t roeme —

Pernding Mako Ready
Todey s Showmngs

On Watiat
Comrpietied WO Followup 0 Pendng Applizatons

BEPIRE  Oushboard | Persca Seach |

Parding Work Reguesss - %

[’-r-o.

—HProspect Pipeline count

Locating a Guest Record and Returning to the Leasing
Workflow

In this section:

Clicking the Prospect Pipeline Count ....... ... . i e 25
Searching fora Guest by Name. ... .. i e 26

You can stop and start the workflow at any time. There are two ways to restart the leasing workflow:
e (licking the Prospect Pipeline count

e Searching for the guest by name

s The Prospect Pipeline count represents recent guests (all guests who have been added in the last 30
| days). If you need to locate a guest record that is older than 30 days, you can search for the guest by
name.
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Clicking the Prospect Pipeline Count

To click the prospect pipeline count

1 Click the Prospect Pipeline count (shown above). The screen displays all the guests in the pipeline.

Community Manager Dashboard - Villas Flores
ot - Teesl Unas A srooviis L 3
Leaced Lnes A3 97.08% TR -
MNove Ot 1s
2 ¥ Cocupred Unks 104 T3 Ads Guent Dk Guae
s perosaa - Avadatie ks 2 S.41% RO S
On Notice o . Matrg SoaCals Raky Aty
e Model/ Connvadmn - 3A5% Mot Zheot
Expring Leases (120 dayz) 3 On Hold Unks 3 v - .
Mew 5O
Scheduled Loaze Renewals 0 Une Trarefers &
‘aléas 108 = = Eniee esiecs
[rese ]
- VIO © 3 Charges s Charae Saech
Pending Make Re 23 A e 0y Naa SDARe SCh
Pe o9 e T 1 Today s Showmngs 0 = 3 %
o Work &3 Seceire Mew Rececr Satch
g Work Reguesss &3 On Weitet 1 Sageirey gx Secece Sach
Completied m Followyp 0 Pendrg Applizatens 21 Sareliey New Swvalie Dach
 EEEEER rospoct osios - 02/14/2013 |
=l
Last Comtact Date Contact Make
S S sdndul.:d M-i Type . Azpt peaas
n Watson | Hoiden Caulfield | 02/14/2013 | Cat Firss contact

——Name link

2 (lick the name link to open the Guest screen for that person. Voyager displays the appropriate step
in the leasing workflow.
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Searching for a Guest by Name

To search for a guest by name

1 On thedashboard, click the Person Search tab.

Community Manager Dashboard - Villas Flores

Mowve In a3
. Ledded Lnis A 97.08%

Move Cwe

Octupeed Unis 3
Degost Accourtng

Avplabie Unas ] S11%
On Notice Medel/ Dowr' Agmn 65%
Cxpinng Leases (120 days) 3 On Hold Unts 0 o
Scheduind Lease Senewals o Unt Trarsfers
Nerts

E’.-soo,v »II,_,@I.w i

Todsy's Shomnge

Pendemg Mace Zeady

Penging work Sequess

DB Caption: d7|

rescald?

On Wotiat
Campleted WO Follcaup o Panding Applcators a
Person | Calendar | Prospoct Pipokne - 02/14/2013 | |f'mm Search
Search tab
- wo 2
Name field———a=e cauttmls P s e 1 B
o sigen Caulleld | (905) 555-3854 Prospes

Fe2 ID
Pore Numbder
E=al

Aute License

\Rent | Ledper | Mevels | MoveOwt |

Lesse Yo |

—— Name link

2 Inthe Name field, type the first or last name of the person you want to look up.

You can search by other criteria as well: phone number, email address, and so on.

3 C(lick Search. The right half of the screen displays the names of all guests or residents with that

name.

4 (lick the name link to open the Guest screen for that person. Voyager displays the appropriate step

in the leasing

workflow.



Preferences

In this step, you enter information about the type of apartment the guest is looking for.

Prospect Guest Card

Expected Move In [03/28/2013 i

Arventy Preferences B

Bedrooms [f Y. Car parking

Deswed Rert Weos fioor
Freglace
Garage

Ocean Van

rest Name Hzden M Stotus Pro:zect
Livit Nama [Cwalfieid M. fe] Code POOOSL TS
Address M235 eggland Road Progeny (=140
Posns Rep
City Zeate Tip .’] Oneie Cueit Corgd Sat0
Tal# Office-Home (809) 455-98%4
Col#d - Foxs
DOB - OLI/State =
Cemad
{Tred of ;b:*.‘( it
Notes
Crescs Ereveus Lima
Preferences

Lancel Geest

Leasind Steps

Guset Sacd

Brefarences —

Jeouoa

Scpeening

—— Preferences
(current step)

To complete the Preferences step

1 Complete the required fields:

27

Expected Move-In

Type the date the guest wants to move in.

Bedrooms

Type the number of bedrooms the guest is looking for.

2 Complete the Desired Rent field, if applicable.

3 Check off any Amenity Preferences that apply.

0 Amenity options vary by property.

4 C(lick Next to save changes and move to the next step. The Occupants tab appears at the

bottom of the screen.
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Occupants

In this step, you enter information about people who will share the apartment with the guest, or

people who will co-sign the lease for the guest.

Prospect Guest Card
Frst Name ‘Hoiden Ml Stotuz Prospect
Lt Nama [Cmalfeid M. (o] Code POOCEL TS = i Coed
Addrecs M235 Bggland Road e Progety [Racalt2 Prefarences
ins R . Somanis —

City Stste Tp vl Cher Dots e e 2 Select Lo
Tale CHfice-Home (803) 4555844 5
Col#d - Foxe
DOB - LI/ State = aciia
Cvmad -

[Tred of phary petmerts Aepiaat A
Notes

Coreacts Ereveus Y Lance Guest Scpeenng
Occupants |
Name Secial Secermty2 Relationship Select
i‘;-. Now Terunan

—— Occupants
(current step)

Add occupant link

6 This step is optional—if there are no occupants, click Next to move to the next step in the workflow.

To complete the Occupants step

1 C(lick the Add New Occupant link. The Occupant screen appears.

Occupant

Frzt Name f’my ME

Last Name [Ahexarger s ]
Address [!6&2 Hepe Court
City 2ate T '
Relsbershp Spouse )
Lezzes Lessee
Tele Office-Home checkbox
Colz - Faxz
DO - LA/ State =
e Myl
ool Secuntys
Notes

Sore

2 Complete the required fields: First Name and Last Name.

3 Enter any additional information (address, phone number, and so on).

4 |fthe occupant will be a lease holder, verify that the Lessee checkbox is selected.

If the occupant will not be a lease holder, clear the Lessee checkbox.



5 C(lick Save. The occupant’s name appears on the Prospect Guest Card screen.

Occupants ‘
Name Social Security# Relationship Select
Fanny Alexander] l Spouse mx_—Edlt ||nk
Add New Occupant|

——Occupant’s name
6 To add anotheroccupant, click the Add New Occupant link.
7 To edit the information for an occupant, click the Edit link.

8 C(lick Next to continue the leasing workflow. The Select Unit screen appears.
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Select Unit

In this section:

Showing aVacant Unit. ... ... e e e e 31
Showing the Model Unit ... ... e e e e 33
Puttinga Guest on a Waitlist . ... . i e e 34
Changing the Unit Selection Criteria. ....... ..ottt e e i 35
Holding a Unit. .. ..o i e et 35
Releasing a Hold . ... ..o e e e 37
Printing @ BroChUIe ... o i e 37
Viewing Specials fora Unit . ... ... e 39
Selecting @ Unit. ... 40

The Select Unit screen shows all the currently available units that match the bedroom choices defined
on the Preferences screen.

Prospect Guest Card

rest Name Hzider M Stotuz Leasind Steps
Lasit Nama [Caafieid W le] Code Gt Cacd
Address 14235 cogland Road Progeny
wher Dat .
City Z2ste Zip P Other Oate 2 —— Select Unit

Tal# Cifice-Home (808) $53-3654 (current step)
Cold - Toxs
DOB - DLI/State =

E.mad

ITred of w:rr} oetrrerts

Notes

Select Unit |

Y1 2 bedroom{s) cody
4. Villas Fores {rescal) only
Shaw WAIT unes andy

Shaw HODEL unts only

Ewtrosh
Bedrooms gemt  saft , WS Usr  Brochure specists e Show Select Occupancy Hold Ready

2 1,040.00 1,010 OL/OW3013 1103 Brochurs | SpeQel) | 2008 | Shivy! Setecy Nobce B Yes .
2 |3,125.00 1,030 01 2227 | Brochure Aoeh | Show! Galect|  Nokce |Hokd| Yes

2 | 1.060.00 1,010 1215 | Brochure als | 2ozt | Shon| Sgiect| 2 : (| Yes Il
I | 1.060.00 1,010 3 2202 | Bo | Spacials | &azs | Shan! Seies || o |
2 | :.0%0.00 1,0:0 2300 | Be sescials | Aot | Zhow | Sclect [Meld | ves

2 | 1.010.00 1,010 | 2106 | Brochure | Specals| 200k | ftaw Sceck|  futwrs  |MoM| Yes | -

——Show link
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You can use the Select Unit screen to:
e show avacant unit
e show a model unit
e put the guest on a waitlist
e hold a unit
e release a hold
e change the unit selection criteria and view a different set of units
e printa brochure

e view specials for a unit

select a unit for the guest

Showing a Vacant Unit
Use the Show function to schedule an appointment to show a unit to a guest. (You can also use it to

record thatyou have shown a unit to a guest.)

To show a vacant unit

1 Inthe table of available units, locate the unit you wantto show to the guest.

2 (lick the Show link. The Contact screen opens.

Contact for Holden Caoulteld

Type Shon

Agert A Wetson .

Hew,r -
Dats  [2473013

Time & Clock icon

Nores

e

Voyager fills in most of the fields for you: Type, Agent, Date, Property, and Unit.
3 Verify the information on the screen (Agent, Property, and Unit).

4 The Date field defaults to today’s date. Change it to the day of the showing (ifthe showing is
not today).
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5 Click the Clock icon. In the pop-up, select the time of the appointment.

6 Click Save. Voyager saves the appointment.

Results

In the Traffic section of the dashboard, the count for Today’s Showings is increased by one (on

the day that you have scheduled the appointment).

Ifyou click the number, you can view details on the appointments.

Community Manager Dashboard - Villas Flores

Move In

Move Out

Depott Ascountng

On Notce

Exporng Leases (120 dayz)
Scheduled Loazo Renewal:s
Alerts

L —
~ vipeX Foee A

Pending Mako Ready
Pandng Work Reguests

Calendar
tab

omo»

Teeal Unes A
Leaced Unes HCE
Cocupmed Unks 104
Avalatie Was 2
Model/'ConnvAdmn

©On Hold Unes Q
Ung Trarsfers -

Today s Shomngs

708
T3™
S41%
3A5%
o

»

B s
[

C
2 2b pear
e o S I.lL
EXeg issiecs
Charges New
Secerey New
Sarplres New S

. O Watiut
Cormrpisiod WO Followup 0 Pendrg Applizatens
SN Today's Showmngs - 02/14/2013 |
=l
Agent Goest Date | Temne Uait | Motes
m Watson Habden Cautfuid oty | s |

L

Details on showings

showings

Count for today’s

The scheduled showing also appears on the calendar. (Click the Calendar tab to view the calendar.)

Mondasy
Febrvary i1

Tuesdey
12

Aacwna] rorpod
Sefra ittt el

9

EEEREI odsy's Showngs - 02/14/2013 | _person Search |

=)

Wedrasday
1

Y]
5

February 2013

Shemna il ahs

Thursday

Frday

¥
[

Scheduled showing
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Showing the Model Unit

In this procedure, you change the selection criteria to view model units and schedule an appointment
to show a model unit to a guest.

To show the model unit

1 Select the Show MODEL units only check box.

Select Unit \

¥ 2 bedroom(s) only
Y| Villas Flores (resca02) only

Show WAIT units only
Show MODEL units only check box ———% show mooEL units only

Refresh

2 (lick the Refresh button. The unit table displays model units.

Select Unit l

Y| 2 bedroomds) cnly

7| Vllss NMores (rescada) enly
Show WALT ursts ondy

v =

ow MOCEL unts only

Befresh
Bedrooms Date Make .
Remt  Sqft Available Unit Brochure Specials .show Select Occupancy Hold Ready
2 1050.00! 1,010 V117201311200 Beochyre | Specals | Appt | fhow Saiect MOOCEL 104 No
—— Show link

3 (lick the Show link for the appropriate model unit.

4 The Contact screen opens.

Contact for Holden Cautheld
Type Show
Agert | Jem Watscn -
Res.k v!
Date  |[2/1472003
Tiere = Clock icon
y [T —
hores |
e

Voyager fills in most of the fields for you: Type, Agent, Date, Property, and Unit.

5 Verify the information on the screen (Agent, Property, and Unit).
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6 The Date field defaults to today’s date. Change it to the day of the showing (ifthe showing is not

today).

7 C(lick the Clock icon. In the pop-up, select the time of the appointment.

8 C(lick Save. Voyager saves the appointment.

Putting a Guest on a Waitlist

If the property has been set up with a waitlist unit, you can put a guest on a waitlist.

To put a guest on a waitlist

1 Select the Show Wait units only checkbox.

Select Unit I

Y. 2 bedroom(s) only

Befroch

Y. villas Flores (resca02) only

Show WAIT units only check bex1—=' show wait units only

Show MODEL units only

2 (lick the Refresh button. The unit table displays waitlist units.

Select Unit |
¢! 2 bedroom{s) cnly
7| Wiss Nores (rescad2) only

7| Show WAIT ursts only

Show MODEL unts only
Befresh
Bedrooms Date Make
Rent  Sqft Available Unit  Brochure Specials Appt Show Select Occupancy Hold Ready
2 1,025.00! 1,010{ 01/10/2007|WAITIN20 Brochure | Specials | Appk |2 Galect| Vacant No

—— Select link

3 (lick the Select link for the appropriate waitlistunit. The screen refreshes. The top of the Prospect
Guest Card screen shows that the guest has been assigned to the waitlistunit.

Prospect Guest Card I

First Name |Holden MI Status

Last Name ICaquieId Mr. El Code

Address |4235 Eggland Road Property
Unit

City State Zip [+] Unit Type

Tel# Office-Home |(805) 555-9854

Cell# - Fax# Other Data

DOB - DL#/State [~]

Prospect
p0008125
resca02

WAIT2B2B

ca022b2b

Pricing Report ‘
Guest Card Button -

Assigned unit
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Follow-Up

After assigning a guest to a waitlistunit, you can:

e leave the guest at the Select Unit step until a unit is available, or

e move the guest through the application steps, and change their unit assignment later. Click the
Next button to move to the next step: Rental Options.

Changing the Unit Selection Criteria

You can change the unit selection criteria to look at units with different bedroom sizes.

To change the unit selection criteria

1 C(lear the Bedrooms check box.

Select Unit |
Bedrooms check bex—— . odrocmie) caty
7| Wiss Nores (rescad2) only
7| Show WAIT ursts only
Show MODEL unts only
Befresh
Bedrooms  pont | sqft Date Unit  Brochure Specials Maoke Show Select Occupancy Hold Ready
Avallable Appt
2 1,010{ 03/10/2007 1 WAIT ADph oot Vacant 2 No

2 (lick the Refresh button. The screen displays all the available units (of any bedroom size).
You can also uncheck the property checkbox to see available units for other properties (thatyou
have security access to see).

Holding a Unit

With Voyager, you can hold an available unit for a prospect. This makes the unit unavailable for other
prospects for the length of the hold period.
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To hold a unit

1 Locate the appropriate unit and click the Hold link.

Prospact Guest Card |

rest Name Hzicer M Status Protzect
Lt Narma Cwateid M. [e] Coce POOOSL2Y
Address 14233 eggland Road Preoety [masatl

Pomns -
City State Tip - Other Oate E‘;':fllm“" :...-
Tale Cffice-Home (208) S55-5054
Col¥d - Foxs
DOB - DL/ State =
Eemad

Teed of phony pertrmerts
Notes

Select Unit ‘

41 2 vedroom{s) wody

7. villas Fores (rescald) only
Show WAIT unes andy
Shaw HODEL unts only

Ewtrosh
Bedrooms Date
Remt  Saft |, ailable
2 1,040.00 1,010 OLO43013

|'3,125.00 1,050 07302013
11.060.00) 1,010/ OL/1872013

Mo e N

106000 1,050 ILOMIIZ 1202 Brachucs | Spacals | Aaze o Sl 3eCCe
1,050.00 1,010 AA00 Rrochurs | Sascals | Aopt T Sclect AN
101000 1,040 A10E | B e Dulus

oM | Yes | -

Guest Sacd
Prefarences
Qcouoents
Selest Lo
Sertal Ootong
Concespong
Acsiication foom
Acoiaaton Chanes
Acstsatian Satus

2 The Hold screen appears.

Hold for Holden Caulfield |

Property resca02
Unit 1202

Date Available  11/07/2013

Hold Until [02/1572015 ~ EB

Hold

3 Verify the Hold Until date or type in a new Hold Until date.

4 (lick Hold.

A confirmation message appears: Do you wish to hold this Unit?

Hold link
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5 Click OK.

The Select Unit screen shows that the unit has a hold on it.

Select Unit ‘
: Unit Bedrooms l Bath l Rent ] Sqft ] Hold Until l Amenities Hold
[[1202 | 2 [ 2 [ 1060 1,010 02/15/2013 | Release

When you search for units for other guests, the held unit appears on the Select Unit table, but the
@ Select link and the Hold link are unavailable (grayed out). The links are unavailable until the Hold
Until date occurs or the hold is released.

Releasing a Hold

To release a hold

1 Use the Person Search tab (in the Dashboard) to locate the guest.
2 (lick the Name link. The Guest Card screen opens at the Select Unit step.
3 (lick Release. You can now select the unit, if appropriate.

You can also click the On-Hold Units count on the dashboard. The dashboard displays a list of
held units. You can release the hold or adjust the Hold Until date from there.

Printing a Brochure

Ifthe property has been set up for brochures, you can print a brochure on a unit from the Select Unit

screen.

To print a brochure

1 Locate the appropriate unit (in the table of available units).

2 C(Click the Brochure link.

Bedrooms Date = -_1. Make
Rent | Sqgft Available Unit Brochure Specials AohE Show Select Occupancy Hold Ready
2 1,040.00/ 1,010 01/04/2013 1103 rochure | Specials | Appt | Show| Select Notice Hold| Yes

1,125.00| 1,010| 01/18/2013|
| 1,060.00| 1,010 01/18/2013)|
|'1,060.00| 1,010 11/07/2013|
['1,050.00] 1,010 |
['1,010.00[ 1,010 | 1206 | prochure

Hold| Yes
cant ‘Hold“ Yes
[Hold| No
'HoldA Yes
[Hold| ves

B

NiNIN NN

—— Brochure
link
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The brochure opens in a separate window.

Unit Brochure

Froperty
Vilkiss Mores
JL9 £, Anaparmu
Sants Barbars, CA 93101
Phone: (803) SS35-7887
Faor (805) 5556545

Ut Type 2 Sadeoom, 2 Bathroom

e A

Rer $3,060.00

i 1o

Beccoos 12

Avadatic a7/2003

Car pariing | VR 1

[ Wood floor - -

| Garage { Py I
= | i,
e R o e
A - - %
Nl o B I
€. AT ‘ 3 !

em g me—tpx

This nformation s orovided for the beneft of cur guests and does Not guarantee the avadaddny of &
uret. Rert nformation @ bong tuppied to asst you wih your selecton process snd may change
f0m tme 1) time.

Emad Seechure to;  tmed  Pewt

3 To printthe brochure, right click on the brochure and select Print.

4 To email the letter, enter an email address and click the Email button.



Viewing Specials for a Unit

To view specials for a unit

1 Locate the appropriate unit (in the table of available units).

2 (lick the Specials link.

| |
Bedrooms; gent |saft| v[a)ialt:ble Unit  Brochure Specials "A":::showsdecto:cupanq/uold Ready
2 1,040.00| 1,010 01/04/2013] 1103 Brochure | Specials | Appt | Show| Select Notice Hold| Yes
2 1,125.00( 1,010 01/18/2013] 2327 Brochure | Specials | Appt | Show| Select Notice Hold| Yes
2 1,060.00| 1,010 01/18/2013] 1215 Brochure | Specials | Appt | Show| Select| Applicant |Hold| Yes
2 1,050.00( 1,010 11/07/2013] 1202 Brochure | Specials | Appt |Show| Select Notice Hold| No
2 1,050.00| 1,010 1206 Brochure | Specials | Appt |Show! Select| Future |Hold| Yes
2 1,010.00| 1,010 1106 | Brochyre | $pecials | Appt |Show| Select| Future |Hold| Yes
—— Specials
link
The specials appear in a separate window.
Unit Specials for Unit 1202
=}
[ | Lease  Lease A
Unit Type/ Unit  Term Term Description Recurrences  Amount .‘"""'"'
| ype
| Min. | Max |
ca022b2b | P HEER | 1 Month Free Rent for 7 - 13 Month Lease 1 1,010.00| flat
cad2202b l \7 | 13 | $150 Look & Lease for 7 - 13 Month Lease 12 10.00 Flat
cag2zb2b | (1| 18250 Lok & Lease for 14+ Month Lease E __2soo0Fst |
cal22b2b | | 14 | | 2 Months Free Rent 14+ Month Lease 2 1,010.00 Flat

39
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Selecting a Unit

To select a unit

1 Locate the appropriate unit and click the Select link.

Prospect Guast Card |

Frst Name Hocer M Stotuz Prospect

Litt Narmay Calfield (W le]  Code POOOSLTS Guess Casd
Addresz 14235 eggland Road Propenty [eacatl Prefarences
Bomns = = Qcougants
P Cther Date 2Bmes
City Ztate T =l Guest Card Sugioe 3 Select Lt
Tale Cffice-Home (808) S55-5854 Serta! Ootong
Coll¥ - Fox# Concespong
DOB - DL/ State = Zaslisation form
£.mad ASDiaten Chames
Teed of phory RoRtrmmrts Aeptmatian Zatua
Notes

i dias
Select Unit |

Y| 2 nedroom{s) cody
4. Vilas Fores (rescall) only

Shaw WAIT unes andy
Shaw HODEL unts only

Entresh

Bedrooms  gear  sqit Avmebh [T nmmsmmmmsdmo:mm‘m.
2 3,040.00 1,010 OL/OW3I01Y 1103 | frochyre | Zpecsly | 3008 | Show Sefect Moo  |bold| Yes

2 [3,125.00 1,050 0L7ANI01D 2327 Specals | Asgh Mol | Yes
3 |1,060.00 1,0IO{ OMAN2013| 1215 | Beuchuce | Snecals | act | | Yea |le
2 1.060.00 1,000 ILOWINIZ 1202 | Brochucs | Spacals | Ao Wo
3 |10%0.00 1,000 | 2206 | Brochure| Zoscals | Yes
2 1.010.00 1,040 L106 | Brochure | Specals Yes | -

Select link

The screen refreshes. The top of the screen shows the selected unit.

Prospect Guest Card I
First Name |Holden MI l:] Status Prospect
Last Name Caulfield Mr. :| Code p0008125
Address [4235 Eggland Road Property resca02
Unit 1202 Selected unit

City State Zip [+] Unit Type ca022b2b
Tel# Office-Home |(805) 555-9854 other Dot ey —— ~

- er Data
Cell# - Fax# Guest Card Button -
DOB - DL#/State || | =

2 (lick Next to move to the next step in the leasing workflow. The Rental Options screen appears.
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Use the Rental Options screen to review lease dates and to add rentable items to the lease.

You can also generate a quote letter from this screen.

Prospect Guest Card

rest Name Hzider NI Status Proszect

Lis Nama Cwheid M. (o] Code pOOOSL2S

Addrecs H235 Bggland Road Progeny waLatd
Urat

Cty ata = = Unit Type  CaRzanab

Taln Cffice-Home (808) $55-5854

Dot B acsert
SAng megddl

Col¥ - Foxw Cthor Data

Cagat Sacd Saise

DOB - DLI/State =
Comad

ITred of phary pertrmerts

Notes
Coreacts Prevous
Rental Options
Expected Move In fﬁli;‘—f@'ﬁ' Remtable Iless and Dglions ' A
Lascs From Dwte [IV1S2013 Qty Descrigtion Amount Reserve
ey I |
Leaze Term [———— Garage | 75.00|
" 2 )
(months
oo ¥ Siceage | 50.00|
Lease To Date [11/&0201-1 [-—— l .
Cable 30.00|

(- H-E S

Une Rere

Depont

Quated Rent | 1,060.00

,,,,,,,

eenrg

Select Unit
(current step)

To complete the Rental Options step

1

2

Verify the Expected Move-In date. Change it if necessary.

Verify the Lease-From Date. The Lease-From Date is the start of the lease (when the resident will
begin paying rent). This date may vary from the Expected Move-In date.

Verify the Lease Term (in months). This field shows the default lease term for the property. Change

it if necessary.

The Lease To Date is completed by Voyager when you press the TAB key.

To determine the number of other leases that will expire near the end date of this lease, click the
Lease expiration count link located under the Lease-To Date field.
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5 Select any rentable items that you want to add.
Click the Reserve button. The Rentable Item Reservation screen appears.

Select the Reserve checkbox in the row corresponding to any rentable items that you want to add.

Rentable Item Reservation
Save
Code Description Market Rent Reserve?
[101 | Garage \ £75.00| #—1— Reserve check box
120 IGaraoc [ 575.0:[
[ 132 [ Garage [ S?S.ODI

Click Save. The screen closes. Voyager calculates the charges and updates the Rentable Items and
Options table.

| _Rentabie Items and Options
| oty | Description| Amount |Reservel
]1 | Garage | 75.00|

F| Storage | 50.00| L
| | | 75.00 -

6 The Unit Rent and Deposit fields are filled in by Voyager, based on the unit type. You can
change the Quoted Rent field, if necessary.

7 C(lick Next to save changes and move to the next step. The Concessions screen appears.



Generating a Quote Letter

To generate a quote letter

1 dick the Quote button. The letter appears in a separate window.

Unit Rental Quote Sheet

[— Quot Sheet For:
Vi Flores | Helden Cautheld
Ve Fores Aot ’ |Unk #1303
| Sares Barbars, CA 14000 |
unt Type _2Bedroom, 2 Bathroen Car parking
Py e e ‘ Wood foar
ot Rt | Gaage
ot 1010 . Gcean view
Bedrooms 2 — | Car perkarg
[Monthly Rent $1,080.00 A Wood Moors
Deposa 825000
Avaratie 13013
Lesse Begnsg 1182013
Losse Snds 14142014

Thank you for your mterest i Vilas Ficres. A copy of ths guote has been sant 10 he e-mal 3ddress you provided. We suggest you pone
thes Dage Now. You can reach us at the phone number shown above. If there 5 3y way we may asest or £ you have My Questons,
Diesse cal us.

Eznasd Quote Sheet 1o | tmes | prex |

2 To printthe letter, click the Print button.

43
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Concessions

The Concessions screen displays any concessions that have been set up for the unit.

Prospect Guest Card

Tele Ofice-Home (203) 353-5854
Col#¥ - Foaxs
DOB - DL/ St
Eomad
Twed of phany ertments

Notes

Concessions
Sclect Description
$150 Look B Lease for 7 - 13 Month Lease
L Moneh Free Rent for 7

* 13 Moneh Lease

Ve @ 1N COOCeS50N

ret Name Hzder al
Latt Nama Cwaieid e,
Address M23% Eggland Road

City State Tip -

Stotus
Code
Progeny
Urat

T

¥t Typa

Cther Data

Coreacts

Amoont Stusting Duration

Homth

Prosgect
pooCSLIS

LRO Concessions

ctal maxormum alowalle concesss

oo = 315.00

—Goncessions
(current step)

This step is optional. To skip it, click the Next button.

L Total maximum allowable concession

To complete the Concessions step —See Chapter 4 for more details regarding Leasing Specials

1 To select a concession, click the Select check box.

Ifthe property is configured for revenue management with Rainmaker LRO, the total amount in
concessions thatyou can select cannot be greater than the totalamount next to the Total
maximum allowable concession field in the LRO Concessions section.

2 Type the amount of the concession, if applicable. (In some cases you are not able to modify

the amount.)

3 Type a number for the Starting Month. (“1” corresponds to the first month of the lease; “2”
means the second month, and so on.)

4 |n the Duration field, type the number of months the concession should last.

5 Click Next to save the data and move to the next step. The Application Form screen appears.
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Application Form

The Application Form screen displays the guest’s name and any additional occupants.

1. Print an application from Tenant Technologies website, make sure each adult applying for
the unit fills one out.

2. Collect the application fee(s).

3. Fax completed application(s) to Background Investigations.

Frst Name r_w:- = ML Stotus Prospect m

Lastt Narma Casheid W (el Code POOSSL TS = cad

Address 'Jff:_thc;;ﬁr;i;;d = Progeny [Raset Prefarences
Ut 31282 Noouoects

City Z2ate Tp -l Unit Type cal2ab2b Seledt L

Toll O ice-Home (203) 5555054 kil i 2 Sertal Optong
Col¥ - Foxs Cthor Data Concespong
DOB - DLI/State = I r— Sooinan e —Application
£.mad Soicaton Chames Form
Twwd of phary Roetmarts AeStERE0 Al (current step)
Notes
Careacts Frevaous Y= e Gues Quate Sqqeenrg

Apphcation Form

Nome Social
Security? Kelationshagn Select

Hoiden Cautfield

Fanryy Alexanrcer

Bus Mocn

This section you will learn how to identify a potential applicant and how to properly process an
application. As detailed, after you have determined that your applicant is eligible to apply, you'll
submit the Rental Application to the screening company. Once the screening company has verified
the information, they’ll respond with either an approval or a denial. If approved, you'll receive a list of
guidelines that need to be followed to qualify your applicant.

Rental Application Process

Application Packets

Application packets should always be on hand to provide to prospects. To have them ready when
needed for distribution to prospective residents, packets can be assembled ahead of time and
typically contains:

* Manager, Assistant Manager or Leasing Agent business card
* Rental Application

* Criteria for Residency

* It should include a brochure and apartment floor plan flyer
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Eligibility For Renting

Each application must be prepared with attention to the individual. This includes first-time renters,
minors, dependent adults enrolled in school, and dependent adults under the care of the primary
applicant, and all others who may influence the application process. Listed below are guidelines that
need to be followed to ensure that the proper procedure is followed:

* First-time renters may require a co-signer (see the Co-signer Agreement form).

* Dependent adults (disabled, elderly) under the care of the primary applicant are required to
sign the rental agreement, unless a waiver is granted by the Property Supervisor.

* Dependent adults (college students) may be required to sign the Rental Agreement.

* Live-in caregivers are not required to sign the Rental Agreement, but the live-in and the
resident are required to sign the Live-In Care Attendant Affidavit.

* Minors that are: parents, married, emancipated, or pregnant are required to sign the rental
agreement.

Application Processing

Anyone interested in applying for an apartment will go through the application process. Key tips to
remember include:

* Each adult member of household, regardless of marital status, must complete a separate
application and pay a separate screening fee.

* Confirm the applicant has read and understands the criteria for residency.

* Have each applicant submit a legible, complete, and accurate application; make sure it is
signed.

* Carefully review the application for completeness and accuracy and collect the screening fee.

* Verify the applicant’s photo identification.

* Provide the applicant with a copy of the signed application.

* If the household contains more than one applicant, submit all applications to the screening
company at once.

OREGON PROPERTIES ONLY:

All new applicants must receive a completed Supplement of Application Form. This form provides
the applicant with a list of all applicable deposits and charge.



To complete the Application Form step

1 dick the Application Information link for the guest. The application form appears in a
separate window.

2 Enter the applicant/occupant’s Social Security Number in the required field. If the
applicant has not provided a Social Security Number, enter 000-00-0000.

«Perwen intprraten A
Told Ofce Hue Cowpay Masdarm
Cola - famr Asrwre e Date
D08 - DL et ' e Ny Sewe )
Soow Securty Nuroe Cay Sle Iy ' ABLunsd e 2
"ecer N Crcioyer Mo Sourte ASS Incore
"oew Sneta g ' T vba’ s Navw
. . Dwves tvgteve
G Asaem " Comoery Prseon
] Assrers tax Date
e~2 Owte
Oty St 2o 1 Ony Stete To ' Groms My dncome S
M o D AT v 3 Erptiyes v e
Tnent Dwre Swoervao’s Meme Sourte A0S Income
Montly Rot / Moty )
Mortpage Payrants ey Cotait
Aperon fr Maving Cortait Nave Cortamt A2 et
Aoa oo Comvmasty oty :
Merepemet Comoeny Cantact Monet Gy Sate 2o 1
el gt Compbny -
Wot 2O 20y notce gven? bl ]
- ncee
e Mane - Coasr Tou I { Suame
_eron Actem y 3 '
Al e 2 '
Cy Seate 2 ' e
Mot s ot 1 Addem ] Yoo e A (o e~ L Carcw Lol Ve
Seat Dwte —
MOy Rent [ Moty s e
Mortgage Newraty -
fnaion For Mowng
Loatad Cavm by
Sy ituraten,
Maugevee Lovgew
Py it o0 v Leen avied? b )
et g ’ W g wvplan
e 33 day St ghent e ?
it pOu BV BEen COMCNC of & folony e '
D v Nawn sy aremanal (v gen panineg. swaiiong Sagmedns or Wareeng i vy way ' o 2
o P Orvira Aoptcatson

The application contains any information that was already entered on the guest card.

3 Ifapplicable, click the Occupant Information link for any additional occupants and repeat
steps 1-3.

4 (lick Next to save the data and move to the next step. The Application Charges screen appears.
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Application Charges

The Application Charges screen displays the application fees. The field will be auto-populated with
the application fee(s) total; the amount is dependent on how many Occupants you entered. The

field is modifiable if necessary.

Prospect Guest Card

rest Name - Ll Stotus Prozzect
Lait Narma Cwaheid M. o] Code pOOOSL2Y
Address 3235 £gzland Road " Propeny aacall
Urat 1209
City State Tp - Unit Typa aRzib2b
Tele Ofice-Home (203) 353550854 s
Colé - Faxs Cthor Dats ‘:_"‘ <
DOB - DL/ State -
Cmad
[Twed of phany etmerts

Notes

Coreacts Frevaous

Agphcation Charges

Expected Move Infi:/

Charge Dato /152003 Apslcabon Fee
Agere M WBLEOn T Addtonal Appbcaben fee

Meldng Depost

Tota

xvlul‘ Charge Duscription Amoust

0
100

—— Application
Charges
(current
step)

To complete the Application Charges step

1 The Charge Date field displays the current date. Change it if necessary.

This date is used as the post date for the application

charges.

2 Review the charges and make changes, as necessary.

3 Ifapplicable, click the Select checkbox to add additional charges.

4 (lick Next.

A message appears: Do you wish to post application charges?

5 C(lick OK.

The Application Status screen appears. The guest’s status changes from Prospect to Applied.



On the dashboard, the Prospect Pipeline count is reduced by one and the Pending Applications

count is increased by one.
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Remdart Activiy

Move In

Move Out

Depott Ascounbng

On Notice

Exporng Leases (120 dayz)
Scheduled Loazo Renawal:s

Alerts

Pending Mako Ready

g Ii vipeX YoeTe A

Community Manager Dashboard - Villas Flores

Teeal Unes

Leaced Lnes
Cocupmed Unes
Avadabtie Wes
Model/ ' ConnvAdmn
On Hold Unes

Unt Trarsfers

Todsy s Showmngs

Thursday, Februacy 14, 20103

97.06% £ reacall
T3 Add Gusst o Qe
SA41% saird Specals Rady Aty
345% ’ . b v
0% T, :.' o
o Due Sen

0

Pandng Work Reguests < On Watet 1
Corrpleied WO Followyp Pending Applicaticns e
Dashboard
—— Pending Applications Count
Application Status

In this section:
SCreening APPliCaANTS ..o 51
Viewing the GUest's Ledger ... ... e e e 52
Changing the Assigned Unit ... ... i e e e e 52
Approving the Application .. ... i e 53
Executing the Lease. . ... e e 53
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Use the Application Status screen to process applications.

Prospect Guest Card

Folden

Ferst Name

Lt Narme

Address

City State Tip vl
Tolr Office-Home (808) S5s-50%4
Colld - Foxa
DO8 - DL/ Ste
Comad
ITred of phary petrments

Notes

Apphcation Status |

Action

SOME Agohcabon

Date Agent
27252013 Jm Watzon
Ledow

Fasgn Unt i

M Status Apphed
W, o Code POOOSL2Y
Progeny (Rt
Urat 207
Uit Typa aRzinib
Othor Daty  — a—maasd
iy Casal Cacd Butioe
=]
Coreacts Prevous Q@ate
Dy Cooecw

Scpeesng

- pOLShanes

Acsheabion Satia

The screen has many functions. You can:

View the guest’s ledger

e Change the assigned unit, if necessary

e Approve the application
e Printlease documents
e Execute the lease

e Cancel the application

e Reapply (ifthe application was cancelled)

e Deny the application

e Perform deposit accounting (ifthe application was cancelled or denied)

e Print move-out statement (if the application was cancelled or denied)

e Print denial letter (ifapplication was denied.
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Screening Applicants

The screening company processes the application and makes a recommendation based on the
results. All information obtained by the screening company is confidential and may not be
discussed with the resident.

Recommendations

There are several recommendations that can be made based on the criteria for residency.
Based on the prospect’s qualifications, an applicant may be Approved and required to pay one
of the following security deposit amounts: a security deposit equal to one-half of one month’s
rent, a full month’s rent or two month'’s rent.

Prospects with limited rental history may require a co-signer, which would be an Approval With
Co-Signer. In those cases, it is suggested that the co-signer’s application be submitted at the
same time as the applicant’s application.

Notification
Direct contact with the applicant is required before disclosing the outcome of the screening.
Approval

Following notification of an APPROVAL, the applicant has 72-hours to place their required
deposit of one-half to two month’s rent and to do one of the following:

* Sign an Agreement to Execute a Rental Agreement, and pay the required deposit; -or-
complete the entire Lease Packet and pay the required deposit.

* Upon receipt of the deposit payment, provide the applicant with a Security Deposit
Receipt.

NOTE: If the Applicant should only sign an Agreement to Execute a Rental Agreement,
provide them with a SAMPLE copy of the move-in paperwork to review prior to their move-in.
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Viewing the Guest’s Ledger

The guest’s ledger shows the charges to date for the guest.

To view a guest’s ledger

1 Inthe Application Status screen, click the Ledger button. The Resident Ledger screen appears.

PM nﬂﬂmmr

Date 1 2/15/2013

Resident Ledger

Code e’y Progerty sacadl Leane From 2IL82013
Name Kerdinck Lamer Ut 12 Leade Yo 2282014
Address Apartment 328 Status Apchcant Move In 2182013
123 Fake Street Rert 103§ Move Out
y St 2o Sonta SBarbera, CA 93110 Prore{O) (205) 555-483¢ Phane(H) (805) 555-189%
Date Descrgtion ! Charge Paymenst Balance Chy/Rec
VI8 | Applcation Fes | $0.00 $0.00|

1312913 Moidng Depost [ 180,20 150.00|

2 To printtheledger, right-click on the ledger and select Print.

Changing the Assigned Unit

If necessary, you can change the unit assigned to the guest at the application status step.

To change the assigned unit

1 Click the Assign Unit button. The Select Unit screen appears. (This takes you back several steps in
the process, to the Select Unit step.

2 Select the appropriate unit.

3 To returnto the Application Status step, click the Application Status link (under Leasing Steps at
the top of the screen).
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Approving the Application

To approve the application

1 Inthe Application Status screen, click the Approve button. The Approval screen appears.

|Approval:

Date 2/15/2013

Agent | Patti Edwards E]

Save

2 The Date field displays today’s date. Change it if necessary.

3 The Agent field displays the name of the agent who started the leasing workflow for this
prospect.

Change it if necessary.
4 (lick Save. A message appears: Do you wish to approve this prospect?

5 Click OK. The Application Status screen displays a new line, showing that the application has
been approved.

Application Status

Action Date Agent
Submit Application | 1/31/2013| Patti Edwards
Application approved line ————#eplication Approved 2/15/2013| Patti Edwards

Ledger Assign Unit Execute Lease Blue Moon Lease Doc Cancel

The buttons change: Execute Lease buttons appear.

Executing the Lease

After the lease documents have been signed, you can execute the lease.

To execute the lease

1 Inthe Application Status screen, click the Execute Lease button. The Lease Sign screen appears.

Lease Sign:

Date |2/15/2013

Agent | Patti Edwards E]

§ave

2 The Date field displays today’s date. Change it if necessary.

3 The Agent field displays the name of the agent who started the leasing workflow for this prospect.
Change itif necessary.

4 (lick Save. A message appears: Do you wish to execute this lease?
5 Click OK.

The Resident screen appears. (The guest has become a resident with a status of Future.)
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Resident I | functiom w Date ~ | Reporty »
ot v, e o
Last Name | Cautfiela wr. [=] Resders 10 W0OLO79
Address 4235 Lgglend Rced Proserty rescaty
unt A2

Cy-St-2ip Prospect ~ >
E-mad Status T — Future status
AL E.mal Logal WA
Cffice (B03) $55:9034 - Payment Mathod Any -

3
Home Payatie Method Check  [w)
Fax
Habile z

S Bow Yoo

Mal, Rest 306000 Rem 1,060,00 Bawe % 10.00 * Owed-teotel ]
DueOay 2 Other Charges 0.00 Grece Pencd 3

Mave In 1L/352013 Toeal Cranges 1.060.00 nd % to.co "% Oweditotal [ v}
Lease Sign  02/25/2013 Notice dnd Grece: 2 =
Lease From 11/15/2013 Move Ot Hex % £0.00 % Owed-oték  |w]
lease To  1L/1&/2014 Lease Desc A =1 [ sbadd 2000

e Max # Days 12

W
Renens Rasponsibiity Debe Mesmum Due 100,00

The dashboard count for Pending Applicationsis reduced by one.
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Denying an Application

Denial

Responding to a denial must be done with care and sensitivity. Remember that an applicant is
denied due to a failure to meet the Criteria for Residency.

Never tell an applicant that he or she has been denied. Instead, you may tell the applicant that his
or her “application” has been denied.

If the applicant questions the denial, direct him or her to the P.O . Box address of the screening
company, located on the second page of the Criteria for Residency.

To deny an application in Voyager

1 Inthe Application Status screen, click the Deny button. The Denying screen appears.

Denying: Paula Foster

Date  |2/15/2013
Agent  Patti Edwards E
Reason Credit/Bad Resident HE_]

Save

2 The Date field displays today’s date. Change it if necessary.

3 The Agent field displays the name of the agent who started the leasing workflow for this
prospect.

Change itif necessary.
4 Select a Reason.
5 Click Save. A message appears: Do you wish to deny this application?
6 C(lick OK.

The application is denied and the guest’s status is changed to Denied. The Pending Applications
count on the dashboard is decreased by one.

Canceling an Application

To cancel an application

1 Inthe Application Status screen, click the Cancel button. The Canceling screen appears.

Canceling: Paula Foster

Date 2/15/2013

Agent | Patti Edwards [+]
Reason | Bedroom Size E]

Save
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2 The Date field displays today’s date. Change it if necessary.

3 The Agent field displays the name of the agent who started the leasing workflow for this
prospect.

Change itif necessary.
4 Select a Reason.

5 C(lick Save. A confirmation message appears asking you whether you want to cancel this applica-
tion.

6 Click OK.

The Application Status screen re-appears. The screen features a Re-apply button in the place of the
previous four buttons (Screening, Approve, Deny, and Cancel). The prospect’s status is changed to
Canceled. The cancelled prospect can later re-apply if he/she desires.

The dashboard count for Pending Applicationsis reduced by one.

Re-applying

Use the following procedure to re-activate a cancelled application.

To re-apply

1 Locate the applicant record whose application was cancelled. For more information, see “Locating a
Guest Record and Returning to the Leasing Workflow” on page 24.

The record opens at the Application Status step.

2 C(lick the Re-apply button. The Re-apply screen appears.

Re-apply:

Date |2/15/2013

Agent | Patti Edwards E

Save

3 The Date field displays today’s date. Change it if necessary.

4 The Agent field displays the name of the agent who started the leasing workflow for this
prospect.

Change itif necessary.

5 Click Save. A confirmation message appears asking you whether you want to process the re-
application.

6 Click OK. The Application Status screen reloads with the Screening, Approve, Deny and
Cancel buttons.

The dashboard count for Pending Applications is increased by one.

You might need to reselect a unit if the original unit has been rented out in the interim. Click the
Select Unit link under Leasing Steps (atthe top of the screen).



Performing Deposit Accounting

Use the following procedure to perform deposit accounting for a cancelled or denied application.

To perform deposit accounting

57

1 Inthe Application Status screen, click the Dep Acctg button. The Cancel Future Move-In screen

appears.

Canced Futwee Move In

Code 01020

Name Joaeph Lebo Urst
Addrecs 123 Man Strect Stotus
Rert

Crty Goleta, CA 93117

Forwarcang Addross

Property  rescad

i3
Canceled
1,0¢0.00

Lease From 0/15/2013
Lease To 03/14/2014
Move In

Move Ot

Tolephone (80%) $55-1124 - (M)

Address
City
Siae
b
Yes/No Ohg Code Description Charge Amt Credit
kar_-u INr_uir-; Depost : [
brotee  [Apsicancn Fee 5.00|
Mepose  [iSecurey Depose recered credt |
Bemages [CamapesiCieenmg o] 0.00
}10-'-0-)5 Il)im’-)e»(‘qu-»g C[ o0
feeyiock  [Keysiocks/Remaoce o} 0.00
prsutic  [tnsumoent Notice Fee of 0.00
iow [Le-)d Fees c[ 000
"Mves Iﬁwt Adpistroent | CI 000
Toeals: | |
Amcunt ol;;lund[_ -_—'l
Amount cm'o)ﬁ}

Pt Statement

Box Caad

2 Type theresident’s forwarding address.

3 Select the appropriate charges (by clicking in the checkboxes in the Yes/No column).

4 Type the amount of the charge in the Charge Amt. column.

As you enter the charges, the Totals, Amount of Refund, and Amount Owed fields change

depending on the charge amount and the deposit on hand.

5 Select the Print Statement check box.
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6 Click Post. The Move-Out Statement appears. Print the Move-Out Statement.

3 | I’. ol b ¥ 2 I o | Naxt J,'

Move Out Statement Coon S021331)

] [V e ] “asie From ]

] ] )

] S .l vae 1

tat Al Voe I

] Svoece ]
Charge E i Balprce Cha! P

Baance e of 2002003 1.2

Adjust Deposit Accounting

Use the following procedure to add additional charges or correct any other mistakes in deposit
accounting for a cancelled or denied application. The function is available before the deposit check is
processed.

To adjust deposit accounting

1 Inthe Application Status screen, click the Dep Acctg button. The Cancel Future Move-In screen

appears.

Cancel Futwre Move In

Code oo Ine Property  roscads Lease From O02/15/2013

Name Joaeph Lebo Urst 1213 Lease To 0/13/2014

Address 123 Man Strect Stotus Canceled Move In

Rert 1,0¢0.00 Move Ot

Oty Goleta, CA 93117 Tolephone (80%) 555-1124 - (M)

Addrecs

City

Stace

ip

Courrert Amourt Owed 2500

. Chg Code = Descrgtion Charge Ast Credit
Click to - Il of 0.00

select the | | o} 0.00
charge code { || of 0.00

| - ﬁ. 0

[ f of 0.00

?:Mh:f i’
Amsent of refund
Armount oaod‘
Fnrt Statemaent

2 Select a charge code (by clicking the gray button to the right of the Chg. Code column).
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3 Type the description of the charge in the Description column.
4 Type the charge amount in the Charge Amt. column or a credit amount in the Credit column.

5 Select the Print Statement check box.

6 Click Post. The guest’s revised Move-Out Statement appears. Print the Move-Out Statement.

Printing Move-Out Statements

Use the following procedure to print a move-out statement for a canceled or denied application.

To print a move-out statement

1 Inthe Application Status screen, click the Move-Out Stmt. button. The Move-Out Statement
appears.

2 Print the Move-Out Statement.

Other Procedures: Contact Records

This procedure describes how to add a contact record to a guest record.

To add a contactrecord

1 Inthe Prospect Guest Card screen (any step), click the Contacts button.

Prospect Guest Card

Frst Name 'Nolden M Stotus Prosgect m
it Narma (Cwalfieid M. (vl  Code pOOOSL2S T
Address 235 Bggland Road = ' Progeny (114 Breferences

(= Scooents
City Zeate Tip ] O Ove ait Cprd Sagte . gelast

Tall Cfice-Home (B09) s55.984%4 Se
Col¥ - Foxs
DOB - DL/ St ,
E.mad solcaton Chanmes
Twed of phany ertrmants Acobsatian Satus
Notes
Coreacts|  Prevens Ve Cancel Guest sertenng

Preferences

Expected Move In (032872013 i T

Bedrooma 12 Y. Car parking

Desred Rert Weod ficor
Freglace
Garage

Ocean Ven

—— Contacts button
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The Contacts tab appears.

Contacts
Type Date Unit Agent |Description Select
Walk-In| 02/05/2013 Erin Shaun| First Contact Edit
Show | 02/15/2013| 22FLAT| Erin Shaun Edit
Add New Contact

2 (lick the Add New Contact link. The Contact screen appears.

Contact for Jacob Lutws

¢

Type Letter
Agere Ern Shaun
Rewt
Date (2572000
Tune

=1y [rescad)
Nores

Lave

3 Complete the following fields:

Type

Agent

Result
Date
Time

Notes

4 (lick Save.

Select the appropriate type. (Contact types are set up at the property level.)

Select your own name (if you handled the guest; if not, select the appropriate
agent).

Select the appropriate result. (Results are set up at the property level.)
This field defaults to today’s date. Change it if necessary.
Select the appropriate time, if appropriate.

Type notes, if applicable.
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Resident Handling

In this chapter:
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Introduction to Resident Handling

When an applicant is approved and scheduled for move-in (when the lease is executed), the applicant

becomes a resident. In Voyager, the Resident screen displays a different status for each stage of
the resident cycle.

Actions—such as moving in and receiving a notice—change the resident’s status. Each event is
described in a separate section of this chapter.

RESIDENT STATUS REQUIRED ACTION
FUTURE Move-In
v 2 4
CURRENT ';::;‘:: J le.eiﬂ.l

Deposit
PAST Accounting

4
2 <
o
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Community Manager Dashboard

In this section:

Searching for Guests and Residents ........... .. i e e 63
The Community Manager dashboard displays the community manager’s work for the day. The
activities include performing tasks such as move-ins and move- outs, deposit accounting,
renewing a lease, and reviewing alerts and exceptions that may affect property reports.

Active property or property list —I
0B

Community Manager Dashboard - Villas Flores

Remsdort Activiy

Pernding Mako Reacy

N - Toeal Unes A2
Move In b - oo L rescatll
Leaced Lnes IT08%
Move Ou 1%
o & Adsscrd Cocupmed UnKs 1237 ok Guacr
*pOC e’ g 43 - >
‘ % Avadabie Unes g £38% T
On Notce 4 2 Lasy Atily
Nt aa Model/DonwnvAdmn 5 3AS% 23 el L
Exporng Leases (120 dayz) 2 On Hold Unes 0 o% » LA S S e
e New Sye Sen
S<chedued Loazo Renawals 0 Uk Trareters . B
SIS Assls
Alerts 108 SRS 3
T
- VoS Foee = Charges New Charae Saich

: Todsy s Shomngs 0

Panding Work Reguests &5 Cn Waiktit 1

Comrpletied WO Followyp 0 Pendmg Apphizatens 20

Calendar Experg Leases (120 days) - 02/18/2013 )
‘cl‘

Lease Market  Corremt Loss to c:‘."u rent Meomths At et Ressdent HIN? Renewal Appr MM Notice

Expires Rent L Lease s Prioperty Waorkllow  Status
01/ 32013 £,15000 1,180 00_ MG L 15 MG | Madc lames No Aoproved |
Q2052013 141000 142000 ~1000 12 3 aaal e Baha N2 ASproved

| Person Search tab

The totals in the Resident Activity section (Move In, Move Out, and so on) are the number of
residents scheduled for the activity. For example, the Move In total includes all residents
scheduled to move in today and any residents who were scheduled to move in earlier but whose
move has not been processed yet.
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To search for a guest or resident

1 Cdlick the Person Search tab.

—— Search
results
Parson Searc]
3]

A e Name / Phone s Uit Status Rent  Ledger Moveln  Move Out  Lease To
o Helden Caulleld | (805) 5555854 1202 | Future 1,060.00, Lodas $1/15/2013 11/14/2014
Fes IO

Fhone Number

fma

Auto Licerse

Search
Name field Click the resident’s name to open the Resident screen

2 Inthe Name field, type the first or last name of the person you want to look up.

3 dick Search. The right half of the screen displays the names of all guests or residents with
that name.

You can also search by unit number, phone number, Social Security number (Fed ID), or

email address.

Click the name link to open the Resident (or Guest) screen for that person. For a guest,
ﬁ Voyager displays the appropriate step in the applicant workflow.

Move-In Procedures

In this section:

Changing a Future Resident’s Move-InDate ... e 64
Canceling @ MOVe-IN. ... e e 65
Changing the Unit Assigned to a Future Resident.......... ... ... .. i i ... 66
Moving aResidentinto a Unit ........ .. i e e e e 68
Preparing Move-In Paperwork. .. ... e et et et e e 69

This section describes procedures related to move-in. The first three procedures describe actions
that you might take before a resident moves in; the last procedure describes the actual move-in.
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Changing a Future Resident’s Move-In Date

To change a future resident’s move-in date

1 On thedashboard, click the Move-In link. The bottom of the screen displays the move-ins sched-
uled for today (and any unprocessed move-ins scheduled prior to today).

——Move-In link

Community Manager Dashboard - s Flores

Move in Toeal Unes A2
Leaced Unes HiCE I7.08%
MNove Ot 1s
5 % sicnd Cocupmed Unes L4 Ll Fat
. SO0 3 &3
oor e Avadabie Wnes & 438%
Oniowse 18 Model/ Downiadmia $  3AS%
Exporing Leases (220 dayz) : On Hold Unas 0 0%
S<cheduled Loaze Renewal: 0 e Trarefers
Alerts 102
(e |
Pending Make Ready 23 DEPRC PO :
= Todey s Showmngs 0
\ - - w5
Panding Work Reguesss £S On Waithit 1
Comrpisied WO Follcwup 0 Pendrg Applizatens 20

Calerdar Move In - 0271872013

.’GI

Move In Move Adjusmt Execwte
Date ™ Unit Resident In Dates | Concel | o e
QROS2003 | L0 Eatosa Len

—— Adjust dates button

2 Locate the appropriate resident and click the Adjust Dates button. The Adjust Move-In Dates

screen appears.
Adjust Move In Dates

Code 10033008 Property copoaly
Name Fatra LUen e A0
Addvess 601 East Anspairw Stre Status Futwe

Rere 1.310.00
Ty Sanrts Barbaca, CA 92100 Phone (M)

Move-in date—F—=ve 1n oty @@
Leass from w0 B
12

Term
Lease To  [CUOWEI4 [ Aseds Danicatan Souns
ot telo

3 Type the new move-in date. If necessary, change the other dates on the screen.

4 (lick Post.

Changing the move-in date to a later date causes the Move-In count on the dashboard to
be decreased by one (ifthe new date is in the future).



Canceling a Move-In

To cancel a move-in

65

1 On thedashboard, click the Move-In link. The bottom of the screen displays the move-ins sched-
uled for today (and any unprocessed move-ins scheduled prior to today).

S<hedued Loazo Renewals
Alerts

——Move-In link
Community Manager Dashboard - s Flores
Move In b Teeal Unks s
Leaced Unes A3 97.08%
MNove Ot 1s
" S i Cecuomed Unes 4 T
NOORR 200000 - Avadable Wes & L3854,
On Mavce 13 Model/ Downiadmia 5 A%
Exporng Leases (120 dayz) b On Hold Unes 0 o%

Une Trarsfers

[~ ]
- VIpeX Foene =

Pernding Mako Ready a 2
) A z Todey s Showmngs 0
Panding Work Reguests 22 Cn Walsat 1
Corrpleied WO Follcwyp 0 20
| IR rove In - 027132013 [EEE
o=l
Move In Move Execste
Date ™ Unit Kesident In Canced e
QROS/2013 | L0 Eatosa len

2 Locate the appropriate resident and click the Cancel button. The Cancel Future Move-In

screen appears.

Cancel Future Move In

EXeearty resca02

Bexnders E@iﬁ

Cancel Date | i)
Reason

Agent

<

,
L

3|

L

——Cancel button
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3 Complete the following fields:

Cancel Date The cancel date.

Reason Select the appropriate reason. (Reasons are set up at the property level.)

Agent Select your own name (if you handled the cancelation; if not, select the appropriate
agent).

4 Click Submit.

Canceling the move-in causes the Move-In count on the dashboard to be decreased by one.
The resident’s status is changed to Canceled, and he/she is returned to the prospect workflow.

Changing the Unit Assigned to a Future Resident

To change the unit assigned to a future resident

1 On thedashboard, click the Move-In link. The bottom of the screen displays the move-ins sched-
uled for today (and any unprocessed move-ins scheduled prior to today).

——Move-In link

Community Manager Dashboard - Villps Flores

Teeal Unis

Move In -
Leaced Lnes HCE 9T.08%
Move Out iz
o 2 Al " Oocupmed Unks S 73T
pOst AsCounbng &1
o Avadabie Whes & £.38%
On Notce Model/ ConnAdmn 5 3A5%
Expring Leases (120 dayz) s On Hold Unes 0 0%
Schoduled Loazo Renawal: 0 Unt Trarsfers
Alerts 102
Pending Make Ready 23 DORASE pacaaa 3
Todsy's Showmngs 0
Pardng Work Reguests - Or Wathit 1
Cormrpieied WO Follomyp 2 Pendng Applications 20

m Move In - 02/18/2013 Person Search

,tl

Move In Move Adjust . Execste
Date ™ Unit Kesident In Dates | concel | o e
QROS2013 | LU0 atoaa Len

 Click the resident’s name to open the Resident screen

2 Locate the appropriate resident and click the resident’s name. The Resident screen appears.
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3 On the Functions menu on the Resident screen, click the Assign Unitlink. The Assign Unit screen

appears.

New Unit link

7 C(lick Post.

The resident’s status does not change. The unit status is updated accordingly: the old unit’s
status changes from Rented to Unrented; the new unit’s status changes from Unrented to

Rented.

—tesu |

Assign Unit

Code Q2000 Froperty o3l
Name Prachs Bagade Une 310
Addreaa 601 Cast Anaparmu Stire Lol Pture

Sart 3,310.00
Chy Sarts Barbara, CA 93100 Fhone (M)

tease frem  [a0Siz0a3 BH

Term [u
Lease To [OJN‘\"NIQ B isass Tcicaticn Count
Move In fONOS’:‘jlj

Beat e oo

Click the New Unit link. A list of available units appears.
Select the new unit the future resident has chosen and click OK.

Verify that lease dates and term are correct and make adjustments if necessary.
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Moving a Resident in to a Unit

To move a resident in to a unit

1 On thedashboard, click the Move-In link. The bottom of the screen displays the move-ins sched-
uled for today (and any unprocessed move-ins scheduled prior to today).

——Move-In link

Community Manager Dashboard - s Flores

A 1 Toeal Unas Al
'a 7

S 18 Leaced Unes A3 7.08%
g ¥ Cocupeed Unes 104 T

NPOSR Accourbng ad Avadabie Unes & £38%
On Natice i Model/OownAdmn 5 345%
Expring Leases (120 dayz) 3 On Hold Unes g o'
Scheduled Loazo Renewals e Unt Trarsfers 2
Alerts A0

Narfensnce

¥
L]
e

Pernding Mako Ready

) . .: Todsy s Shomngs 0
Pardng Work Reguests &5 O Walhit 1
Corrpletied “‘O Folcowyp 0 Pendrg Applizatiens 20
| I rtove In - 027182013
=L
Move In Move Adjumt Execwte
Date™ Unit Resident In Dates | Concel | o ee
QXOS2013 | L0 Eatoioa Lien

——Move-In button

2 Locate the appropriate resident and click the Move-In button. The Move-In screen appears.

Mave in

Code 19037000 Property  fepoals Lease From QROS/2013

Name Fatnoa Uen Lt A0 Lease To 03042018

Addvess 601 East Anapairw Stre Sratus Futwre Move In Q052043
Rere 131000 Move O

Ty Sarts Barbara, CA 92100 Phone (M) Phone (W)

Move In
Asrvieser Amoun

!d-aut | | Depost | T

rentres | Rent for 24 days ) |

Soloct Charge Code Rnnl?ol‘:llnm Dexcription | (lewse
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3 Verify that lease dates and term are correct and make adjustments if necessary.

To determine the number of other leases that will expire near the end date of this lease, click the
Lease expiration count link located to the right of the Lease-To Date field.

4 Complete the move-in charges.

The prorated rent is calculated by the system and cannot be changed. Also, any move-in charges
specific to your community are included and charged at this time. Make sure to select any rentable
items that the resident is leasing (for example, garage, parking, storage spaces, and so on).

a Include charges by selecting the checkbox in the Yes/No column.
b For rentable items (carport, garage, and so on), enter the code in the Code column.

¢ Specify the amount of a charge every month in the Lease Amt. field, or the amount of the
charge at move-in in the Move-In Amt. field, if applicable.

5 C(lick Post.

The program changes the status of the resident to Current. The Move-In count on the dashboard is
reduced by one. Any charges added for rentable items become recurring lease charges.

Preparing the Move-In Paperwork

The move in process is the final step before a new resident takes possession of an apartment.
Specific guidelines should be followed to ensure that this process is executed properly and your
new resident’s move-in goes smoothly!

The Tenant Technologies program will print all required move-in forms and includes optional
forms that you can select. Itis important that all move-in paperwork is read and signed by the
resident prior to taking physical possession of their new apartment. Once you have compiled all the
move-in paperwork, one copy of all move-in paperwork will go to the resident and one copy of all
move-in paperwork will be kept in the resident’s onsite file.

Prior to the move-in, highlight the signature and initial areas on all move-in paperwork for
visibility. The Manager is the Designated Agent to sign the Rental Agreement.
**Failure to collect the required signatures can lead to legal complications.
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The following completed paperwork should be scanned into Voyager and saved in the Resident’s
File. Itis important that each attachment is saved as a PDF document and the correct document
type (listed below) is selected in Voyager.

Form Save File As Attachment Type
Rental Application Resident’s last name -Application-date.pdf Application
* example: Doe-Application-12-1-2014.pdf
Recommendations from Screening Resident’s last name -Screening-date.pdf Screening
Company * example: Doe-Screening-12-1-2014.pdf
Rental Agreement Resident’s last name -Lease-date.pdf Lease
* example: Doe-Lease-12-1-2014.pdf

Other relevant addenda should also be explained as well:

Trespass Addendum to Rental Agreement (if applicable) — The purpose of this form is to
assist in keeping drugs and other illegal activity off the property.

Lead-Based Paint Disclosure (if applicable) — This document discloses to all residents moving
into apartment communities built prior to 1978 of lead-based paint hazards in compliance with
the HUD and EPA federal laws. All residents who sign this disclosure, must also be provided with
a copy of the EPA approved booklet, “Protect Your Family from Lead in Your Home”.

Unit Condition Report - The purpose of this document is to record the condition of the
apartment at the time of move-in. The form must be signed by the Resident and the Managing
Agent receiving the form. A copy of this report must be provided to the resident.

Utility Setup-Termination - This form is used for the purpose of providing the new resident
with their address and a list of all utility companies. The new resident is responsible for setting
up their required utilities and to provide the site management with the corresponding account
number. This form must be returned at the time of move-in.

Pet Agreement (if applicable) —- The Pet Agreement must be signed prior to the resident’s
move-in. A photograph of the pet is suggested, and proof of renter’s insurance is required
before the pet is allowed into the apartment. The Pet Agreement specifically states: before
move-in of pet, resident shall provide Cambridge Real Estate Services with proof of insurance of
a minimum of $100,000 liability to cover any damage or injury caused by said pet(s). The
community should be named as an “additional interest” on the policy. Said proof shall be
subject to re-verification at any time a declaration page is reissued. The resident shall notify
Cambridge Real Estate Services of any lapse of insurance.

Mold and Mildew Addendum - The purpose of this document is to ensure all residents are
aware of all mold and mildew hazards, prevention tips and clean-up procedures.
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Lease Renewal Procedures

In this section:

Lease ReNeWal ProCess. .. ..ot e e 71

Canceling @ Renewal. ... ... i e 74

Converting a Lease to Month-to-Month ......... .. .. i e 75
Lease Renewal Process

To start or continue the -lease renewal process

1 On thedashboard, click the Expiring Leases link. The bottom of the screen displays a list of the
leases that are expiring in the next 120 days (as well as leases that have already expired).

2 Locate the appropriate resident and click the Renewal Workflow button.

Expiring Leases link
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Click on the Renewal
Workflow link.
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The Lease Renewal screen appears.
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3 Complete the screen as follows:

Lease From Date

Enter the date the new lease will begin.

Term

Enter the lease term in months.

Lease to Date

Tab down from “Term” field and Voyager will calculate the lease to date based on
the term of lease in previous field. Adjust manually if necessary.

Old Rent

Voyager will pull in the “old rent” based on the previous lease charge.

New Rent

Enter the new rent amount..

Note, the “New Rent” amount does not include rentable items or rub charges. Those can
be adjusted in the lease charge screen after the renewal has been processed.

Increase Amount

Voyager will calculate the increase amount automatically.

4 (lick Save.



5 The Resident Screen will appear to confirm that the lease renewal was processed successfully.
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6 Review the Scheduled Lease Renewal charges by selecting Data > Lease Charges.
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7 If necessary, make adjustments to Rub or Rentable Item charges in this screen and then click Save.
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On the Resident screen, the Lease From and Lease To dates are not immediately updated, so that
the resident stays on the current lease until the new lease takes effect. On the appropriate date, the

scheduled lease renewal is automatically converted to an active lease.
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Canceling a Renewal

To cancel a renewal

1 On thedashboard, click the Scheduled Lease Renewals link. The bottom of the screen displays a
list of the leases that are scheduled for renewal.
——  Scheduled Lease

Renewals
Community Manager Dashboard - Residential Properties

Remdart Activiy
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=
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Residont Property Unit Luase “'.::;:“ Status © tdn .';:‘ Ronew  Canmcel
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jorathan Flant (28407 1336 CWIA0:L3 | QUNNW14 | Schaduied

|
Cancel button

2 Locate the appropriate resident and click the Cancel button.

The resident is returned to the Expiring Leases count. The resident’s status remains Current. If
appropriate, you can change the resident’s status to Month-to-Month or Notice. See the
following procedures:

m “Converting a Lease to Month-to-Month” on page 84

m “Receiving a Notice to Vacate” on page 86
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Converting a Lease to Month-to-Month

To convert a lease to month-to-month

1 On thedashboard, click the Expiring Leases link. The bottom of the screen displays a list of the
leases that are expiring in the next 120 days (and leases that have already expired).

Expiring Leases

_ link
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MTM button—

2 Locate the resident who is renewing and click the MTM button. The Lease Renewal screen

appears.
Lease Renewal
Code 10003765 Property  rescsdl Lesns Fram 0Q/37/2010
Nome 3 Bol Unit 240 tease To o2/05/2013
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Voyager fillsin the fields in the screen. The Month to month date field defaults to the end of the lease
plus one day. The Month to month premium and Charge code values are set up in Voyager it
will automatically populate with the recurring premium rent charge. The amount in the New
rent field is the market rent for that unit, it can be adjusted it needed. The Increase Amount
field shows the difference between the New rentand the Old rent (butdoes notinclude the Month
to month premium).

Review the information on the screen and make changes if necessary.
Click Save. The change to month-to-month is posted.

The resident’s status remains Current. The resident’s history is updated to show that the lease has
been changed to month to month. To view the resident history, click the Resident History link in the
Data menu of the Resident screen.
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Notice Procedures

In this section:

Receiving a Notice 1o Vacate . ... ..ot e e e et et e 77
EVIiCtioN Process. .. . o e e et 78
Documenting an EViction. .. ... . et ee e 79
Adjusting the Intended Move-Out Date for a Residenton Notice...............................80
CaNCeliNng NOTICES .. o e e e e 81
CanCeling EVICTIONS . ...t i e e e e e 82

Receiving a Notice to Vacate

When a resident sends you a notice to vacate, you document itin Voyager.

To receive a notice to vacate

1 Using the Person Search tab on the dashboard, locate the appropriate resident and click the
name link to open the Resident screen.

Resident | Functions ¥ Data

Renew Lease
First Name |A

A
Last Name [Kl djust Lease End

Month to month
Address ol "

Reverse Move In

N Notice

City-St-Zip |S§

E-mail

Move Out Calculator

2 Inthe Resident screen, click Notice in the Functions menu. The Notice screen appears.

Notice
Code 000043 Fropety epcall Lease From OSM0L2022
Nare Adalise Kovalskn une 226 Lease To LOVIL2013
Addiess 603 East Anaparw Stre Status Current Move In OW102001
Rert 1,210.00 Move O
Cay Sarts Bactara, CA G210 Phane (M) Phore (W)  (B05) 555-2075
Termnaton Type Nobce '—.—_]
Notoe Date 52”00’30’3 .
Move Out Date fosreriz013 ml
Reason for Move Ot Rebocatng —a
Post Earty Termnanon Fee
Sore Ceoo
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3 Complete the following fields: Termination Type, Notice Date, Move-Out Date, and Reason
for Move-Out.

4 |[fthis is an early termination, select Post Early Termination Fee.

This causes Voyager to post a charge to the resident ledger based on the property-level
policy for early terminations. The policy is defined in the Property Control screen for the

property.

5 Click Save. Voyager changes the status of the resident to Notice.

Evictions

Request for a Termination Letter

Site Management Role:
* Verbal warnings and mediation are strongly encouraged - Record any verbal mediation in

Manager’s Log
» Violation letter #1:  Friendly reminder
* Violation letter # 2: More assertive notice
» Violation letter # 3: Final attempt to resolve

Site Employee Resource Center Role:
» Final termination (Eviction) letters only

Should I Request an Termination Letter?

Consider the questions below prior to requesting an termination letter:
* Isthere a clear lease violation?

* Have you personally intervened?

» Have written warnings been served? How many?

* Has there been adequate time to remedy?

» Does the punishment fit the violation?
Requesting a Termination Letter

To request a termination letter, complete a Request for Termination (Continuing Non-Compliance)
form (#C059) from Tenant Technologies website and fax to the Site Employee Resource Center.

Do: Do Not:

Include All the Details: * Make it Personal
* Dates ¢ Include Unrelated Letters
« Times » Exaggerate or Embellish
* Names * Target Offenders
* Detailed Descriptions * Show Bias or Hostility
* Police Reports * Be Unrealistic

¢ Witness Statements
* Warning Letters

Remember: The Goal is Cooperation & Continued Residency




Delivering a Termination Letter
Site Management Responsibilities:

» Post/ personally serve the violation letter on the same day that the letter is dated

* Do not distribute internal paperwork (i.e. “Request for Termination”)

* Complete proof of service; fax to the Site Employee Resource Center

* Do not mail the violation Letter - it will be mailed from the Site Employee Resource Center

Site Employee Resource Center Responsibilities:
* Email letter to site for posting / personal service

* Mail letter to resident via United States Postal Service

Documenting an Eviction

79

When you need to evict a resident from the property, you document the eviction in Voyager.
Evictions work just like notices, except that the property usually determines the move-out date

for an eviction— not the resident.

To document an eviction:

1 Using the Person Search tab on the dashboard, locate the appropriate resident and click the
name link to open the Resident screen. For more information, see “Searching for Guests and

Residents” on page 66.

Resident Functicns » Data

. Renew Lease
First Name By
Adjust Lease End
Last Name LC p
-y Month to month
Address (3
Reverse Move In
Nobtice
City-St-2Zip 'S t
Move Out Calculato
['mall ve O dCulator
Ak, E-mail B ™
Assich Unit

Evict

Evict i
Code 000275 Property  rescall o
Name  Beitany Lovelsce ¥ 24 >
Addeess 601 East Anapars Stre Seatus Cwrrent

Re 1,070.00

Coy Sarts Barbara, CA 93100 Phoee (4
Termnaton Type (S04 ;I
Evict Date Evemn W
Move Out Date feon W
Reason for Move Out Gerecal probiems | v
Post Barty Termmnation fee

Save et

3 Complete the following fields: Evict Date, Move-Out Date, and Reason for Move-Out.
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4 Ifyou want to post a termination fee, select Post Early Termination Fee.

This causes Voyager to post a charge to the resident ledger based on the property-level policy for
early terminations. The policy is defined in the Property Control screen for the property.

5 C(lick Save. Voyager changes the status of the resident to Evict.

Adjusting the Intended Move-Out Date for a Resident on Notice

To adjust the intended move-out date for a resident on notice

1 On thedashboard, in the Resident Activity section, click the On Notice link. The bottom part of
the screen displays a list of the residents currently on notice.

—— On Notice link

Community Manager Dashboard - Villas Flores
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Adjust Dates buttonJ

2 Locate the appropriate resident.



3 (lick the Adjust Dates button. The Notice screen appears.

Notice

Code e O Property  fescall Lease From OK0/2010
Name Bradiord Cox ne R Lease To SO/3L2013
Addeess 601 East Anaparw Stre Seatus Notuoe Move In 0§/03/2050

Rere 1,245.00 Nove Ow 10312013
Cay Sarts Bartara, CA 93100 Fhore (H) Phone (W)

Motice Date 01/38/2013

Move Out Date ez B

Reason for Move Ot Rdocatng =]
Save Qoo

4 Type the new Move-Out Date.

5 C(lick Save. Ifthe new move-out date is later than today, the Move-Out count is decreased by
one.

Canceling Notices

To cancel a notice

1 On thedashboard, in the Resident Activity section, select the On Notice link. The bottom
part of the screen displays a list of the residents currently on notice.

—— On Notice
link

Community Manager Dashboard - Villas Flores
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Cancel Notice
button

2 Locate the appropriate resident.

3 C(Click the Cancel Notice button.



82 ' YARDI VOYAGER RESIDENTIAL PROCEDURES GUIDE

Voyager returns the resident’s status to Current. The On Notice count on the dashboard is reduced
by one. Ifthe resident’s lease will expire within 120 days (or has already expired), the Expiring
Leases count is increased by one.

If the unit has already been rented to someone else, the system will not let you cancel the notice
until you assign another unit to the new resident.

Canceling Evictions

To cancel an eviction

1 On thedashboard, in the Resident Activity section, select the On Notice link. The bottom
part of the screen displays a list of the residents currently evicted.

— On Notice link

Community Manager Dashboard - Villas Flores
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Cancel EvictJ
button

2 Locate the appropriate resident.
3 (lick the Cancel Evict button.

Voyager returns the resident’s status to Current. The On Notice count on the dashboard is
reduced by one. Ifthe resident’s lease will expire within 120 days (or has already expired), the
Expiring Leases count is increased by one.

If the unit has already been rented to someone else, the system will not let you cancel the eviction
o until you assign another unit to the new resident.
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Move-Out Procedures

In this section:

Moving Out @ Resident. .. ... e e e 88

Canceling @ MoVve-OUT . ... .. 85

DePOSIt ACCOUNTING. ...ttt et e e et e e et e 85

Adjust Deposit ACCOUNTING. ... .ottt e e e e 88
Moving Out a Resident

To move a resident out of the property

1 On thedashboard, in the Resident Activity section, click the Move-Out link. The bottom
portion of the screen displays a list of the residents scheduled to move out.

—Move-Out link

Community Manager Dashboard - Villas Flpres
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ﬂ

Hove Adjust Cascel Cancel
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02/22/2013 227 | Mook Mews Notice |

Move-Out buttonJ

2 Locate the appropriate resident and click the Move-Out button.

The resident’s status is changed to Past.

On the dashboard, the Move-Out count is decreased by one, and the Deposit Accounting

countis increased by one.




Canceling a Move-Out

Use this procedure to reverse a move-out. This procedure is available before you perform deposit
accounting. Once deposit accounting has been performed, there is no way to reverse a move-

out.

To cancel a move-out

1 On the dashboard, use the Person Search tab to find the appropriate resident. For more
information, see “Searching for Guests and Residents”

2 (lick the resident’s name. The Resident screen appears.

3 On the Functions menu, select Cancel Move Out.

Voyager returns the resident’s status and the unit’s status to Notice. The On Notice count on

the dashboard is increased by one.

Deposit Accounting

To perform deposit accounting

1 On thedashboard, in the Resident Activity section, click the Deposit Accounting link. The bottom
portion of the screen displays a list of the residents who have moved out and require deposit

accounting.

Move-Out link

Community Manager Dashboard - Villas Fllores

Remdart Activity
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2 Locate the appropriate resident and click the Deposit Acctg. button. The Deposit Accounting

screen appears.

on page 64.
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3 This screen shows the resident’s deposit on hand and provides line items for charges that normally
occur and line items you can complete manually.

Deposit Acceunting |
Cede (ol Y Progecty  roscadl Leaze From 023172012
Name  Laa Wapien Uret a1 Lease To Q732013
Address 3100 Sate Street 3117 Stetus Pazt Meve In 07312012
Rert 90500 Move Out oWi1v/2013
City Sarts Bacbars, CA $3103 Telephore (M)
Oty
Stare
0
Yes/NoiChg Code jon Charge Amt Credit |
17 \catle Cable (Resdential) (0/2012) 47 days 17.00 o
F rentres  [Rent Resdertal (09/1012) 17 davs ER 0
I Mepost Secunty Cepont crede 5 150,00
r lsamages |Camages/Clearing O 0.00
r Mamages |Camages'Cleaning 0 0.00
I Memages [Comages/Tlearing L _of 000
r lamages |Comages Clearing 0 0.9
r damages |Camages/Cleaning 0 0.00
r fnove Carpet Cleaning L) 0.00
" Memsyes [Corpet Reslacement o 0.00
r Mamages [Carpet Repar [ 050
r Inove pararg ) 0.00.
r move 2oenment Cleaning 0 0.0
r utires  [Fnalutity . | S—C
r Juevhock [ Keys/Lotks/Remate 0 02
r frsuthic  [Insuthioent Nooce Fee 0 0.00
r legel Legal Faes 0 0.00
[T bertres  [Rens Adjusment ° .20
Totals] 9.83) 15050
Amownt of refund 3.00
Amount ow 379.83
. T [ Friet Statement
Print Statement e ||

check box

4 Type the resident’s forwarding address.
5 Select the appropriate charges (by selecting in the checkboxes in the Yes/No column).

6 Type the amount of the charge in the Charge Amt. column.

As you enter the charges, the Totals, Amount of Refund, and Amount Owed fields change
depending on the charge amount and the deposit on hand.

7 Select the Print Statement check box.



8 C(lick Post. The Move-Out Statementappears.

Print the Move-Out Statement.

WoALR ek o o noe .
Move Out Statement Coe 803
Cade YT ] Froces ] waaie From [ ]
e ot ] we l ham s [ ]
- ;
Ascem ] S l Moie e [ ]
- ~ l Mave O [ ]
w4 . : ;
< Savn Bedes CA D ] Swacce [ s ]
dernora | . &
[ Dascription Charge O wyvnare) Balprcel Cha! M)
Baance e L «i
Cate Mescdiertel) 13 173K C CC8 BN pa
Facts bamcmote (1% £12.00 0.00 <4< 5 Py
15w Cwocst cwit 2. o€ 00 334 43 Pty
A3 o Fee % 0.0 N T
-y v 0.00 2044 %4
Ut 4 0.0 k& 2kl
LA e & 0 004 M2 18]
Asnsavece Pes o LY Ce e x| = A N SN
Trgoh % 17 Oaws % 0 ne SIM]
wow A 1Y Gy .49 DY T4
2 e St S o % byt sl
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The Deposit Accounting count on the dashboard is decreased by one. The resident’s status is not
changed: it remains Past. The Resident screen displays a note stating that deposit accounting has

been posted.

Processing Deposit Accounting Paperwork
1. Print three copies of the Move Out Statement - one for the resident, one to be mailed to Site
Employee Resource Center and one for site management records.

2. Assemble all paperwork according to the Move-Out Envelope (available to order from B&B Print

Source). Assemble all paperwork from the resident(s) file in the order listed on the move-out

envelope. Do not seal the envelope.

3. Ifthe resident owes a balance, the Resident copy of the Move Out Statement is mailed directly

from the site office to the Resident. All other paperwork is placed in Move-Out Envelope and
mailed to Site Employee Resource Center.
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4. |Iftheresidentis due a refund, the Resident copy is placed in the envelope along with all other
paperwork and mailed to Site Employee Resource Center. The Site Employee Resource Center
will then mail the Resident copy along with the refund check.

5. Move-outs will result in either the resident owing the property a balance or the resident will be
due a refund of their deposit. Never both.

Adjust Deposit Accounting

The Adjust Deposit Accounting function allows you to add additional charges or correct any other
mistakes in deposit accounting. The function is available before the deposit check is processed.
To adjust deposit accounting

1 On thedashboard, use the Person Search tab to find the appropriate resident. For more informa-
tion, see “Searching for Guests and Residents” on page 64.

2 (lick the resident’s name. The Resident screen appears.

Resident l Functions ¥ Data |

A @%— Adjust Deposit Acctg.

Blue Moon
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3 On the Functions menu, select Adjust Deposit Acctg. The Adjust Deposit Accounting screen

appears.

Adjust Depost Accounting |

Code Code 0S00E0 Froperty eecall Losce Fromn DWAS/3022

Nama MName Monca Meas Une -4 4 Lescs To 10/31/3013

Adsre Address Vila Mores Apsrtments =atus e Move In 42173010
01 Tt Avagamu Straet Rert 251,00 Move Ot /233013

- Cy Sants Dartera, CA 53103 Telephcrm (M)

Address

Stone

Roommates Rabwn Sungh

Currert Refund Amourt 100.00
Chg Code Descrgtion Charge Amt Crednt

|

-

|

|
' | \":

-1 | ) 2.00
| 2.00

Fslo~e~t

——Click to select the charge code

Adjust Deposit Accounting appears on the Functions menu only if deposit accounting has
@ already been performed for the resident.

4 Select a charge code (by clicking the button to the right of the Chg. Code column).

5 Type the description of the charge in the Description column.

6 Type the charge amount in the Charge Amt. column or a credit amount in the Credit column.
7 Select the Print Statement check box.

8 C(lick Post. The resident’s revised Move-Out Statement appears. Print the Move-Out Statement.
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Unit Transfer Procedures

In this section:
Entering Basic Transfer Information

Reviewing Roommate Information
Reviewing Rentable Item Information
Reviewing and Posting the Transfer ......... ... i i e 95

Reviewing Resident Information .......... ... . i 92

You can move a resident to another unit in the same property, or to another unit in a different
property. You can transfer basic information about the resident, as well as information about
roommates, rentable items, security deposits, and so on.

The following graphic shows an overview of the unit transfer workflow.

UNIT TRANSFER WORKFLOW

Enter basic tenant information

|
Review resident information

Review rentable item information

Review and post transfer
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Entering Basic Transfer Information

To enter basic transfer information

1 From the side menu, select Residents > Transfer Unit. The Transfer Unit filter appears.

Transfer Unit

resca02

Netsce of Transfer Date [03/27/2013 '

Suont Heb

2 Complete the following fields:

Property Select the property where the resident is currently located (optional).

Unit Select the unit where the resident is currently located (optional).

Resident Type or select the resident code of the resident who is transferring (required).
To Property Type or select the property code to which the resident is transferring (required).
To Unit Type or select the unit code to which the resident is transferring (required).

Notice of Transfer Date Type or select the day the resident gives notice to transfer (this field defaults to the
current day).
The system sets this date as the default move-out and move-in dates for the
resident. These dates can be changed later in the process.

3 C(lick Submit. The Transfer Unit (Options) screen appears.

Transfer Unit | Yrenster Urat v

Code rie st UAS Property  rescall Lease from O6/2L/2012)
Nama Travs Brabd e 50 wase To 1WV3L2013
Address 601 East Ansparmu Stre Suatus Notce Move In Q&V2L72010

Rerd 2,155.00 Move O LV25/2013
Cey Sants Barbars, CA 93103 Fhone (M) Phone (W)

Exniting Lease Trdormation Non L ease Indormation
Irtended Move Out Date  [0272172082 Bl To Progenty (=20
Motk of Tramsfer Date  [GRi3T7a0ss B0 U™ 1001
Transter Reason [Naed mare spsce| | [=] ‘oo femOete  oriiaoes
Button Name Yramsler Leaze To loz/zarz04
"’Y"'M | @ | New Rert 631,00
New Move [n Date W n
Incuce Securty Cepose Balance in ransfer Change Lints
Cooy UFT Bank Setvo J
Cogy Crede Setvp 4
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Reviewing Resident Information

The top portion of the Transfer Unit (Options) screen summarizes resident and unit data for your ref-
erence. To provide transfer options, enter the needed information in the bottom portion of the
screen, in the Existing Lease Information, New Lease Information, and Custom Data sections.
The Transfer Unit section lists the steps of the transfer process.

To review resident information

1 Review the Existing Lease Information section:

Intended Move-Out Date Select the date that the resident will move out of the unit.

Notice of Transfer Defaults from the filter.

Transfer Reason Select the reason for the unit transfer from the pull-down list of available options.

2 Review the New Lease Information section:

Lease From Date Type the date on which the resident’s lease is scheduled to start.

Term Type the number of months in the lease term. The default value is the number
of months specified at the time of property setup.

Lease-To This field is completed by the system, based on the Lease From date and the
Term.
New Rent This field identifies the resident’s new rent amount. Type the new unit rent for the

proposed lease.
New Move-In Date Enter the date you expect the resident to move into the new unit. This date

may be prior to the move-out date of the original resident so that the resident
actually occupies both units at the same time.

3 Review the Custom Data section.

In the table, click the Transfer check box for data you wantto transfer. Custom data caninclude
items such as Abstract, Demographics, Options, and TI/Commission.

4 Check Include Security Deposit Balance in Transfer if you want to include the security
deposit balance as part of the transfer. Checking this option means that you want the resident’s
balance to come over as part of the transfer as opposed to issuing a payable to the resident
once they move out of the original unit.

This check box will default to whatever is set up for this option on the Property Control screen.

5 Click Next for the Roommates step. The Existing and Proposed Roommates section appears.

Existing and Proposed Roommates

Click to add a new roommate NED
F F.ilrst Name Last Name Move In New/Existing Transfer
Dmitri Faustin 02/21/2013 Existing v

Cancel Previous Next Finish
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Reviewing Roommate Information

To review roommate information

1

In the Existing and Proposed Roommates section, review the table of existing roommates and
select any that will be part of the transfer. Clear the transfer check box if an existing roommate
will not be transferring.

o If a roommate is not transferred, their name (and other information) is removed from the resident
record.

To add a new roommate, click the icon on the upper left of the table. The Add Roommates screen

appears.
First Name |Andrew E-mail
Last Name |salvatore SSN
Move In [o272172013 Relatonship | Roommate :z]
Move Out Lessee v

I choose to opt out of ARC check conversions, do not scan my checks.

Save

Complete the Add Roommates screen, providing the roommate’s name, contact information,
relationship to the lessee, and whether the roommate is also a lessee.

Click Next for the Rentable Items step. The Existing and Proposed Rentable Items and Add
Rentable Items sections appear.

Exatng and Prososed Kertable Nev
Macket
Type Code .‘ - Status Traoster
cable Service Charpe 0.00 Dxating 4
1 Market Add
_'L”_ C ] Bok: RS
codie Service Charge $0.00 »
e 18 75.00
yrQrerw 1002 1000
Qo 1003 L1000 -
Cance Frevos torut T
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Reviewing Rentable Item Information

To review rentable item information

1 Inthe Existing and Proposed Rentable Items section, select the rentable items that you want to
transfer.

Rentable items that are not transferred are released through the deposit accounting process
when the transfer takes place.

2 Inthe Add Rentable Items section, select any additional rentable items you want to include in the
transfer.

3 dick Next for the Review & Post step. New sections appear.

Und Trasafer Summary for:  Traws Beals

isterded Move Out Cone 03/31/2013 To Propenty rescall
Notce of Tracefer Date 07313013 Yol o
Lease From Date  02/21/2013
Term 12
Lease T2 03/30/2014
New Rent 63100

New Move In Date 02/2L/2013

Costom Dats Lof 1 items sefacted
Roommates Aol litems sefacted, 0 Maw Added, 1 sxisting Xransfemong
Rentable Items L of 1 items sefecte New Added. 1 @ nsienng

Cancel Prevous Pos Trarader




Reviewing and Posting the Transfer

To review and post the transfer

1 Review the Summary Information, Existing Lease Information, New Lease Information, and
Other Details sections.

2 (lick Post Transfer.

Once you click Post Transfer, Voyager performs the following actions:

The original resident record is given a new code.

The original resident record is changed to a status of Notice.

A new resident record is created and is given the original resident code.

The new resident record receives a status of Future.

The history tables are updated so that the occupancy reporting will be accurate.
Depending on items chosen during the transfer unit process:

¢ Custom data is created on the new resident record.

¢ Rentable items lease charges have end dates added to them and are disassociated from
the original resident. New lease charges for rentable items are created and associated with
the new resident.

¢ The security deposit is transferred to the newly created resident record.

Follow-Up

When the date of the transfer arrives, you must perform:

e The standard move-out and deposit accounting (on the original resident record).

e The standard move-in (on the newly created resident record).

95
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CHAPTER 4

Unit Pricing

In this chapter:

Leasing SPeCials ..ot e e 96

This chapter contains procedures for raising market rents, creating rent incentives (specials), and
using amenity-based pricing.

Leasing Specials
In this section:
Setting Up Unit-Type Specials . ...t e e e e 97
Using the Unit-Type Specials Tab . ... i e e e 100
Using the AvailableUnitsTab ............ i e 100
Using the UnitSpecials Tab ... i et e e 100

Leasing specials are rent incentives that can be offered to a prospect as part of a lease. As a
property manager, you can define leasing specials from the Community Manager Dashboard.

You can define incentives for either a unit or a unit type. The leasing specials are on the hot
sheet for the property and available for the leasing agent to offer as part of a lease.
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The leasing specials for a unit type will not be available for a particular unit of that type if a leasing spe-
cial is defined for that unit. This is useful for further refining the leasing specials you offer. For
instance, you could have a leasing special for all your one-bedroom apartments, but then you
could have a separate leasing special for one of the apartments that does not have as good a view as

the others.
Setting Up Unit-Type Specials

To set up a unit-type special

1 On the dashboard, click the Leasing Specials link.

—keasing Specials link

Community Manager Dashboard - Villas Flores

Remdart Activity

Thursday, Fobruarcy 14, 2013

- ¥, Teeal Unis w2
pevain o . £ eoscald
Leaced Lnes 9T.08%
Move Ot iz v
B S dieid Cocupned Unks T ok Guas
*pOC SOy rong 4 SRS A W0
“ 7 Avadatie Was LT Doy Activit
- A - £ AN .S i
On Notice 2 Model/ ConnAdM A 5 3A5% 2 )
. 2 phat {34 il Repons
Exporng Leases (120 dayz) a On Hold Unes 0 0% -
Mew PO Mew Sve Seo,
S<hedued Loazo Renawals Q

Unt Trarsfers

(ML~

Alerts Az

-y Ii vipeX Yoee 0
0

Pending Makeo Ready -
Todsy s Shomngs
Pandng Work Reguests &3

On Watiat A
Corrpieted WO Follcwup 0 Pendng Applicationz 2 Savebiesy New =
RSV  Oushboard | Persca Seach |

Open Baltchen
_ New Charae Saich

The Leasing Specials screen appears.

Yardi Voyager
st resnyol
Unt Teps Total Lnis 123 Model/Down/ Admin 3.35%
Leazed Une: 9555 On Mcld Urris o
zet Oczupiad Lngs 75.41% Avntabie Unts 3.07%
|
]
=1
Total Occupied Vocasmt Vocast  Mobke  Not Occupied | OCCUPIed |, o od Yrand Add
Unit Type/ SqFt  Rest ot oue ey o with o
UmAs Unfts Runted Usrestod Restnd Unrented ) Noa B L) o Special
meRRibik 950  2.330.00] 42 " ° . [ o 7142 7619 97.6L 9781

Add Special button—

When the screen opens, the Unit Type Statistics are displayed. Other tabs give you views of Unit-
Type Specials, Available Units, and Unit Specials.

The Unit Type Statistics are displayed in table format so that you can review rental trends by unit
types. The rental trends might give you some ideas about what kind of leasing specials would
help rent vacant units and reduce turnover.
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In the table, you can sort the rows of a column by clicking on a column heading. For example, to sort
the unit types based on which are vacant and unrented, click on the Vacant Unrented column.
You can sort upwards or downwards, as indicated by the small triangle that appears in the

column heading.

2 (lick the Add Special button (for the appropriate unit type). The Leasing Specials screen appears.

, 4
I+

| W

Lease Type New Nove In
Rerenal

Unt Type Rent

{oace T ——
Leace Term Feom [y
Taxable?

Modfabtie?

Stanting Morth

Yardi Voyager - Leasing Specials
Dexreten l
[reseme02
[my21b10
20 ® I_D-EO_
harge Code
Z2art Date
Expest Datle
aCUrrence - -
tes ’
1
how on Porta
Porisl Descnpt :—y:
:"n s

3 Complete the screen as follows:

Property

Lease Type

Unit Type

Description

Amount
Unit-Type Rent

Lease Term

Charge Code
on the

Displays the property. Change it if necessary.

Select whether you want the special to apply to New Move-In leases or Renewal
leases. You can also select both, using CTRL + Click.

Displays the unit type. Change it if necessary.

Type a brief description of the leasing special. The system displays this
description when it lists the available specials to leasing agents and in hot sheets
for the property.

Type the leasing special amount (the amount the rent will be reduced).
Displays the monthly rent defined for the unit type.

In the required field, type the shortest lease term (in months) to which the special
can apply. In the optional field, type the longest lease term (in months) to which
the special can apply. If the optional field is blank or zero, then there is no
maximum. For example, if you type 12 in the required field and leave the optional
field blank, the special can apply to a 12-month or longer lease. If you type 10 in
the required field and 12 in the optional field, the special can apply to a
10-month, 11-month, or 12-month lease.

Select the concession charge code. (Charge codes defined as concession codes

Receivables Charge Code screen appear here.)



Taxable
Start Date

Expiration Date

Modifiable

Recurrence

Starting Month

Proration

Recurrences

Notes

4 C(lick Save.
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Check if you want to include the sales tax.
Type the start date of the leasing special.

Type the date (mmddyy) the leasing special expires. The lease must be
executed on or before this date for the leasing special to be available.

Check to make the leasing special amount modifiable from the Move-In screen.

Select One-Time or Recurring. One-Time specifies the special can apply as a one-
time event to a move-in amount or lease amount for a given month, but Recurring
specifies the special can be applied to the lease amount across multiple months.
If you select Recurring, the Proration and Recurrences fields appear.

Type the first month during the lease when the special applies. For example, if
you want the special to apply starting on the second month of the lease, type 2.

Select None or Life of Lease. None specifies that the special is applied on a
monthly basis for the months specified by Starting Month and Recurrences. Life of
Lease specifies that the amount is distributed proportionally across the lease
duration. For example, if the amount is

$600 and the lease is 12 months, $50 is applied against the lease amount for
each month.

Type the number of times a recurring special applies during the lease. For
example, if Proration is None, Recurrences is 2, and the Amount is $600, $600 is
applied against the first month and then $600 is applied against the second
month. However, if Proration is Life of Lease, Recurrences is 2, and the Amount is
$600, twice the Amount ($1,200) is distributed proportionally across the lease
duration.

Type any reminders about the purpose of the leasing special.
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Using the Unit-Type Specials Tab

Unit Type Statistics Unit Type Specials | Available Units | Unit Specials
o [ |
e
| Lease | Lease | e
Unit Type/ Term Term Description Recurrences | Amount Edit
2 Type
| Min. Max |
ny021bib | 7 13 1 Month Free Rent for 7-13 Month Lease 1 950.00i Flat |

The Unit-Type Specials tab displays all the specials defined for unit types for a specific property. For
each special, there is an Edit button.

To edit a unit type special, click the Edit button.

To create a new unit-type special, click the New Record button Q.

Using the Available Units Tab

Unit Type Statistics | Unit Type Specials Available Units Unit Specials

‘ \ I [ ‘ [ _ | Add unit
Unit ‘ Unit Type / BR Market D.ate Days | Occ. Amenities | Brochure Specials Hold Until | Add U.mt Type
Rent Available | vac. Special
Special
1308 | nv021bib 1| 960.00] 01/05/2013 | 1883 | past Pool View | Brochure | Specials | L

The Available Units tab shows all the available units. The Days Vac. column shows how long each
has been vacant. Use this tab to determine which units might need leasing specials.

The Add Unit Special button opens the Specials screen, with that unit already filled in.

The Add Unit Type Special button allows you to add a special for that Unit Type.

Using the Unit Specials Tab

Unit Type Statistics | Unit Type Specials | Available Units | Unit Specials
DE)
Lease Lease ey
Unit/ Unit Type Term Term Description Recurrences = Amount Edit
i Type
Min. Max
1105 } ca013b2b l 8 12 $100 off monthly rent | 12 ‘ 100.00| Flat I L

The Unit Specials tab shows all the existing unit specials. There is an Edit button for each

one. To create a new unit special, click the New Record button o



CHAPTER 5

Rentable Items and Service Charges

In this chapter:

Assigning Rentable Items and Service Charges to Residents...................c.coiiiiiiin.s, 101
Non-Resident Lessees and Rentable ltems.......... ..o i e e 106

Rentable items are items that are rented to residents but are not connected to units—itemssuch as
garage spaces, carports, and storage lockers. Rentable items can also be rented to non-residents.
For example, you might rent a parking space to someone who does not live at the property.

Service charges are services that have no physical limit, and so can be offered to an unlimited
number of residents—services such as cable internet or a pet fee. When you select a service
charge during the either the leasing or renewal workflows, you can specify the quantity of the
charge. For example, if there is a pet fee service charge and a future resident has two pets, you can
add two instances of the service charge to the future resident’s guest card.

This chapter contains the following procedures:
e Assigning rentable items to residents
e Releasing rentable items from residents

e Setting up non-resident lessees and assigning rentable items to them
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Assigning Rentable Items and Service Charges to Residents

In this section:

Assigning Rentable Items and Service Charges to New Residents.............. ............. 102
Assigning Rentable Items and Service Charges to Existing Residents ....................... 104
Releasing Rentable [tems .. ... o e e e e 105

Rentable items and service charges are assigned to residents in two ways:

e For a new resident, you assign rentable items and service charges in the leasing workflow and in
the move-in procedure.

e For an existing resident, you assign rentable items and service charges by using a function that
you can access from the side menu.

Both methods are described on the following pages.

Assigning Rentable Items and Service Charges to New Residents

Rentable items and service charges appear in the Rental Options step of the leasing workflow,
shown below.

Prospect Guest Card

rest Name Hoicen M Status Proszet
Lavit Nama Cwafieid W o) Code pOOSEL TS
Addresz 3232 £ggland Rosd . Propemy (s

Urat 1202
City State Tip -l UntType  CaQ2abab
Tale Cffice-Home (208) $55-58%4 o
Cold - Faxs Cthor Dats :” - _ s Concespong
DOB - DL/ State - 2cs
Cmad A LR

Teed of pharry Roertmarts Aepismatian Zatus
Notes
Carescs Erevens L Lanos Guess Quote Sceenng

Rental Options

Expectes Move In [IMIS/2013 Restable Ilews and Options |+ e Ren
Lasts From Owee [1N/15/2013 | Qty Descrigtion  Amount  Reserve Depost
e LT

‘,¢;:< Term i':—’——— Garage | 7300 Quoked Rent | 1,060,00 Reserve
(months o
x X [ Siceoge $0.00 button
Lease To Date [x:.lll.'lcu - i

[ Cable 30.00

1
|
i

L Quantity (Qty.) field

To add a service charge to the lease, type the number of instances of the charge in the Qty. field.

To add arentable item to a lease, click the Reserve button. The Rentable Item Reservation
screen appears.



Select the Reserve checkbox in the row corresponding to any rentable items that you want to add.

Rentable Item Reservation

Save

Code | Description

| mMarket Rent |

Reserve?

101 Garage

$75

.00

#———1—Reserve check box

Click Save. The screen closes. Voyager calculates the charges and updates the Rentable Items and
Options spreadsheet. (For complete information about the leasing workflow, see Chapter 2, “Leasing

Workflow.”)

Rentable Items and Options A
Qty | Description

|1 || Garage

Amount |Reserve

75.00

| Storage 50.00

75.00)
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Rentable items and service charges appear again in the Move-In screen, in the Lease Charges table.

Moveln (s
Lease from  [30R3013 (S
Term ﬁ—z——
Lease To W- \eade Bancatan Sours
Bost Raee Qee
Soloct Charge Code ﬂeotmnem Dexcripton .lm. :om\::o:l:
e ; .dcm;t 7 I G Ft'c-pc.at r;:\.nie: c’tc.t of 1;20 C-Q | [
[ reetres l IRent for 25 days [ 55,00 I 4
[pet I |Pet Rent for 23 days | 2000] 724
| e 1 [Manth 10 Maonth Fee for 25 days | 100.00| 62
| depose [T AZpst Secury Depont - ocw 0.0
[ ghearm { | Shart Term F-qe f-Jt: A}S c.w{ I 5000 | ‘
| Soyiock [ |remomiCa | 2.00
Service charge | comte [T |Catée for 25 gays ) D
: concessm | |Mat Rete 2 Bed Scece’ $100 ) |
Rentable items —|_—" e | ot A ! wl
S stornze 218 Sioeage for 25 days | |
‘ ——3F a i T 117500 1.:62.93

Code 19003323
Name Gary Soott
Liess

Chy

Property regnaOs
st pAs T
Status Futuwe
Rere L8500
Phone (M)

Move in

Lease From 02/05/2013

Lease To 02/04/2018
Move In C2/05/2043
Move Ot
Phone (W)

The rentable items and service charges selected for the resident (in the leasing step) have a check
mark in the Select column. You can also add additional rentable items and service charges at this

time.
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Ifyou want to select another rentable item, click the button to the right of the Code column. A pop-up
appears, where you can select a specific rentable item (for example, a specific garage).

Reortadle ems
Show 100 »3§Mroe‘ - Search:
(€= Desc
4 1 Gerege
104 Garage
106 Carage
108 Garage
137 Garage
122 Garage
Garsge
127 Garage
Garage
129 Garage
Showing 1 10 11 of 11 entries
oK

Select a rentable item, then click OK. For complete information about move-in procedures, see
Chapter 3, “Resident Handling”

Assigning Rentable Items and Service Charges to Existing Residents

If the resident has already moved in, use the following procedure to add a rentable item or
service charge to the lease. This procedure can also be used for non-resident lessees.

To assign a rentable item to an existing resident

1 From the side menu, select Residents > Rentable Items > Assign Rentable Item. The Assign
Rentable Item filter appears.

Assign Rentable Item

Property lrescaOl
Tvpe lgarage

Available Only? YesE]

Submit Help

2 Complete these fields:

Property Type a property code or select one from the list.
Type Type a rentable item type or service charge—or select one from the list.
Available Only Select Yes if you want to display only those rentable items that are available.

Select No if you want all rentable items displayed.

This field does not affect service charges
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3 C(lick Submit. The Assign Rentable Items spreadsheet for the selected property appears.

Assign Rentable Items |

Code Description Market Leasee Lease From| Lease To Reser:ved [[pCurzent Taxable?|
Rent | | | Until? | Rent

[z |~ 75.00 ([ 75.00

iRt omntioln

4 Inthe spreadsheet, locate the specific rentable item you want to assign to a resident (for example,
Garage 18).Ifyou selected a service charge on the Assign Rentable Item filter, only one row
appears in the spreadsheet.

5 Click the button to the right of the Lessee field. A pop-up appears.

6 Select the appropriate resident (or non-resident lessee).

Show 100 vJ entries Search: lrosen

Description

Rosenhagen, Kathryne (resca0l, 3121, Current) (3100 State Street
3121 Santa Sarbara, CA 93103)
Rosenhagen, Harold (resca0l, 3121, Roommate) (3100 State Street

3121 Santa Barbara, CA 93103)

V| t0000763
t0000763

Showing 1 to 2 of 2 entries

oK Bnd

7 C(lick OK.

8 Complete the following fields:

Lease From Type the beginning date of the lease (mmddyy).

Lease To Type the end date of the lease. This field can be left blank if the end date is
undetermined.

Current Rent Accept the market rent amount associated with the rentable item, or change
to another amount of your choosing.

Note that the Code, Description, and Market Rent fields are read-only.

9 C(lick Post. The system assigns the rentable item and creates a new lease charge.

Releasing Rentable Items
Rentable items are released from residents in two ways:
e For adeparting resident, rentable items are automatically released when the lease ends.

e For aresident who wants to give up a rentable item before his/her lease ends, you can use a func-
tion on the side menu to end the lease charge for the rentable item.

This procedure does not apply to service charges.
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To release a rentable item before the end of lease

1 From the side menu, select Residents > Rentable Items > Release Rentable Item. The
Release

Rentable Item filter appears.

Release Rentable Item

Tvpe garage

Tenant [t0002042

757ubmi§ | Help

2 Complete the following fields:

Property Type a property code or select one from the list.
Type Type a rentable item type or select one from the list.
Resident Type a resident code or select one from the list.

3 (lick Submit. The Rentable Items spreadsheet for the selected property appears.

Assign Rentable Items ‘
Code Description Market Leasee Lease From Lease To Cugrent Release?
Rent | Rent
75.00 t000 75.00 —=—1—Release check box
Post Help

The spreadsheet contains only the rentable items that have been assigned to residents.
4 Locate the item you want to release and select the Release check box.

5 C(lick Post. The rentable item is released and the lease charge is terminated.

Non-Resident Lessees and Rentable Items

In this chapter:

Adding a NoN-Resident Lessee . ...ttt e e 107
Assigning Rentable Itemsto Non-Resident Lessees ..........oouiiiiiiiit it 108
Releasing Rentable Items From Non-Resident Lessees ...............oiiiiiiiiiiinnnnnn 108

You can add non-residentlessees to the database, allowing you to rent rentable items to people who
do not live at the property. For example, you could rent a garage space to a non-resident. Contact
your Yardi Support Team for help setting up rentable items that can be assigned to a non-resident
lessee.



Adding a Non-Resident Lessee

To add a non-resident lessee
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1 From the side menu, select Residents > Add Non-Resident Lessee. The Non-Resident Lessee fil-

ter appears.

Non-Resident Lessee |

Property resca0l1 Pacific Palms
Display Rows|1000
Submit Clear Help

2 Select a Property and click Submit.

The Non-Resident Lessee screen appears. (Note: The screen only appears ifyou have defined at

least one excluded unit for the property.)

Non-Resdent Lessee

PARKING - 131 +
Unt / Property —
rirst Name Lavar
Last Narme 'e;,;u)n
M. e
Adiress
Cty Sate Jp
= £ 02/20/20123
Mave In/Owe
e
Lesse Fromy'To
Telze OMco-Mome
Cel® « Faxw
£ mad
Sewe et

3 Complete the following required fields:

Unit Select a unit from the drop-down menu. The drop-down menu shows only
units that are excluded and that are not Model, Down, Admin, or Wait List
units.

First Name Type the first name of the non-resident lessee.

Last Name Type the last name of the non-resident lessee.

Move In/Out Type the date the lessee will start renting the rentable items.

When the non-resident lessee stops renting items and you perform the Move Out
function, the
Move Out date is completed by the system.
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Lease From/To In the Lease From field, type the date the lessee will start renting the rentable items
(the same date as the Movelndate). In the Tofield, type the date the lessee expects
to terminate the lease.

4 Enter contact information (address, phone numbers, and so on).

V)]

Click Save. The Resident screen appears; if needed, you can enter additional information.

6 Click Save. The system creates a resident record for the non-resident lessee.

Assigning Rentable Items to Non-Resident Lessees

You assign rentable items to non-resident lessees the same way you would assign rentable items to
existing residents.

Releasing Rentable Items From Non-Resident Lessees

You release rentable items from non-resident lessees the same way you would release rentable items
from residents.



CHAPTER®6

Make Ready Functions

In this chapter:

INtrOdUCTION . L. o 109

Make Ready WoOrkflow . .. ... et et et e e e e 110
Introduction

Make Ready Workflow A (for properties without make ready details)

The community manager
{CM) changes the unit
status to rent ready

The resident gives notice

Make Ready Workflow

When the resident’s status changes to Notice, the unit’s status changes to Not Ready and the
Pending Make Ready count on the dashboard is increased by one.

When the make ready work is complete, you can update the status of the unit from the
Community Manager dashboard.
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Performing the Make Ready Workflow

To perform the make ready workflow (for properties without make ready details)

1 On the dashboard, click the Pending Make Ready count. The Pending Make Ready table
appears.

Community Manager Dashboard - Pacific Palms

Roxdert Actowity

Toral Une

Move In T oral inds
7 Leased Unas 228 a7

Move Oct &9

Cocupied Unas A 8
Depont Astounting i <

Avabbie Unes £ 20
On Neto
On Netce Model ' CoanyAdmn <
Expirng Leazes (120 days) On Hakd Uris 3 0

Lhedded Lease Renewals c U Trarsfers

Alerts

Pendng Make Ready : L aoeit '*!"c Pending Make Ready count

Today's Showngs
On Watint

Pending Agphcations
[l Pendng Make Ready - 02/26/2013 |

Panang Work Requests
Compisted WO Folicaup 0

Bedrooms | West  Saft  Datekesdy’ Unit  Occepamcy gl ot Pending Make Ready table

S56.00 1000.000000 | OX0L/2013 | 1103 EXI00

2 (lick the Make Ready button to change the status of the unit to Rent Ready. A warning
message appears: Do you wish to make this unit ready?

3 (lick OK to continue.

The unitis removed from the table. The Pending Make Ready count is decreased by one. The
unit’s status changes to Rent Ready.
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CHAPTER 7

Charges

In this chapter:

Introduction to Charges. . ... i i i e 111
Creating Detail Charge Batches. ... ... i e e e i 112
Posting One-Time Charges or QuickCharges ................cccciiiiiiii e e i 115
Adding Charges to an Existing Batch ....... ... ... i i e 116
Deleting Charge Invoices fromaBatch ............. ... .. i 118
DeletingaCharge Batch ... .. ... i e e e e 120
Reversing Charges .. ... e e e e 121
POStiNg Late FEeS ... 122

Introduction to Charges

You use Voyager to record charges in groups called batches. This chapter explains how to
record charges, how to add a one-time charge, and how to reverse a charge.

There are two ways to create batches of charges: detailand quick:

Use a detail batch to post individual charges. Detail batches comprise charge invoices, which in
turn comprise multiple charges for an individual payer (resident).

Use a quick charge to quickly post a charge to a resident’s ledger from. Quick charge can be
posted directly from the Resident Screen.

Adding a charge to a batch does not update ledgers or financial records. Updating occurs when you
post a charge batch. You can edit charges until they are posted.
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Creating Detail Charge Batches

Ifyou are creating a batch with only one charge, or with many different charges, you should create

detail batch. Otherwise, a quick charge batch is usually more efficient. Detail batches comprise

charge invoices, which in turn comprise multiple charges for an individual payer.

To create a detail charge batch

1 Add the amounts of all the charges you will process. Write down the number.
2 Count the charges you will process. Write down the number.

3 On the Community Manager Dashboard, click the New Charge Batch link.

Community Manager Dashboard - Villas Flores
Rezsdart Activty Thursday, Februacy 14, 2013
. - Teesl Unes
Move In p) e 4 S——
Leaced Lnes 9T.08%

Move Ot 1s
" 54 . Cocuomed Unks T3™ 2dd Cuneh ok Guagt
POet Asounbng 4 [ RN Sy o bl W0

= o Avadabie Wnes S.41% aaine Sanidal Dinks At
abie MetRrg Sosteals Raky Actvity

Qn povse Model/OonnAdmia 3A5% TR

3 tiat 2hast a0l Repons

Exporng Leases (120 dayz) On Hold Unes o% - >

Mea & ‘JL‘ Sy Sen
S<hedued Loazo Renawals ) Ut Trarsfers . S L Ay e
’ Q 2 ST e

Alerts L0 -

e
Pending Make Ready 23 viped Pacno o Charges S Chane Saich
Pe = Today s Showmngs 0

ndng Work Reguests % O T2 . oo 0% Lece |
° 1% Cr Wathit 1
Comrpieied WO Followyp 0 Pendng Applications 1 ayatiey Ny Sagaie Bar

New Charge Batch link —

The Batch Charge screen appears.

Batch Charge
7] (rew)
Total Declared 0.00 Ertered 000
ems Ceclyres 0 Ertered 0
Descnpton 02/27/2013 ©9:1)
Notes

Sree | Quse e

4 Complete the following fields:

Total Declared
can enter an arbitrary amount (ex: $10,000) and edit once your batch is complete.

Type the total dollar amount for charges in the batch. If amount is unknown, you

Iltem Declared
arbitrary amount (ex: 100) and edit once your batch is complete.

Type the quantity of charges in the batch. If amount is unknown, you can enter an




5 C(lick Save. An empty table appears on the Charge Invoices tab below.
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Charge Invoices \

New Record button (click to
add a charge invoice to the ——7) &)
batch) 1d/

[ Payee [ Name | Amount [ Currency

Reference

[ Edit

6 C(lick the New Record button. The Charge Invoice screen appears.

Charge Invoice

Detats
=
Chargpe Combe Descrgtion

omn ASMuritraton Fee 15.00 |Subecnpbon 1o

Notes

MAGAD O™

cepeey Koy Depoce ™ oy CeDosR

Iy

Hold

7 Complete the top part of the screen:

Property Select the property associated with the charges. This helps you filter payers in the
Charge To field.

Unit Select the unit associated with the charges. This helps you filter payers in the
Charge Tofield.

Charge To Select the person who pays the charges. If you completed the Unit field, you can

only select a person associated with that unit. *If Charge To person is an
applicant, future or past resident you will need to click on Charge To hyperlink
and search for person(s) using the appropriate perimeters.

Total Amount
table below.)

Charge Date

Post Month

Type or select the date on which you want to post the charges.

Type the month and year in which you want to post the charges.

(You cannot edit this field; the value changes as you add charges on the Details

8 On the Details tab, complete a row for each charge that you wantto post to the payer’s ledger:

Charge Code

Select or type the charge code, then press the TAB key to tab to the next field

(Amount). When you do this, Voyager automatically completes the Description,
Account, and A/R Account fields with the values associated with the charge code.

Description (You cannot edit this field; Voyager automatically completes it when you complete
the Charge Code field. )

Amount Type the amount of the charge.

Notes Type any notes about the charge, keep in mind these will appear on the

Resident’s Ledger.



114 YARDI VOYAGER RESIDENTIAL PROCEDURES GUIDE

Account (You cannot edit this field; Voyager automatically completes it when you complete
the Charge Code field. )

A/R Account (You cannot edit this field; Voyager automatically completes it when you
complete the Charge Code field.

Hold If you want to prevent Voyager from accepting payment for the charge, select this
check box. In most cases, this function would be used for a Housing charge.

Another reason you may hold a charge is if the charge or payer is under
investigation and there might be legal consequences for accepting the payment.

9 (lick Save. If there are more charges in the batch, a blank Charge Invoice screen appears.

10 Complete each additional Charge Invoice screen that appears. When the total entered matches
or exceeds the total declared, or the number of items entered matches the number of items
declared, the Batch Charge screen appears.

Batch Charge

1d 6522 .

Tots! Codared 135.00 Ercered  325.00 Declared and Entered fields
ltems Declared 5 Entered $ should match

Cescrption 022772013 02123

Notes

£ tywn Come Hep

Fozt Bepot Cletese 400 Batch

The Declared and Entered fields must match before you can proceed. If they don’t, you can
modify the amounts in the Declared fields by clicking the Edit button on the top of the screen, or
edit each charge invoice by clicking the Edit button in the row corresponding to each invoice
on the Charge Invoices tab.

11 Click Report. The Unposted Charge Batch report appears. Verify that the information is
correct and close the window.

Unposted Charge Batch Ence
Tots Dedlaced: 325,00

Total Crtared: L3500

Trane Propesty Usit Tonant Name  Status AR Acct  Inc, Acct Date Period Charge Code Desc ngtion Charge Resarks

0-0000 02

000 0272

Totsd
Total resca02

120n the Batch Charge screen, click Post.
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13 When asked to confirm that you wantto post, click OK. Voyager posts the batch and displays

confirmation

Batch Charge

0 Batch has been succesfully posted.

Posting One-Time Charges or Quick Charge

When you post a one-time charge, Voyager adds the charge to the resident’s ledger immediately. The
charge does not repeat.

To post a one-time charge to a resident’s ledger
1 If not already open, open the resident record that you want to add a one-time charge to.

2 On the Functions menu, click Charge. The Create Charge screen appears.

Create Charge
Tenam Burton (t0002636)
Date j03/28/2013
Amount r500
Charge Code ,Fadmin
Notes Credit check report
Category

Submit

3 Complete the screen.

4 (Click Submit.
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Adding Charges to an Existing Batch

You can add charges to any batch until you post the batch. This procedure explains how to add a
charge using the Detail Batch screen.

You can still add charges to batches that you were added using the Quick Charges screen, as posting
quick batches creates a detail batch.

To add a charge to an existing batch

1 Inthe Community Manager Dashboard, click the Charges link.

Community Manager Dashboard - Villas Flores

Remsdart Activity

Thursday, Februacy 14, 2013

Toeal Uni
Move in ot3t Unis

Move Out

Depost Ascourtng

On Notice

Exporng Leases (120 dayz)
S<hedued Loazo Renawals
Alerts

Pending Make Ready

Pardng Work Reguess

Leaced Lnes HE 97.08%

Cocuomed Unes
Avalabie Wes
Model'O
On Hold Unes

onnASm

Une Trargfers

_
e YOIpeX Foene T

Todsy s Shomngs

P1IT%
S41%
345%

o%

O Witsit — R
Corrpleted WO Follcwup 0 Pendng Applicaticns a1 Savelies New Seralie Datch
| Calendar
Charges —
link

A table of unposted charge batches appears below the dashboard.

Calendar | Charge Batches - 02/27/2013

Batch # 7 Description Total Declared | Total Entered BEhe Bl
Declared | Entered
Batch # link —{=s22 :Quick Charge 2,540.00 2,540.00] 127 127

2 C(lick the Batch # link for the batch to which you want to add charges. Batches created as
detail batches and batches created as quick batches appear in the list; you can add charges to
any batch using this procedure. The Batch Charge screen appears.

Batch Charge

Batch Notes

Batch Description |:Quick Charge

:Quick Charge

Curls 6924

Total Entered 2,54(

Total Declared E,540.00

Items Declared  [127
B | Bext Bopot
Add Delete Save

Items Entered 127

3 Edit the Total Declared and Items Declared fields to factor in the new charges. For example, if you
plan to add two $50 charges to a batch with 10 declared charges and a declared total of $500, edit
the Total Declared field to $600 [($50x 2) + $600] and the Items Declared field to 12 (10 + 2).



4 C(lick Save.

5 C(lick Add. The Charge screen appears.
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R — Hotes

Hold

Save bl

Charge
escadl Clrd (Nouw)  Usposted Ealch 49
Slatus Uapasd
CuaeeTe (000093
voe Code [cable
Armount [s0.00 Referance
Tax Neee - e ¥

#+#—1— Click the Batch # link if you
need to return to the Batch
Charge screen

6 Complete the screen.

If you do not complete the Account field, Voyager uses the account associated with the charge
code. If you do not complete the A/R Account field, Voyager uses the account specified in the

Receivable field in the Accounts & Options screen.

7 (lick Save. Each time you click Save, Voyager shows a new Charge screen until the Items Entered
matches the Items Declared, or the Total Entered matches or exceeds the Total Declared.

Then it shows the Batch Charge screen.

Batch Charge
Batch Description [:Quick Charge Crri= 6924
Batch Notes :Quick Charge
Total Declared [{590.00 Total Entered Updated Declared and
Items Declared [128 Items Entered 126 .
Entered fields
Edt Eost Beport Help
Add Delete Save

The Declared and Entered fields must match before you can proceed. If they don't, you can
modify the amounts in the Declared fields or click the Edit button to return to the Charge screen
and make changes there. Click the Batch # link in the Charge screen any time you need to

return to the Batch Charge screen.
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8 C(lick Report. The Unposted Charge Batch report appears. Verify that the information is correct
and close the window.

Unposted Charge Batch

Total Declared: 2590.00
Total Entered: 2590.00
Batch #6924

Tran# Property Unit Tenant Name Status A/RAcct Inc. Acct Date Period Charge Code Description Charge
resca0l
C-167907 resca01| 2230 t0000372 Deckert Current | 1310-0000] 4320-0000 02/27/2013 12/2012] cable | Cable (Residential)| 50.00)
Total resca01 | | | | | 50.00
resny01
C-167653 resnyﬂll 1204/ t0000104] Fronek Notice ‘\ 1310»00001 4910-00001 02/27/2013 01/2013] admin ‘\ Administration Fee| 20.00|
e A = Zacl re v, ioe Ia=inns E R

9 Inthe Batch Charge screen, click Post.

10 When asked to confirm thatyou wantto post, click OK. Voyager posts the batch and displays confir-
mation.

Batch Charge

0 Batch has been succesfully posted.

Deleting Charge Invoices from a Batch

You can delete a resident’s charge invoice from a charge batch any time before you post the batch.

To delete a charge invoice from a batch

1 From the side menu, select Charges > Edit/Post Detail Batch. The Charge Batch Filter appears.

Charge Batch Filter
Description Batch = 6924
Notes Crl &
Batch Type Open Only ’;] Property
User Created By Chargad 10
End

2 Complete the filter, as needed. You can search for both detail batches and quick batches (which
become detail batches when you post them); you can add delete charges from any batch using
this procedure.

3 dick Find. Matching batches appear in a table on the Batches tab below.

Batches [
D&
Id/ Description Usex Amount Entered’ Sopns Is Openl Edit
Created | Entered |
6924 :Quick Charge 2,590.00 128| Open
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Click the Edit button in the row corresponding to the batch from which you want to delete a charge
invoice. The Batch Charge screen appears.

—Click Edit

Batch Charge
lo 65 Created by dbo on 02/27]
Tota! Ceclared 2.590.00 Ertered 2,550.00 Hoddhed by o on /27
tems Declared 128 Ertered 128
Cesiroton QU Charge
Notes 1Quck Charge
£t twn Jere Hep
fozt Sepot Lieteze 40d Batch
_f Charge Invoices |
| ,ld 4 Payee | ) MName ) e 4 Currency | “Rtfug.n | Edit
167633 0000104  Conne Fronek 20.00 Quck Charge il

In the table on the Charge Invoices tab, click the Edit button in the row corresponding to the

charge invoice that you want to delete. The Charge Invoice screen appears.

Click Delete. A confirmation request appears: Are you sure you want to delete this item?

Click OK.

Charge Invoice  Functons »
RRe0Y resny01 asn0)
s 1204
Charge to ook (Natits
. 20.00 :',,':,;:,'%',.‘;“c
Charge Date 02/27/2013 oE
Post Month [or72003 :
Save Delete oo
—— Click Delete
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Deleting a Charge Batch

You can delete a charge batch any time before itis posted.

To delete a charge batch

1 Inthe Community Manager Dashboard, click the Charges link.

Community Manager Dashboard - Villas Flores
B ¥ Toeal Unis A2
Move In -z - EIORCALE reacald
Leaced Lnes HicE | 97.08%

MNove Ot 12

b s . \ Cocupned Unks L0 I ., Guset

POst Ascourbng 4 x

g % Avadabie Wnas S aiy Activit
b . ] Rady 2ty
On Notce al Model DonnAdmn 5 3A5% . - . '
Expring Leases (120 dayz) 3 On Hold Unes 0 0% Al ———
Mew PO Meow Sve Seo,

S<hedued Loazo Renewals Q e Trarsfers . ket honiecs
Alerts SR ASIIS
_ _

Pending Make Ready -~ CioeX Foeme | — New Chacge Sach

2 Todey s Showmngs =
Pandng Work Reguests % O Wathit 1 SIat
Comrpleied WO Followyp 2 Pendnrng Applizatens a Saysliey New Sevalie Batch
RSP Oushboard | Persca Search |
Charges —-

link

A table of unposted charge batches appears below the dashboard.

Charge Batches - 02/27/2013

Batch # ¥ Description Total Declared | Total Entered Bl e
Declared | Entered
Batch # link—{-ss22 :Quick Charge 2,540.00 2,540.00] 127 127

2 C(lick the Batch # link for the batch you want to delete. Batches created as detail batches and
batches created as quick batches appear in the list; you can delete any batch using this
procedure. The Batch Charge screen appears.

Batch Charge
Batch Descnpnonl:Quick Charge Cirl= 6924
Batch Notes :Quick Charge
Total Declared  [2,540.00 Total Entered 2,540
Items Declared  |127 Items Entered 127
(Bt || Post || Bepot | Hep
Add Dedete Save

3 C(lick Delete. A confirmation request appears: Are you sure you want to delete this batch?
4 (lick OK. A confirmation message appears: Your batch has been deleted.

5 Click OK again.



Reversing Charges
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You can reverse tenant (resident) charges added by mistake. This procedure creates negative
charges with zero-dollar receipts to tie the charges and negative charges together.

To reverse charges

1 From the side menu, select Charges > Reverse Charge. The Reverse Charge filter appears.

Reverse Charge
These fields locate the _ PRI
charges to be S
reversed. Charge Date B -
Charge & -
Post cate ON01/2013
These fields determine how ——|  sou soeen  GoEsE T
the reversal is Reverse Notes
recorded. Gusme Cosr .

2 Complete the filterand click Submit.

Voyager uses entries in the Property through Charge No. fields to locate charges to be reversed.
Entries in the Post Date through Reverse Notes fields apply to the charges to be reversed in

the following step.

The Reverse Charge screen appears.

Raverse Charge Jump To!
Property (rescall)-Pache Paims Charge Code (adrmin)-Admiristration Post Sate 013
Fee
Name §) Date Range Post myy
Status Tran Rarge Amsunt »
e Unselect &
Charge Information S |
Charges Name Move Out Charge Type Date mm/yy Amount Owed Select elect
$332 (1000195 7)-Singh (edmin)-Adminstration Fee | 02/28/2013 | 02/2013 10000 —m— charges to
Bost Help reverse

3 Select the charges you want to reverse and click Post.

4 When asked to confirm that you want to post, click OK. Voyager displays confirmation that

the charges have been reversed.
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Posting Late Fees

Each month on the 5th after entering any rents collected prior to the 4th, run the Post Late Fees
function within Yardi by completing the following steps:

1 Complete all rent collection and post any un-posted Receipt batch prior to Posting Late Fees.
Remember any receipt dated after the 5™ of the month will be considered late and assessed a late fee.

2 From the left side menu, click Charges -> Post Late Fee.

» Rerfters Inserance
» Usit Pricing
v Kevenve Marajement

» Charges

Ede/Post Detadl Batch

Fend Charge

- OPVONGA |
Resdertial Monthly Postng)

Post Chucago Late Fee
Post Sales Tax

Post Fused Charge |
wn&- Irterest
Reverse Charge

Weite OFf Charge
———reroar

3

4 Fillin your Late Fee Date as the day we want to show the charge (Ex: 2/5/2015) and the Cutoff Date
as the last day to pay rent before the late fee (Ex: 2/4/2015).

Leave the Tenant field blank.

Late Fee |

Bty r Apple Orcrard
Tenars

Late Fee Dstefo208z01s [
Ot ¥ Ome 02002015 @
Crarge hotes

Regort Onky? | Report Only (v ]

Destirat.on Screen
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5 Review the late fee charges before creating a batch by selecting Report Only and click submit,

the report will generate.

Late Fee

Red Tad Caryon {redtad
Latn Fou Datn »
Cut OFF Dot = DQJUS/2015
Report Ondy = Report Ondy

Control Property  Uait

ol 02
roal o4
ocal oy
ekl 08
rodad 09
ol w0
rocal 2
ol 4

Yemant

1021 1800 -Mendoz
10011801 Kemple
0011802 Cardinal
t001 1800 By
001 1804 -Koziow
0011805 Yee
0011806 Semith
t00] 1807 dong

Charge Amt
14550
140.50
129
1450
12.50
16500
1379
1220

ChargeCode
e

e
e
e
e
\ste
e
e

Notes

Late Fee Feb Late Fee, 10% of $1455.00
Late Fee Feb Late Fee, 10% of $1495.00
Lato Foe feb Late fon, 10% of $1225.00
Late Foe Feb Lase Fee, 10% of §1455.00
Late Fee Feb Late Fee, 10% of $132S.00
Late Foe Feb Late Foe, 10% of $1450.00
Lato Foe feb Late foo, 10% of §1375.00
Late Foe Feb Late Fee, 10% of $1220.00

6 If this all looks correct, proceed with Posting the Late Fees by returning to the Late Fee filter screen

(see step 4 above).

7 Change the Report Only field to Create Batch and click Submit. This will create a batch, which can
still be edited and viewed to make sure everything is correct.

8 To post this batch, choose Charges -> Edit/Post Detail Batch.

P Heveroe Fanapemerl

* Charpes

Unanswered Letters

Expprind Leases (120 d

» Payments

» Pavabies

* G

* End Pernd

» Sec.p

» Admeatratbion

» Waork Order

* Purchanng

» Lewvartory

¢ Fooed Assets
» Interfoces

» Sonpe Uity

Maorday
February 16

* Remember: You will only be able to see batches that you have created, and any other site personnel
will not have access to the batches you create. Please coordinate with your site personnel in case
reviewing is needed before posting.

9 Once you have found your batch, click the Edit button to the far right. Review your charges before
posting and if everything looks correct, click the Post button and all your late charges will be posted!
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CHAPTERS8

Receiving Payments

In this chapter:
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Processing Zero Dollar ReCeipls ... .ottt e e e 133
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ReaPPIY ReCOIPES . . .ottt 139
WHtiNng Off Charges .. ... e e e e e 140

Introduction to Receiving Payments

When you receive a rent payment, you use Voyager to record the payment and create a receipt. You
enter receipts in groups called batches. This chapter explains how to record payments you
receive. It also describes how to process zero-dollar receipts, how to reapply a receiptand how to
record an NSF check.

Receiving Resident Payments

The Create Detailed Batch function in Voyager creates a batch where you can enter payments for rent,
charges, and deposits.

To receive resident payments

1 Count the payments you have received, to determine the quantity of receipts you will process. Write
down the number of receipts.

2 Add the amounts of all the payments you will process. Write down the number.
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3 From the side menu, select Payments > Create Detailed Batch. The Batch Receipt screen

appears.
Batch Receipt
le (rew)
Total Declared 0.00 Ertered 080
ltens Declyred e Ertered 0
Descrptian charper 1 2/00/2014 11:31
Notes
Depost Date 12/08/2014 5
Dogonit Mamo
Sve New Qe Hels
Repon

4 Complete the following fields and save:

Batch Receipt

4 0%

Yoty Dectered 2,500.00 Ervered 0.0

ems Declared s Ertered

Descripnon charper 12/08/2014 11:35

Nones

Degosn Date L2014

Depost Mermn 12/2018 Rest Payments
(28] Nvw Cowe Helo
roat Zeport Qelete

Recaipt

Vet

14 Payee Name Amoumt Noty

Total Declared

Enter total sum of receipts to be entered. Note, this can be edited before
posting if needed.

ltems Declared

Enter number of receipts to be entered. Note, this can be edited before
posting if needed. field.

Description This field will auto-populate with the user name, date and time. Do not edit.
Notes Type note if needed.
Deposit Date In most case this will be the date receipts were entered in Voyager or date deposited into

bank.

Deposit Memo

Enter memo of deposit. (Example: 12/2014 Rent Payments)
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6 To add payments, click the icon (shown below) under the Receipt Tab.

Batch Receipt

b (5]
Yot Dottered 2,500.00 Ertered 0.00
Merms Dectared s Ertered ]
Cescripnon charper 12/08/2014 15:3§
Pones
Degosn Gote L2201
Depost Mervw 12/2018 Kot Paywents
Nvw Cow lelp
Report Delete
Racaipt e
//
-

0"/{
o

14 Payee Name Amoumt Noty

7 The Receipt window will open.

Receipt
Dapley Type Stancard Rece $
L Uroesiod Satch 604
Oate Receved |}

Total Ameust 0.00 Post Month

Onech Number ash Acct

Payrrest Methed Oreck Prat Recenat

Nonv-Person Payer

m Reselect Erase Dstribwnon  Create Orarge Helo
_| Cnarges |

Enter the following fields:

Property Enter property name.

Unit If the payment is from a current resident, enter the unit number. Once
selected tab down and the payee will auto-populate.

Payee If the payment is from a past, future, applicant or roommate, you can search for

them by clicking the Payee Link and applying the appropriate filters.

Total Amount

Enter payment Amount

Check Number

Enter check, money order, or cashier's check number. If entering cash, type Cash into the
field. When enter a zero-dollar receipt, type 08 into the field.

Payment Method

Select payment method from dropdown menu.

Date Received

Enter date received.

Cash Acct

Enter what account payment will be deposited into — Operating or Security.



Notes To Remember When Entering Receipts
e Verify the correct Cash Acct is selected. Example Operating or Security.

R ot Jump To
Prapecty L e Dsptay Type Stancard Rece $
ung M4-C acn Urossted Batch 6008
Paver 10000480 Ecbein Gonsplen (Cuvenl]  Ouwte Receved  12/031/2014 [ ] e
- Past Month
Teeat Amourt  3,060,00 * AL
Chock Number 3294 Gty At 1121-000-000
Papment Method | cneck ' Print Rocaint
Noa-Person Payer
. L Deiets | Crase Ostribumon, | Creais Charge el
_ Crarges [NEREBRTTAIET
&
roy Charge Code  Accoumt  Charge Date  Chamme Amewnt | g0 paid et Notes
82000 et $129- 04 10/01/2014 90000 800.00 100,00 Rest PostTran | Base Rest (10/2014)

£0.80 [1ate 9I50000 | 08012014 .00 80.00 0,00 Elaabeth Gereaier

F020 ate 5975 0012014 .00 %0.00 0.00 Eraabeth Geneaker

000 e S575-000-04 1016014 w00 0,00 000 Oct Reet Late

prepay $1 77 -0 12/00/2014
prepey 53 22-000-+ 12087014
090 1.160.20 1,060 20 120 20

* Make sure the Total Amount matches the distributed.
* Double check the payment was allocated correctly.

* Make sure to Save changes.

8 In the Notes field enter what charge the payment is being applied towards. For example:

“12/2014 Rent” or “10/2014 Late Fee”.

Receipt P Jemp To
ety s Serta Crar Deupbary Ty Srd ace” §
o ML L] Lrwrtiod Bet ™ 4599
ot 20004 Daanet> Covaptey (O rwst) o L3
el Ampuns 1.060.00 Bote heievad  aeydoie ] OLITL4 & TU2014 Late Bot oer
Oveck Number % Poar Moces 10814 1EICL4 R Pay vt
Paymant Method Owed : o Acct 1333 &0 000 Setes
Ao Servon Peve riet Recet
Crueted by charper o0 LLDAI0NE 3,05 P
[veve mitded)
L L PSR N TR
_“3,,1“1
poy Charge Code | Mccoust  ChargeDate  Cheree :J-:—g Prae P et ~ores rarge Mok Ustd !""!
| ' > ; i e .00 0% 309 hrasers Comvier Caane [}
| | OT/eA2214 wo) [T} 20Q Bacus Couwear 3015 | ]
[ 300 [ Neavase | %9 oed ] | Oun Rt ke care m
L .5 03 | 1004 $00.00 0.00 100 00 (Mot FoutTan Bane fane (B/2014) cHn ]
fw=ry LY. —.

9 (lick Save.

127
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10 Repeat steps until all of your receipts are entered for this batch.

11 To Post the batch, click the hyperlink from the receipt window Unposted BatchXXXX. This
will take you back to the batch window. Edit the Total Items Declared and Total
Amount if needed and Save changes. Then click Post, once the batch has been successful
posted a confirmation message on the top part of the screen.

Batch Receipt

1 I A

le 7

o 100.00 Ertared 100,00
1 Ertered 1
Charpar 12/0M2034 31117

Depost Date 12/00/2014
Dopcat Momo Late Fee Payment

Corte Helo

New
Repon Oepont

12. Print a Deposit slip from Voyager, by clicking Deposit button from the batch screen. Staple the

bank receipt and the yellow carbon copy from your bank deposit slip together to be sent in at Month
End.

Deposit Slip

t

SOLE00S15D

!
8
#BSLNLM2 06

US0430 Wi0L

......

Totals should all match.

Staple documentation in the following order:
o Ticker Tape
» Bank Receipt
» Bank Deposit - carbon Copy (Yellow)
» Voyager's Deposit Slip
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Receiving Non-Resident Payments

You must create a detail receipt batch to post payments for non-residents in Voyager. Because
Voyager does not keep ledgers of non-resident payers, you must manually add each receipt. Each
receipt can apply to multiple charges.

To receive a non-resident payments

1 Count the payments you have received, to determine the quantity of receipts you will process.
Write down the number.

2 Add the amounts of all the payments you will process. Write down the number.

3 From the side menu, select Payments > Create Detail Batch. The Batch Receipt screen appears.

Batch Receipt

(new)
Tots! Cedlared 0.00 Ertered 0.0
Items Declared 0 Ertered
Cetirptaon ON03/20L3 12:42

Notes

Deoosit Date ON0L/20L3 n

Depast Hemo

Bepot

4 Complete the following fields:

Total Type the total dollar amount for receipts in the batch.
Iltem Count Type the quantity of receipts in the batch.
Deposit Date Type or select today’s date.

5 C(lick Save. An empty table appears on the Receipt tab below.

Receipt I

New Record button (click to
add a receipt to the batch) —+ &)

ds | Payee [ Name | Amount Currency | Notes | Edit

6 Click the New Record button. The Receipt screen appears.
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7 Inthe Non-Person Payer field, type the full name of the payer, then press the TAB key. Some fields

Receipt Jmp To
fourtai Towrai Park Daplay Type Stondard Rece ' § Laundry Income Feb 3015
Total Amount 161,950 Datcs Jnecated Datch 9061
Check Number  loash Date Snceves ] Note
Paymect Method | Caeck : Post Manes
Nen-Porsan Payer Laungey o A
Prirt Recept
S L0 Resewnt Esase Ostrintion  Ceaate Crarpe Heo
_| Charges
e}
Charge Amou 2 "
Pay Chavge Code Account MM‘ A t  Owtstasding Prior Paid | Rt Notes <
161.50 Teundry $910-000 2 0/187201% ~161.%0
02/18/201%
02/18/201%
.00 .00 0.00 0.00 =

8 Complete the remaining fields on the top part of the screen:

Property
Charge To

Select the property associated with the receipts. This helps you filter payers in the

field.

Total Amount

Type the amount of the receipt.

Check Number
field.

If the non-resident payer is paying using a check, type the check number in this

Payment Method

Select the appropriate payment method.

Date Received

Type or select today’s date.

Post Month

Type the month and year in which you want to post the receipt.

Cash Acct.

Select the cash account to which you want to post the receipt.

9 In the spreadsheet on the Charges tab, complete a row corresponding to each charge to which you
want to apply the receipt:

Pay

Type the amount of the charge for which the non-resident payer is paying. The
receipt pays for the full amount of the charge.

Charge Code

Type or select the charge code for the charge.

Account

(Leave this field empty; Voyager automatically completes this field based on the
charge code when you save the receipt.)

The following graphic shows what a completed row should look like:

J Charges I

]

Pay Charge Code

CHf
Ar

Account J Charge Date

100.00||admin

4510-0000 03/01/2013
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10 Click Save. Ifthere are more receipts in the batch, a blank Receipt screen appears.

11 Complete each additional Receipt screen that appears. When the total entered matches or exceeds
the total declared, or the number of items entered matches the number of items declared, the
Batch Receipt screen appears.

Batch Receipt

a1

Tota! Cedlared 200.00 Ertered 200,00

—— Declared and
= : o Entered fields
ek OM01/2013 12042

Nites should match

tems Declared 2 Ercered 2

Ceoont Date ON01/2013

Depast Hemo

The Declared and Entered fields must match before you can proceed. If they don’t, you can
modify the amounts in the Declared fields by clicking the Edit button on the top of the screen, or
edit each receipt by clicking the Edit button in the row corresponding to each receipt on the
Receipt tab.

12 Click Report. The Unposted Charge Batch report appears. Verify that the information is correct
and close the window.

Unposted Receipt Batch Excel
Total Declared: 200.00

Total Entered: 200.00

Batch #8311

resny01
R-74363 1110-0000 resny01] 4910-0000] Robert Fagles 100.00] | 03/01/2013| 03/2013
R-74364 1110-0000| resny01] 4910-0000 Jorge Mills 100.00| | 03/01/2013| 03/2013
Total | 200.00| | |
Total resny01 200.00

200.00| |

13 On the Batch Receipt screen, click Post.

14 When asked to confirm that you wantto post, click OK. Voyager posts the batch and displays
confirmation.

Batch Receipt

0 Batch has been succesfully posted.
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16 Print a Deposit slip from Voyager, by clicking Deposit button from the batch screen.

Batch Receipt
D Banch has Soon seccessflly posted.
o o
Total Declaved 100.00 Ertaved 12000
Tiems Decied 1 Ertered )
Descrigten Chavper 12/0M3014 31117
Notes
Depost Date 12/00/2014
Dogout Memo Late Foo Payment
i New Cone e
" Reson Qeiere Oepout

17 Staple the Ticker Tape, bank receipt, the carbon copy from the bank deposit slip to the Deposit
printed from Voyager to be sent in at Month End.

- 20 @maxd e
DEFO!IV‘QCKEY .
* . - . -
PRI
Deposit Slip CaLra Sen LTATE SEMOCED
.4 CLUINTS TRUST ACCT - PWOF Wit

o
DATE
- TAIN PARK - DPMIRATING - o AT L #
X T
i
Payer Chack #  Notes  Deposit Amoust e —
. bei A N YT~
Dust > X “ =
9 - 4
Guverrer, Snef B89 .. i
m i § -
s 0JN7s0 & -
.
Y 1¢ ) \.n‘ ’ 2
. o
Q
A & ™
L
A . -
O
s o
e, A v 116851 X
W a -

| Y. 323100 I

#wBSLL%2 %06

Vells Farso Bask

assaclion Recelsl

- st T N
VOOOATSE

Totals should all match.

Staple documentation in the following order:
» Ticker Tape
» Bank Receipt
i » Bank Deposkt - carbon Copy (Yellow)
hank you. Lacel .Mm 5&“”‘ Sup
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It is necessary to process a zero dollar receipt when you wish to apply a credit to a debit in Voyager.

The Create Detailed Batch function in Voyager creates a batch where you can process Zero Dollar

Receipts.

To create a zero dollar receipt

1 From the side menu, select Payments > Create Detailed Batch. The Batch Receipt screen

appears.
Batch Receipt
e s Created by charper om 01/2172015 7:58 AM.
otal Declared 000 Ertered 0.00 (rever modfied)
Iews Declared 1 Ertered °
Oescraven Sarta Cruz - charper 0172172015 07157
Nates
Depost Date 08/21/2015
Deposit Mamo Asjust Rent Cravpes
(713 New Lo trelp
Poot Repon Dekete
w3
el
14’ Payss Name Amoust Nates fdan
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4 Complete the following fields and save:

Batch Receipt

le ms Crested by charper on 01/2172015 7:53 AM

Total Declared 0.00 [ ] 0.00 (rever modfied)

Iens Declared 1 Ertered [

Oescrption Sarta Cruz - charper OL/21/2018 O7:57

Depost Date 08/21/2015

Depost Memo Ajust Rent Chavpes

tor New Lo el
font Regmnt Dekete
|| Receiee
RIS
14’ Payss Name Amoust Nates dn

Total Declared Enter total sum of receipts to be entered. Note, for Zero Dollar
Receipts this amount will always be 0.

Items Declared Enter number of receipts to be entered. Note, this can be edited before
posting if needed.

Description This field will auto-populate with the user name, date and time. Add your
Property Name.

Notes Type note if needed.

Deposit Date In most case this will be the date receipts were entered in Voyager or date deposited into

bank.

Deposit Memo Enter memo of deposit. (Example: Adjustment to Pro-rate Charges)
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6 Click theicon (shown below) under the Receipt Tab.

Batch Receipt
te s Created by charper on 01/2172015 7:58 AM.
Total Declared 0.00 [ 0.00 (rever modfied)
Iews Declared 1 Ernered [
Oescraten Sarta Cruz - charper 012172015 07157
Notes
Depost Date 08/21/201%
Degont Memo Agjust Rent Chavpes
(203 New Close iz
Post Repont Dekete

Nates an
7 The Receipt window will open.
Recept Nowp Yo
-ty e Ovapcary Tpe Canrced dece 8 D T R U R —
' 48 bonin Urimsted Sedin 7200
- 15000478 dowe Niwer's (et Dots Racowed ‘41330818 =) Notes
Tl Arm 200 weniadee Poar Mores G2tk
Ovwed Nymber o Coad Act 1133 000000
Prre Lecece
Doyt Metnad Owar :
oy Peryer Peyw
Sa [ Posiiecr - Cam Davowton Ovaze Onargn s
| Carges [ RSESET
h‘:i
5000 b =3 e 1 | n.oae‘ = eeb' et 208 .7.:\11\“ 1 ' -‘
400 . LRSS o, ¢e (e ] St At et L a5s .
{ sy | | aed | | m -
[ o1 B
e { 012123t8 n
X gL WS ia
Enter the following fields:
Property Enter property name.
Unit If the payment is from a current resident, enter the unit number. Once
selected tab down and the payee will auto-populate.
Payee If the payment is from a past, future, applicant or roommate, you can search for

them by clicking the Payee Link and applying the appropriate filters.

Total Amount Enter payment Amount ; for Zero Dollar Receipts the total should always be 0.
Check Number When enter a zero-dollar receipt, type 0§ into the field.

Payment Method Select Check.

Date Received Enter date.

Cash Acct Enter what account payment will be deposited into — Operating or Security.
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8 In the Notes field enter the purpose for the Zero Dollar Receipt

Receipt Nump Yo
-ty " Oty Tupe Capnced dpce # Al Ard Avast da W meve ‘wwad
' TR L od s 720
" 120004 78 b Nivers (Crrent) Duts Racowed 4y e300 t3 -
Viem Lecoer Py Moes 413686
o Arwom 200 . . 1/3€e
O Nymber = o Aty 1133 500 000
e Recece
Nepmat Mt Owch
Mo Necyer Peyw
SGa R LR ame Dardwton  Oease Ovarge s
- C; 7;7 : | =
=i 3
Charge Code  Account  Charge Date %9 Ameued | i Paid Wotes Mo Ut Ste
©w 131298 200 59 "a e e et 12018 ™
L) LIRS 0 30 a Lot At et m
01212388 208 52} =
1AV B *
01312318 n
[ X2 N W iR

9 Enter the debt and credited amount in the Charge fields. The total should always come to $0
when processing a Zero Dollar Receipt.

10 Click Save.

11 Repeat steps until all of your receipts are entered for this batch.

12 To Post the batch, click the hyperlink from the receipt window Unposted BatchXXXX. This

will take you back to the batch window. Edit the Total Items Declared and Total
Amount if needed and Save changes. Then click Post, once the batch has been successful

posted a confirmation message on the top part of the screen.

Batch Receipt
D Banc™ has 3eon successiuly posted.
o o7
Total Dectved 100.00 Entared
Trems Deciaved 1 Ertared
Descrigtion chavper 12/00/2034 31117
Nates
Depost Date 12/00/2014
Deopout Memo Late Feo Payment
New
Regon
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Recording Not Sufficient Funds (NSF) Items

Use the procedure for recording NSF items when a check is returned. This procedure reverses the

receipt but also creates a journal entry for the bank’s returned check fee and adds your

organization’s returned check fee charge to the appropriate resident ledger.

To record an NSF item for a receipt

1 From the side menu, select Payments > Find Payment Receipt. The Receipt filter appears.

Recept

e

TyDe

'y y
Notes
At
Paymr

Chedk 2

Banth Nu

Corl Numder

e

Date Recorved

Dusplay Rowe 1000

Subme

Cowr

Foufic

2 Complete the filter with criteria appropriate to locate the receipt for which you want to record an
NSF item and click Submit. The Receipt screen appears.

Receipt

Property
Ut
Paper
Toeal Amo

Check Nyr

s v

rescall
1303

0000228

ot 0900

v

Paymeart Mathod

Fevene

?15-‘

Reacoly

Dusplay Type
Batch
-

Date Received

Post Mcrth

wer 2353

Domeatic Rocept
R-7117%
11150000

<A ST
AUOHINI2

3 C(lick the NSF button.

NSF
button

Only receipts that have not been reconciled can be recorded as NSF. The NSF button appears on the
Receipt screen only if the receipt can be recorded as NSF.

Contact your Property Accountant if you need to record a reconciled receipt as NSF.
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The NSF Receipt screen appears.

YARDI VOYAGER RESIDENTIAL PROCEDURES GUIDE

NSF Receipt

rescall
10000256
R-71176
Arnount 0900

12/07/2012

T TGTTE)
(27012

-------

< N,
e Onw

Welbaum: Boyk

4 Complete the following fields:

Reversal Date

Post Month
affect.

Bank Fee

Bank Fee Account
requires.

Payer Fee
Payer Fee Chg Code

Notes
empty.

Type or select the current date.

Type the month and year on the general ledger that you want the NSF reversal to

Type the bank fee for NSF items, as your organization requires.

Select the account to which Voyager posts bank fees, as your organization

Type the payer fee for NSF items, as your organization requires.
Type or select the charge code for the payer fee, as your organization requires.

Type notes about the reversal, such as the reason.. You cannot leave this field

5 C(lick Save. When Voyager asks you to confirm that you wantto NSF the receipt, click OK. Voyager
creates a new receipt with negative amounts for each positive amount on the original receipt. Voy-
ager references the control numbers of the related receipts in the Notes fields of both the original
receipt and the NSF receipt. The following graphic shows the Notes field for an original receipt

that has been recorded as NSF.

TatE KeTEveT 077 T2/ 2010
Post Month
Cash Acct

Deposit Number

NSFed by ctrl# 74366 NSF

04/201
1110-0000
80
07/12/2010

Notes

Deposit Date

——Notes field

Ifthere was an amount in the Bank Fee field, Voyager creates a journal entry for thatamount. Ifthere
was an amount in the Resident Fee field, Voyager adds the charge to the resident ledger.
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Re-applying Receipts

The Reapply feature allows you to modify a posted receipt, without changing the deposit record in
bank reconciliation. You cannot change the amount, but you can apply the receipt to different
charges or to a different resident.

** VVoyager will only allow you to re-apply a receipt that has not been reconciled. Contact your Property Accountant if
you need to re-apply a reconciled receipt.

To re-apply a receipt

1 From the side menu, select Payments > Find Payment Receipt. The Receipt filter appears.

Recept
______ wicall Ctyvaw Tonws
Tyve =l
Cirt Number -
Satch Number -
Date Recerned E - E
mmlyy 0
Nctes
AMMIE >
Feve
Check »
:;'.‘-l,' Nows I
Lo Hek

2 Complete the filter with criteria appropriate to locate the receipt thatyou wantto re-apply and click
Submit. The Receipt screen appears.

Receipt fusctom »

Froperty rencOl Lhaste Toas weplay Type Randard Receipt

Ouplay Type

£ Respoly | Py rep

Re-apply button J
3 C(lick the Re-apply button. A confirmation request appears:

This function will reverse this receipt and require you to enter a new receipt. Are you sure you
want to reapply this receipt?
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4 C(lick OK. A new Receipt screen appears.

Receipt

Sate Recerved

Total Ameunt 935.00 Cash Acce

ra Reyenct Lrane D Beten Crence Crarge rec

5 Editasneeded.

6 Click Save. A confirmation message appears:
Receipt has been successfully re-applied.

7 C(lick OK. A confirmation request appears:

The web page you are viewing is trying to close the window. Do you want to close this window?

8 C(lick Yes.

Writing Off Charges

Your Property Accountant will perform Write Off charges in Voyager; the site manager will be
asked to verify the Collection Report.

Each month, resident move-out files are reviewed and those with a move-out occurring more than
30 days prior and have a balance due to the property are reported to the site manager to determine
whether the amount due will be written-off.

The Collection Report

Monthly, the Site Employee Resource Center reviews move-out files with a balance due that is left
unpaid 30+ days. Not all properties will have collections for the month. The Site Employee Resource
Center completes the Property Collections Report and emails the report to the site.

The site manager reviews the amount and accuracy for each resident. The information included in
the Property Collections Report are the Apartment #, Resident Name, Move-Out Date, Mailed
Date, Total Due. The site manager then checks “Yes” or “No” to send the account to collections.

* Any “No” response must be approved by the Property Supervisor. Payments plans are to
be consistent with Cambridge policy — a maximum of three payment installments with the
first installment equaling 50% of the debt.

* Ifa payment has been made by the resident and the Amount Due is inconsistent with what
the site manager reports, the site manager should indicate it on the report.

* Before signing the Property Collections Report, be sure to verify the Amount Due and the
amount to be written off in Voyager.
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CHAPTER9

Processing Housing Vouchers
(Tenant-Based Subsidy Receipts)

This section explains how to create and post consolidated receipts for payments from tenant-based
subsidy providers.

In this chapter:

Introduction to Tenant-Based Subsidy Receipts. ... e 141
Creating Consolidated Receipts for Tenant-Based Subsidy Payments............... ..o, 143
Posting Consolidated Receipts for Tenant Based Subsidies.................co i ittt 146
Reviewing Posted Subsidy Receiptsin Resident Ledgers. ... i 148

Introduction to Tenant-Based Subsidy Receipts

A tenant-based subsidy provider’s payment may consist of one large amount to pay charges for
many residents. In Voyager, a consolidated receipt distributes the total amount of a subsidy
payment to pay subsidy charges for each resident in a property. When you create a consolidated
receipt, Voyager allocates the subsidy payment toward each resident’s subsidy charges.

In this section, you will learn how to complete and post a consolidated receipt for tenant-based
subsidy payments.

@ Voyager helps you to quickly complete Voyager screens. For fields that you can complete by typing, typing the first few
characters automatically displays a selection list based on information that you previously used in that field. You can either
select from the displayed list or complete the field by continuing to type.
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To learn how to record a consolidated receipt for a subsidy overpayment, see “Overpaid Tenant-Based Subsidy Receipts” in

Chapter9.

The following graphic shows the ledger for the resident used in the examples for this section. The
ledger shows that resident’s rent charges have been paid. The outstanding balance is for the tenant-

based subsidy.

¥ (_;\\(BR”)(;Y f(dl CLrAre sorvices

Date : 12/10/2014

Resdent Ledger
[Coce WOI005S Property [P 3 Lease From
[Name Gayle Lancaster Unit Bi1083% Leaso To
IAddress L0831 SE Mather Road Status Current Move In
Rort 1000 Move Out
IOty St. o Clackamas, OR 97015 Phone({0)- PhonelH)-
Date Descriptapn thn Payment BRalance Rec
1OV1/2014 | Housing (LO/2014) %€0.00 $60.00 )
$V1/2014] Base Rers {10/2014) 440,00 1 .£000.00 9)
10V1/2014 | Reb Reverue (10V2014) 70.00 1,070.00 704
tVevI014 S00.00 1.570.00 a2
VY2014 £35.00 1,995.00 4522
V014 $00.0011 49500 142§
1V 2014 42%.00{1,070.00 1529
SVT/I014] ok conv Journal 21410000 (MAP - $60.00| $10.00 3)85%
OV 2014 | chk s conv $10.00 .00 2758
11/3/3034] Base Rert (14/2014) 440,00 442.00 9455
11/1/2014 | Rub Reverue (11/2014) 70.00 £10.00 988
11/1/3014] Housing (11/2014) 560.00 LOM.00 10064

Housing Charge

/

Balance Due
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Creating Consolidated Receipts for Tenant-Based Subsidy Payments

Creating a consolidated subsidy receipt adds a record for the receipt. You can add or edit the
information in a consolidated receipt until you create a batch for the receipt.

To create a consolidated receipt for tenant-based subsidy payments
1 From the side menu, select Payments > Consolidated Receipt > Add Consolidated Receipt
w/ a Suspense Charge. The Create Consolidated Receipt filter appears.

squres

The Create Consolidated Receipt filter determines the subsidy charges and adjustments that appear
on the Consolidated Receipt screen

Create Consclidated Recoipt

ures

rousng
ndc dangssao
Hap Menth 1wxe
Detaés ger pope
Sort By Umt i

Sutent Qear Heip

2 Complete the following fields:

Property The property code selected on the Community Manager Dashboard screen appears
Type or select the property code, if needed..

Resident Select a specific resident or leave this field blank to bring up multiple tenants
Charge Code Select Housing charge code — housing.
Subsidy Suspense Select Housing Suspense charge code — hsngsusp

Charge Code
Hap Month Type the property’s subsidy month and year.

Sort By Select the order in which you want the subsidy charges to appear, by unit or by resident.
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3 Click Submit. The Consolidated Receipt screen appears.

The Check Amount field in the top part of the screen is for the amount of the payment that you
received from the subsidy provider. 0.00 initially appears. The Total Details field shows the total
amount of subsidy charges for the residents listed in the table in the bottom part of the screen.
The Difference field shows the difference between the payment amount and the total amount of
the details.

Total amount of housing payment
Total amount of housing charges

Difference between check and charges

Consabdated Rece $/

s [

Sataeon L20RITH4 10:) Comtrol #

Tumal Dwtote Tty Cremen

Scewe : ¢ Nt Date Moal MomEn Hag o
fetiwwe (o ye Cude ey My

pYEY Cwate e re Cruste Baxcn

Fod Lo ] o Detads N Page 3

/

/

Total amount of Housing charges



4 Complete the following fields:

Check Amount

Enter amount of the provider’'s payment.

Description

145

This field will pre-populate with the user/date/time — DO NOT erase. Do add your

property name.

Check Number

Enter the check number listed on the payment.

Post Date

Enter the date the payment was posted or deposited. DD/MM/YYYY

Post Month

Enter the current post month. MM/YYYY

Consaldaed Receipe

b Ao L0000 Dewirutin catacon L2004 30) Comerod &
Ml Dwtaie Ohaih N 12348 ot Dt 2
2w Nt Dt LTINS | MNeal Mein 2014 | e M
Cerpmae (re go Cnin e [
e Cewe Moy [T Crnade buxh
Fnd  Lnae L Co  Detads N Puge
a~
Ura o Property Ura Aescars Name Crarges Tepe

5 Click Save. In order to post the payment, the difference between the check amount and total

details must be 0.00 (zero). You will need to make any necessary corrections prior to posting the

payment receipt.

6 Once the difference between the check amount and total details is zero, you are ready to post the

receipt.

7 Click Create Batch, this function will create the batch however you will since need to Post it.
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Posting Consolidated Receipts for Housing (Tenant Based Subsidies)

When you post a consolidated receipt, you will post the receipt to a batch. You can review and edit
the transactions in the batch before you post the batch. The transactions will not affect the general
ledger until you post the batch.

To post a consolidated receipt

1 From the side menu, select Payments > Consolidated Receipt > Review Consolidated
Receipt. The Consolidated Receipt Review filter appears.

2 Select the consolidated receipt that you created and saved and click Submit. The
Consolidated Receipt screen appears.

3 Complete the following fields:

Check Number Type the number of the provider’s check

Post Date Type the date that you are posting the receipt.

Post Month Type the month and year that the posted receipt will affect the general ledger.
4 Click Save.

Check and post-date information

Affordable Consobdated Recmpt

Cheth Amaust 460.00 Descnphien keooon 0310/2014 12:23 Carmrdt 8

Tota! Datale Check Number 124 Total Cntnies

Ofference Post Duate DNI0/2014 Pest Mard  DR2034 Moo Marh

Supense Charge Code enne SUSady Sespense
= Date Melp Pt Croats Dutch
fng Urne v Go  Detads Por Page ©
Line # Property Unit Teoant Name Charge# Type Date Post Month Amaunt Paymaent
. 1 ' 125 20

12500
230480

*** Remember you will need to Post or Delete unposted Consolidated Receipt Batches prior
to opening a new Consolidated Receipt.

5 Review the receipt again to ensure that it is as you expect.

6 Click the Print button in the top part of the Consolidated Receipt screen and print a copy of the
receipt.
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7 When you are ready to post the receipt, click the Create Batch button on the Consolidated
Receipt screen. The Unposted Receipt Batch report screen appears. The batch number appears in
the top part of the screen. The batch number is a link to the batch summary.

Batch Number

7
0 Meturn to: BATILH # 17285

Unposted Receipt Batch
Tots! Declared: €40 450

Total Entered: 460.00

Bavh 21726)

Trans Check 2 Cash Acct Property  Inc Acct
kn2idh
®-8)64 12M 1110-9030  Inl2ieh 45170000
1234 1110-0000 | n2l4h  4%17.0000
LR 12 1310-0000 knZieh | 4517-0000
Total

Total knZieh

Unit  Yenamt Name Status
1 wWOX931  Woods, Helen {Current)
4 0020930  Desmond, Jeremy (Currort)
3 MO9S Martirmz, Coral {Cwrrant)

Excet
Amount  Remarks Date Manth

12500  MAP - SVI046  0N2034
12500 HAF 231072024 0X20Ls
TI000 MAP - 1V I0%e 0NI0%e

460,00

460,00

460.00

8 Click the batch number. The Batch Receipt summary screen appears.

Batch Receipt
17 Crastad by karon on ONI0/2014

Tote! Daclared 44000 Trtered 46000 (rever modéied)
Peams Decdlaresd 3 Intered >
Descrphon kanen 00/10/2034 11:23
Notes
Depast Date 0102014
Degout Mema

(] [ Cose el

Post Meport Lwbcte

| Recep
8
147 | _Peyee Nome Amoust Netes ton

NI64 0020931 Melen Woods 5 -
07 000 Jerermy Dwsmord 13580 MN
868 002095 Coral Martnes 25000 MAP -

9 Review the summary information to ensure that it is correct. If needed, you can edit or delete
transactions in the batch or delete the entire batch.

10 Click the Report button to review the batch report again.

11 When you are ready to post the batch, click the Post button. A confirmation message appears.

Click OK. Voyager posts the batch.
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Reviewing Posted Subsidy Receipts in Resident Ledgers

You are now ready to review the ledgers of a resident included in the posted consolidated subsidy
receipt. In this section, we will review the ledger and HAP ledger of Helen Woods, the first resident

listed in the details of the posted receipt in our example.

To review the ledger of a resident included in a consolidated receipt

1 Open the Resident screen for a resident you wish to review.

2 Open the resident’s ledger. The Resident Ledger screen appears.

3 Review that resident’s ledger. In our example, the balance due is now 0.00 (zero).

Code R0208338 Progenty Enaldn Lease From

Name Melen Woods Urst | Lasse T2

Address : Mome Soas 1 Status Currert Mowe In

Rent Ly Move Oyt

Cey 5. 2¢ Atcanm, IN 46201 Phone(0)-  (IL7) 4345458 Phone(M)-
Date Description Charge Payment Balance Chg/Rec
L3/3054 | Dapcee 900.00 900.00 atl2?
L2014 | Rent for 30 davs 681,29 1.581.29 al2
322054 | Rect Subeidy for 30 daya] 120,97 1,702.26 HALE
'3/2054 | Rent (02/2014) 204,00 2.406.26 24172
/L2054 | Subsdy (02/2014) 133.00 a331.29 24174
62056 SO0.00]1.431.2% 3351
242016 L2129 saw ays:
L iadide TOA00] 24557 g154
L2013 chiew 1234 AP 32097] 133.00 pss
/02914 chice 424 (MAS - 12500 0.{0 46
3/1/2014 | Rest (CV2013) 10300 70s3.00 a4l ’e
Wi/I0%4 | Sulsady (02/3014) 135.0¢ 039.00 Ll
JA201& 704.00 125.00 -5 -%
WA 2014] chicr 1234 (MAP - 125.00 Q.00 81%¢

_—Link to Housing Receipt

4 Click on the Chg/Rec number you wish to review.

6 Click the link to review the charge. The charge is fully paid.

' Charge Invoice Fusctisns »

Fraparty kn214h o £oad Apanimeants Dusplar Trpe

Usat 5 Baxch Bssted Danch 034

Charge &2 0020931 elen Woods (Curreot) Sterus Fully Paid

Toral 2oncarn 15500

Charge Date 0N0L/2014 Payment Method Check

Post Month 02014 Refarance HAP PostTran

Invoice Date Categery
Crested by kanrn on 05/07/2014 9:09 AM.
(never modtied)

[ oetsls | IEDSINEITT

i‘l.

urd 4 Charge Code Description  Amaunt Notes Loty unit Hold
caan subsudy Subndy 125,00 Scbsdy (03/2024) knll0e 1 v

L

(Charge Status
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CHAPTER10

Overpaid Housing
Or Tenant-Based Subsidy Receipts

This section explains how to create and post consolidated receipts for payments from tenant-based
subsidy providers when the check includes a subsidy overpayment.

In this section:

Introduction to Overpaid Tenant-Based Subsidy Receipts.......cocoviiiiiiiiiit iiiiivn v 149
Creating Consolidated Receipts for Overpaid Tenant-Based Subsidy Payments................. 150
Posting Consolidated Receipts for Subsidy Overpayments............cccccvveviiveeennennew .. 152

Introduction to Overpaid Tenant-Based Subsidy Receipts

Mid-month move-outs, subsidy terminations, or other issues can result in subsidy overpayments.
Unlike rent that a resident pays before it is due, a subsidy overpayment is not a prepayment. After
the provider reconciles its records, a subsidy provider will send a payment that is adjusted to
recover the previously overpaid amount.

When you create a consolidated receipt that includes a subsidy overpayment, Voyager
automatically creates positive and negative charges posted to your subsidy suspense charge code.
Voyager holds the negative charge in suspense, to apply the overpayment toward the provider’s
later subsidy adjustment.

¢ [9 ) A subsidy provider may also occasionally underpay. When a subsidy provider underpays, Voyager holds the positive
4 charge in suspense to apply to the provider's later adjustment..

You can easily track subsidy overpayments. Unused overpaid amounts appear on each receipt until
you use them to pay later charges. Outstanding amounts and balances appear on ledgers and
financial statements.

In this section, you will learn how to complete and post a consolidated receipt when a tenant-based
subsidy provider overpays. You will process consolidated receipts for a subsidy overpayment and
review a resident’s ledger and HAP ledger.
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Creating Consolidated Receipts for Overpaid Tenant-Based Subsidy
Payments

After posting monthly charges for a property that includes residents with tenant-based subsidies, you
receive the provider’s latest subsidy payment. In this example, the subsidy provider overpaid for one of
the residents. You need to include the overpayment in the consolidated receipt.

To create a consolidated receipt that includes a subsidy overpayment
1 From the side menu, select Payments > Consolidated Receipt > Add Consolidated Receipt. The

Create Consolidated Receipt filter appears.

2 Complete the filter, selecting the property, tenant-based subsidy charge code (Housing) , subsidy
suspense charge code (Housing Suspense), and subsidy month.

Croate Consclidated Recoipt
oty Wured
Yenare
Crarge code hosng
whedy ot Oherge Code hangaead
vty Provider
Hap Month 14
Cetaés ger pope
Sort By Ume !
Subemit Cear Melp

3 Click Submit. The Consolidated Receipt screen appears.

Une #  Property Uit Tenant Neme Charges Type Date  Post Month  Amaeunt Payment

4 In the Check Amount field in the top part of the screen, type the amount of the subsidy payment. In
this example, we will record a receipt for a payment of $100.00 more than the amount of the charges.
Type the number that appears in the Total Details field, plus 100.00.
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5 Click Save. The Difference field shows that the payment is for $100.00 more than the amount of the
total charge details.

You are ready assign the overpayment to the resident for whom it was paid. In our example, we will
assign the overpayment Jeremy Desmond, the second resident listed in the details.

You could assign the overpayment to any resident in the property. For example, if the overpayment applied to a past resident who had
recently moved out, you would assign the overpayment to that resident. If the overpayment is split between two residents, you would
apply the appropriate amount to each resident.

Amount of provider's payment

/ Difference between payment and charges

Affordatie Consobidated v.y(i

Check Amoonm S5000 OesrOton kanen 04/14/20014 1338 Cortrel #

Total Detads ek Number | Tote) Bistriee

OMerence 2 Done Past Mareh Hao Morth

Scspense Charge Code pence Subedy Susperae
Zavo lebets ol Pret Cronte Datch

Fed Leod v O Detals Per Page 0

1<
Lne # Property Uait Tenamt Neme Charyes Type Date PFost Month  Amount PFayment

dh (0 w007093% | L Woods, Melen | BMIS1 | INAS *Tra 4,01 i /30 1 135 ™

Tra 0401 14 4 14 12° 1258

14 A 2505

\

Select button
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6 On the first empty row in the details table, click the Select button and select the code of the resident
for whom the overpayment applies.

7 In the Payment field on that row, type the amount of the overpayment.

8 Click Save. The difference between the payment amount and the totals detail is now 0.00 (zero).

Amount of provider's payment

Difference between payment and charges Additional Payment

kanen 04/14/2014 1338 Cortrel @

Total Intnes o
Past Morih Hap Morth
Zave loirts o Pret Cronte Datch
Fed Lnod v O3 Detals Per Page O
Une #  Property Uait Tenamt Neme Charges Type Date PFost Month Amount Mayment
r 13
12%

9 Print a copy of the receipt using the steps described in the previous lesson. You can use the printed
copy to compare the receipt to your subsidy voucher.

10 You have created and saved the consolidated receipt. To Post the batch, click Create Batch and the
unposted batch screen will appear. Similar to the last chapter, click on the unposted batch number to
be directed to the Batch Window where you can review and Post the batch.
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CHAPTER 11

Paying Bills

In this chapter:

Introduction to Paying Bills. ......... .. i 153
Entering Vendor INVOICES. . ... e e e e 153
Entering Vendor Invoice as a Credit. . ... ..ot e e 162
Processing a Payable Batch (Thursdays) ... ...t ettt ieean, 163
Quick Reference Guide to G/L Codes. . ... i e 165

Introduction to Paying Bills

You use Voyager to record payable invoices. You enter invoices in batches. Payables in a batch do not
update vendor ledgers or property financial records until your Property Accountant posts the
batch.

Entering Vendor Invoices

To enter vendor invoices in a batch

1 Count theinvoices, to determine the quantity of invoices you will process. Write down the number.
2 Add the amounts of all the invoices you will process. Write down the number.

3 Inthe Community Manager Dashboard, click the New Payable Batch link.

Community Manager Dashboard - Villas Flores

Remsdart Activity wt Stsbatos Thurzday, February 14, 2013
1 e Teea!l Unis Al
Move In b - 4L 15 reacall
Leaced Lnes A3 9T.08%
Move Ot 1z
o 5 CoCLomed Unes L4 T 4
pOSt ATourbng K
‘ ’ Avalabie Wnes S.41% X
Nt .
On towce Model/ ConnAdmn - 3A5% TR
Exporng Leases (120 dayz) On Hold Unas 0 0%
Mee PO Now Sve Seq,
S<heduled Loaze Renewals

Une Trarsfers
Alerts

_
YOIpeX Focne

Pending Makeo Ready
Todsy s Showmngs
Pandng Work Reguesss S

Cn Walhat
Corrpleted WO Follcwyp 0 Pendng Applizatons 1 Savelbiey New Sevalie Datch
RRSPTFRE Oushboard | Persca Search |

New Payable Batch link |
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The Payable Batch screen appears.

Batch Payable
e (rew)
Tolal Dectared 2,500.00 Ertered 0.20
Nems Oeclared 3 Ertered 0
Desoriation Stono Creek 0115 - 122
Notes
ave ANew Coe ez
Poot Beport Qeiete
4 Complete the following fields:
Total Declared Type the total dollar amount for payable invoices in the batch.
Item Declared Type the quantity of payable invoices in the batch.
Description Change the description to “property week begin —week end” (which should be a Friday

thru Thursday). Example: Stone Creek 01/15— 01/22.

5 Click Save. An empty table appears on the Payables tab below.

New Record button (click to
add a payable invoice to the——
batch)

Payables |

—

Payee Amount Notes j D:;iat"




6 Click the New Record button. The Payable Invoice screen appears.

159

Payable Invoice deewp To |
Payes | Tyre [Avosce = Dilay Type Comestic Standsrd vl
Payee 1rfo Paymert Method  Chack = Batch Urecened Baich 1625
Qacer Aoproved By = e
> Friorey Nawvigaton
;r-vooca . e Workfiow =
Experss Type ",] Cath Acar 2tuz
Totel oot fog0 40 Aoy Cuprant e S
Next Step =

AD Tempiste Notes Nctos —
Invesce Date OND0L/201 .
Post Manth
Due Oate ON0L2013 L5

3= Meraytze Heb

7 Type or select the payee code in the Payee field and press the TAB key. Voyager displays the
vendor’s name and address below the Payee field.

8 Type the complete invoice number in the Invoice # field — for record keeping purposes it is
important that it is not a partial invoice number.

9 Type the total amount of the invoice in the Total Amount field.

10 Change the dates in the Invoice Date, Post Month, and Due Date fields as appropriate.

Payable Invoice Jump Te
ravee beta 7S oo Invoice ' Cuaplay Type Standard Payebrie Daglay Type $
BELL CARPET A Paymant Method | reack 3 Batth Urposted Satch 249
ny N s
o PHLSTERCCLANING. s, ¥ Curl (mow)
HELLEBORO) Lok Novigstion
reba2nightBacl.com -
503-640-5439
Ivoue » 1323455 e Ar
Experse Trse Eaperme : AP sy

ot Ameunt 250.00

Iveauce Cate oL/te2018 - - g e
Notes sm

gt Mocen 01/201%

Oue Date 04/ 312018 .
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11 Ifyou want to split a payable across multiple properties:

a On the Details tab, click the Distribute button.

Details Payee Info

Distribute button — [ Distibute View POs

The Distribute Payable screen appears.

Distribute

Notes

Ok vep

b Complete the Distribute Payable screen.

¢ Click OK. Voyager adds one line for each property to the payable spreadsheet, splitting the
amount of the payable evenly between the properties.

13 Complete the spreadsheet on the bottom part of the Payable Invoice screen:

Entity Type or select a property code for the first line item.

Amount Type the dollar amount you are paying for the line item. The combined amount of
all line items must match the amount in the Total Amount field before you can
save this invoice.

Account Type or select the G/L expense account.

Notes Complete the notes field with a brief memo explaining the payable; example —
Carpet Replacement #101.

14 Click Save. If there are more invoices in the batch, a blank Payable Invoice screen appears.
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15 Complete each additional Payable Invoice screen thatappears. When the total entered matches or
exceeds the total declared, or the number of items entered matches the number of items
declared, the Batch Charge screen appears.

Batch Payable
3628

Tota! Dedlares 00,00 Ertare 3%00.00

e ‘1 ccasas S : - : — Declared and
iems DeCare & Criered .

- . N T Entered fields

RN ONOL 2013 0Nl
Nates should match

£ tpwn e Hep
foz Beport Laedess

The Declared and Entered fields must match before you can proceed. If they don’t, you can modify
the amounts in the Declared fields by clicking the Edit button on the top of the screen, or edit
each payable invoice by clicking the Edit button in the row corresponding to each invoice on
the Charge Invoices tab.
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Entering Vendor Invoices as a Credit

1 Click the New Record button. The Payable Invoice screen appears.

Payable Invoice deep Yo |
Payes Tyre [Avosce = Dilay Type Comestic Standsrd =]
Payee 1rfo Paymert Nethod | Chack [v] Batch eed Bach 1625
Aoproved By = i Ctrl (mow)
Prorey - Nawvigaton
trveece # [ Ve O hNOw =
Experse Type = S 2L0 Seatuz
Total Amaunt .Cooo AF Aot Cwrrers Step s
Next Step -
Note Netes —
Invesce Date ONDL208) -
Post Manrth
Oue Date ON0L/2013 i7]
Save Meroytze ek

2 Type or select the payee code in the Payee field and press the TAB key. Voyager displays the
vendor’s name and address below the Payee field.

3 Type the complete invoice number in the Invoice # field — for record keeping purposes it is
important that it is not a partial invoice number.

3 (Change the Type to the complete invoice number in the Invoice # field — for record keeping purposes
it is important that it is not a partial invoice number.

4 Change the dates in the Invoice Date, Post Month, and Due Date fields as appropriate.

5 Type the total amount of the invoice in the Total Amount field. Often when you have a credit on a vendor
invoice it appears on the invoice as a negative number, however you will NOT need to enter it as a negative number
in Voyager.

Instead, adjust the invoice Type to Credit, Voyager will know that the amount is a credit. For questions regarding
entering an invoice with a credit in Voyager, please consult with your Property Accountant.

Change Type to Credit

<<<<<

T Cake
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6 Complete the spreadsheet on the bottom part of the Payable Invoice screen:

Entity Type or select a property code for the first line item.

Amount Type the dollar amount you are paying for the line item. The combined amount of
all line items must match the amount in the Total Amount field before you can
save this invoice.

Account Type or select the G/L expense account.

Notes Complete the notes field with a brief memo explaining the payable; example —
Returned Maintenance Supplies.

7 Click Save. Ifthere are more invoices in the batch, a blank Payable Invoice screen appears.

8 Refer to the previous section on completing a Payable Batch.

Processing Payable Batches (Every Thursday)

1 Each Thursday after all your weekly payables have been entered, click Report. The Unposted
Charge Batch report appears. Verify that the information is correct and click export to Excel.

Unposted Payable Batch
Eacel

Control Datch  Peried Date Porson "'“:."" Contract Job Property
P2 525 12014 LAOA0M  AFFORDARE OMOICE CLEANING (aT28e) [ Forea
PALM 525 123004 L0404 DAVES PEST CONTROL, INC. (dawdtd) Drexs PRV
1135 55 1272014 12042034 DAVE'S PEST CONTROL, INC. (dawilD) Check Frerwa
IS 128 1272014 LACANCI4 FUGENE WATTR K TLECTRIC DOMD (oeghss) Oheck Frorwa
12T A28 1272014 12042234 OITICE DEROT (ofeed) Oheck Jverwa
Pl 124 12/2014 12042004 OTICE DLPOT (ofBes) Drece P —
P19 1 12/2014 L2004/203¢ PL. LONG MLOORCOVERING, LLC (pgBed) Oheck Froorvea
m10 128 12014 LAA202¢ PL. LONG MLOORCOVERING, LLC (pgBa)) Chech oo
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2 Open the exported Excel document. Highlight and erase columns G, H, J, and K. Then click Print.
Make sure all other columns were included in the printed report.

3 Collect all hard copy paper invoices included in the payable batch; keep in same order they were
entered.

4 Send the original copies of the invoices and the Printed excel batch report to the Site Employee
Resource Center each Thursday. Label the envelope attention to “Payables” and include the dates
for which the payables were entered; example — Payables 1/15 - 1/22.



General Ledger Codes
Nuick Refarance

Quick Reference Guide to General Ledger Codes

CA = Common Area

VU = Vacant Unit

Not sure which code to post something under? Call your Accountant at the Corporate Office

istrative & Marketing Utilities Repairs, Maintenance & Turnovers New Replacements/Non-Recurring
Screening Fees 6361 Telephone 6431 Natural Gas (VU) 6655 Extermination 6826 Doors/Hardware 6921 Turnover Paint/Clean Supp 8111 Grounds 8123 Refrigerator
Forms/Office Supplies/Keys/Postage 6362 Long Distance 6450 Water 6721 Landscape Supplies 6827 HVAC Supplies 6925 Replacements-In Unit 8112 Asphalt/Concrete 8124  Washer/Dryer
Office Equipment 6364 Cell 6460 Sewer 6731 Landscape Maintenance 6831 General Repairs Vendor 6931 Turnover Painter (VU) 8113 Roof/Gutter 8125 HVAC
Computer/Copier Supplies 6365 Pager 6501 Garbage 6726 Pool Supplies 6832 Plumbing Repairs Vendor 6933 Turnover Cleaner (VU) 8114 Pool 8126  Water Heater
Resident Public Relations 6367 Internet 6651 Cable Television 6736 Pool Maintenance Labor 6833 Electrical Repairs Vendor 6935 Blind Cleaning (VU) 8115 Paint Exterior 8130 Carpet
Newspaper Adverti 6420 Electric (CA) 6822 General Maint Supplies 6834 HVAC/Fireplace Maint 6520 CA Supplies 8116 Carpentry 8140 Tub/Shower
Rental Magazine 6421 Electric (VU) 6823 Appliance Parts 6836 Appliance Service Vendor 6530 CA Contract 8117 dows 8150 Countertop
Signs/Printing 6430 Natural Gas (CA) 6824 Plumbing Supplies 6837 Roof Repair/Gutter Clean 6960 Elevator 8118 Miscellaneous 8160  Vinyl Flooring
Other Advertising 6825 Electrical Supplies 6838 Lock/Window/Fire Safety 6975 Snow Removal 8122 Stove 8170  Other Interior
Quick Reference Guide to General Ledger Codes CA = Common Area VU = Vacant Unit Not sure which code to post something under? Call your Accountant at the Corporate Office
istrative & Marketing Utilities Repairs, Maintenance & Turnovers New Replacements/Non-Recurring
Screening Fees 6361 Telephone 6431 Natural Gas (VU) 6655 Extermination 6826 Doors/Hardware 6921 Turnover Paint/Clean Supp 8111 Grounds 8123 Refrigerator
Forms/Office Supplies/Keys/Postage 6362 Long Distance 6450 Water 6721 Landscape Supplies 6827 HVAC Supplies 6925 Replacements-In Unit 8112 Asphalt/Concrete 8124  Washer/Dryer
Office Equipment 6364 Cell 6460 Sewer 6731 Landscape Maintenance 6831 General Repairs Vendor 6931 Turnover Painter (VU) 8113 Roof/Gutter 8125 HVAC
Computer/Copier Supplies 6365 Pager 6501 Garbage 6726 Pool Supplies 6832 Plumbing Repairs Vendor 6933 Turnover Cleaner (VU) 8114 Pool 8126 Water Heater
Resident Public Relations 6367 Internet 6651 Cable Televi 6736 Pool Maintenance Labor 6833 Electrical Repairs Vendor 6935 Blind Cleaning (VU) 8115 Paint Exterior 8130 Carpet
Newspaper Advertising 6420 Electric (CA) 6822 General Maint Supplies 6834 HVAC/Fireplace Maint 6520 CA Supplies 8116 Carpentry 8140 Tub/Shower
Rental Magazine 6421 Electric (VU) 6823 Appliance Parts 6836 Appliance Service Vendor 6530 CA Contract 8117 Windows 8150 Countertop
Signs/Printing 6430 Natural Gas (CA) 6824 Plumbing Supplies 6837 Roof Repair/Gutter Clean 6960 Elevator 8118 Miscellaneous 8160  Vinyl Flooring
Other Advertising 6825 Electrical Supplies 6838 Lock/Window/Fire Safety 6975 Snow Removal 8122 Stove 8170  Other Interior
Quick Reference Guide to General Ledger Codes CA = Common Area VU = Vacant Unit Not sure which code to post something under? Call your Accountant at the Corporate Office
Administrative & Marketing Utilities Repairs, Maintenance & Turnovers New Replacements/Non-Recurring
6111 Screening Fees 6361 Telephone 6431 Natural Gas (VU) 6655 Extermination 6826 Doors/Hardware 6921 Turnover Paint/Clean Supp 8111 Grounds 8123 Refrigerator
6112 Forms/Office Supplies/Keys/Postage 6362 Long Distance 6450 Water 6721 Landscape Supplies 6827 HVAC Supplies 6925 Replacements-In Unit 8112 Asphalt/Concrete 8124  Washer/Dryer
6113 Office Equipment 6364 Cell 6460 Sewer 6731 Landscape Maintenance 6831 General Repairs Vendor 6931 Turnover Painter (VU) 8113 Roof/Gutter 8125 HVAC
6115 Computer/Copier Supplies 6365 Pager 6501 Garbage 6726 Pool Supplies 6832 Plumbing Repairs Vendor 6933 Turnover Cleaner (VU) 8114 Pool 8126 Water Heater
6118 Resident Public Rel 6367 Internet 6651 Cable Tele 6736 Pool Maintenance Labor 6833 Electrical Repairs Vendor 6935 Blind Cleaning (VU) 8115 Paint Exterior 8130 Carpet
6211 Newspaper Advel 6420 Electric (CA) 6822 General Maint Supplies 6834 HVAC/Fireplace Maint 6520 CA Supplies 8116 Carpentry 8140  Tub/Shower
6213 Rental Magazine 6421 Electric (VU) 6823 Appliance Parts 6836 Appliance Service Vendor 6530 CA Contract 8117 Windows 8150 Countertop
6214 Signs/Printing 6430 Natural Gas (CA) 6824 Plumbing Supplies 6837 Roof Repair/Gutter Clean 6960 Elevator 8118 Miscellaneous 8160  Vinyl Flooring
6218 Other Adve g 6825 Electrical Supplies 6838 Lock/Window/Fire Safety 6975 Snow Removal 8122 Stove 8170  Other Interior
Quick Reference Guide to General Ledger Codes CA = Common Area VU = Vacant Unit Not sure which code to post something under? Call your Accountant at the Corporate Office
Administrative & Marketing Utilities Repairs, Maintenance & Turnovers New Replacements/Non-Recurring
6111 Screening Fees 6361 Telephone 6431 Natural Gas (VU) 6655 Extermination 6826 Doors/Hardware 6921 Turnover Paint/Clean Supp 8111 Grounds 8123  Refrigerator
6112 Forms/Office Supplies/Keys/Postage 6362 Long Distance 6450 Water 6721 Landscape Supplies 6827 HVAC Supplies 6925 Replacements-In Unit 8112 Asphalt/Concrete 8124  Washer/Dryer
6113 Office Equipment 6364 Cell 6460 Sewer 6731 Landscape Maintenance 6831 General Repairs Vendor 6931 Turnover Painter (VU) 8113 Roof/Gutter 8125 HVAC
6115 Computer/Copier Supplies 6365 Pager 6501 Garbage 6726 Pool Supplies 6832 Plumbing Repairs Vendor 6933 Turnover Cleaner (VU) 8114 Pool 8126  Water Heater
6118 Resident Public Relations 6367 Internet 6651 Cable Television 6736 Pool Maintenance Labor 6833 Electrical Repairs Vendor 6935 Blind Cleaning (VU) 8115 Paint Exterior 8130 Carpet
6211 Newspaper Advertising 6420 Electric (CA) 6822 General Maint Supplies 6834 HVAC/Fireplace Maint 6520 CA Supplies 8116 Carpentry 8140 Tub/Shower
6213 Rental Magazine 6421 Electric (VU) 6823 Appliance Parts 6836 Appliance Service Vendor 6530 CA Contract 8117 Windows 8150 Countertop
6214 Signs/Printing 6430 Natural Gas (CA) 6824 Plumbing Supplies 6837 Roof Repair/Gutter Clean 6960 Elevator 8118 Miscellaneous 8160  Vinyl Flooring
6218 Other Advertising 6825 Electrical Supplies 6838 Lock/Window/Fire Safety 6975 Snow Removal 8122 Stove 8170  Other Interior
Quick Reference Guide to General Ledger Codes CA = Common Area VU = Vacant Unit Not sure which code to post something under? Call your Accountant at the Corporate Office
istrative & Marketing Utilities Repairs, Maintenance & Turnovers New Replacements/Non-Recurring
Screening Fees 6361 Telephone 6431 Natural Gas (VU) 6655 Extermination 6826 Doors/Hardware 6921 Turnover Paint/Clean Supp 8111 Grounds 8123  Refrigerator
Forms/Office Supplies/Keys/Postage 6362 Long Distance 6450 Water 6721 Landscape Supplies 6827 HVAC Supplies 6925 Replacements-In Unit 8112 Asphalt/Concrete 8124  Washer/Dryer
Office Equipment 6364 Cell 6460 Sewer 6731 Landscape Maintenance 6831 General Repairs Vendor 6931 Turnover Painter (VU) 8113 Roof/Gutter 8125 HVAC
Computer/Copier Supplies 6365 Pager 6501 Garbage 6726 Pool Supplies 6832 Plumbing Repairs Vendor 6933 Turnover Cleaner (VU) 8114 Pool 8126  Water Heater
Resident Public Relations 6367 Internet 6651 Cable Television 6736 Pool Maintenance Labor 6833 Electrical Repairs Vendor 6935 Blind Cleaning (VU) 8115 Paint Exterior 8130 Carpet
Newspaper Advertising 6420 Electric (CA) 6822 General Maint Supplies 6834 HVAC/Fireplace Maint 6520 CA Supplies 8116 Carpentry 8140 Tub/Shower
Rental Magazine 6421 Electric (VU) 6823 Appliance Parts 6836 Appliance Service Vendor 6530 CA Contract 8117 Windows 8150 Countertop
Signs/Printing 6430 Natural Gas (CA) 6824 Plumbing Supplies 6837 Roof Repair/Gutter Clean 6960 Elevator 8118 Miscellaneous 8160  Vinyl Flooring
Other Advertising 6825 Electrical Supplies 6838 Lock/Window/Fire Safety 6975 Snow Removal 8122 Stove 8170  Other Interior
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CHAPTER 12

Reports

In this chapter:

Residential Analytics Reports Overview. ..........oo it e e e 166
Monthly Posting

Residential Analytics Reports Overview

This section describes how to read the report references in this document. It also describes common
fields on the Residential Reports filter.

In this section:

Residential Reports Filter Overview. ..........c it e e e 167
Aged Receivables ... ..o e e 168
Rent Roll w/ Lease Charges. . ... i i e e e 170

Security Deposit Activity
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Residential Reports Filter

You can generate residential analytics reports from the Residential Reports screen. Use the filter on the
top part of the screen to select the type of report that you want to generate and other parameters, such
as the date range for which you want to generate the report. Many report types share the same filter
fields. For more information, see below.

Residential Reports

Property .resprop Date 01/01/2012 to |02/01/2013

Group By Market [+] Month / Year  |01/2013 03/2013 = PDF
Report Type 12 Month Occupancy E] | Show Graphs =
Summarize By | UnitCount E] 7| show Grids Display Clear

Residential Reports Filter Reference

Property You can select multiple properties or a property list.

Date — to- Date range, comprised of a start date and an end date, that Voyager uses to search for
data to display on the report.
On some reports, one of these two dates is disabled; this means that Voyager uses only
the one date to search for data. For more information, see the section relevant to each
report.

Month/Year Month range, comprised of a start month with year and an end month with year, that

Summarize by

Voyager uses to search for data to display on the report.

On some reports, one of these two months is disabled; this means that Voyager uses only
the one month to search for data. For more information, see the section relevant to each
report.

On most reports, this is the record type that you want to fill the rows of the report.
For example, if you summarize a report by Property, the report displays rows for
each property. If you summarize a report by Unit Type, the report displays rows for
each unit type at the properties.

On some reports, this field behaves differently. For more information, see the
section relevant to each report.

Show Graphs (Applies only to certain reports.)
Displays a graphical representation of the data in the report.
Show Grids Separates rows and columns in the report with grid lines.
Excel Exports the report to a Microsoft Excel Binary File Format (. XLS) file.
PDF Exports the report to a Portable Document Format (.PDF) file.
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Aged Receivables Report

Use the Aged Receivables report to view how much money residents owe as of a specified month. The
report shows the following information as of a specified date:

* Charges that are overdue by under 30 days, 31 to 60 days, 61 to 90 days, and over 90 days

* Prepayments

To generate the Aged Receivables report:

1 From the side menu, select Reports > Property - Residential > Residential Analytics. The
Residential Reports screen appears.

2 In the Report Type field, select Aged Receivables Report.

Residential Reports

Property apple
Unit Type
Unit

Date 12/01/2014 to 01/31/2015

Month / Year |01/2015 01/2015

Report Type Aged Receivables v Show Graphs
Summarize By Resident s 7! Show Grids Display Clear

Excel PDF

3 Complete the filters:

Date — To

Date for which you want to view unit and resident statuses, and market rent amounts.

Month/Year

Month in which transactions must be posted to be factored into the report.

Summarize By

Charge Code — summarizes transaction totals by charge code
Resident — summaries transaction totals by resident.

Property — summarizes transaction totals by property.




169
Aged Receivables Report Example - page 1 of 1
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Rent Roll w/ Lease Charges Report

Use the Rent Roll with Lease Charges report to evaluate monthly rent and deposits for your units. The
report shows the following information for each unit as of a specified date:

* Market rent

* Lease charges

* Deposits

* Resident balances

To generate the Rent Roll w/ Lease Charges report:

1 From the side menu, select Reports > Property — Residential > Residential Analytics. The
Residential Reports screen appears.

2 In the Report Type field, select Rent Roll w/ Lease Charges.

Residential Reports
Property |college Date 12/01/2014 to 01/31/2015 | R
Unit Type Month / Year 01/2015 01/2015
i : Excel PDF
Unit Repart Type Rent Roll with Lease Charges $ Show Graphs
Summarize By Unit L 7! Show Grids le‘i'ayi Clear
3 Complete the filters:
Date — To - Date for which you want to view unit and resident statuses, and market rent amounts.
Month/Year Month in which transactions must be posted to be factored into the report.
Summary The report groups units by resident status—Current/Notice/Vacant Residents and

Future Residents/Applicants .

4 Click Display.
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Rent Roll w/ Lease Charges Report Example - page 1 of 2
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Rent Roll w/ Lease Charges Report Example - page 2 of 2
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Security Deposit Activity Report

Use the Security Deposit Activity report to track security deposits at properties in your portfolio. The
report shows security deposit charges and receipts both prior and during the specified period.

To generate the Security Deposit Activity report:

1 From the side menu, select Reports > Property - Residential > Residential Analytics. The
Residential Reports screen appears.

2 In the Report Type field, select Security Deposit Activity.

Residential Reports
Property french Date 12/01/2014 to 01/31/2015
Unit Type Month / Year 01/2015 01/2015
2 - —- Excel PDF
Unit Report Type Security Deposit Activity : Show Graphs
Summarize By Resident s 7! Show Grids Display Clear
3 Complete the filters:
Month/Year Period during and before which you want the report to factor in security deposit receipts and
charges.
Summarize By Options are Resident and Receipt/Charge (one row per security deposit receipt or
charge).

4 Click Display.
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Security Deposit Activity Report Example - page 1 of 1

ummmmumuum {i i!

EEXFUUNN SIS SEsIR T IERARERER i’

A §

m; HE uml,l!!’i"ﬂ !
m ii :ki’ M

Usssssssdissasasassansnsastl
........................
Smsmnmzmzie:zzmh
i i g
Bppiniamininissso if

38338888333!38833338833333i}

8ii!iltﬁiii%lii!iti!tﬁi&iﬂ“ {




Monthly Posting Report

175

Use the Monthly Posting report to review resident charges prior to the automatic posting that happens

on the 25" of every month

. The report shows you monthly charges for a specified period.

To generate the Monthly Posting report:

1 From the side menu, sele

ct Charges > Monthly Posting. The Report screen appears.
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2 Complete the filters:

Property Enter the property name.

mm/yy Enter the Month and Year for which the charge will apply, in most cases this will be the
month after your current account period.

Report Only Select Report Only.

Variance? Select Yes.

4 Click Submit.
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Monthly Posting Report Example

Monthly Posting
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CHAPTER 13

End of Month Procedures

In this chapter:

Introduction to End of Month. . ... o 177
End of Month Schedule . .. ... 177
End of Month Checklist . ... e e e s 178

Introduction to End of Month

End of Month is when the accounting month is closed and moved into the next month. Itis
important that all the relevant dates are observed closely on the Operations Calendar and all
the steps below are complete before the scheduled End of Month. Once accounting has closed
the month at your property you will not be able to post to that period,.

End of Month Schedule - Refer to the Operations Calendar on the eExchange

Complete your Month End Checklist by noon of the scheduled day. Once the checklist has been
reviewed and your paperwork has been sent to the Corporate Office, accounting will begin the
process of completing the End of Month functions. Please do not post anything after this date
until notified by Accounting that Yardi is ready for your next month'’s postings.

This process takes a few days, but feel free to reach out to your Property Accountant if you have
any questions. This will not affect running your Monthly Posting Report.
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Yardi End of Month Checklist

Community: Month: Date
For assistance in completing this checklist, if you are in need of assistance, contact your property accountant.

All items must be completed in the order that they are listed. Before accounting YOUR INITIALS
month-end, complete the following steps:

1 Print the Daily Activity report and review the following sections:
a Review and correct any resident exceptions.

b Review month-to-month (MTM) residents. Ensure that all MTM residents
have the correct MTM charge.

¢ Review on-notice residents. Ensure that all move-outs have been
completed and that any date changes have been entered.

d Ensure that all move-ins have been completed.
e Ensure that all deposit accounting has been performed.

f Ensure that all lease renewals for the following month have been processed
and that any new MTM residents have been converted to MTM.

g Ensure that all guest cards, traffic, applications, and rental increases have
been entered.

2 Enter all invoices for the current month and complete the weekly Thursday
Payable Processing (refer to page 163).

3 Post all receipts applicable to the current month for any resident.
4 Post all open charge and receipt batches for the current month.

6 Review the following reports and record the balances:
a Aged Receivables

Total Unpaid Charges S

Total Prepayments S
b Security Deposit Activity S

Current Dep.Billed

Current Receipts S
d Rent roll

e Daily Activity
Number of Exceptions

7 Send all Bank Deposit Reports (attached to corresponding yellow copy of bank
deposit slip and bank receipt) for the current period to Corporate Office. Address
the envelope “Cambridge Real Estates Services Attention — Yardi Month End”.



