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GETTING STARTED

INSTALLATION AND SETUP

WELCOME TO THE TENANT FILE

Thank you for usinghe Tenant Fileg a Roperty ManagementSoftware program
that will saveyou both time and money We have worked very hard to develop a
systemthat is powerful and flexible enough to handle the most demanding tasks
that Property Managers needyet is easy to set up and use.

£5 TENANT FILE MAIN MEN
File Activities Reports P

osting Inactive Miscellaneous

Prefereces Help

. AN
I ; ) 89
- 288, <
Owners Properties Units Tenants
=) — /555 N
Reports Register Checks / Deposits Reminders
< A
Post Rent Pay Owners Vendors Backups
yyyyy 9 R
Posting Add-Ons Misc
Q Exit Tenant File

Please take the time to completely read thist SNRA DdzARS® LG gAf €
AyailalrttraAazy yR aSidzd YdzOK FlFadSN IFyR
Guide, you will find valuable tips on how to use this program to its fullest.



We do offer phone training sessiofts afeeif you would likan-depth trainingfor
yourself or your employee3.hese options aravailable by visiting our web site at
www. TenantFile.com We look forward to being part of your success!



INSTALLATION AND REQUIREMENTS

RequirementsThis version of th&enant Filas for the Tenant File Virtual Server.

There are no specific requirements since it is hosted on a virtual server for you. You
will access the program with a Username and Password supplied by Tenant File upon
purchase.

When you sign up for the Tenant File Virtual Server subscription, your program will be
set up for you. Included in your email containing your Username and Password will be
a PDF document that explains how to upload data from your desktop to the server.
ThsisaondilAYS LINRPOS&aa &aAyOS &2dxQff 0SS dzaAy:
point on.YOU MUST HAVE TENANT FILE 9 in oréagriaip for the Tenant File
Virtual Server if you wish tapload your files.

It isOKto keep the Tenant File Version 9 on your desktop for reference or backups,
but keep in mind there is no connection to the virtual server.
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BASIC CONCEPTS

The Tenant File system is based upon a few basic principles, whickegduobe
familiar with.

First, theOwneris at the top of the hierarchy¥ou may have any number of Owners

in the UnlimitedVirtual ServeWersion up to 250 Owners in the Tenant file 250

Virtual Serveand up to 100 Owners in thEenant File 100 Virtual Serwéersion. [n

the Tenant File 250 Virtual Server Version, the Owners, Properties, Units, and Tenants
can be grouped in any way, as long as the total number of Rental Units does not
exceed 250.n theTenant File 100 Virtual Serwéersion, the Owners, Properties,

Units, andTenants can be grouped in any way, as long as the total number of Rental
Units does not exceed 100).

Next in the hierarchy is theroperty/Building Each Owner may have multiple
Properties however, any given Property may have only one primary Owii@ere is
the option to enterlimited information ona secondary Owner.

Lastly, each Property may contain multiflaits and Tenants For each Unit, you can
have two separate Tenant Names and Social Security Numbers, but the first Tenant is
always considered the primary Tenant. Each Unit/Tenant combination may be linked
to one Property only.

11



RELATIONSHIPS

Tenant File Relationships

#1 #2 #3

Single Owner with one Single o r with a
Family Family Home and one .

Home Duplex Rty e

Owner Owner

’— Owner
| |

Property

Property

Property

Unit

Unit

Unit

Unit

Unit

Unit

Tenant

Tenant

Tenant

Tenant

Tenant

Tenant

#1 Single Family Homen this case, the Property Name and the Rental Unit Address
are the same. For every Rental Unit there is a corresponding Tenant. All transactions
should beposted to the Tenant Ledger and the Unit Ledger.

#2 Owner with Multiple Properties In this example, the Owner has a Property, which
Is asinglefamilyhome, and another Property, which is a duplex. Daily transactions
are posted to the Tenant Ledger and the Unit Ledger (or boitmeDuplex may have
transactions posted to the Property Ledger if the income or expeglsges to the

entire complex andbelongs to the Propertyather than one particular Unjtsuch as a
roof repair to the Duplex. Transactions to and from the Owner, such as Owner
Payments maype posted to the Owner Ledger or Property Ledger, depending on
whether the Owner wants separate checks per Property (Property Ledger) or one
check for all Properties (the Owner Ledger).

#3 Owner with one Property having multiple Unitdn this case, like an apartment
building, the Owner has a Property, which has multiple Rental Units. Tenant
transactions are posted to the Tenant Ledgeéisly transactions such as Unit repairs
go to the Unit Ledgers, Common Area Maintenance and Property repairs go to the

12



Property Ledger, and Owner related transactions can go to either the Owner or
Property Ledger as in example #2.

¢CKAa ! AaSNRa DdzARS gAft IAAGBS &2dz RSUOIF AT S
following is a quick note on how to set up your Owner, Property, Unit and Tenants

j dzA 01t & dzaAy3a GKS W9l aWISC SHEasylSKpAISHIE OS R dzN
included is information on how to set up your Income and Expense Accondés
W{9¢e¢LbD{ BH ! RFe@dgraniinclu@OsizyPioge®y Management
Income and Expense Accounts upostallation however, you are able to add as

many new accounts as you deem necessary. It is important to know that once an
account has been used, it should not be modified or deleted without viewing and
modifying all transactions that were created with that said asdo

13



EASY SETURMISC> EASY SETQYP

This screen makes it easy to set up your Owner, Property, Unit and Tenant
information quickly. This is the fastest way to get started with the Tenantldyitenly

entering the minimum information requiredifter that, you can easily go to each new

ledgerentry and fill in the detailed information by clicking on Owner, Property, Unit

or Tenant from the Main Menu.

Please note: Upon installation, you will see that the program includes one

Owner/Property/Unit and Tenant link. You can simply edit that first set starting with
2yS 2F KAakKSN

& 2dzNJ TANA
for that Rroperty.

hoySNR&

yIYSS

[} Easy Setup for adding new Owners, Properties, Units and Tenants

S

want to create?

© New UNIT/TENANT for existing Property/Building

 [show all)

Single-Family Homes: Create a new OWNER first, then the first Property, Unit, and Tenant for that Owner. For additional single family homes for the
same Owner, select 'New PROPERTY/BUILDING' and fill in the blanks. The 'Property/Building Name' should be the same as the ‘Rental Unit Address’.

Multi-Family and Office Buildings: Create a new OWNER first, along with the Properny/Building Name and the first Unit and Tenant for that
Property/Building. For additional Units and Tenants for the newly created Property/Building. select 'New UNIT/TENANT' and fill in the remaining blanks.

You must click the 'Create NOW" button at the bottom of the screen to save each entry.

Required Information

Owner Information

First Mame |

Last Mame or Company: |

Property Information

Property/Building Name: |

Unit Information

Rental Unit Address:

Tenant Information

First Mame |

Last Mame or Company: |

$0.00 Due Date:

Rent Payment:

Create new ITEM now

Collapse Tree ‘ Exit

What do you want to create®™ you are first setting up your Owners, you would want
YR SYGSNI GKS A

G2 Oft A0l 2y WbSys

hégySND
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have your Owner set up and want to add a new Property to that Owner, you would

Ot A0l 2y WbS¢ tNRPLISNIE&Q YR SYidSNI G§KS A
display the Owner that you would have originally created for that Prope3tynply

choose what yowvant to addhere. To show all previously set up Owners, Properties,
Units and Tenants, click theXYow all)' selection.

Once you choose what you want to add, you will need to find the Owner or Property.
For example, if you are adding a new Property to an existing Ownél, seel a tree
view of all Owners. Just pick the Owner that the new Property is to be set up under.

Once that is chosen, enter the required information on the right side of the screen,
and click the button td¥ / NJadwiD&ner, Property, Unit and Tenanth 2. Q

Thengo to the Main Menu, and click on one of the Owner, Property, Unit, or Tenant
buttons to see your entry and to complete the informatidrhis is an easy way to
quicklyset up yourTenantFile programhowever yu can als@nter new Owners,
Property, Units or Tenantdirectly into the Ledgescreers available from the Main
Menu.

ACCOUNT CATEGORIES (SETTINGS > ADD/EDIT
ACCOUNTS)

The Tenant File comes with standd&perty Managemenincome and Expense
accounts already set up. You aeleto change them or add your own, but before

you do, you should read all of the documentation thoroughly and be familiar with the
TenantFil@a I OO 2 dzy. lihe grayram Baudes tg/basic accounts for
PropertyManagementhowever, you can add as many Income and Expense Accounts
asyou needDetaled information can be found undeSETTINGSAdd/Edit

Account€)

ACCOUNT DEFAULBETTINGS > EDIT ACCOUNT
DEFAULTS)

Throughout the Tenant File, various Account Categories are used when you
automatically post rent, pay Owners, post late fees, and use other features. The

15



Tenant File has one location where ywill need toset which accounts you use for

these variousautomatedtasks. Since the Tenant File allows you the flexibility to

create and edit Account Categories, just choose the ones you want to useTase.
process is very importahtlt is very important that you have the correct accounts set

up for the automated functions of the program to post correctfyyou are just

getting startedthis section should be viewed and edited before you start to post any
transactions. &u may notneed to change angccounts however,if you made any
OKlIy3aSa (2 GKS LyO2YS I'yRk2NJ 9ELISyasS f A
you would want toviewthe Account Defaults screen und&ETTINGSEdit Account
Defaults'and make any necessary changes.

Note: Itis very important that you do not delete or edit an account after it has been
used in your Ledgers.

16



MAIN MENU

File Activities Reports Posting Inactive Miscellaneous Preferences Help

= : B | 8
S 888 <
Owners Properties Units Tenants
=) _. Ex
Reports Register Checks / Deposits Reminders
© X
3 e
S, A N
Post Rent Pay Owners Vendors Backups
pdbb v ©
Posting Add-Ons Misc
Q Exit Tenant File 0

Everything begins from the Main Menu. We have designed this menu so that the
most common actions are easdgcessible

ACTIVITY AREA

File Activities Reports Posting Inactive Miscellaneous Preferences Help
SR 288 &
Owners Properties Units Tenants

The Activity Screenvhich includes the Ledgerns accessed by clicking any of the
above buttons; Owners, Properties, Units or Tenani$ey all open the same screen,
but each button determines the sorting and scrolling when moving around in the
activities screen.
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OWNER/PROPERTY/UNIT/TENANT BUTTONS

By Activities I.-v:hj
Collapze_ | Enlarge [ g8 Owner: Mary Jones} 34 Property: 2093 Poplar Avenue} 5 unit: 2093 Poplar Avenue @ Tenant: Randall Fieldstone
- Jones, Mary Tanant 1 Adrhess o
& 2033 Ponlar Avenue First: [Randall 2043 Foplar Avenue A
#2093 Poplar Avenue | ‘ P Fent Payment: $1.600.00 Email
. Fieldstone. Randall Last or Company Name: . . 1
City: Due Date (1-31):
E-Kohella, Foster |F\e|dstnne i |Da|\as (-3 T
=-Faster Weekly Rentals Deposit1 41,400.00 OYD)
.Cahin1 Tax D |233_23_5332 State: [T Postal Code: |ggz3g P
-~ Radcliff. Barbara Deposit2
- Cakin? Tenant 2 Phone Log Event
- First: Move-lnDate
. geeaders, James |Bﬁrhﬁfﬁ ‘504.3345 ‘work
oo Last or Company Name: WowefOut Date Starting
- WWalterson, Jimrmy |F\e|dstnne ‘902.2342 Home - Bal
&-Porter. Dr John L Leasd Start Date:
= Porter Investment Propert = ‘302-2344 Cell Fhone
i 1275 Cedar Trail Drive Ul |“UU’43’”21 ‘ Lease Knd Date:
i .o Bradley. Gary —
- 3403 Riverview Court Late Fee: Setupf¥iew Fges
¢ - Richardson Fandy
= Parter Willow Straet Duple QOwner Scroll ) . .
3907 Willow SteetA l< < | » | > | Ledger Balance Tree Find | Delete| New | Features| Print | Dates | Copy Exit
- Paul. Gregary
3307 Willaw Street B Tenant Notes
.. Garret, Sharon Accept cash only from tenant.

- Redfard Investments Ltd
=-Morheross Shopping Car

Insurance Company: Hartland Insurance Co
~Hantdyman Hardware . pary

Folicy Number : 334B-3234

- Flowsrs To Go Insurance Amount: $200,000
~-Hanthyman Hardwars | Agent Ron Wilson
- Waorley, Paul Phone: 512- 445-5543 office

Hanchyman Harchware 1 Phone: 512-445-3343 cell
Sherper magery Feft Al o 3/15/2015 by Southwest Appl
. 5 = Hies LLC eftigerator repaire y Southwest Appliance
? Ey:'\en‘regs%\l\n‘rnnnpdef;sasnments Window replaced in master bedroom 06/01/2018 by Reinhart Glass
Apt101
Foster, Jane
Apt102
Kermper, Kirk
I

*

The above screen shot shows the 'Tenant Informatignote red check mark at top)

If you chose TENANT from the Main Menu, this is the screen that you will bee.

W1 Od A JAidwheré raostIBfygtinformation in the Tenant File is kept. By
clicking on a tab at the top, you can display information for an Owner, Property, Unit,
or Tenant. A checkmark will show for the currently displayed tab. To change any of
the information, just click into the desired field, and make your enffipere is no

W{ I &S Q our dnnes wir& autbmatically savetibbsee an alphabetical lisig of

your Owners, Properties, Units, and Tenamitsthe side bar, you can click the
Pree«button, which toggles on and off

There are grious luttonsincluded with every OwneRroperty, Unit, and Tenant
Ledger Theyare described as follows:

Email:By clicking this button, you can set up email addresses for the current Owner,
Property, Unit, or Tenan¥ou will see a pop up that includes an area for you to enter

Yy WOYFAEf MQ FYR Yy WOYIAf HQ®Pouday OS Sy

send email directlyrom the same screenYou are able to include 2 attachments
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when sending an email from this section. Note: There are additional areas in the
program that will allow you to send emails to your Owners, Tenants and Vendors.

To Do:This allows you to create an entry for tReminder SystenYou will see
FRRAGAZ2Y I T AYF2NXIFGA2Y fFOGSNIAY OGKAA | &
accessed from the Main MenWA 'To Dofeminder is something that requires an

action date. An examplef a "To Do' remindewould befor you to call genant on a

specific date for a birthday message, holiday reminder, contract renewal, or any other
date-related action.

Log EventAn 'Event' is also part of the Reminder SystBm'Event' is saved by date

0 dzi R 2 S & yh@entrydErjadiidn\iBte. Use 'Log Event' to simply log an
occurrence you want to remember. An example would be to log when a Tenant gave
notice to vacate, when a disturbance or violation was reported at the location, or any
comments that you wish to keep a recortifor this particular Owner, Property, Unit
orTenant2 KSyYy SYUSNAY3 | We¢2 52Q 2N Ww9gSyiQ
the SRISNI OKI G @2dz N Ay G G0KS GAYSO® h
entered directly through the REMINDERS section from the Main Menu.

Starting BalThis button allows you to enter‘&arting Balanc&or any Owner
Ledger, Property Ledger, Unit Ledger, or Tenant Ledger. Use this feature if you are
just setting up the Tenant File and want to bring in a balance from a previous time
period. TheBtarting Balanc®@ S goésMdt create an actual ledger transactiam
bank register entrgince you will be accounting for that amount in your previous
accounting. It is simply l@alanceto start with so that your ledgers will begin with the
correctdollartotal. To enter a negative number (a debit), use a miigs in front of
the number {or example, if a tenant owes you $150.00, entE50 with no dollar

sign). It is very important that youmer the correctdate of theSarting Balance.

Many reports will use this date to include or exclude Swrting Balance amount

from the report.

We will now discuss the bottom section of your ledger screg€hsre is a row of
buttonsacross the screen in each ledger type direatiger the information, called

the Activity Buttons These buttons access a number of options for working with your
information andare describedn detailunder theYActivity Button Descriptior3

section of this manual
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Below theW! O i ht@risQPlydu see théNote(section Each timethat you access

any Owner, Property, Unit, or Tendetigerfrom the Main Menuthe notesfor that
particular ledgemill display In order to view the transactions previously posted to

0KS £t SRAISNI 2N G2 FOOSaa (KS Wickantheal OGA 2
W[ S RBuSONITIE}s is a toggle switch, so the button will always display either

‘Notes' or 'Ledgers', allowing you to easily switch from one to the otherl&dgers

show all income and expenspssted to each separate ledgerthe Tenantile and

are the basis for all reportin@.he Notes are available for any user entered

information, such as information on tenant vehicles, employment history, or

additional contacts.
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ACTIVITY BUTTON DESCRIPTIONS

Scroll
By

Owner ]
|« | =< > | = - Find New
Balance

Delete

Tree ‘

Ledger Print

Features Dates Qopy‘ Exit ‘

Thebuttons in the Activity Screen, which are found in each separate ledgjér,
probably be the most often used buttons in the Tenant File. Here are descriptions of
what each button is used for

NAVIGATION BUTTONS

|= « > =|

These buttons allow you to scroll through your information tedgerat a time.
These buttons will move you tbe First (| <), Previous (<), Next (>) or Last ( >|)
ledger. Theway you scroll through thkedgersis determined by how you entered
into this area from the Main Menu.

ByOwner:If you entered by clicking on the 'Owners' button, yeill be presented

GAGK @2dzNJ FANRO hoySNI OAY |fLKFOSGAOLI
when you click on one of the Navigation Buttons, yall be scrolling alphabetically

by the@wner 1 Last Nanfgthen by theWPropertyor BuildingNameQ | Yy R G KSYy
SIFOK WwSydlrt !'yAG 2N ! LI NIOYSyYyd ®BhleYSQ Sy
default tab will show the Owner Information.

By Property:lf you entered by clicking on the 'Properties' buttgouwill be

presented with your first Property (in alphabetical order) and when you click on one

of the Navigation Buttongjou will be scrolling alphabetically by thRropertyor
BuildingName KRBy o6& SIFOK WwSydalf !'yAd 2N ! 1L
particular Property The default tab will show the Property Information.

By Unit:If you entered by clicking on the 'Units' buttgrguwill be presented with
your first Unit (in alphabetical order) and when you click on one of the Navigation
Buttonsyou will be scrolling alphabetically by the Rental Unit Address. The default
tab will show the Rental Unit Information.
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By TenantIf you entered by clicking on the 'Tenants' buttgouwill be presented

with your first Tenant (il £ LK 6 SGAOFf 2NRSNJ 2F W[ I &ad ;
and when you click on one of the Navigation Buttgog will be scrolling

alphabetically by the Tenant 1 Last Name. The default tab will show the Tenant
Information.

LEDGER

Ledger

When you first select Owner, Property, Unit or Tenant fromteen Menu, you will

see the Notes for the displaydeldgerat the bottom of your screen. Press ‘Ledgers'

on the Command Bar to see the transaction ledger for the displayed Owner, Property,
Unit, or Tenant.The grid will display the Current Ledger Balance along with rows of
both Income and Expense postings. All Income and Expense transactions found in
your ledgers are used to create your Income/Expense Reports, Cash Flow Reports,
Owner, Propeny, Unit, and Tenant Statements, along with many other reports.

Tenant Ledger Current Balance: ($200.00)  (Starting Balance: $0.00)
Date Account Remark Amount Check/Dep |Pd By |PostTo
211/2023  |Rent Charged February ($200.00) Tenant
2/8/2023  |Rent Receied Rent Payment frorm Tenant $200.00 180205 |Check  |Bath [T/
31172023 |Rent Charged March ($200.00) Tenant
352023 |RentReceied Fent Payrment from Tenant $200.00 180306 |Cash  |Bath (T/U)
p (4172023 |Rent Charged Al ($200.00) Tenant
4/8/2023  |Rent Receied Rent Payment frorm Tenant $200.00 180405 |Check  |Bath [T/
EA1/2023  |Rent Charged [LEW ($200.00) Tenant
*

To edit a transaction, click on the row you wish to edit and change the informiation

the field. When you click on the down arrow the 'Account field, it will display a

listing of all available Income/Expense Accounts for this ledger type (Owner, Property,
Unit, or Tenant)To saveany new transaction entered or any modification of a

current transaction you must click on any other row above or below the current

row. There is no save button requireco 2 G S'Y I WLISYOAf YIN]Q
Orééord selectoR0 A YRAOF GS& GKFG @2dz F NES aGAff
line. You must complete the information anecklon another row to save the entry
before the transaction is saved and you can exit the ledger
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To Add a New Transaction

First, keep in mind, that while you can certainly add transactions directly into the
ledger as described below, yaghould not do that if you are using the checks and
deposits features in the programinstead of posting directly into the ledger, you

will first create a check or deposit. From that check or deposit, the Tenant File will
automatically post the transactions to the ledger for yolAny manual entries made
directly into a ledger will not be included in your Bank Register

Date: Click on the Date field next to the ‘record selectorthe blank row at the end
of existing transactions. (This row will have an asterisk intfdoord selectoR
column). To enter the current date, press the space bar in the Date column.
Otherwise, start typing the date you want using two digits each for the month and
day, and four digits for the yedDo not enter any dashes or slashdke program will
enter these for you.

Account In this column, yomustselect an Income or Expensecauntfrom the
drop-down listof accounts available for the type of ledger you are@mly the

accounts that pertain to the particular ledger that you are in will displénese

I O02dzyia INB LldzZ f SR FNRY We¢Sylyd CAfS |
Add/Edit Accounts from your Main Menu. You cannot type an account name in this
section; it must be selected from the listhe Income Accounts are listed first
alphabeticallyand the Expense Accounts are listed after that. Depending on whether
you enter an Income or Expense account, the amount you enter will be either a credit
or a debit.Youwould not enter aminus sigrfor debits they are automatically

displayed in red and in parenthesis. Faample if you post an expense to a Tenant

for $350.25, select the correct Expense Account and the fieldlisglay($350.25);

in red. This entry is required.

Remark This field is for any remark you wish to enfigr this particular transaction.
The field allow$0 characters long so you can give a detailed description. However,
please note that some reports may truncate or wrap this field to a second line if it is
too long for the report. This entry is not required.
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Amount: Enter the amount of the transaction in this field. Do not enter any
characters other than a number and the decimal place, if required for your entry. The
amount will change to an income or expense (positive or negative number)
depending on the type of @ount you chose under your ‘Account’ selection. Debits
will show in red and parenthesis. This entry is required.

Check/Dep This field is not required his information is pulled from your check and
deposit entries and matches the transaction to those itehen utilizing the
CHECKS/DEPOS#t€Etion within the program, each printed check and saved/posted
deposit will post transactions to your ledgers and include the given number. Itis
important to have the check or deposit number in this field so that it can tie the
transactions with yourtwecks and deposits within various reports. If you are not
utilizing theCHEEK/DEPOSS$Ection of the program and will not be printing checks
and reconciling your Bank Account(s), you can eateneck number or a deposit
numberin this field No characters are allowed in this field, only numbers.
Remember, however, that if you choose to manually enter a number or edit a
number created with a check or deposit, the program will not be ablmtoectlytie
that number to the check or deposit for your reports.

Pd By This fieldcan indicate the method of payment. Options include a blank space
(no payment indication), ACH (Direct Deposit), Cash, CC (Credit Card), Check, MO
(Money Order), or Othelf you choose to print 8posit Slips, this information will be
entered correctly on the form. It is included in various reports.

Post To This field is for informatioonly andcannot be editedn individual
transactions¢ KS Wt 230 ¢2Q AYF2NNIGAZ2Y A& asSi
section from the Main Menu for each accountis tells you the 'Post To' status of
SIFOK (GN}¥yalOiAzyd C2NJ SEIFYLX ST AT (KS ¢
same transagbn is automatically posted to botthe Tenant Ledger and the Unit

[ SRISNI 61a Ay WYwSyid wSOSAOSRQOU® LT @&2dz
youwould need to exit the ledger and viesivK S Ut 2 a (i ¢ FdhantFeld G A y 3
AccounsQ & ONB SETITINGSFREBRK 9 RAG ! O02dzy1aQ FTNRY
cannot be edited while entering a transaction.

When you are finished entering the transaction, click on any other row (above or
below) to save your current transactiarPlease note: If you start a transaction line,
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you must complete the fields prior to the program saving your transaction. If you
have made an error and want to discard the transattioe, you must first enter all
required field YR W{ I dSQ GKS NRg 606& Of AOlAYy3I z

f ST ONBO2NR &aStSOUG2NL gAff aKz2g | WLISY
GNF yal OtAz2zy® hyOS &2dz O2YLIX SGS FyR al @8
can delete the tramaction. L¥ (G KS NR g akKz2ga | WLISYOAf Q

will not be allowed to exit the ledger until you complete the action.

To Delete a Transaction

To delete an individual transactioriak on the 'record selector' (button to the left of
the date) to highlight the entire row you wish to delete. Once the row is highlighted,
press the DELkeyon your keyboardNOT YOUR SCREHENdelete the row. This is a
non-reversible action. If you attempt to delete a transaction that is tied to a check or
deposit, the program will present a warning that the transaction you are attempting
to delete is part of a check or deposit. We highuggest that you do natelete
transactions tied to checkand/or deposits because it will affect your ability to
balance to your ledgers.

It is very importantthatyolR 2 V2 G KA G {1 K Son yp&r Scie&mtbe) 1 S &
row of buttons within the ledgewhen you are attempting to delete a transaction

Il AGGAY 3 (KS Wsceéngillidsiée the 8rdire Rdger aléhglzdith all
transactions. You will be given a warning and be required to type the wornv&lS

caps). If you type YES, all information will be deleted. This action is not reversible.

POSTING TO YOUR LEDGERS:

Owner Ledgers Your accounting transactions that pertain to the Owner will be

posted to the Owner Ledgers. These transactions are typically for items that cover
multiple propertiesQ EI YLX S& 2F hoy SNI [ SRISNI L2 &G A
SELISyasS NI yalOiArAzya 2N GKS WwLyO2YS TNP
others that you deem necessanfny account category posted to the Owner Ledger
Ydzad KIFI@S + Wwt2ad ¢2Q adliddza 2F UDUY o6DS
Transactions posted to the Ownerdger willbe reflectedin your Owner Reports.
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Property Ledgers Your accounting transactions that pertain to an entire Property

will be posted to the Property Ledgers. A Property usually contains several units (such
as a fourplex or apartment building or office complex). Property transactions are
typically for common area costs or for a single expense that covers all units within a
property. Examples of Property Ledger postings might be a roof repair or lawn care

for the entire complex (if this is a mulinit Property).Any account category posted

G2 G0KS t NRLISNIe& [SR3ISNI Ydzald KIF @S | Wt 2a
(Property only). Transactions posted to the Property Ledgebwiteflectedin your
hegySNI FYR t NPLISNIG & wSL}2 NI aod -FICRAND &K 2dySA
(each Property includesnly one Unit only), you may choose not to post to the

Property Ledge but to the Unit Ledger instead.

Unit Ledgers Your accounting transactions that pertain to the Unit will be posted to
the Unit Ledges. These transactions are typically repairs and maintenance, appliance
purchasesforfeited depositsand unit related billsthat pertain to one particular unit.
RentalincomeLl2 8 4 SR 4 WYwSy i wSOSAOSRQ Aa 2yS
posted to both the Unit and the Tenaminy account category posted to the Unit

[ SRAISNI Ydzad KIFI@S | WwWt2ad ¢2Q adldgda 27
or 'B' (Posted to both Tenant and Unit). Transactions posted to the Unit Ledger will
reflect in you Owner, Property and Unit Reports.

Tenant LedgersYour accounting transactions that pertain to the Tenamity will be

posted to the Tenant Ledgers. These transactions are typically rent charges and
receipts,Security [@posit charges and receipts, tenant paid repair credits, and similar
items.RentalincomelL)2 8 4 SR &4 WYwSyid wSOSAOSRQ A& 2
entered is posted to both the Tenant and the Uihy account category posted to

0KS ¢Sy lyd [ SRISNI Ydzald KIFI@S I Wt2ald ¢2¢
only accoumt), or '‘B' (Posted to both Tenant and Unit). Transactions posted to the
Tenant Ledger wibbe reflectedonly in your Tenant Reportdenant Ledger

transactionswill not be included in your Owner reports and will radtect your
2YVSNRE | O02dzy G Ay 3

Note: The 'Post To' column on the transaction line is for information only. You cannot
edit this column. The 'Post To' status is determined by your settings in the Add/Edit
Account selection undeSETTINGSN the Main Menu.
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Report Type
& Statement (may include related Properties. Units, Tenants) |
« Ledger (for specific ledger displayed on screen only)
 Print Notes ™ Show Transactions

Tenant Payment Receipt

Starting Date

© Owner | 1pe02s |
Property
~  Unit Ending Date
| 10242023 |
& Tenant
Start Printing ‘ Cancel ‘

Printing While in the Ledgerd~or your convenience, you are able to print directly
FNRY G6AGKAY GKS hgogySNE t NPLISNIez ! yAaids
wky3aSQ YR WwSLIENI ¢eLlLlSQ F2NI lye aStSoi
you can press the 'Printer' icda print to your printer. All of the reportavailable in

0KAA Wt NRnyasdbe i théPw t hsectiop fbm the Main Menu.

¢CKS F2ft26Ay3 Ada | VRSEHDWA thal gt prdtdd frankK S R
the ledger:

Statement- The Statement type is a report suitable for mailing. An Owner Statement
will include all related Owner, Property and Unit transactions within the given date
range for the displayed Owner. A Property Statement will include all related Property
and Unit tansactions for the displayed Prope(®wner Ledger transactions are not
included in the Property Reportsnit and Tenant Statements will be for the

displayed Unit or Tenant.
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Ledger- The Ledger Transaction Report is a report on the specific ledger shown on
screen. This report can be printed for any displayed Owner, Property, Unit, or Tenant.
It is simply a recap of the transactions posted to the ledgérnin the given date

range

Print Notes- Prints a report listing the Notdbkat were entered on the individual
ledger screens. The report can be prinfedthe current Owner, Property, Unit or
Tenant.

Tenant Payment ReceiptPrints a Payment Recejpthich allows you to enter two

LIF NI ANI LIK& 2F @2dzNJ 296y 62NRAYID LT &2dz
Payment Receipt will also print transactions between any two dates. Please note:
When editing the default wording in the two paragraphsyyoust allow each section

02 Wg2NR 6N LIQ | dzi2YlFOGAOLEfeod 52 y2i d

la y2GSRZ Fff 2F (GKS NBLR2NIA& RS&AONAROGSR
button from the Main Menu in addition to printing from the Ledger.

When you first enter this sectiogpur Notes will display by default. Press this button

to see the Ledger for any displayed Owner, Property, Unit, or TenantLebOger

shows the entire payment history and is the source of all of the financial information
shown on the Tenant File reports.

Notes (toggled from Ledger button)
For each of your Owners, Properties, Units, and Tenants, you can keep detailed notes.

The notes are automatically displayed when you eatey of the ledgers from the
Main Menu(by clicking on Owner, Property, Unit or Tenant).
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Tenant Motes

Tenant Information:  Sandra Ramerez Janis Ramarez

Social Security &  203-22-4121 455-23-0012

Drriver's License: CA 30922531 T 89222342

Credit Rating: 800 782

Autornohile 1: 2002 Honda Accord, License Flate TRG 3023 2004 Corvette, License Plate ZRIL 5504455
Automohile 2: 2005 Ford Bronco, License FPlate YRF 40345 nia

Employer: “eargan Technology Dillard's Department Stare

Job Description: Programrmer Sales Manager

Employer Fhone:  (404) 334-2234 extension 45 (550) 455-3345|

The sampleaboveshows Tenant Notes. Following you will find suggestions for the
note areas.

Owner Noteswould normally display notes that are specific to an Owner such as
Management Contract informatiomMortgage Company information, Insurance
Policies, and additional contact informatiéor the particular Owner

Property Noteswould normally display notes that are specific to a Property, such as
Common Area notes, Legal Descriptions, and property manager information.

Unit Noteswould normally display notes that are specific to a Unit, such as detailed
repair dates and information, Utility notes and Led&aachase terms.

Tenant Notesvould normally display notes specific to the Tenants, such as detailed
children and pet information, payment terms, License Plate numbers, job history, and
previous addresses.

There are no set rules for what you enter into the notes, and much of the note
information suggested above could be interchanged or maintained in the Features
section. Notes entereth this section within you©wner, Propery, Unit or Tenant
Ledgersan be printed either to the screen or to the printer by selectifgPRRTS
WD S yve NIIZANTI W CEoin $ié Nain Menu. The Tenant Notes can also be
printed by using the 'Print' button when a Tenant is displayed. The User Defined
Report system can also include notes when creating reports.
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OWNER BALANCE

Owner

Balance
This button shows a complete financial snapshatmf Owner, which is currently
I OGABS® [ 2dz Oy 06S Ay lye 2F (KS hgySNI
information.2 KSy Of A 01 SRI -d&ds MYRI 6 @ SEBIndr LIVLEAY
name the Owner Ledger current balance, the current balawfeldl Properties

owned by the same Owne@ndthe current balance of each rental umithin the
displayed Propertieginally, the overall current balance is shown at the bottom.

5 Owner: Dr John Porter e

Owner Ledger:
_ $1070.78 Dr John Porter

Property Ledger(s):

($1200.00) Porter Investment Properties
_ b1eob20 Forter Willow Street Duplex

Unit Ledger(s):

$1621.00 1275 Cedar Trail Drive
($556.83) 3403 Riverview Court
($544 40) 3307 Willow Street &
$1401.00 3307 Willow Street B

Current Owner Balance: $3,397.72

TREE

Tree
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When clicked, the screen wdisplaya column on the left side of the ledger which will
showatree view of your informatioron allenteredOwners, PropertiesUnits and
Tenans. The plus or minus or-) in front of each name, will allowoy to open or
close that branch of the tree for further detaWWhenthe 'Tree'is displayed, you can
click on a name to select a®@wner, Property, Unit or Tenahkedger.

Collapse | Enlarge |
=-Jones, Mary -
22093 Foplar Avenue
- 2093 Poplar Avenue

Fieldstane, Randall
=-Kabella, Foster
= Foster Weekly Rentals
- Zabin 1
Fadcliff, Barbara
- Cahin 2
Deeders, James
- Cabin 3
Walterson, Jimmy
=-Forter, Dr John
|$|--F"|:|rter Irvestment Propert| =
. -1276 Cedar Trail Drive
Bradley, Gany
- 3403 Riverview Court
Fichardson, Randy
=-Farter Willaw Street Duple
- 3307 Willow Street A
Faul, Gregony
- 3307 Willow Street B
Garrett, Sharon
= Redford Investrents Ltd.
=-Morthcross Shopping Cer
-Handyrman Hardware .
Flowers To Gao
-Handyman Hardware |
Warley, Faul
-Handyrman Hardware |
Sharper Imagery
E-Syhergy Properties LLC
EI--WESM-’DDd Aparnmeants

L I 3
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. @ OftAOlAY3 (UKS WoytlNBSQ o6dzi( ®edlo 1 KS ¢
the full screernwidth andenlarge the size of the ledger area to the largest size
I @ ATl 0ftSd /A0l WwSRdAzOSQ (2 NBOdzNy 2

¢ KS W/ 2f t | LA Schlyovansr langsvhdeli tKS aoEaIwif RQ OK ;
NBGdzNYy G2 GKS y2N¥If WENBSQ gKAOK AyOfd

You can have th@reealways show (or not show) by clicking the menu selection
found under SETTINGS from the Main Menghew Selection Trem Activities upon
loadingXlower part of the screen)TheWreebutton is a toggle switch, so each time
it is clicked, the Tree will show or not show.

SCROLL BY

Scroll
By

¢ KS W{ éholdd allow yad 0 change the scrolling order while you are still in the
Activities Screen. As you click on the First, Next, Previous, or Last buttons (|<, <, >,

>|), this will be the order of movement.

C2NJ SEI YL ST AT &2dz OK224S8S WhgySND +a i
secondary sort, each time you move to the next rental, the Owner will remain the

same until all rentals for that Owner have been displayed. This sort reverts back once
you ext the ledgers.

As you move from one Ledger to another, your scrolling sequence is determined by
which button you select (Owners, Properties, Units, or Tenants) as you click to enter
0KS WI OGAQGAGASEAQ I bNtH, ¥ou cal chatmgeihy strolling S  Q{ C
sequence without having to exit.
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[ Scroll By . .. )
Primary Sort Secondary Sort
© Tenant Name © Tenant Name
& ‘Owner Name: C Owner Name
" Unit Address " Unit Address
Property “« Property
OK Cancel
FIND BUTTON

Find \

This button allows you teearch forany Owner, Property, Unit, or Tenamtgardless

of which ledger you are currently.inOnce selected,qu can choose any optigsuch
as Owner NameRroperty Name, Unit Address, Tenant 1 Name or Tenant 2 Name.
listing of all ledgers will display for you to search through depending on your
selection. @ickthe name or address gfour choice therO f ORI TheWProgram will
take you directly to the ledger of your choice.
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¥ -

Find

1275 Cedar Trail Drive Find by ...

1275 Cedar Trail Drive
2093 Foplar Avenue  Owner Name
3307 Willow Street A
23307 Willow Street B
3403 Riverview Court

Property Name

Apt 101

Apt 102 & Unit Address
Apt 103
Apt 104
Apt 105 © Tenant 1 Name

Cabin 1

Cabin 2

Cabin 3

Handyrnan Hardware A

Handyman Hardware B

Handyrnan Hardware C

Trout Avenue # 1 ‘

T Tenant 2 Name

Trout Avenue #2 QK
Trout Avenue #3
Trout Avenue #4

Cancel

DELETE

Delete

This button should only be clicked when ywant to PERMANENTld¢élete an Owner
oLft2y3a gAGK !'[[ 2F GKS hgySNIRa t NBLISNIA
(along will all Units and Tenants that are part of the Property), or a Unit/Tenant
combination. The Owner, Property, Unit, or Tenant that you want to deteistbe

the one showing on th#Activitie<screen. When you have a Unit or Tenant showing,

the deletion willalways also delete the corresponding Unit or Ten&dfore

deleting, you will be given a warning screen showing what you are about to delete,
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and you will have to type the word YES (in all caps) to perform the deletion.
Remember, this action NON- REVERSIBLEH make sure to have a good backup of
your database prior to deleting amgdgers We highly suggest that you do not delete
anyledgers that include transactions for the current year due to the fact that all
accounting and history will be deleted. If you have an Owner, Property or Unit that
you no longer manage within a given year, you should keep the ledgers and
transactions in gur program until the end of the year so that your yesud reports,
1099MISC filing and bank balances will be correct. At the end of the year, once your
yearend backups are complete, all reports are completed and you have filed your
1099MISC with the R you would then delete the ledgers that you no longer
manage. Our yeagnd instructions include a procedure to copy the entire folder so
that all information can be viewed in a totally separate Tenant File folder.

Important note on deleting Properties and Unit&eep in mind that when you delete

a Property or Unit, you are also deleting the ending balance for that Property or Unit
which in turn will affect your overall Owner Balance. If you choose to delete any
Property or Unit ledgers, it is very important thadu make a note of the ending
olftlFyOS Ay (GK2aS fSRISNB FyR L}aid GKIG
totals from being out of balance/Ne suggest that you include a remark with the
transactiond dzOK | a W. It yO0OS FTNRBY RStESOSR !'yaAl

NEW

Use this button to create a new Owner, new Property, or a new Unit and Tenant. If
you currently have an Owner showing in tietivitie<xcreen, the Tenant File will
know you want to add a new Owner, and will automatically also create the first
Property, Unit, and Tenant for that Owner. If a Property is showing, it will create a
new Property, Unit, and Tenant for the currently displayed &whikewise, if a Unit
or Tenant is showing, the Tenant File will create a new Unit and Tenant for the
currently acive Property. Once it is created, yoanswitch to the new Owner,
Property, Unit or Tenartedger anckdit the information to be correct. The newly
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created names will show as (New Owner), (New Property), (New Unit), and (New
Tenant), so be sure to enter the actual information right away.

Note: You can also quickly create new Owners, Properties, Units and Tegants

clicking onto MISC from the Main Menu and tHEasy Setup¢ KS W9l a& { S
section is a good tool to use when you are first setting up the Tenant File for the first
time since it will allow you to create the basic information on all of your Owners,
Properties, Units and Tenants on one screen.

FEATURES (INTERIOR AND EXTERIOR)

Features \

Features Button: This button will open a new window allowing you to enter detailed
featureson your Rental Units Options includénterior Features, Exterior Features
Appliancesand General Featureg-rom this sectionyou canstore multiple graphic
images and documents for eaBmoperty andRental Unit in the systemYou can

choose one default image for each Property and one default image for each Unit that
you want to always display when you access that Property or Unit.

It is very important to complete this information so that you ase the RentalWIZ
service which uploads vacancy information to the Internet
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Features

(& Features for 1275 Cedar Trail Drive ID#: U2 )
Interior selaehFoatites Has one double and one single car garage. In *
@ Interior Cedar Park Subdivision which has a community
BEdraEHRE ’5 j I — pool {membership 120/month) and recreation
erior area with tennis courts. handball, and

Bathrooms 3 v basketball courts.

l ~| o Appliaices asketball courts
Living Room |Large -~

- ¢ General
Dining Room lAdjoins Kitchen j -
Den =
Study |Computer Desk -
Kitchen ll_arge _'J
Flooring [wood ~|
Window Cover ’Blinds j
Game Room [Pool Table ~
Type [Single Family Home _v_l More Files...
Key Deposit [$50.00 ~|
Walls |Sheetrock ~| . )
- Link a New File

Ceiling [Sheetrock ~
Doors -

[Hardwood E U2-Pi-Poolside.jpg Make Default

Image
Print Image Edit Defaults Exit

All features are grouped into one of four major categories called Primary Headings.
The default Primary Headings dngerior, Exterior, Appliances, General. You can

change thesdéeadinggo be anythingyouwisb @ Of AO1{ Ay 3 Ayid2 {9
5 S T | .&Ehch af ese four major Headings can have up to 15 Categories, which you
can also change to fit your needs.

For example, one Category under Interior Features could be 'Bathrooms'. This
Category can have up to 5 Default Choices (which you enter). These choices could be
WM MKH . lFO0KAQYX WH . letd. K goQare ndaragingamapartngntk & C
building andall bathroomswere the sameyou might enter something else like
Carpete@WinylXMarble Vanit QW0 x W m n orkvhateler you want the user to

select from.Youare not required to use a default choidbey are only for

convenience. Yooanuse this area for any information that you need to keep track of
instead.
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As previously stated, thesBturessection allows you to select amlisplay an image of

your choice. This image is linked to each Rental Unit Address (and one per Broperty
andwill display whenever you press 'Features'. ¥an use any device, such as your
phone,digital camera, image capture device, or scanner that creates the standard
(BMP, JPG, or GIF) image files. The program will allow you to link multiple files to
@2dzNJ ! yAGA YR gAff RAALI & OKSoual 3IS 0
also allowed to link documents to tHeroperty or Unitedger, such as a saved file of

the Lease Contract Agreemeritmages can be linked from within the Unit or

t NPLISNII& [ SRISNI o6& OftAO1AYy3a Ayilz WwWCSI (d
linked to a Unit or Property Ledger by clicking o8®6TTINGS from the Main Menu,
WCAEfS hLRIUGUKEY AR Ayl LYIFI3ISQ®D
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How to Link an Image:

B Tenant File Image and File Link [

~Step 1

Press 'Choose File' to choose a graphic or documentfile

Documents can only be displayed in MS-Word or PDF format. You may editthe document
before linking itto a Unit. Sawve and exit the document when finished to continue.

Images should be cropped or resized (with editing software) to be about 400x300 (width/heighf)
to show fully in the display box.

Choose File l

- Step 2: Choose one below

& Unit Address (you can have any number of images or documents linked to each Rental Unit)

" Property/Building {you can have one image/graphic linked to each Property/Building)

~Step 3: Name this file, then click 'Select Link'
Red Living Room Select Link

Restore Picture Exit




If you already have digital images froqour phonea camera or scanner on your
computer, you are ready to link that image to one of your Rental Units or Properties.
Just click on the 'Lirkk New File' buttorfrom within the Unit or Property Ledger or
selectSETTING®mM the Main MenE WCA t S | h/IRS NUKBNY2 yWf A y1 L

Steply / ft A0l W/ K22&aS CAfSQd ¢KAA A& ¢6KSNB
computer and select it for insertion.

Step 2 Choose whether to link the image to a Rental Unit or Property. While a Rental
Unit can have any number of images, a Property can have only one image. Once you
asSt SOl I FAES OWt 9D DLCEI SGOd0 FTNRY &2

Step 3 Create a name for the image. Choose a descriptive name, so that you can
remember this image.

Select LinkThis choice will give you a list of your Rental Units or Properties to choose
from. This step actually links the image by creating a filename for the image that
combines the unique ID# and the name you gave the imége.carchooseto select

one of your images talwaysshow on the Unit or Property Ledger screen. To do so,

Oft A0l AYyH2VYHeSBI@NE59Q H a8t SOiE Wadll BSH
LYF3SQo

Feature Defaults

-

Edit Feature Defaults

Type a new name and press 'Enter’ to sayve your change

Primary Heading |InTeri0r j
Categories Bedrooms ~|
Default Choices |1 j

Save and exit Exit without saving ‘
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To change the Feature Defaults, click on SETTINGS from the Main Menweahd sel
WCS I (i dzNBor simPIFO-t def Ol & OV 9 o ivithB Snfindivirfual Be&tures
screen. All features are divided into 4 major categories (the Primary Headings), 15
Categories for each Primary Heading, and 5 Default Choices for each Category.

The Feature Defaults are 'global’, meaning that changing a default will change it
throughout the Tenant File, so be careful when changing a default.

Changing a default does not actually change the specific data you entered, only the
choices that are presented upon entering Features.

Be sure to press the 'Enter' key after each entry. These defaults will now appear on
the Features screen.

PRINT

Print

This button offers a quick way fint out aSatement, theLedgerTransactionspr
Notes forthe Owner, Property, Unit, or Tenahedger that you are currently viewing
In addition,if you are in al'enantLedgeryou can print a Payment Rece{@tith or
without transactions) All of the reports used in this option are akailablein the
Reportgsection (click thew 9 t h wuttgn@om the Main Menu).

DATES

Dates

This can be used if you want to limit tdesplayededger transactions to a specific
date range. Use this option only if you want to look through the ledgers to find a
transaction with a certain date or date range. Since this feature is for viewing only,
you will not be able to add, edit, or delete anyrisactions until you reset the dates
and return to the standard ledger screefihe selection will always default to show
all dates once you exit this section.
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COPY

Copy \

Occasionally, you may need to copy some information from one ledger to another.

Thisbutton allows you to copy your information only, transactions only, or both, from

any Owner, Property, Unit, or Tenant to another. The transactions can replace the

transactions in the destination ledger, or they can be appended to the existing ones.

Be very cartil with the optionand always make a backup prior to using this fedture

Replacing transactionsill cause you to be out of balance with your ledgers.

.

Tenant Copy b e e Smm— g — — e S—— @

Note: When copying Unit or Tenant Transactions or Information. remember that since they are linked
together, the copy process will copy BOTH ledgers and{or information to the new destination.

Copy What Transaction Action
@ Transactions Only & Append to Existing Transactions
Infarmation Only Replace Existing Transactions
Copy FROM: | 2- 1275 Cedar Trail Drive - Gary Bradle s

11 - 3307 Willow Street A - Gregory Paul H
b - 3307 Willow Street B - Sharon Garrett M
2b - 3403 Rivervigw Court - Randy Richardson

28 - Apt 101 - Jane Foster

29-Ap1 102 - Kirk Kemper

30 - Apt 103 - Shawn Gabrigl -

Copy TO: 2 - 1275 Cedar Trail Drive - Gary Bradley
1-2093 Poplar &venue - Randall Fieldstone
11 - 3307 Willow Street A - Gregory Faul
b - 3307 Willow Street B - Sharon Garrett
25 - 3403 Riverviesy Court - Randy Richardson
28 -4p1 101 - Jane Foster
29-Ap1 102 - Kirk Kemper
30 - Apt 103 - Shawn Gabriel -

Copy Now Exit
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One use of this feature would be if you gemsed a Rental Unit (for example 123 Elm
Street) and wanted to set it up before moving out the existing Tenant. You vicstld
set up a newpre-leasedRental Unit and Tenant (using a unique address, such as
'‘Pre-lease 123 Elm Street’), and when the original Tenant has vaeatkdll

accounting is completed for that previous Tenamse the '‘Copy' button to transfer

the new Tenant information along with any transactions posted. (Be swselént
‘Appendto existing transactionsin this casdo avoid overwriting any existing
transactions)

Important Note: If you copy information and/or ledger transactions from one ledger
to another,it will overwrite all of the info and data that you are copying tbhis may
cause you to be out of balance with your ledgers and your Bank Register. This
function is nonreversible. We highly suggest that you make a backup of your
database file (using thBACKUPRutton from the Main Menu) prior to using this
feature. It is designed to copy transactions to a separate ledger which may affect
your ability to bahnce your Bank Accounts to your ledgers.

EXIT

Exat

This exits théRctivitie<kcreen. Be sure to use this buttam thered X' in the upper
right cornerof the ledger screewhen you are finisheavorking in a particular ledger
especially if you are on a network. This will free up this section for any other users.
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REPORTS

Reports

The REPORTS button availabdenfthe Main Menu wiltake you to a screen showing

all available standar@fenant File report¢ KSy Ay GKS We¢Sylyid CA
e¢2dz Oy | faz2 OK22aS (2 OftAO0Ol 2yd2 | astL
WSLIZ NI aQo az2NB AYF2NNIGAZY 2y (GKS W! &8
GKA&a ! aSND& DdzA RS ®

REPORT SCREEN

Reportsin the Tenant File are easy ¢toeate and print When you select the 'Reports'
Menu, you will be presented with a listing of availatdports. The Menu allows you

G2 aStSO0 (GKS WwSLIEZ2NI ¢eLlSQ (Khéardlistéd2 dz y &
separately byODwner, Property, Unit, TenariWendor, Checks/Deposits, Accounts,

General and All ReportSmply click on the Report Type list first to shtve selected

groups of reports or click 'All Reports' to see a complete listing of reports.

For each report, you will see several options below the report list. The options for
SIOK NBLERNI OFy 6S al SR aSLJ NhIDSx 29wa Qy
@2dz Oy OftAOl 2y (GUKS W{Il @S {SGiAay3aQ o dz
time you run that report.

A brief description of mostreports wll A a LJ I @ 0Sf2¢ GKS WwSLR
WwSLR2 NI 5SEaO0ONRLIGAZ2ZYQ 02E®d hyOS | NBLR NI
RSFlLdzZ G A& aStd (G2 WtNAyd G2 {ONBSyQ &z
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Report Selection

|Ledger Balances (current)

Ledger Balances {current

. |Ledger Balances {current-compact)
Ledger Balances (detail)
Ledger Balances (summary)
Owner Audit Report

Owner Balances

Owner Bank Deposits

Owner Cash Flow [detail)
Owner Cash Flow (summary)
Owner Checks (Entered)
Owner Checks (Printed)
Owner Custom P&L

Owner I{E (basic)

Owner IfE {current)

Owner IfE (MTD/YTD)

Owner I/E Detail

. |Owner IfE Monthly

Owner IfE Summary

Owner Invoice

Owner Listing

Owner Operating Statement
Owner Outstanding Balances
Owner Profit and Loss

Owner Statistics

Owner Stmt (basic)

Owner Stmt {current detail)
Owner Stmt {current summary)
Owner Stmt {(date range only)
Owner Stmt {(date range w/prev)

Report Description

Report Type

* Owner Reports
" Property Reports
 Unit Reports

" Tenant Reports
" Yendor Reports
" ChecksfDeposits
" Account Reports
" General Reports

" All Reports

Starting

Save Settings for this report

Selection List
|(All Owners)

Jones, Mary

Kobella. Foster

Porter. Dr John

Redford Investments Ltd.
Synergy Properties LLC
Ward. Mark

Include Range

Starting first

Ending ||ElSt

Company Heading

Heading
* Yes

" No

Print To
* Screen
" Printer

" File

Sort f Filter By

# Name
" Address
" Property
" Payee
" Number

" Account

User Defined Report

| |Report that will give you a Summary of the current balances of your Cwner Ledger, Property
Ledgers. along with related Unit Ledgers. This report can be useful in determining funds due
tothe Owher or to provide a quick Surmmary of each OwnerProperty/Unit group.

|E1"ficien’r Real Estate Company

Include/Exclude Reports

B
|

Email Selected Report

Export to Web

Print Report ‘

Options From the Report Screen

Exit

Some choices will be grayed out (or disabled), if the option does not apply to a
specific report. The available choices are as follows:

Include/Exclude ReportsThis allows you to add or remove reports from the Report
Selection display box. The Tenant File has maintained all reports for our users
throughout the different Tenant File Versigikerefore,there may be some reports
that you know (once you have reviewed them) that yaill not use. Once you click

Ayi2 0KAA

aSOlA2ys>

ez2dz gAtft

ass |

RA & LJ

a checkmark in front of each Report naméou can remove them from the list to
limit the displayed choiceby removing the checkmark in front of the report that you
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do not want displayed in the listinyou can include them again at any tibye
clicking into the section

Sort/Filter By- Determines how the report will be sorted and what will be used for

the range selections. For example, if you are runnidgheecks/Deposits Printed
Reportandyou selectNumber asthe Wdrt/Filter. & te Tenant File will sort the

report by thecheck or deposit number within each separate daecordingly, if you
specify a range to limit your report, you should enter the starting and enchiegk or
deposit numbedzy RSNJ 6§ KS ULy Of dzZRS wly3aSd I NBI &
the Sort/Filter by selection to limit the number of reports returned to a single or

range of names, such as a specific Owner name, Unit Address, Tenant Name, Account
Category, etc. Nottaf NB L2 NI & | f {&2®0 F 20Nk S U5 (2NDIKAC
WINF SR 2dz0Q AF y2 FALGSNI 2N a2NI Aa | f

PrintTo-9y I 6f S& &2dz 2 LINAY G @&2dzNJ NSLI2 NI G2
e¢2dz £ S @S (KA 8yod Wliba dblg B vidwyoukHEéparNiEstSigd then

print the report from the same screen. The Tenant File will use the default printer

that you have set up through Windows. If you print to a file, you can save your report
asa PDFan HTML file, Word Document, spreadsheet file, text file, and more.

Print To File Settings

File Name: IBALANCES pdf

Select the output type : PDF j
POF

PDF
Comma Separated
Tab Separated
| Text Format

Rich Text Format
Excel

Excel (tabular)
Accept Seflings Cancel

Destination for file:

Change Destination

Company Heading This section allows you to determine if you want your own
company name, address, and phone printed on the top of the page. If you choose
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‘Yes', the Tenant File will use the Company name, which is shown 8&FJaHINGS >
‘Companyinformation. The Tenant File requires thtitere beat least one Company

Name entered in this sectiotherefore,at the onset of using the program, you will

need to click into SETTINGS from the Main Mekdt/ 2 YLIF y& LYy T2 NXI (A
the information for your company (not the Owner¥)u are able to input multiple
company namesn this section by editing the first Company Name (the program will
install with oneCompany Namednd thenclicking®! R R . BHg #&n default

heading will be chosenifyouclisk SA QT K2gSOSNE @&2dz OFy C
aSt SOGA2Y dzy RSNJ (i K SdowH/ IRy¥uldre yising a pebrirtédy’ 3 Q  F
letterhead, select 'No', and the Tenant File will leave the top portion blank, allowing
space for your letterhead.

Include Date- Reports that use dates, such as transaction reports, can use a date
NI} y3IS G2 ftAYAOG GKS GAYS LISNA2R LINAYOSR
WwWSLR2NIaQu GKFG R2 y2a ltt2e F2NJ I RFEGS

Include Range This range is dependent on the type of report and the sort type
ALISOAFASR® LT &2dzNJ NBLIR2NII Aa az2NLSR oé@
enter should be an address.

Selection List Depending on the report, this area will present you with a listing of a
LI2adaAotsS Wwly3aS 2F AYF2NNIGAZ2Y QO C2 NJ S
WhgySNI wSLIR2NIAQY GKAA | NBF gAff RA&LIN I @
h gy SNAO Qan OWieridnie odihe list.

Save Settings for this Repoctlf you have selected a report and modified thettings
(suchasthalL y Of dzRS 5 U S aafiged yHR SiekeSdaz YO WO f GIKRRS2 av
{SGOAY3TE FT2NJ GKA & wS LR2willb&savey. K yoinédBiedS y G S N
the settings and clicked t¥#{ | @S Q | NB L2 NI £ ,shitSigrmatiandz S E
will be on the screen for that one report. You should always view the settings within
82dzNJ WNI y3ISQ ¢KSYy @& drthdselecSoddiarelcorrdsibdelt NI
will save your last set of choices.

Print Report When you have selected all of your options, press 'Print Report'. If you
I NBE LINAYGAY3I 02 Q{ ONBSyU e2dz gAaftft aSSsS i
click the 'Printer Icoron the top of the report pagéo print the report to your
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LINA Yy (0 S NI 2SS a4dzZA3S&ad GKIFG @e2dz LINAydG G2
to sending multiple pages to your printer.

Email Report This option allows you to email individual reports for selected reports.
The report will be attached to the individual email address you select. Be sure to run
a test to be sure you are emailing the correct report to the correct recipients. Only a
selectchoice of Owner and Tenant Reports can be emailed from this section.

OPTIONS ONCE YOU HAVE ENTERED THE REPORT

[~ Tof 1+ P M & = 100z ]| | e 100% 20 of 20
A —

(=) Ledger Balance

#- Jones, Man,

[+ Kobella, Fo:

[ Porter, Dr J

- Redford Inv

-

i Sj::;g:q:t Efficient Real Estate Company

2406 S outh Forest Boulevard
Houston TX 78734-1123

627-3340 Office 627-3355 Fax sales@Efficient

| Ledger Balances (current)

When youhaveO2 YL SGSR &2dzNJ NBLR2 NI aSaddAy3a |
you will see theequestedreport displayed. There are several buttons across the top

above the reportwhich enable you to change how you view or print your report.
From left to right they are:

Close Button Existhe displayedreport and returrsto the REPORT8enu.

Arrow Buttons The innemrrow buttons move throughout your report one page at a
time while the outer arrows (with a verticdine) move you to the first or last page.
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Page Count Displayshows current page number and the total pages in your report,
such as page '2 of 10'. If you have getaccessed the last pagé the report,you

may see something like '2 of 2+'. Use this display to print the current page number,
or a range of pages, after selecting the Printer Icon.

Square Button Stopshe compilation of the requesteckport. Press the arrows to
resume or exit.

Printer icon Prints the report, first allowing you to select a page range and number of
copies.

Toggle Group TregOpens or closes window on left side of the screen which allows
you to 'drill down' on your report information. Click on the '+' sign to drill down even
further, or the *' sign to close up the tree. Double click on any item to jump to that
item in the report.

Magnification Factor Click on the arrow and select a viewing size for your report.

Binocular icon Allows you to search for any phrase or word in a document. For
example, if you are looking for a particular dollar amount in the entire report, you can
enter that amount in this window and it will highlight any match that is found. You
will need to typeyour entry exactly (i.e. $7,600.00) for the entry to be found. Each
time you click the binocular icon, the program will look for the next match.

Record Information Shows the percent (%) of report loaded during loading and the
number of records accessed by the report.

User Defined Report

¢KS W' &SN 5dpfion whishircanb8 adeedsBdDy clicking ondélection

2y 0KS f26SNJfSTiG O2NY SN)addsapoesSul W¢ Sy Iy i
dimension to the presentation of your Tenant File data. You are able to choose from
your Owner, Property, Unit, or Tenant Information and create your own listing report.
All avaidble fields are shown on screeriou may select a maximum of eight fields to

print in your report from any of the displayed informatibgy simplyclickng on the

fields yas wish to see in your report.
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User Defined Report n

The User Defined Report allows you to create a report using the Owner. Property. Unit. and Tenant information fields in the Tenant File
You may also select an account category to report on in detail or summarized between any two dates. You may enter a total of 8 fields.
which will all print in the order selected. The report will be sorted by the first 3 fields.

Owner Information —— Property Information Tenant Information Show Notes Options

i I~ Property Name " Tenant 1 First Name  Show Owner Notes
I I~ Property Address 1 I Tenant 1 Last Name Show Property Nofes
I~ Owner1TaxID I~ Property Address 2 I~ Tenant1 Tax 1D = Show Unit Notes
" Owner 2 First Name I~ Property City ™ Tenant 2 First Name " Show Tenant Notes
" Owner 2 Last Name I~ Property State I Tenant2 Last Name @ Don't Show Notes
I~ Owner 2 Tax D I~ Property Zip I~ Tenant2 Tax 1D
" Owner Address 1 ™ Ledger Balance ™ Tenant Address Show Transactions Options
™ Owner Address 2 I~ Starting Balance I~ Tenant City MNote: Transaction Options are not saved
I~ Owner City [~ Starting Eal Date I Tenant State Account Category
™ Owner ST I~ Property Email 1 I~ TenantZip J
I~ Owner Zip I~ Property Email 2 I~ Tenant Phone 1 )
™ Owner Phone 1 Orit Tnformation ™ Tenant Phone 2 Transactions
I~ Owner Phone 2 _ I~ Tenant Phone 3 €  Detail € Qwner
I~ Unit Address ~ Propert
I~ Owner Phone 3 - UnitID I Tenant Phone 4 - s ropert
™ Owner Phone 4 - U::tT . I~ Late Fee urmary e Uni
™ Management Fee - Unit SYDFT I~ Payment ® None € Tenant
" Rental Fee - Unit Rq ing 1 I Deposit 1 ¢ Both (U/T)
I~ Management Start - U::t Rziﬁg:gg 5 I~ Deposit 2 )
I~ Management End = Unit Recumng 2 I~ Due Date T'“"Sf‘d":_'" Date Range _
I Ledger Balance . ng I~ Lease Start ‘ 111/2023 ‘ to 10/24/2023
. ™ Unit Recurring 4
I~ Starting Balance . . " Lease End
. ™ Unit Recurring &
[~ Starting Bal Date . . " Move In Date ]
. I~ Unit Recurring 6 Include Range (1st Choice)
I~ Minimum Balance I~ Move Out Date 1
I~ Ledger Balance o [
I~ Owner Email 1 ~ Starting Balance " Ledger Balance
I~ Owner Email 2 9 I~ Starting Balance I~ Supress Duplicates
[~ Starting Bal Date .
I~ Owner 1 Percent = Unit Email 1 ™ Starting Bal Date Report Title:
[~ Owner 2 Percent - Unit Email 2 I~ Tenant Email 1 |User Defined Report
r

Tenant Email 2

- Print to

Save a Report File

Display a Report Print Report Reset Exit

S6 AYLRNII
ttSFasS NBFR

¢KSNE INB ¥

yi O2yaARSNI GA2y
WwWSLE2ZNIaAaQoD K A

u

S VI2NXEFGARZ2Y 0
Sorting:The first three fields that you select will determine how your data is sorted.
The first field is your 'Primargort, Y R G KS ySE(G &$at® FOFA St R&
example, if you want to display your data by Owner, Property, and Unit, you would
select theOwner 1 Last Namigast name of the primary owner) as field ofrpperty
Nameas field two, andJnit Addresss field three. If you want to create a report by
Tenant, you could seledtenant 1 Last Namas field (or sort) one an@lenant 1 First
Nameas field two. You might not need a third sort in this case. There are all sorts of
20KSNI AYGSNBadAy3a GKAy3Ia GKIFIG @2dz Oy F
example, you might select tfeayment- & & 2 dzNJ Wt NA Yl NB { 2NI Q
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AY 2NRSNJ 2F GKS t26Sad LI & YShgase Siadh | (ISR K
field as your first sort to list all of your Units in order of the earliest starting lease date

to the most recent. Other ideas would be to list items from the lowest to the highest

W dzNNB y (0 Z{. [fdl | NSO S (B IRIBI@/TReRE&Sbilities are limitless.

Spacingt KS W! &SNJ 5STAY SR alo i usdr @ sefett & largeS & A 3
amountof information in a compact space, specifically one line on the report per Unit
AddressWhen selecting the fields that you want the report to displayraximum of

8 fields per ling please note that thérst 3 fields (the sort fields) are the largest and

the remaining 5 fields are more compact. The smaller fields are best suited to display
dates, dollar amounts, zip codes, phone numbers, and numeric items. Tee lar

fields are best suited for longer items, such as names.

Transactions2 KAf S (KS LINAYUIGAYy3 2F ISYSNIt AyT
5STAYSR wWSLENIQ KFa 32yS F ai0SL) FdzNI KSN
transactions directly from the ledgers. You can combine information with the
transactions to extrach wealth of data. For example, you can list all of your Tenant
Information (up to 8 fields) and also display tRent Receivedor each Tenant along

with a date range for the transactions.

CtKSaS UNIyYyaloOlA2ya 303 ©iSS RNEMHONF ARBER C 2 W
¢ K5 S @Wwilksho@ you each specific transaction, the date, account category,
remarks, check numbers, and the amount. These transactions will be totaled for you.

¢ KSumar) &St SOlA2y gAfft 2yfeé LINAYyOG GKS
0KS SYGUSNBR W51 3GS wly3aSQ af6ths5diéblesthe ¢ KS
printing of transactions.

Account Categorytf you elect to show transactions (by selecting Detail or Summary),
you are required to seleane specific account category to report on. All of your

income and expense categories are listed dr@p-downbox.¢ KS W! 8 SNJ 5S T,
WSLIZ2NIQ aeaidsSY A& fAYAOGSR (2 RAALI @AY S
WSLRNI&aQ G2 RAaLIX @ GKS | OlGdzrt F OO02dzy i A

Status:¢ KS W{ (I (i dza 8y yourdAccBuBtiseitiNgg asyfobritl under SETTINGS
>'Add/Edit Accounts' from the Main Menu. For exampleg/ou want to create a
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report of all tenants showingthet¢ Sy & / ENNHESRQG A 2 ywaud (G KS
showas'T' because it is a "Tena@nly transaction.

Include Range (1st Choicd):K S WLy Of dzZRS wl y3a3SQ At |
specific rangdor the first item that you selected by clicking on a check Bamns could

be a range of Owner names, Property names, Tenants, or more. Simply enter the first
few characters of th&M K2 A OSQ FASER Ay GKS FTANROG 0
aSOGA2Y YR I FSg OKIKNAQNSSKNHAsABEROMMKASy a(iSKE
the range For example, if the first item you chose was the 'Property Néield, then

the range entries must be a range of 'Property Names'. If you clicked on the 'Tenant 1
Last Name' selection, you will need to enter a range of Tenant Last names to limit the
report to that range. If you leave the fields blank, it will give sthunames. No matter

what you select first, the range is determined by that selection only.

Suppress Duplicateg: KS W! aSNJ 5STAYSR wSLER2NIQ KI &
information from one line to the next. If you check this box the Report will not display

a lineif it is exactly like the line previougtyinted. Normally, the report would print a

line for each Unit. If you are simply listing all of your Owner Names and Phone
Numbers, you would not want to see this information printed once for each Unit, so
82dz O2dzf R dzaS G KS Qf duelehi Fuie nét tzludfe hi© (1 S &
option when you are printing any numeric or financial diegéings since duplicate

lines will be skipped possibly missing some financial data. You cannot use this option
at all if you elect to print Transactions with yaeport for the same reason.

Reset:This button simply erases your current field selections so that you can set up a
new report or redesign the report you have already started. If you need to change
0KS FTASER aStSOGAz2ya 2y0S é&2dz aidl NI G2
button to erase the previous choices.

Save a ReportYou are able to enter the selections for your report and save them for
FdzidzNBE dzaSod {AYLIX & Sy (dSNJ e&@2dzNJ OK2A0O0Sa |
will pop up a screen asking you for the report name. This will save any options except
the transadion options. If you have a report that you need to view periodically, this
choice will save those selections (and Report name) so that you can simply click into
GKS W' aSNI5STFAYSR wSLE2NIaAaQ FYyR W5AaLXM I &
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Display a Reporttf you have saved reports, this choice will let you choose from a list
2F al SR W' aSNI5STAYSR wSLE2NIAQdP hyOS &
settings will show on thecreen,and you can then print the report. There is also an

option to delete any saved reports.a A Y RAOI 0 SR W{I @SR wSLJ
transaction options.
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CHECKS AND DEPOSITS

Register Checks / Deposits

To view any of your ten Bank Account Registers or to create, view or print checks and
deposits, you would select one of the above indicaied buttons from the Main
Menu.

CHECK REGISTER

To enter youtCheck Register, click on REGISidiRthe Main Menu Your first bank

I O02dzy it &S0 dzLd gAGKAY @2dzNJ LINPINI Y oeé2d
change the display to a differedt. | y' {1 ! ofické@tryhél@p-down selection

on the top of the screeand choose the account that you want to displayhe

Tenant File Check Register can display your check information in all separate accounts
a number of informative ways. Y RSNJ 1 KS W5AaL) eQ 2LIA2Y
the screen, you can select thisplayEnteredChecks, Printe€hecksDepgits or your

entire Register which will include all entered and printhécks andleposits.

Printed checks can be limited show onpyWt SY RAy 3 / KSO01azxz W/ S
W+2ARSR / KSO01aQ (2 KSMKS NEQARYIQESE S2 & 28d2Ndz
RSLIaArAda oAttt fgleéea aKz2g Wt SYRAYIQ dzyi
Register with your monthly Bank Statement. If you are not going to utilize the option

of reconciling your account, you can choose&l@ange the status of a cheok deposit

by simply clickngon the 'Status' column and sel@ag 'Cleared’, 'Pending’, or 'Voided'

from the dropdown list

Tip: You can use your arrow keys and press just the first letter (c, p, or v) to quickly
OKI y3aSsS GKS W{ il G dzahi is detpfullif yoO &ténibied t& rddoriRile LI2 &
your account and found an error in your register. If you plan on reconcilingBemk
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Statementeach month you should only change théasus of your becks and

dSLl2aAua FTNRBY UKS WYwSOZ2ZYyOAt Al UAZ2YQ aONDb
[
Display Current Status 1 - Management Account: First National Bank j

* Entered * Pending

~ Printed & Cleared First Bress et Last Add Register Charges and Credits

" Deposits € Voided Post a Transfer between Bank

' Register e All Ciatails Deleta Al Reaconcila Frint Screen ACcounts

Display Debits and Credits from n202s | o | 8m0/2023 |‘ Use default dates
NOTE: Click column header to sort by that column
Date MNurnber  |Payee Remark Invoice  [Status  |Amount
p |B/30/2023 Mary Jones Proceeds Paid to Cwner Pending ($1.625.00)

8/30/2023 Or John Forer Froceeds Faid to Owner Fending ($1.726.000
8/30/2023 Synergy Properties LLC Froceeds Faid to Owner Fending ($1.775.000
8/30/2023 Mark Ward Proceeds Paid to Cwner Fending ($577.00)
8/30/2023 Capital Investrments Loan Mumber: 07-31-20032 Fending ($1.110.75)
8/3072023 Capital Investments Loan MNumber: 07-37-00932 Pending ($680.00)
8/30/2023 Republic Mortgage Loan Number: 660445 - A - 3304322233 Fending ($350.00)
8/30/2023 Fesource Mortgage Co. Loan Mumber: 5023474-2 Departrment 45 Pending ($720.00)
8/30/2023 Fesource Mortgage Co. Loan Mumber: 5023475-2 Departrment 46 Pending ($750.00)
B/30/2023 Fesource borngage Co. Loan Mumber: G023476-2 Deparment 47 Pending ($1.002.00)
8/30/2023 Resource Mortgage Co. Loan Number: 5023477-2 Department 43 Pending ($882.00
B/30/2023 Fesource kMorgage Co. Losan Mumber: k023473-2 Deparmeant 49 Pending ($1.500.00)
8/30/2023 Fesource kMorgage Co. Loan Mumber: k023473-2 Deparment &0 Fending ($1.575.14)
8/30/2023 Fesource kMortgage Co. Loan Mumber: b023480-2 Departrment &1 Fending ($1.664.00)
8/30/2023 Bob Ridden Insurance Falicy Mumber. 10023317-4 Fending ($67.50)
8/30/2023 Bob Ridden Insurance Falicy Mumber. 3402-2344, Fending ($55.00)
8/30/2023 Bob Ridden Insurance Palicy Mumber. 20031 22-4, Fending ($65.00)
8/30/2023 Ametican Insurance Company  |Policy Mumber: 2203-A-22012 Fending ($123.00
8/30/2023 American Insurance Company  |Policy Number: 902-RS-3000712-A Fending ($456.00)
8/3072023 Greater Western Agency Falicy Mumber: 33443-2-34444 A Fending ($300.00)
8/30/2023 General Fidelity Ins. Falicy Mumber: 45-33445 Pending ($120.00)
8/3072023 MNeighborhood Monitor manthly ad in Texas City Classified section Fending ($400.00)
8/30/2023 Consolidated Ltility Co. Light pole photoelectric lamp - Mako Electric Compary Pending ($45.00)
Mowve the SELECTED check or depositto a Eota | (%1 8'539'84”

DIFFEREMT bank accaunt

Exit

To enter aéeginningbalance in your Check Register, you will need to enter a debit or

credit as the first entry in the register. To do this, click on the button at the top of

your screen, labeled 'Add Register Charges or Creditscafmlso use this method

to enter bank service charges or credits, such as interest income. Always make sure
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itself in the Register and not in your transaction Ledgers. This would be the amount
in your Bank Account when you start using the Tenant File program.

To reconcile your individual accounts to your bank statement, you can press
WwHO2y OAf SQ TN Will alldviyéu toerdeX & Jasbbank statement
balance, add your cleared checks and deposits, and calculate the difference.

TheW5 A &L &8 5SoAdGa I yR /reNisidRWilliallow JoN® Wt FA S
the display to a specific range of dates. When you change the dates, be sure to re
select the 'Display' and 'Current Status' selections to retrieve the correct data within
the new date range Always check the date range when entering the Check Register

to make sure that you are viewing the correct dates.

Two other optionswithin the Registeare the buttons to transfer funds from one
account to another.

Fost a Transfer hetween Bank
Accounts

This will enable you to post the transfer of money from one bank account to another within the Tenant
File bank register. Keep in mind that this utility is simply 'showing' the transfer, and the actual transfer
of money will need to be done outside of the Tenant File Program. It will create a check {or
withdrawal) from one account and a 'deposit’ to another account.

Choose the bank account to transfer the money FROM:

1 - Management Account: First National Bank j
Amount to transfer: $1.600.00
Date to use: 10/24/2023

FROM remark to use:  |Transfer from Security Deposit Account

Note: The payee field will show as [TRANSFER]

Choose the bank account to transfer the money TO:

|2 - Security Deposits: First National Eank j

TO remark to use: [Transfer to Security Deposit Account

Create transfer postings NOW ‘ Exit
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CKS FTANBOG 2LIA2Yy Ffft2ga @2dz G2 L2ada v
This is not actually movifgnds buthA & Wa K2 gAy 3 Q GKI 0 This G NIy
Is helpful if you made an electronic transfer at your bank from one account to

another and you need that information to show correctly in your Registers.

From the dropdown,WHoosethed I y{ | OO2dzy 0 G2 GNJ yaFSN
0KS I'Y2dzy i RIFGS FYR NBYFN] @ ., 2dz 62 dzf R
G0KS Y2y Seé ( 2-GwT EieaRérfa&k. RNEZ LJ

This screen is simply to make it easier to show a transfer that you have made through
your own banking outside of the Tenant File program.

bdowe the SELECTED check ar depositto a
DIFFERENT bank account

¢KS YySEG 2LJiA2y ft2¢ga @&2dz 12 &aAYLI & WY
bank account. This makes it easier if you find that you accidentally posted a check or
deposit to the wrond@ank Acount.While in the correct Bank Register, click to

highlight the check or deposit that you want to move from the currently displayed

Bank Account to another Bank Account within the Tenant File system. Click the

button on the bottom right corner of the screehd { SR Wa2 @S (KS { Sf
deposittoadifE NByYy G o6Fy]1 | 002dzy i Q I yRedr®®iodOid G
fAad dzy RSNJ 0KS 2LIJiAz2y (2 Waz2@S G2 ¢1 L{
complete the transfer.
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RECONCILING TO YOUR STATEMENT

The Tenant File Reconciliatiwsll allow you to balance all of the checks and deposits
that have been entered, saved and printed in the Tenant File against your monthly
bank statement.

B Reconcile Bank Statement

Before reconciling. be sure you have already added any Bank Charges or Credits listed on your current statement. Your Beginning Balance
is the ending balance from your last statement, but you can change it. Enter the Ending Bank Balance from your current statement. Click the
check mark box to clear each deposit and check shown on your statement. ¥When the difference shown is zero, you will be in balance.

Statement Beginning Date | 8/1/2023 | Beginning Balance | $50.000 00]
Statement Ending Date | 8/1/2023 | Total Cleared | ($28,750 03]
Cleared Deposits/Credits | $0.00| Ending Bank Balance | $10,000.00|
Cleared Checks/Debits | ($28.750.03)] ‘ Recalculate | Difference | $11.249 97]
¥ Select{Clear All
Clr |Number Date Payes Remark Invoice Armount
M 1124 5/5/2021 American Insurance Compan ($579.00)
V125 B/R/2021 Bob Ridden Insurance ($187.50)
M [126 5/5/2021 General Fidelity Ins. Palicy Mumber: 45-33445 ($120.00)
M 127 5/5/2021 GreaterWestern Agency Palicy Mumber: 33443-2-34444 A ($300.00%
M 128 5/20fz201 Capital rvestments ($1.790.75)
M [123 5/20/2021 Republic Morgage Loan Mumber: EB0445 - A- 3304322233 ($350.00)
M 1130 5/20fz2021 Fesource Mortgage Co. ($8.093.14)
M 131 8/30/2023  |American Insurance Compan Falicy Number: 2203-A-22012 ($123.000
V132 8/30/2023  |American Insurance Compan Paolicy Number: 902-R5-900012-4, ($456.00)
M 1133 8/30/2023 Boh Ridden Insurance Paolicy Number: 1002331-A ($67.50)
1134 8/30/2023 Bob Ridden Insurance Falicy Number: 2003122-A (%6500}
V¥ 1135 8/30/2023 Bob Ridden Insurance Paolicy Number: 3402-234A ($55.00)
M [13 8/30/2023 | Capital Irvestments Loan Mumber, 07-31-20032 ($1.110.79)
137 8/30/2023 Capital Investments Loan NMumber. 07-37-00932 ($630.00)
M 138 843072023 Cedar Valley H/O Assoc. manthly fee - Ceday Valley H/O Association ($542.25)
M [139 8/30/2023 Cedar Valley H/O Assoc. monthly dues - Ceday Valley H/O Association ($105.00)
™ 1140 8/30/2023 Consalidated Utility Co. Light pole photoelectric lamp - Mako Electric Cor ($45.00)
V141 8/30/2023 Consolidated Utility Co. Security Lighting Fee - Account Number 300094 ($25.00)
M |14z 8/30/2023  |Dr John Parter Froceeds Paid to Cwner ($1.726.00%
143 5/30/2023  |General Fidelity Ins. Policy Nurmber: 45-33445 ($120.00)
[N T 8/30/2023 GreaterWestern Agency Palicy Mumber: 33443-2-34444 A ($300.00)
v [145 8/30/2023 kark Ward Froceeds Paid to Owner ($577.00)
| TS AANPN23 kar Innes Prorreds Paid tn Cwnee 1 R*R NM

Note: After reconciling. you can run a reconciliation report from the REPORTS section. under 'Checks/Deposits’.

Exit

Step 1 Display the Bank Register by clicking onRIE&S1STHRitton from the Main
Menu.

Step 2 Select theBank Acount that you wish to reconcikeom the dropdown list on

the top of the Register screeiYour main Property Management Account is the

default account that will always show when you click into the Register. Click the drop
down and select a different account if you are not balancing your main account.
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Step 3 Prior to reconciling, you willneedtécA O] W! RR wS3IAadSNI /|
to enter in any bank fees.€., monthly service fees) as a DEBIT and bank income (i.e.
Interest Earned) as a CREDIAt are listed on your current Bank Statement

Step& [/ fA0] (GKS WYwSO2yOAfSQ o6dzitz2y®

TheBEGINNING BALANEH is the ending balance from your last Bank Statement
(i.e.,the total of all previously reconciled checks and depdsit#en you reconcile

the account for the first time within the Tenant File, tBEGINNING BALAN&E.I

be the Opening Deposit that you created in the Bank Account when you first set up

the program (.e.,the balance in your actual bank prior to starting the Tenant File).

t NA2NJ 02 NBO2YOAftAY3IZT YIFI1S &dz2NB GKF G (K
2F W/ £t SFNBRQ Ay (GKS wS3IAaidSN LT GKAA
BEGINNING BALANCE A Y O2NNBOU ¢KSy @& 2dz &checknt Ww
deposit was manually edited or deleted after your last Reconciliation.

Note: If the discrepancy in the BEGINNING BALANSEaused by changes that

were manually made to thlearedzhecks and deposits since your last
WSO2YOATf AL GARZYS @&2dz gAff ySSR (2 W yR2(C
0KS OKSO1la IyYyR RSLI2aArda ol Ol G2thédHruBY RAY
the Reconciliation for the previous montlt is very important that no changes be
YFERS (2 W/t SI NB Rdce@Kasdountis rdconélled Reésaiifedt wilh a
cause issues for the folling months

Step 5 Find the Ending Balance on your BankeStant and enter it in th&ENDING
BANK BALANGEId.

Note: You will see a display of all checks and deposits that curiéntyS & KS W{
2 S WR AintlHdihg any bank charges and credits that you have just entered. If you
manuallychaB SR G KS W{ (I (i REQR2AR (lay RANSDGE & AN
FTNRY VHiGyRAYIBIONBRQE GKSe@ glfiybufare gothgto RA & LJ
dzGAf AT S GKS WwSO2yOATALFGA2YQ 2LIIA2Yy S | f
Wt SYRAYIQ dzy dAf @2dz O2YLJ SGS SI OK Y2y iK

Step 6 To reconcile,@mpare the transactions listed in the Reconciliation section to
the checks and deposishowing on your Bank Statement (the checks and deposits
that have cleared your bafland place a check mark in front of each cleared item
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Make sure that the transaction that you clear matches exactly (dollar and cents) to
the amount listed on the statement.

Note: If you determine that some amounts do not match exactly, you will need to
leave the Reconciliation section and correct the transactions. Once corrected, click
into RECONCILE and follow the above instructions. Likewise, if you find a transaction
onyour Bank Statement that is not shows a check or deposit the listing in the
Reconcilesection of the Tenant Filggou will need to leave the Reconciliation section
andsearch for the amount to determine if it was posted directly in the ledger in error.
Once youind the transactionyou would need to correct the posting by entering the
check or depositOnce you have entered the transaction, click into REGISTER and
RECONCILE and follow the above instructions.

Note: Once you have cleared all checks and deposits and have verified that they
match all checks and deposits that have cleared your Bank Statement; the total will
be calculated and entered in the CLEARED field of your Reconciliation window.

Note: The difference between the Ending Balance plus all Cleared checks and deposits
and the Ending BartktatementBalance will display in the window called
DIFFERENCE

Step 7 If the amount is $0.00 you have reconciled the Tenant File checking account
with your Bank Statement. Click 'Exit'. At this point, you can run a Reconciliation
Report found in the REPORTS section, under the CHECKS/DEPOSITS report type.

Note: If the amount is not zero, your Tenant File Account is not in balance with your
Bank Statement. You will need to determine if there are any checks or deposits that
have not been entered into the Tenant File but show up as a Cleared transaction in
your Bank Statement. Or you may have a check or deposit that was cleared in error in
the Tenant File register but does not show up in your Bank Statement. You would
need to exit the Reconciliatiogection and correct any mistakes

Note: If you exit the Reconciliation section prior to completing the process (i.e. to
correct errors), all checks and deposits that you have marked as cleared will be saved
YR YFENJ SR 6AOK Yy AGSNRA&A] OfF0 Ay (KS
item(s) marked with an asterisk will not show up in your Check/Deposit Reports since
GKS& INBE Ay F WGESYLRZNINEBQ aidlddzao LT &2
to the Reconciliation section, this will not cause any issues. However, if you do no
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plan to complete the reconciliation, you would want to click to review the Reconcile
screen and remove any checkmarks in those items to return them back to the
Wt SYRAYIQ { G (dza o
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CHECKS AND DEPOSITS SCREEN

%
Bank Account: |1 - Management Account: First National Bank -
Checks 1 Deposits Display
* Entered Checks
Pay to the Order of: Status Entered New " Printed Checks
: | 10/24/2023 | ¢ Deposits
Payee: |Amer|can Insurance Company ‘ Edit
Check Amount. 4579 00 ‘
Address 1: |339[| Peytan ‘ ‘ |
Save ¢ Yendor List
Address 2: |At'tn hary Abroms ‘ ¢ Owner List
City: |Sam Houstan ‘ Delete ¢ Tenant List
’ Check Remark: Check Irvoice:
T 21234
State Postal Code: .
] | | | o
PostTo  |Account Transaction Remark Fost To Descrigtion CkiDep |Amaunt Fd By Post To Ledger
p | Unit Insurance Exp Folicy Mumber: 2203-4-22012 1275 Cedar Trail Drive ($123.00) Check

Unit

Insurance Exp.

Folicy Mumber: 902-RS-300012-4

Trout &venue #4

($456.00)|Check

" Owner Ledger

" Property Ledger
" Tenant Ledger

= Unit Ledger

" Both (Tenant/Unit)

" None

To create new checks and/oepgosits, click into th€ HECKS/DEPORUitton from
the Main menu. You cardd new checksr depositsor edit previouslyentered
checksan this section The first time that you enter th€HECKS/DEPOS&#¢tion, yu

will be presented with dlankcheck form Once you have created checks, this
section willshow anyEntered Check3 NX I Reé (2 6S LINAYGSR

Owner
Balance

First ‘ Previous Next ‘ Last ‘Erint Checks

‘ Find

EnteredCheck€are checks that have been entered into the system but have not yet
been printed or postedto any ledger ¢ NI yal Ot A2y a Sgrid@NSR
your checkare only postedo your ledgersvhen they are printed You will be able

to scroll through théEnteredCheck<by clicking onto the 'First’, 'Previous’, 'Next' or
'Last' bars at the bottom of the grid.

You can also view a®rinted Check® Ay & 2hyzbhibngiggdhé display selection
in the upper right corneto 'Printed' instead of 'EnteredPlease not¥ ¢tKS WRSHT
oyl O002dzy(iQ O6FANEG oly]l FOO2dzyd Ay @32
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into CHECKS/DEPOSITS from your Main Menw Xouf ySSR (2 aSt SO
1 002dzy 1 Q GKIF G &2dz yS SdRecks adegdsitSampriori6 Rk 2 NJ C
entering any information. The dregiown is found on the top of the screen called

W, Fyl ! 002dzy1aQad

hy SIFOK WI9YIiSNBR / KSO1 QX Whenksabuthik / KSO]
labeled 'Owner Balance'. By pressing thiston, you can see the current Owner
LedgemBalancealong with his/heProperty and Unit Ledg&alancedor the Owner

of the Property or Unit the check is to be posted to. This will help you determine if
fundsare availabldor the check you arabout to create

tfSFAS &aSS (K &ttheéndobthistmar@al éoSceriing Boyo tsetup
ySg OKSOla YR RSLRaAGaz Kz2g (G2 ONEBIGS
wish to print checks), how to print checks, how to void checks, etc.
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CREATING CHECKS

8
Bank Account: |1 - Management Account: First National Bank j
Checks 1 Deposits Display
" Entered Checks
Pay to the Order of: Status Fending 183 New & Printed Checks
| 10/24/2023 | " Deposits
Payee: |WestCreek Homeowner Group ‘ Edit
Check Amount: ‘$300_00 ‘
Address 1 | ‘
Save " Vendor List
Address 2 | ‘ - " Owner List
City | ‘ . . Delete " Tenant List
Check Remark: Check Invaoice:
State I:l Postal Code: .
| N Void
PostTo  |Account Transaction Remark FPost To Description Ck/Dep |Amount Fd By Post To Ledger
» [Unit HomeOwner Fee  |monthly dues - Westcreek HomeOwner Gror Trout Avenue #1 ($75.00) | Check
Unit HomeCwner Fee  |monthly dues - \Westcreek HomeCwner Gron Trout Avenue #2 ($75.00) | Check ' Owner Ledger
Unit HomeCOwner Fee  |monthly dues - Westcreek HomeOwner Grol| Trout Avenue #3 ($75.00) | Check
: " Property Ledger
Unit HomeCwner Fee  |manthly dues -‘Westcreek HomeOwner Gro| Trout Avenue #4 ($75.00) | Check
" Tenant Ledger
@ Unit Ledger
" Both (Tenant/Unit)
" None
. Owner Ledger Total: ($300.00)
First Previous Next Last Print Checks Balance Find Checks/Deposits: 23 Exit

To create a new check, click into t6elECKS/DEPOSlion from the Main Menu.

You will see either a blank check (if you have not entered any checks into the system
8S0 2NJ KIS LINAYGSR Fff SYGidSNBR OKSO14&ao
previously entered.The Command Buttons on the side of the check will allow you to

add a 'New' check, 'Edit' an existing 'Entered' chédaklete' a checkr "Void' a check.
lfgle&ad YIFI1S adzNB GKIFG @&2dz KIS (G0KS 02 NM
down Menu on the top of the screen.

Select Bank AccountAt the top of the check screen, yawill need toselect the Bank
Account for the check you are entering. The Tenant File supports one 'Primary' Bank
Account (your Property Management Operating Account) pins other accounts,

for separate Owner Bank Account processtageurity Deposits or otheccounts.

When you click on the CHECKS/DEPOSIT button from your Main thkeedefault

bank account will always be your 'Primary' Bank Accolfntou maintain separate
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accounts for your Owner, it is very important that you choose the correct account
prior to adding new checks or deposits.

To enter aNew Checkpress the 'New' button and enter the following information:

Pay to the Order Of To insertthe name and address of théendor, Owner, or

Tenantthat the check is to be written tsimply select one of the threieom the

'‘Payee List Box' on tHar-right side of your check. You will be presented with a listing

of current Vendors, Owners or Tenants.f A O] WLy aSNI tlF&SSsSQ 2
you locate the correct namdf the check that you are creating is for a Vendor tisat
notyetd S dzLJx @2dz OFy Of AO] Ayid2 UYsel&EWRRRE Q
+SYReNKR® gAff GF1S @&2dz 2 | &SLI NI OGS w!
the name, address, phone, email, etc. You can enter the basic infom@iame and
address) and then access the Vendor File to complete the information at a later time.

Note: We highly suggest that when you are creating a check that you always make
your selection from the 'Payee List' instead of typing it in. This will allow for
consistency when looking forRayee name or when creating your 1099 MISC forms
at the end of the year. Entered manually anthe same name is spelled two

different ways, the program will consider that as two different peopleaddition,
selecting a Vendor from the list will automatically include the Vendor address
(previously entered when yoset up the Vendor).

Date- Your current date is displayed, however, you can change this date by clicking
onto the 'Date'field and enter the date that you want printed on the check.

Amount- The amount of your check will be automatically entered from the total of

the items posted below the checK.ylou are entering aheckthat will not be posted

to anyledger(Posted to 'None )2 y OS &2dz 4SSt SO0 Wb2ySQ FNJ
section,youwill be allowed toenter an amounin the field

Invoice- User entered Invoice number.

Remark- User entered remark. This remark is for the entire check. Each split for this
check has a remark that will be posted to the transaction ledger.
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Post To Ledget This sectioron thefar-right side of the checkcreen is very

important to understandWhen creating checks for expensgeu will indicate on the

f 2SN aSOUA2Y 2F GKS OK Stahsaciodiatnsedsto (1 K S
be posted to youtedgels sothe expensesvill show upcorrectlyon your reports The

Wt 230 ¢2 [ SRISND aSOGA2Yy AyaidNdzOGa GKS
Accounts for each Ledger typEor ownerexpensesyouwill indicate whether the
transaction(s) are to be posted the Owner Ledger, Property Ledger, or Unit Ledger.
Any transaction that applies to a specific rental unit (such as fixing the sink in unit A of
a duplex) needs to be posted to the Unit Ledger (including single family homes). Any
transaction that applies2z I ¢ K 2 f SsucH aiNixibi&inhg geool at an
apartment buildingd K2 dzt R 0SS L}R2adSR (2 GKS Wt NRLIS|
between you (the manager) and the owner of the property should be posted to the
Owner Ledger.

Postingto be chargedby checkpr credited(by deposit}o the Tenant wil go to

either the Tenant Ledgéif it only affects theTenanz & dzOK | & WYWwS LI A N
al AyiSylFryOoSQ (KIFI(G (KENXSYIYi2AR NSAYRY @
Ledgersfh ¥ A (B2 i KEXXeruk Z2ND¥heéOwner(i.e. Unit Ledger) For example,

an expense that the Tenant is responsibleifoonlypostedto the Tenant Ledger
6adzOK & | WYwSy T /6KIANISS RQ NBNI(Y BENBDS AYAIIS
Tenant LedgenaR G KS ! yAGO [ SRIBNFAIARPYIT W. 20K

When you select ype ofLedgeF N2 Y (KS Wt 2ald G2 [ SRISND
determinesg KA OK | OO02dzyia oAttt o0S lFaaSaalofsS
columnwithin the transaction grid (lower part of the checkjhese accounts are set

dzy RSNJ { 9¢¢LbD{ B W' RRKkORAUG ! O02dzyiaqQ ¥FN
account in the dropdown list when creating a check, you would need to exit the check
and accesgouraccount settings to determine if the account settings need to be
modified. Note: If the account you want tedit has been used previously in your

f SRASNA S &2dz ¢g2dzf R y20 olyid G2 SRAO GKSE
the action would cause errors in the previous transactions. You may need instead to
create a new account (must be a unique accounhaa

Lastly, if youneed to create a check or deposit that is mobe postedin any Ledger
withini KS ¢Syl yid CAfS LINPIAINIYS GKSNBE A& |
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might come in handy if you have already posted one or more transaadioastly

into a ledger and need to create a corresponding check or deposit to go into the
Register.If you are going to utilize the HECK/DEPOSELtion of the program, you

should always create a check or deposit for the posting rather than posting directly
intothe Ledger¢t KA a Wt 2ad 02 b2ySQ aStSOGA2y &k
and printing a check that does not need to be posted to your ledgers.

Entering the Split Transactions for the Che€bkn the bottom half of thecreen you

will enter the transactions for each check. Every check will have at leasbane
unlessyouK I @S &St SOGSR (KS Wt 2 &alpost h&xhethd 1 § dza
anyledgerL ¥ @2dz aSt SO0 GKS adlddza 2F Wb2ySQ
the check will be removed and you would need to enter the total of the check in the

W/ KSO1l ! Y2dzy (i Q &S OCom@efeeachytolunK @ theréhwSaod] A G a
move to the next line to add more splits for $hetheck. After making a change or

adding a row, you must click on another row (above or below) to save the current

row. The program will allow you to enter split transactions on your checks to different
ledger typeslf you want to switch tgost to adifferent type of ledger (such as an

Owner Ledger or Property Ledger), save the current row, then click on the 'Post To
Ledger' option box for the appropriate typgou carcreate multiple postings to

multiple ledgess from a single checlOnce you haventeredall transactions and

Of AO1L SR 2y I RAFTFSNBYG NBgsZ GKS dG2darf
check itself. Complete all information ¢ime checkandOf A O1 2y GKS W{ |
prior to exiting.

Editinga ChechkVP9 y 4 SNBER / KS014aQ GKIG 6SNB al SR
To 'Edit' a checfreviously enteredclick on 'Entered' once you have accessed your
checks from theCHECKS/DEPOBIitton and scrolko locate thecheckthat you need

G2 SRAO 02N f20F0S (GKS OK®BdyoubaseocarddA O Ay
the check you need to editlick on the 'Edit' button on the side of the check. You can
then use your mouse to cligito the field that needs to be editedf you are entang

or editing a transaction in the grid, you must click onto a different row to save the
changeghy OS SRAGSRI Of A0l GKS W{I@SQ odzii2:

Deleting a CheckTo 'Deletéa check in youtEntered Check Filiclick on? 9 y i SNB R €
onceyou have accessed your checks from @t¢ECKS/DEPORIitton and scroll to
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f2044S GKS OKSO1l GKFG @&2dz ySSR G2 RSt Si
button)./ f AO01 GKS WRYIHISNER d &BOAE® | NBE y2i
they have beenINA Y 1 SR> GKSNBTFT2NBE gKSy e2dz RSt S
affect anyledgertotals.

Printed checks can also be deletefince printed checks hav&ansactiongposted to

the ledger2 y OS &2dz £t 20F4GS GKS OKSO]l FYyR OfAO
will ask you if you want to search for the matching transactions and delete them.
hyOS @&2dz OWANKNY & O 02 Vi KSAYRSND AONBSY ¢
split transactions tied to the check that you deleteou¥vill need to delete the
transactionsi K NR dzZ3 K G KA & W¢ NI §ydu do fol delgte tikxgjat®E NI
transactions from a check that you are deleting, the transactions remain in the ledger
and can cause you to be out of balance if you choose-tweaate that check.

The checks in th#nteredFleCare moved to théPrintedHle(bnce they have been

printed. Transactions to your ledgers will not be posted until #6 vy (i $ietiERe /
printed and moved to youkPrinted Check FI@¥ 9 v 1| SNBE R seléc®/éhpar Q O
printed from the CHECKS/DEPOSIT s@e&n Of A O1 A y dAThaycaNAisbe / K ¢
LINAYUGSR 0@ a4StSOGAYy3a th{c¢LbD FTNmBe (GKS a
checks not printed willremaik y G KS W9 y (i NBiRedordede@d CATf S
Thetra/ al OlA2ya 2y WIOYGSNBR / KSO14aQ R2 y2i

Note: You can enter a check into tHénteredChecl~ileCto be printed but not posted

to any Tenant File Ledgers by selecting 'None' from the 'Post To' Box. This will place
the check in the Check Register yet not post it to any of the Tenant File Ledugrs
printed.

Handwritten ChecksYou can choose to keep track of your Bank Accounts without

the requirement of printing checks by entering eastividually written check as a
HlandwrittenCheck This will allow you to enter split transactions for your

handwritten checks to bposted to your ledgerg A G K2 dzii LINAY GAYy I P Y
/| KS @fénRredbyd St SOGAY3I Wt NAYISRQ FTNRY GKS
corner of the check scrediafter you have selected the correct Bank Accoant)

Oft AO1 Ay 3 UYhbvdcherk Alwhdolv RilRpop up for you to entehe check

y dzY o SNJ F2 NJ & 2 dzNJ GdmplefeRhe Midedk (inSlyding tieS O1 Q ®
transactions to be posted) and clithe Wgvelbutton. Since this is considered a
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Wt NAYUISR / KSO1 QX 2y0S e2dz Ot A0l (G2 al @8
L2 LI dzLJ a1l Ay3a AF &2dz ¢lyid G2 LIad GKS
post unless you are creating this check as a correction and those postings adyalre

Ay GKS tSRASND LT @&2dz Of AO01 WwYb2Q (2 y2i
transactions at a later time.

Toscroll through youchecks that have already been printed, select 'Printed' from

the 'Display’ option at the top of your screen. The cheblas will display arehecks
located in your permanent check filEheyhave all been printed and the transactions
posted to your ledgers. Once printed, you cannot change the check information
(other than limited changes in the RegisteYpu can, however, 'Void' or 'Delete’ a
printed check. You must remember that voidisugd/or deletinga printed check will

not automaticallydelete the posted transaction(s)The programwvill ask you if you

want to remove the transactidis), then it will take you to théPransaction Findéto

find and delete the transactiol. ¥ @2 dz FlF Af G2 RStSGS GKS
C A Y R S NJu caniaBvaya go dikectly into the ledger and delete the transaction
manually by clicking on the button to the far left of the line (to highlight the row),
0KSY LINBaa G§KS W5St Sfiyds Ghodsest@ deldtg’a cBe2kdaid Y 9 |
not delete the related transactions, it will cause your bank register totals to be out of
balance with your ledger balance totals.

Deposits:You can edibankdepositsprovided the deposits werereatedand saved

but not yet posted To edit d8aveddleposit,click orto Peposit€underthe 'Display’
option in the upper right corneHere you can display, add to, or edit any deposits
that you have already entere@nce adepositis saved and posted,cannot be

edited. If you made an error in creating @gosit, you would need to delete the
deposit, allow the program to locate and delete any related transactions and then re
create thatdeposit with the correct transactions.
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CREATING DEPOSITS

Deposits arereated andaccessed from th€ HECKS/DEPOBRIitton from the Main

Menuhy OS @&2dz Of AO] 2V

/' 19/ Y{k59th{L¢Z

e 2

You must select 'Deposits' from tH@isplaybption at theupperright cornerof your

screen to access thieposits.

Bank Account: |1 - Management Account: First National Bank

Owner

Ll Balance

Previous Next Last | Print Checks Find

Ledger Total:

+ Both (Tenant/Unit)

Checks | Deposits Display
" Entered Checks
Note: Deposits are not posted to the ledger until you 'Save’ your deposit. Status: Pendin New ¢ Printed Checks
then click 'Post'. Once posted. the depost can no longer be edited. 9
+ Deposits
10/24/2023 Edit
Deposit Mumber: 101523 Next Dep#
Deposit Amount:
i Save
Posted to Ledger: $24.709.25
. Delete
Deposit Rernark:
‘ Post
PostTo  |Account Transaction Remark Fost To Descrigtion CkiDep |Amaunt Fd By Post To Ledger
p |Both (T/J) | Rent Received Rent Payment from Tenant 1275 Cedar Trail Drive/Bradley. Gar, | 101523 $1.500.00|Cash
Both (T/U)|Rent Received Fent Payment from Tenant 2093 Poplar &venue/Fisldstans, Rar| 101523 $1,600.00|Cash T Owner Ledger
Bath (T/)|Rent Received Fent Paymentfrom Tenant 3307 Willow Street AfPaul. Gregory  |101523 $800.00|Cash o e
Both (T/U)|Rent Beceived Fent Paymentfrom Tenant 3307 Willow Street B/Garrett Sharon 101523 $750.00 |Cash roperty Ledger
Both (T/J)|Rent Beceived Fent Payment from Tenant 3403 Biverview CouryRichardson.Rie| 101523 $764.25 | Cash ¢ Tenant Ledger
Both (T/J)|Rent Beceived Fent Payment from Tenant Apt101/Foster, Jane 101523 $875.00 | Cash
Both (T/U)|Rent Received Rent Payment from Tenant At 102/Kemper.Kirk 101523 $895.00 |Cash £ Unit Ledger
Both (T/)|Rent Received Fent Payment from Tenant Apt103/Gabriel Shawn 101523 $826.00 | Cash
Both (T/U)|Rent Beceived Fent Paymentfrom Tenant At 104Michell, John 101623 $875.00 | Cash
Both (T/)|Rent Received Rent Payment from Tenant At 105, Talley Virginia 101523 $675.00 | Cash
Both (T/J)|Rent Beceived Rent Payment from Tenant Cabin 1/Raddiff Barbara 101523 $480.00 |Cash " None
Both (T/U)|Rent Received Fent Payment from Tenant Cahin 2/Deeders, James 101523 $200.00|Cash

$24,709.25
Checks/Deposits: 1 Exit

You can add a deposit basically the same way you add a d¢hiscikaportant that

youd gl &a YI 1S adzaNB (KU

G &@2dz KI g8

GKS 021

drop-down Menu on the top of the screerOnce yourdepost is created and saved,
you can click onto th&#’t h { ¢ Qto bage{thie Prggram post the transactions to the
correct ledgersilt is important to remember thatletailed informationis savedn

each deposientered; however those transactions will omgstto your Owner,

Property, Unitor BY I yi [ SR3ISN&

2y 0S8

g2dz Of A O}

Pt

For example, a typical deposit might be for several rents colle@ede you select

the correct Bank Account from the peR 2 & V'

fAad

2 y eplsi&reen2 LI 2
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click'NEW to enter a new deposit You canthen enter the detailed informatiorof

the individual transactionssuch as a number of rents to multiple uni¥u can post
transactions from aingledeposit todifferent W[ S R Pessilick @& a mixture of

postings for an Owner, Property, Unit, or Tenantratine deposit. To do this, click on

the correct ledgetype under the 'Post To Ledger' option, and then enter the

information in the next availablgansaction rowon the bottom section of the

deposit 5 SLISYRAY I 2y (KS W[ SRISNI ¢elL)SQ asSts
| OO02dzytia oAff RAALII & oKSy @e2dz Ot AO1 2y
WLy O2YS | 002dzyiaQ INBE Ay | OO0O2NRIYyOS gAd
SE¢LbD{ B W RRKORAU ! OO02dzyiaQ FTNRY (KS

After entering all entriesX NJ 0 K'S R S LJ2asieAburtton. Orfceitii@ depasikiS Q {
saved, you can choose to post the dsjitransactions to the appropriate ledgeas

that time or you can keep the deposit open to add new transactions at a later time

IS notrequiredthat you post the deposits tgourledgers, they will still show up in

your Check Register so that you can reconcile your check book, howrensgctions

will not post to your ledgersr showin your Owner, Property, Unit or Tenant Reports
dzy £ S3 3 Sa@'dndGhertRogtonced 2 dz Of A QHe trangactitns fom 1 Q
the deposit,the depositcanno longerbe edited.
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CHECK SETUP

( [ Check Setup ) |

Check Type Move Check Down

«  Default
# Full Sheet (8 1/2x 11) - Standard Style _

1/8 inch
¢ Confinuous Feed - Impact Printer “ 114 inch
" Quicken Style (Full Sheet)  3/8inch
12 inch

Youcher Selection SO ST s
«  Default
 Check in Middle -“ouchers fop and botto  1/8inch
« Check on Tap - Two VWouchers below ched 1M inch
© Mo Voucher © 3fginch
 1{Zinch
Save these Setlings Exit

The Tenant File supports a numbercommon checkormats, however it is required

that youuse checksthatar@ O2 YLIR G4 DG K ( K3 ow&Sipbe/ i CAT S
guaranteed compatible, you should order your checksllmking into the Tenant File
HelpiconF NRY &2dzNJ al Ay aSydz oWKQ Ay f26SNJ f
Ot AOlTAY3 2y (GKS fAY1l WhNRSNJIbydglifigthd Sa b 2
Tenant File web site atww.TenantFile.con®™ Products > Checks and Supplies.

There are four differentheck styles that are compatible with the Tenant.Hile
change the setup of your checks, click iIBEETTINGS from the Main Menu and then
WKSO1 {SidziQo ¢KS aStsSOolAazya | gFAflof
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Check TypeChoose the type of checks that you have. Most printers use the Full
Sheet style (for laser or inkjet printers), but the Tenant File will support continuous
feed printers as well.

Voucher SelectionThis is the location of the voucher (or check stub) as it relates to
the actual check. You can have the check on top tmthvouchers below, check in
the middle with vouchers above and below, or no voucher at all.

Move Check DownYou can move the entire check down to align your checks, but if
you move it past the printable area of the check, it may not feed correctly.

Move Check RightYou can move the entire check to the right, but if you move it too
far the check may not print correctly.

If compatible checks are ordered, you will not need to move the check down or to the
right. The software is programmed to print correctly on compatible checks without
modifying the settings.
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PRINTING CHECKS

i
|1 - Management Account: First National Bank j Sortby.
& Date
: : . Payee
Starting Check Starting Date to use: . .
MNumber to use: (leawve hlank to use Check r Sklp Print - Post Only ~ Amount

184 Highest Ckit +1 JJ ¥ Print Check Number on Check ©  Entry Order

To select or de-select individual checks. hold the Control key down while selecting rows in the far left column.

Date Fayee Armaourt Rernark
10424420233 |Foster Kobella ($200.00) Froceeds Paid to Cwner
10724 Synergy Properties LLC ($500.00) Proceads Paid to Owher

Total of Selected Checks:  |($500.00)

Order Checks Select All De-Select All Start Printing NOW Exit

The transactions associated witltleck are not posted to the ledgers until you

actually print the checks. When you are ready to pyimtir checksclick into the
CHECKS/DEPOSUion and select the button on the bottom of the screen called

Wt NAYy R{/SESOTa 6§ KS O2NNBOG Wownyligt. Yol vdliGeedzy U ¢
theWt NI y (scrder@sSindlicaied aboveThefollowing explaingll of the entries

available for printingYou can sort the list different ways by changing the setting in

(i K Srt By’ box. To select or dselect all checks, click the correct button at the

bottom of the screen. If you just want to print indiwal checks from the list, hold

down the 'Control' key (Ctrl) and click on the you want to includeThe checks

that you highlight will be ready to print.

Starting Check Number to us&he Tenant File will remember the last chaaknber
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printed, but be sure to look at your checks, and start with the next check number by
entering the correct numberhere. ¥ & 2dz Ot AO|l 2y (GKS 0dziiz
program will search for your highest printed check number in the system, add one

digit and display the number.

Starting Date to uself youleave thidfield blank the check will print usinthe date
that was previously enteredn the check You canchoose to enter different datein
this field

Print Check Number on Check checked, this will print the check number in the
upper right area of the checKhis is allowed so that you can determine that the
check number that the Tenant File will record (in the register and on the transaction
ledgers) corresponds with the py#inted check numbers on your check stock.

Skip Print- Post Only Users that do not print checks yet want the checks entered in
0KS WSHBY&G0SNID ¢ A fThis sac8on wiKdo averftidng aoimally y &
done when printing a check, except that the checks will not be sent to your printer
yet the transactions associated with the check(s) will be posted to your ledgers

Start Printing: Once you have placed your check stock in your printeramadeady to

print your checks, click this butto@nce he checksare printed, you will want to view

the checks to make sure that they praatcorrectly. he program willpop up a

message task if you need to &rint' thechecks in casé 2 dzNJ LINA Yy 1 SNJ RA |
checks correctlpr you want to modify the check(df you answer that you need to
reprinto Of A Q Bl oMthe @hecdRsOwill revert back as if you had not initiated the
printinglk Y R NBYF AY Ay (K MakdthenecessdyRhanhgksiad] CA |
reprint the ched&s If you answer 'N' (to not reprint), all selected checks will be
transferred to the 'Printed' check file and you will not be able to reprdhcemoved

to the 'Printedheckfile, the transactions will bposted to the ledgerand the

printed checks cannot be modified
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REMINDER SYSTEM

|

Reminders

The Tenant File hasg@werful Reminder System which you can acadissctly from
the Main Menu.This Systems an easy way to keep track of your important 'To Do’
tasks and to log 'Events' thaiill take place ohave taken place. Each Owner,
Property, Unit and Tenant Ledger along with the Vendorifdledesa button that
will enable you to erdr these reminders directly from the ledgers. You can also
access REMINDERS from the Main Merenter information.

lf2y3 gAGK &2dzNJ We2 52Q YR WwW9gSyaaQ Sy
File remind yowf anyTenants that are past due on theent payment, ease
Agreementdhat are gong to expire within givendate range Owner Payments that

need to be sent, or of any Owner Balances that are due to you from the Owner.

These reminders can &t to pop up each time thatoy enter the Tenant File by

Of AO1TAY 3 2y (2 (wikhd the ReyhindedSysEm.adandi0dcdessy
your Reminders bglicking onto the REMINDERGtton from the Main. You have
complete control over what to see, how they are sorted, and how many days ahead
to start reminding you.
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REMINDER OPTIONS

Rerminders
Tyvpe Entry Date Action [Memo Fost To  |Post To Description
p|ToDo | 3/25/2018|10/31/2018 |Renew lease Tenant tditchell, Larry
ToDo 3/29/2018| 117/2015 | Send notice to tenants of office closing for Thankst Mone
Ewvent 3/30/2018|11/30/201 5 |Renew Lease on 11/30/2004 Tenant |Warley, Paul
ToDo 3fe6f2018| 121/2015 |Hawve Smoke Alarms checked today MNone
#*
Tenant Balances Due (can not edif)
Current Last Name First Name Address Pt Due Fhane o
b [($16.4596.58) |Flowers Ta Go Handyman Hardware A $3.550.00 |1 361-597-2222
($10.664.20) |Sharperimagenry Handyman Hardware C $2.500.00 |1 361-566-4554
($6.445.000  |Fieldstone Randall 2083 Foplar Avenue $1.600.00 |1 504-3345 Work
($6.165.00)  |Bradley Gary 1275 Cedar Trail Drive $1.500.00 |1 974-2254 home
($4.600.00)  |Kewinson Shawn Trout Avenue #4 $1.150.00 |1 B55-6562 ﬂ
Paymenis Due ta Owners (can not edit)
Fayments Due to Last Mame First Name Mgmt  |Mgmt Fhone
b [$2.602.00 Jones hdary 15000 |12/14/2018|243-234-2298 Work
$2.241.00 Kohella Foster 0% 934-332-4452 home
$2.677.72 Forter Dr John 12% 3/30/2019 |334-3302 home
$33,687.78 Redford Investments Ltd 16% 10/14/2019|512-234-3343 H
$7.647.20 Synergy Properies LLC 12% 923-343-2234 office
Balances Due from Owners (can not edit
|Elalances Diue fram |Last Marne |First Marne gyt |Mgmt |Ph0ne
» |$6,152.56 |Ward [Mark 160 [7/4/2018  [445-452-8575 work

On/fOff
¥ To Do Reminder
¥ Ewvent Reminder
W Tenant Bal Due

Exit

W Due fram Owners

Sort By

" Entry Date
@ Action Date
" Memo

" PostTo
" Description

Date Range to Show:

Show All Reminders Befresh

or only show Reminders

100 dawis) priorto ACTION date

Delete Reminders

Fror Action Date: 10/15/2018
ToAction Date: 104152018

Delete

[~ Delete To Da'
[T Delete 'Event'

On/Off: This section will determine what you see on your screen. If you place a

checkmark in front of the any of the selections, each time that you enter the Tenant

File program, the information will display.

As indicatedthere are 2 types of reminderghe 'To Do' and theEvent as explained

below:

To Do RemindersThese are items that require a specific action in the future, such as

calling a Tenant or Owner, making a payment, making a repair asthay action
that you want to remind yourself o¥ou should enter the date you entered the
reminder as the 'Entry Date' and the date of the action to take place as the 'Action
5 0SUYp | 2

O vy

|.
Property, Unit2 NJ ¢ Sy | y
related to a specific Owner, Property, Unit, Tenant, or Vendor, you select the correct

f az

dz |
ONBI (8§

NE FTNEBS

G2 |

[ SRAISNA

RRZ SRAGX
(i riiaBon Y¢feén ofsady@f yduNBwrer, | KS A

t2y3

choice for a dropdown list under the 'Post To' headings.

Iy R

GAGKAY

Event Reminders These are items that you might want to keep a log of when they
have occurred or when they are to occur. An example would be an incident with a

77

w

g
y
z



Tenant, a meeting with an Owner, or something similar. You can even remind yourself
of important dates, such as birthdays, renewals, or personal events. You should enter
the date you entered the reminder as the 'Entry Date' and the date of the action to
take place as the 'Action Date'. You are free to add, edit, and delete these
WWwSYAYRSNEQ FTNRY (UKAA &aONBSyod . 2dz Oy
screen of any of your Owner, Property, Unit, or Tenant Ledgers along within your

W+ Sy R 2 Niis@einihdeishelated to a specific Owner, Property, Unit, Tenant, or
Vendor, you select the correct choice for a dropdown list under the '‘Post To'
headings.

Next, you can be reminded of other events related to your property management
placing a checkmark in front of the following optiofi$is information is gathered
from the Tenant File database and cannot be edited here.

TenantBalDue Upon entering the Reminder System, the program will determine
which Tenans, if any, havan outstanding balance due display.

Leases ExpiredVhen this is selected, you will be shown an additional area at the
bottom of the screen where you can set the date range of all expired leases to be
shown.

Due to OwnersWhen selected, this will show abglanceslue toyour Owners. An
amount here means that the Owner will have an overall credit in his/her account. It
R2Sa y20G GF1S Ayid2 I 002dzyd GKS hgySNDa

Due from OwnersWhen selected, this will show any Owners that have balances due
to you. This means that the overall Owner balance will be in the red, and additional
money is required from the Owner to you.

¢tKS 620S OK2A0Sa OFly o06S a2NISR o0& WwWoyi
WSYAYRSNDZ W QGAz2zy 5FG3SQ 60KS RFEGS GKI
SYGSNBR aSyY2 2NJwSYIFINJOZ WwWt2ald ¢2Q o[ SF
Unit or TenantName).

Show Reminders prior to Action daté his will determine how many Reminders you
see ;m the screen. When you enterReminder, the 'Action Date' is the date you are
reminding yourself that some action is to take place. For example, if you wanted to

78



Ortt + G4Sylyid ySEG 65512 GKS W OiAz2y 51
0KS OFrftfao LT O0KS W{K2g WSYAYRSNA LINRA2NJ
File will start showing that particular reminder three days prior to the cak di&tyou

gl yad G2 aSSsS Fftf 2F @2dzNJ NBYAYRSNRE 6AGK
aStadAy3a G2 nod ¢2 &aSS Iff NBYAYRSNERX Of A
will be saved from each session.

Delete RemindersYou will want to removeutdatedW¢ 2 52 Q 2 NJ W9 @Sy
FTNRY GAYS (2 GAYSo®  2dz Oy OfAO1 2y (KSE
@2dz slyld (2 RSEtS0GS FYyR LINBaa @&2dz2NJ W5Sf S
individual reminders. To delete multiple reminders, you mayoste to use this

selection. Based on the 'Action Date' range that you enter, this will delete all
WWwSYAYRSNARQ 06S0G6SSY YR AyOfdzZRAYy3I (KS F
mark whether to delete oyl 'To Do' reminders, 'Event' reminders, or both. (Once you
click OK to delete, it cannot be reversed).

The more choices that you select, the less room you will have for each choice,
however, a scroll bar will appear at the right of each section for you to view all of the
information. If youremove the checkmark fromllaof the choices, the Reminder

System will be turned off and will not show when the Tenant File is loakgain, you

can click into REMINDERS from the Main Menu at any time to view your Reminders.
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POST RENT

&

Post Rent

From the Main Menu, th®OST RENbUtton will allow you to charge rents tour
Tenants OR post rent income from yolenants.

RENT POSTING OPTIONS

5. Post Rent Options [&J

Flease choose from below:

| want to CHARGE RENT to all of my Tenants ‘

| want to POST RENT INCOME from my Tenants ‘

Exit
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The POST REN#@&ature of the Tenant Filis an important section in the software that

will allow you to charge rent to your Tenants and/or receive rental incofoe. can

choose tdCharge' your Tenants with their rent payment due (or set the program to

W/ KFENBS NByida | dzi2 Yl BA@ISE (g8 GXy y2F O KL SINS y
82dz Ot A0l G2 WwWtz2ald wSyild LyOedadaumBey 2y S
of Tenanswith 'Rent Received' Yy R W[ I 1 S , €hér§e the $MardedehtR Q
cSSay (2 e2dzNJ!'yAld [ SRISNAR 2y Sl OK YwSy
and create a check (to you for management fe@gjicate how the payment was

made (i.e. ACH, Cagbheck, Etc.) anehter one additional account to include in your

total deposit (such as Taxes PardParking Fees Received, etc.).

CtKS FTANBGO &AONBSYy @e2dz 4SS gKSy e&2dz Of A O]
whether you want tachargethe Tenants with their rent amount, grost rent income
that you have received from the Tenant.

81



Charging Rent

ins

This allows you to automatically charge rent to each of your Tenant Ledgers. You must have the
'Payment’ amount and due date already set up for each Tenant. Any VACANT Units or Tenants
with no payment or due date entered will be skipped. Please make sure all information below is
correct before proceeding:

¥Which Due Dates do you want to Charge?

Charge rent ONLY to Tenants with this due date: 1 THROUGH this due date: 1
Date to Use
Date for all postings: | 10/1/2023 OR ™ Postusing the same date as the DUE DATE

Account Defaults {these will be used when posting)

Rent Charge Remark:  Rent Charged to Tenant Defaults

Charge rent to TENANTS now ‘ Exit

™ Charge rents AUTOMATICALLY on each Tenant's due date with NO USER INTERACTION.

Rent Charge Account:  Rent Charged Change Account ‘

With the Tenant File, you must first charge each Tenant Ledger with 'Rent Charged'
This allows you to keep track of any andoallstanding balancedue in each Tenant
Ledger until the rent ipaid. As the Tenants pay their rent, the outstanding balance

will be 'zeroed out', showing no further balance due (unless there are other
outstanding tenant charges besides rent). This charge is accomplished in one click.
This functiormustbe completed each month in order for the program to process
various reports, such as Rent Roll Reports, Payment Invoices and Past Due Notices.

Note: Itis very important that you have completed the information in each Tenant
Ledger ancentered arentalamount in the 'Payment’ field and a numberqB1) in
0KS W5dzS 5FG§SQ FTAStR pFigridh&ingite pragfame 2 dzNJ |
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charge rent These fields are utilized in the automatic functions of the program to
charge rent, determine past due status and charge late fiégeu have not

O2YLX SGSR 0KS WwSyid tlFeyYySyidQ FASER ' b5
0KS LINBPINFXY gAff y20 LINRPOSaa | WYwSyid [/ K

Which Due Dates do you want to Charg&du have the option to charge rents for a
single due date (such as all rents due on tfedt to a range of due dates (such as all
rents due from the $through the 15'. You must enter a valid due date31) in

each of the fields.

Date to UseThis is the date that will show on the transaction line for the charge.

The date will default to the current date. Change this date if you are not charging rent
2y UKS RIGS GKFG é&2dz 61 yi L2 aRoSEsingithe § K S
same date asthe DUEDAIE G KSyYy Al gAff dzaS (KS RdzS
example, if the due date is the #5and the current month is January of2X) then

0KS RIFIGS LRaGSROQBATIE 0S WAMKMPKHDIN

Account DefaultsMake sure that the Rent Charge Account and Rent Charge Remark

I NE O2NNBOlG® , 2dz Oy OKIy3aS G4KSY AT ySS
5 S T | dtislisa Sedtion of the program that you need to review and set up at the
onset. Account Defaults can be accessed in this section or by clicking onto SETTINGS
FNRBY (GKS alAy aSydz FyR GKSY WO9RAUG ! 002d

Charge rent to TENANTS nowhis will put a ledger posting in each Tenant Ledger
immediately, unless the Tenant shoWACANDr there is no amount in the

‘Payment' field and/or no Due Date completed for the Tenant. If you make a mistake,
@2dz Oy TAYR ( KESNILyz&IGOWATIZAWISIBIREASSIGEK So 345 S
FindeQ T NRY ( K FanddeldtefthermoBgp directly to the ledgers

Importantnote:9 F OK GAYS @&2dz Of AO|1 GKA&A o6dzilG2y:
/ KI NESRQ (NI yal Ofyodlplica@histaaide dufing thy G & @
montht &2dz gAftf KIS YdzZ GALX S WwSy(d [/ KI NH
Ledgers

Charge rents AUTOMATICALLThis option will have the Tenant File charge the rents
automaticallywithout user intervention.If you choose to select this option, the
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Tenant File will automatically charge the rent for every Tenant each month for you.
4SS GKA&a FSFEOGdzNBE 2yfteé AT @2dz ¢lyid GKS
2y GKS GSylydQa RdzS RIGSo® LT &2dz aSyR
need to post the transaction before the due date, do not use this feature. This
featureis helpful if you have due dates scattered throughout the mofftiiou use

this feature, you cannot use any other method to charge remtgou will post rent
charges mee than once. The automatic rent charge will post the rents based upon
the current computer date and the due date of the tenants. The rents are charged
dzaAy 3 0KS WRSTFlLdzZ G0 | 0O02dzy i1 Q &2dz KI @S
you enter the Teant File, this function will cheaach Tenant to determine if rent is
to becharged for the current day. If not, it looks to see the last time rent was
automatically charged. If there are any Tenants with due dates in that time period,
those rents will beautomatically charged to the Tenant. The date will be logged, so
that next time you enter the Tenant File, it will know that rents have already been
charged. If you are going to use this feature, start it ONLY at the beginning of the
month to avoid doublgosting of rent. Also, be sure teview your Tenant Ledgers
and/or run reports to make sure the rents are posting properly.

Qx
N>

b20SY LT &2dz glyid G2 waStSOGABSteqQ OKIF N
POSTING from the Main Meand(l K Sy  W! dzi 2 Y Fhis AeCtiort wall &liovk y 3 Q
you toscroll through each Tenant one by oaed provide you vih the option to

change the rent amount on eadfenant SeecAutomatic Postingor more

information.

. 2dz Oy | faz2 OKB22 a Straidsactiod (oiiaSyhiher trawsacfions) / K
directly in an individual Tenant Ledger. This is helpful if you have a new Tenant in a
RentalUnit, and the Ledger was not yet completed prior to using the automated
functions of charging rent.

Please Note: When you enter a transaction directly into a ledger, the action does not
create a check or deposit. Therefore, if you are utilizing the Bank Account features,
@2dz Oy SYyGSNI 0KS WwWwSyid / KIFEINBSRQ BYR (K
f SRASNIT K2¢SOSNE @&2dz ¢2dd R SYydSN 6KS W{
creating a deposit in your Bank Account for that amount.
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Posting Rent Payments

Rentl income can beredited toeach Tenant in several waydease read this
section carefully to choose which method is right for you.

The fastest and most flexible way to post 'Rent Received' is by clickiitt§& RENT
odzii2y FTNRY GKS al Ay aSydzop CNRY (KAa&
2N aSt SOGSR GSylyidaz Lk2ad W[IGS cSSa wS
NBy i LIe&YSyid NBOSAOSR:I Lk2ad + aSO2yR Ay
t A Ol dzLJ C S S & Qankd&pdsd, @nd Ereat@ ahagesent Fe@heck. The

Ut 280 wSyidud aONBSya FNB RSGIFIAETSR Ay (GKS

N

Another way to post rent income is to create a bank depdsie deposit will contain

WAL AGAQ 6KAOK IINB UKS AYRAQGARdzZEE | Y2dzy
WAL AG&AaQ FNB LI2adSR 2 SIFOK (Sylyd fSR=
y2i ONBIFIGS Wal yI3SYSy (G CSS@beddae aiuBeSad § 2
of the month if you choose to use this method.

Below areexamples of howl 2 ONBRA 0 YWacBnyianthwSOSA GSRQ

Situation One You have a majority of your tenants due on the 1st of the mo¥ithu

need to create a @posit slipfor the total, and youwant to post Management Fees

and issue a check (to yoursedf)the same timehat you post rental income. You

KFradS 'y FTRRAGAZ2YLFE AyO2YS LI AR o6& (GKS ¢
G2 LRad WwW[IiS cSSa wSOSAGSRQ & LI NI 27
select thePOST RENdutton from the Main Menu See detailed instructions under

Wt 2a0 2aWSS/0{ ILSLAB Q Ay UGKAA YI ydz t o

Situation Two Youreceived a few rental checks and wantd@ate a depositinto

your Registefrom the rent receipts. You want to wait until the end of the month to
OKIFINBS GKS Walyl3SYySyid C€SS /KFENBSQ G2 0
of the Management Fedsom the start of the month to the end.

Action: From the Main Menu, click on tHeHECKS/DEPOBRlitton.

ActonY LYy (GKS Ws5AiaLXleQ o02E O6Ay GKS dzLJLISN
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Action: Select the correct Bank Account if you do not want to deposit the rental
income into the mainPefaulQ an&account.

Action:/ £t AO1 2y (UKS WbSgQ odziti2y d

Action: Under 'Post to Ledger’, click 'Both' (Tenant/Unit) to credit both the Tenant
Ledger and the Unit Ledger for each posting.

Action:9 Y 1 SNJ GKS W5SLI2AAG bdzYyo SNIEZFenflygUR OK I
R2y Qi KI @S vy davedhighySdeomiméndihat youi eéntEr a deposit

numberfor every deposit that you create in the program. You can choossdthe
currentdate in number format For examplepon March 1, 2@3, youwould enter
'230301'whichin the 'yymmdd' (yeamonth-day) formatand a better method for

sorting, but you can do it any way you want. Just be consistent and enter a number
only with no symbolsThis wil allowyouto run asearch fordeposts in your reports

or in the Deposit screeby entering the deposit numbebo not use duplicate

numbers. Each deposit number must be unique.

Action: Post the deposit information in thgansactiond NA R | RRAy 3 St OK
OKSOl AYT2NXNIOA2Y a | ySg NRgd WYwSyid w
'y AG0 fSRISNEZ A LISNJ e2dzNJ RSTFIl dzf & aSft €
for other fees Ie., late fees, parking fees, security fees, etc.), first seleetctbrrect

'‘Post To Ledger' type ariden enter the amounts in separate rows. Click down to the
next row (or above) to save each posting as you go. You can enter infornmatian i
WwSYFEN] Q FASER &adzOK Fa GKS ¢SylyiQa OKS
information on the payment.

Action:/ £t AO1 2y GUKS W{! +9Q odzidz2y G2 al @S I

Action:/ t AO1 2y GUKS Wth{¢Q odzilizy 02 L}Raiq
deposit to the ledgers once you are finished with this deposit. Remember, the
OGN yalrOtdAazya gAft y20 0S LRalSR FTNRY (K

Note: If you want to create a deposit, save it but add to this deposit later, do not click
the 'POSTbutton. Until you choose to 'POST' the deposit, you can click 'EDIT' and add
ySg SYGNASa (2 (GKAa RSLRZAaAAG YR Q{! +£90Ud
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transactions to their respective ledgers), the deposit is finalized, and you cannot
'‘EDITor add tothe deposit.

Situation Thre¢r |, 2dz ¢l yi G2 &4SS GKS ¢SylyaQa T
AYTF2NXYIEGA2Y GKAETS @2dz FNB LRadAy3a WwSyl
deposit(you are not utilizing the CHECK/DEPOSIT section of the prograyoy will

create a bank deposit manually later by running a report for all 'Rent Received' on a
certain date.

You can choose tpost directly into each ledger. Just click tNENANTButton from

the Main Menu. LocatetheSy' I yi &2dz ¢ yiG oe& Of AO1Ay3
fromthelistt y R Ot AO1 WYhYQd bSEG Of A0 GKS W[ ¢
Transaction Ledger. Enter tiransactiondirectly into thetransaction grid on the first
available blank line that shows &tsterisk§Y*). Important Note:t 2 8 G Ay 3 WwSy
WSOSAYSRQ RANBOGf& (G2 lyé fSRISNIAY (KE
areutilizing the Bank Account features of the program, it is best to not post directly

to the ledger.

Situation Four (This option isnaintained to retain compatibility with older versions

You have multiple tenants that all pay rent near the same day of the month. You

R2y Qi ySSR (G2 221 0 SIOK ¢Sy¥rddyou@a [ SF
not want tomake a deposit. You may want to scroll through each TeNanteand

choose whether to post or not.

,2dz Oy OK22a$S G2 dziAftAl S GKS Wl dzi2Yl A
quickly credit eachenant by clicking one button and skip a®/y I y & G KIF G KI
Or alternately, you can automatically creditt@hants in seconds and go back and
RStESGS lye GKFEG RARYQU LI e&d 2KSYy ONBRAI
tSYy | yedgerd Yy FT2NX I 0A2Y | YR dza S (K RerttYi-2edxySly (iGQ
field. Again, this method remains in the program for our previous version users,
however, the POST RENT section of the program is the best method to use.

Action: From the Tenant File Main Menu sel&®DSTING and thé&hutomatic
Posting2

Note:! YRSNJ Wt 2a0Ay3 hLIWA2yaQs GKS RSTI dz G
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Action:/ £t AO1 2y GKS odzid2y U{StSOG ! O02dz/ i
WSOSAGBSRQ 62NJ 6KIFGSOSNI AAYAT NI I OO2dzyii
selection.

Action:! YRSNJ WYwSYI NJ (2 dzaSQz (eSS Ay I NB

being credited).
Action:! Y RSNJ W51 S G2 dzaSQsx SyuSN) 4KS RIFGS

Choice! Y RSNJ Wt 240 hb[, G2 (dKA&a RdzS RIFIGSQ=
which have a specific due date entered, enter a day of the month (1 to 31), otherwise
leave it blank for all.

Choice Y RSNJ Q{ ONRff 0eQ> AT &2dz NB 3I2AYy3
and decide which ones to post, and you wish change the order in which you will be

I f LIKFoSGAOIIffte aONRf{fAYydI GKNRdAZAK (GKS f A
option.

Choice: Y RSNJ Wt 2ad0Ay3 wly3aSQs &2dz Oy f AYAIL
should not be used normally for crediting rent. If you do use this feature, the name

dzi SR gAff 0S RSLISYRSYy(d 2y &2dzNJ aSt SOGA?2
youaresblR € f Ay3d o0& W/ yAld ! RRNBAaAQ>X GKSYy @2c
w2l RQ (G2 Wmpdn { YAGIK wPehaRiRIPY S0 A FR &2 A K
creditrenttoonetenants @ 2dz O2dzf R SY dSNJ I NI YaaS ¥ NI
MUST type the name exactly in these fields in order for the program to display the
correct ledger.

Action:/ £t AO1 2y (GUKS W. SIAAYy t2adAy3AQ odzid2yc

Action:¢ 2 Ll ad G2 it 2F GKS ¢Sylyla 6A0GK2c
Otherwise, view the first screen and choose whethetb A O] GG KS Wt h{ ¢
to post the rental incomelt will switch to the next Tenant. To skip the current Tenant
aK26y YR Y20S G2 (GKS ySEG 2ySz Ot A01 0
the date or rent amount if you are pausing at each Tenant.
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Post Rent Income Steps

ThePOST RENSEction of the program is the fastest and most detailed way to post
yourrenalA y O2YS |f2y3 gA0K W[ IGS cSSa wSOSA
6adzOK Fa WtIFINJAy3a CcSSaQx SO0z ONBIGS
for each individual rent income received and create a deposit for all postiah®n

one screen.SelectPOST RENfom the Main Menu and chooséwant to POST

RENT INCOME from my Tenantbu have several options to choose from that will
affect how your rents are posted to the ledgers. Please thaaptions before

posting.

This allows you to post Rent INCOME and/or Management Fees and optionally create a Deposit or Check.

; Mote: Wwhen a bank deposit for rent income' is created, all
. Are you posting Rent to . . .
Step 1: youp 9 tranzactions for that deposit will be posted immediately to the
ledgers. When a check for ‘management fees' is created. the fees

@ Al Tenants? will not be posted to the ledger until the check is actually printed.

Selected Tenants? Sort By:
¢ Tenantswith a Specific Due Date? Rental Address El
Due Date to Post To: (1-31) Account Defaults
Rent Income Rent Received
Step 2: iosiibianagemeniipeesiionaiiRentsipostedy Rent Rernark: Rent Payment frorm Tenant
& Yes. caloulate fees automatically Mgt Fee Charged: Management Fee

Mgrnt Fee Remark: Service Fee for Property Management
Late Fee Rivd Late Fee Rivd
Late Fee Remark: Late Fee Received from Tenant

Mo, donot post any management fees

Step 3: Check } Deposit Options

Deposit # Change Account Defaults
¥ Create a bank deposit for income posted:
™ Create a check o you for all Mgt Fees posted. Posting Filters
™ Include anly those tenants that have a balance due
Step 4: Ralclioplse ™ Include only tenants from this owner:
Date for all postings: 1042642023 j
Step 5. |Cash | Bank Account to Use: |1 - Management Account: First National Bank -

Continue Exit

Step 1 Are you Posting Rent to . . .

If you receive a majority of your rent income at the same time, you may choose to
post to'All Tenants! If you choose this selectioygu are indicating that ALL of your
tenants have paid you arttie following screemwill displayall tenants in the program

along withtheir full rent amounttobe poste® 6L F &2dz AYRAOIFGS

AN A

CSS&aQ> GKS LINE INraYr yaAZ S Y Sy 2C SaEkheR & A G §
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AYTF2NXYIE O0A2Y Mahagénielt Rediglg/in ySu Givider [YdgeryYou can
choose to enter a zero in the fields for those tenants that did not pay or edit both the
rent amounts and the management fees for any tenants that paid a partial rent. If
you select this choice, make sure that the total of the rents to post lcalan the

rent checks that you have received.

In most instances, you will not receive all payments from all of your tenants on the
gAft y20 SYyGdSNI I Y2dzyia mandgemeatSeesftn& y i ¢ 2
followingW¢ Sy I yi CAt S wsengdn), do yoO RilvhSed to 2riteil they 3 Q
information for eaclrental incomereceivedA y (1 KS WwSy (i Tha érrect2 & (i ¢
Wal yIF3SYSyid CcSSa (2 t2addQ amobntthabyu Ol f Od
enter (in accordane withil KS Wal yI 3SYSyd CSSQ FAStR S
Ledger screengpon setuyp). If you enter 'Rents with a Specific Due Date', only those
GSylryita é6A0K GKS RdzS RIFGS &2dz SSele@GeN) 4 A f
Tenant) Aad (UKS Y2NB O02YY2y YSGK2R aAyOS A
correct amount received for each tenant and balance to the total of checks in hand.

Step 2 Post Management Fees for all Rents Posted?

This 'Yes' or ‘Na@uestion will enable or disable the ability to have the program
automatically calculate and enter management fees for you when the rent is posted.
You can choose to have the program automatically calculate and charge the fees for
each rental income hereM) € 2dz Ol y LJ2ad GKS Wal yl3asysS
i GKS SyR 2F GKS Y2y UK dziAfATAy3a GKS U
WL dzG2YFGAO t23a0Ay3Q AY GKA& YIFydzrt F2N

Step 3 Check / Deposit Options

In this section, you are to indicate whether you want the program to create a bank
depositfor all rents posted and/or aheck (to you) for all management fees posted. If
you choose tocreate a bank deposiyouare required to enter aeposit number. We
HIGHLY suggest that you enter a deposit nunalpeall deposits created within the
program which will tie the deposit ledger transactions to the deposit in your Register.
You might want to use the current date witlo slashes, such a831001 (yymmdd)

for 10/01/2023 This will help identify this deposit later. Remember, if you choose to
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KFraS G0KS LINPINIY ONBFGS I OKSO1l F2NJ I £
will not appear on the Unit Ledgers undifter you print the check.

Step 4 Date to Use

This datewill appear on each ledger line, so make sure that you have entered the
correct date. It will default to the current date, but you can edit the field to post to a
past or future date.

Sort By:

You can indicate the order that the information will peesented to you when the
LI2aGAYy3 aAaONBSY Aad aK2gy o LG OFy o6S azNn
Il RRNB&aaQ 2N WeSylryd blYSQo

Account Defaults:

This will show yothe defaultsyou have currently set up for the accounts that are to

be usedfor posting rental income, late fees, management fees, B&sure to change
these if they are notcorrect, 2 dz OF y OKIlI y3S GKS | 002 dzy/ i
I OO02dzyt 5STl dzt 6Qa 2y GKAA &aONBSY 2NJ oeé
YR GKSY WORAG ! O02dzyd 5STldz 6aQo b2 S
5STFlLdA 04Q I NBE Omiotdaktdizing dnyof thekaStomatsdPpashidgsy
secion.

Q)¢

Posting Filters:

CtKA&a aSOlAz2y Fift2pa @&2dz (2 Ly Of RS zyf
WLy Of dzRS 2yfteé ¢Sylyida FTNRY uKAé
easier posting.

Bank Account to Use:

This section allows you to choose one of the ten Bank Accounts available to post the
deposit to and/or create @K SO1 F2NJ 0 KS Wal ytwllawadys G CS¢
default to the first Bank Account (which is the Main Operating Account for most

users).
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Note: If you have separate Bank Accounts for each Owner, select one of the Owner
Names from the droglownlistunderthe Wt 2 8 G A 9Bt CERG YN Of dzR S
FNRY (K & thénsgleStihl correct Bank Account for that Owner. If you
choose to create deposit, allamountsthat you enterhA y G KS WwSy fond 2 t
0KS WeSylyd CAfS wSyd LyO2YS t2adAy3aQ a
you choose in this section.
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Post Rent Screen

This is the posting screen that details the amounts to be posted and allows you to edit
the amountsfirstLy G KA & AYlF3IST GKS aStSOGAzy 27
W{GSLI MQ>X gKAOK KlFa GKS LINRPINFXY SyidSNJI G
AYRAOFGS W{StSOUSR ¢SylyiaQ dzyRSNJ Ww{ GSL

5. Tenant File Rent Income Posting l = d?-l

Rental Address Tenant Last [Tenant First| Payment|Due|Tenant Bal |Rent to Post |Mgt Fee|Mgt to Post|Late Rovd ||[Rent Remark Other Pd By
» ||||1275 Cedar Trail Drive Bradley Gary $1,500.00 1 $0.00 | PP 12% ($180.009 Fent Payment from Tenant

2093 Poplar Avenue Fieldstone Randall $1.600.00 1 $0.00|$1,600.00 150,00 |($150.00) Fent Payment from Tenant

3307 Willow Street A Faul Gregory $800.00 1 $0.00|$300.00 12% ($96.00) Rent Paymentfrom Tenant

3307 Willow Street B Garrett Sharon $750.00 1 $0.00|%750.00 12% ($90.00) Rent Payment from Tenant

3403 Riverview Court Richardson Randy $784.25 $0.00|$784.26 12% ($94.17) Rent Payment from Tenant

Apt 101 Foster Jane $875.00 1 $0.00|$575.00 12% ($105.00) Rent Payment from Tenant

Apt102 Kemper Kirk $895.00 1 $0.00 | $595.00 12% ($107.40) Rent Payment frorm Tenant

Apt 103 Gabriel Shawn $826.00 1 $0.00|$525.00 12% ($99.00) Rent Payment from Tenant

Apt 104 Michell Larny $875.00 1 $0.00|$575.00 122% ($105.00) Rent Payment from Tenant

Apt 105 Talley Wirginia $875.00 1 $0.00|$575.00 122% ($105.00) Rent Payment from Tenant

Cabhin 1 Fradcliff Barbara $480.00 $0.00|$430.00 10% ($48.00) Fent Payment from Tenant

Cabhin 2 Deeders Jarnes $200.00 $0.00|$200.00 10% (k20.00) Fent Payment from Tenant

Cabhin 3 Wwalterson Jimrny $150.00 $0.00|$150.00 10% (#15.00) Fent Payment from Tenant

Handytnan Harchware A Flowers To Go $3.550.00 1 ($671.58) ($3.550.00 15% ($532.50) Fent Payment from Tenant

Handyman Hardware B Worley Faul $3.600.00 B ($6E64.20) ($3.600.00 158% ($540.00) Rent Paymentfrom Tenant

Handyman Hardware C Sharper Imagery $2.600.00 1 ($6B4.20) ($2.500.00 158% ($375.00) Rent Payment from Tenant

Trout Avenue #1 Famarez Sandra $1.400.00 %0.00{$7.400.00 150 ($150.00) Rent Payment from Tenant

Trout Avenue #2 Warren Buzanne $850.00 & ($675.00) ($850.00 150 ($150.00) Fent Fayment from Tenant

Trout Avenue #3 Fobertson MNathan $1.200000 10 $0.00{$1.200.00 150 ($150.00) Rent Paymeant frorm Tenant

Trout Avenue #4 Kevinson Shawn $1.150.00 1 $0.00|$1.150.00 150 ($150.003 Rent Payment from Tenant
Total Bank Deposit: [0 Account lo use for 'Other Receipts' [s24.859.25 | |(33,252_m) | ‘su.uu |
Total Check Amount:|0 | = Rent Mgt Fees Late Fees Other

Remark for "Other Receipts'
|
Begin Posting Now
Back ‘ Print ‘ Exit ‘

You can only edit the white columns, such as the 'Rent to Post', 'Nfegatto Post',

W[ (FéRcvdRentw S Y I, Wi @K § RD ( K ScolsinROncedyédanter
eachamount from your rengl checkqor edit the amount entered by the program)

and click to another line to save your enttiiefield on the bottom of the screen
called'Rent'should be the total of all of your checks received (this will be the amount
of the deposit created, if you choose to create a depoHitjou indicated that you

wani .yl 5SL}RaAd ONBFGSR: dGKFG arkysS |
5 S LJ2 & A lhivery ilndoftaRtdhat you make sure that this total balances to your
checks in hand.

The Deposit number that you entered on the previous screen will appear in the
'‘Check/Dep'columo Gt KA & Aa | Of 2aSR O2f dzvy GKFG
WOZRQ YR WwSyd wSXUzNG RAZOR{ USFROG2 Sy (S

~

CSSaQ AT UKSBtSWNEY 1QBO0IOKBOR A Y { 8BS 6AGK

93



thetSYy I yid YIFe& o06S LI e&Ay3ao c¢HutSimitethtapsstngld O2 f d
one other Tenant File income account, which must be selected from the dropdown

box at the bottom of the screen. For example, the tenant magho bepaying a

Wt I NJAYy3 CSS / KIFENBSQ a2 @e2dz g2dzxZ R aSft SC
dopR2¢y fA&0G YR SYGSNI I WwSYIFINJIQ F2N 0°F

After you make any changes to a row,is VERY IMPORTANT that ygave the

entry by clicking on any other row above or below the current rowhere is no

W{1 +9Q odziti2y 2y U(UKAAa &aONBSyo® [ £t AO1 AY =
entries. If you enter arentamouon arowr YR G KSY AYYSRALF GSft @&
t2ad0Ay 3 b2 ¢ Q omoraiifePedriiowDd eht prithe Bow (with the

WLISY OA f  Yeeod|séectargbluminkbiton to the left of the datewill not be
includedin your deposit or in your transaction grid posting

Once you make sure thatthBw Sy 1 Q T A St WRe 2 { 12ty 3. 1610 K5 31 1KX
the total amount of the checks on hand, select 'Begin Posting Hogall (nonzero)

entries will be posted from the entries on this scre@mce you click olBegin
t2a0Ay3 b26Q> | |SdgaiskddPai canmededititid & & SR 2
information on the screen.

A ~ 7 A

Note: If youhave clicked to pogsental incomei 2 W{ $ehaBt€nnl$, Rou can

have the Tenant File enter tiBw Sy i  t | @ Y, $ngndagemdntYeasiandirent

remark for youby simply clicking onto the correct tenant and pressin§thWa LJ- OS
on your keyboard. You can select another row by using your mouse or by pressing the
down arrow on your keyboardf @& 2dz OK224a$S G2 L2ad GKS
management fee remark wallso be posted in the ledger for you.

Your final option to post rental income into your Tenant File would be to set up your
account with one of our partners that handles ACH payments. This would allow your
tenants to pay you online. For more information, please see our website under
PRODUCTS
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PAY OWNERS

Pay Owners

Click on thdPAY OWNERSStton from the Main Menu toview funds due to your
ownersandto create checks to your owners.

PAY OWNERS SCREEN

ThePAY OWNERSreen makes it easy to create checks to pay pauners.

Throughout the month, youwillcreatJ2 A G Ay 3a F2NJ YwSy i wSOS
CSSaQs WYWwSLI A Né&pehsgsand etheiOfvileseiated/ifodn@ and

expenses anthen will need to createheckso your ownerdor the individual net

amounts. This feature will calculate what is due for each Owner and create the checks
for the ones you select, based on the postings you have made to the ledgers.

. 2dz gAft KIFE@S GKS 2LIA2Y dzy RSNJ W{ SGGAY?Z
post the owner checks; howeverSv KA 3 Kf & NBO2YYSYR .OKIF G
That optionwill add up the totals foall transactions posted teach Owner Ledger,
Property Ledger and Unit Ledgandthen create a check based on the overall

balance due to the owner. Since some rentals may be losing money or have no
revenue in a particular period, they will be part of the overall amount that is paid to

the owner. This wil prevent you from overpaying your owners if they have some

rentals that are not currently rented and are in the negative.

,2dz Ydzad 0SS adzaNB OGKFG &2dz Lk2aid Ittt YwSy
WSLI ANB FYR alAydaSylryOSQs IyR 20KSNJ 246y
prior to creating the Owner checks. That means that young#id to PRINT all checks
and/or process all deposii$ KI G ySSR G2 6S AyOf dZRSR Ay
have not been posted to the ledgeRRemember that if you had the program

OFt OdzAf 4GS YR ONBIFGS I OKSO]l F2N 0KS Wa
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section, those management fees will not be in your Unit Ledgers until you print the

check.

You must make sure that you have the correct account selected from the dropdown

tA&G dzy RSNJ W. | v ]

Accounts for separate owners, in this section you can select a particular Bank
I Y2 dzy U &

Account, choose t %S NB | [ |

then enter the amount that you want to pay for a specific owner (if you simply want

1 002 dzy i

G2 |

02

4SQ 0ST2NEF

LI @ Q dzy RSN

to pay one Owner from the list) or you can zero out the balance for any owner(s) that
SYGiSNAy3 | 1 SN

you do not want a checkeated for at the timed €
tFedQ FASEIR FT2NJ 0K2aS 246y SNE

B

Y

This menu makes it easy to pay your Owners. Make sure that the numbers are correct in the '"Amount to Pay' column. and click the
'Create Checks to Owners NOW' button. You can edit or zero any amounts in the "Amount to Pay' column. A check will be created for
each amount, but the ledger will not be updated until the check has been printed. Paying by OWNER will post the transaction to each
Owner Ledger, paying by PROPERTY will postto each Property Ledger, and paying by UNIT will postto each Unit Ledger.

82dz 61 yvii

Bank Accountto Use: |1 -panagement Account: First National Bank j
Chierier 1 % |Dwner 2 % |Current hddin Arnountto Pay

p |Mary Jones 100|Fred Jones $712.50 $100.00 |$612.50
Foster Kobella 100 $337.00 $200.00  [$797.00
Dr John Forter 100 $140.33 $z00.00 %00
Redfard Investments Lid. 100 $7.313.25 $500.00  [$6.81328
Synergy Properties LLC 100 $4,823.60 $500.00  |$4.32360

Total:
Display Options Settings Date for Checks: 10/25/2023 ‘ $12.546.35

@ Show ONLY PAYABLES

" Show ALL Balances
Show Amounts

& Show ALL amounts to pay

" Zero ALL amounts to pay

Show Amounts The column labeled 'Amount to Pay' is the amount of the check that
will be created. By default, the Tenant File will calculate that amount for you, but if

1. Pay by Owner - Pays full
amount due Dwner - Posts to
Cwener Ledger.

2 Full Amount Allocated to

Owner 1

Change Settings

Account for Checks:
Faid To Owner

Remark for Checks:
Froceeds Paidto Cwher

Change Account Defaults

Show Balance Details for

selected Owner

Create Checks to
Owners NOW

Exit
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you select 'Zero ALL amounts to pay', the amounts will be set to zero, so you can
enter the amounts yourselfPlease note: If you choose to zero out the amount that
the program is calculating and enter a different amount, your reports may not be
correct. If the amount shown is incorrect (in your calculations), you should exit this
section and view your ledgers @étor Owner Reports to determine if you have any
errors in your postings, make any corrections and theemter this section to create
checks.

Note: The amount that is calculated will take into consideration the 'Minimum
Balance' field, (which is entered @achOwnerLedgernnformation in the Activities
Screen). If you have a minimum balance amount entengtbur Owner Ledgethe
amount due to the Owner will be reduced by that amount.

DisplayOptions With this option, you can show a listing of all Owners with their
current balance, whether they are due an Owner check or not, or you can display only
the Owners with money due.

Settings The settings are shown below.

[3 Pay Owner Options [-é&-,l

These choices allow you to preset all of your options for when you make payments to your Owners. These options will be
saved and used when you click on the 'Pay Owners® button from the Main Menu.

Pay By Options

) . ou should use this option if you want to post the Owner Paymenttransactions to each OWHNER

@ Owner (pays ALL OWNER funds due); LEDGER. We recommend this if you hawve a mixture of single family homes and multi-family homes, ar if
ou are using the Owner Ledger for posting 'Cwner related’ transactions. This will create a check and

© Property (pays PROPERTY funds due] postthe Owner Payment transaction inta the OWWNER LEDGER, and will be for the full amount you owe to

£ Unit (pays UNIT funds due) the Owner, less any minimum balance amount you have entered.

Allocation Options This will create one check for the full amaount to the primary Owner - Ownet 1,

' Pay Owner 1 full amount

" Create checks hased on percentages

Save these Settings and Exit Exit with no changes

The Options allow for great flexibility in paying your Owners. You can choose to pay
by Owner, by Property, or by Rental Unit. Each option is explained in detail, so you
should be sure to choose the option you use carefully. It will affect the number of
checks created for an Owner and the amount that is paid.
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FOR POSTING TO THE OWNER LED@&Rwish to create one check for the
Owner for the net amount due for all of his/her Properties, you would select your
Wl e . & hadhosS ySEB will take into consideration all transactions
posted to the Owner, Property and Unit ledgers and calculaie@me less all
expenses. We highly recommend that you pay by Owner if you have multiple
property ownerslif you have any transactions posted in your Owner Ledgers, you
must select this option.

FOR POSTING TO THE PROPERTY LHDf@®ERSwWnNers request that they receive

a separate check for each Propetityat you are managing for themgpu can choose

02 Lt NP aBSINEuwEcbose this optiothe program will not includeny

transactions posted to the Owner Ledgdiherefore, if you have transactions in any
Owner Ledgers, you should not select this option/, OS & 2 dz PtvpeityQ 2 gy U :
this screen, an explanation will pop up concerning the postings. You can have the
program create oa check for multiple Property postings by clicking onto the

W/ 2y a2t AR AsSdidatediybwsifoiil@not use this option if you have

postings to your Owner Ledgers because those transactions (in the Owner Ledgers)
will be ignored.

FOR POSTING TO THE UNIT LEDIGB#RBwish to post a separate payment into

each Unit ledger for each Owner, you can choose to payrily Use this option if

you manage only singtamily units and your Owners request that they receive a
separate check for each rental house. If you choose this option, you cannot have any
transactions in the Owner or Property Ledgers for your Ownerse @me click onto

W! yok ihi€screen, an explanation will pop up concerning the postings. You can
have the program create one check for multiple Unit postings by clicking onto the

W/ 2y a2t A RIAsBdidatediybesifoiil@not use this option if you have
postings to your Owner Ledgers OR Property Ledgers because the transactions in
those ledgers will be ignored.

Important Note Concerning Minimum Balances: 2 dz OFy &aSia | WaAy,
for each Owner, each Property, or each Unit, in order to retain a minimum operating
Fdzy R Ay GKS t SRISNEDP ¢KS WaAyAYdzy . Ffly

0KS hgySNI [ SRASNI AYy GKS WaAyAyYdzy .l yC
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hyOS @2dz KIS GKS WaAyAyYdzy .FflyOoSQ FAS
choose inthélt ! | h 2sécowwyh@ther that minimum balance applies to the
hgySNE GKS t NPLISNI&x 2N GKS !'yAido ¢ KI
SEIFYLX S AF é&2dz OK22a$8 (2 LRad (GKS Whsy
0KS WaAyAYdzy .Ifl o0& gy ENDaS28SRHZDU SRKR2
example, if you enter 100.00 in the field and you choose to pay out to your Owner
Ledgers, the program will @allate the amount due to your Owner and subtract

$100.00 from the total before creating the check).

LT @2dz OK224aS G2 LkRad I aSLINIXGS whgogySN
hégySNAR 6l yid I aSLINFGS OKSO1l F2NJ SI OK t
SYiSNBR Ay (KS WaAiAyAyYdzy .lftFyO0SQ FASER

SI OK aSNE INGNISe WtoAPSd LT &2dz SYdSNI mnnod
you pay out to your Property Ledgers, the program will calculate the amount due for
each Propertywhich would include transactions posted to the Property and Unit(s)

only, and subtract $20.00 from the total to each Property before creating the check).
This selection will ignore all transactions posted to your Owner Ledger.

LT &2dz OK2248 G2 LRAaG I &SLINIGS WwhoySn
ONLMLJ2 83 WhoySNIthevysSyidaQ (2 !'yAlG AT &2dz
82dz2NJ hgySNR 61 yid I aSLINFGS OKSO|l F2NJ &
SYGSNBR Ay G(GKS WaAyAyYdzy .IfFyOoSQ FAsStR

SI OK aSLINIGUASPSHD VIAT @2dz SYGSNI mnndnn Ay
L& 2dzi G2 @2dzNJ W' yAld [ SRISNEQX GKS LINT
Unit, which would nclude Unit transactions onland subtract $100.00 from the total

to each Unit before creating the check). This selection will ignore all transactions
posted to your Owner and Property Ledger.

Your selection is very important because, if you are posting Owner Payments to the
Property Ledgers, the process will not take into account any transactions posted in

the Owner Ledger. Therefore, if you wish to post automatically to each Property

Ledger (vth separate checks for each Property), then you should not make postings

to the Owner Ledger, such as 'Received from Owner'. Those types of postings should
go the Property Ledger in this case. If you are posting Owner Payments to the Unit
Ledgers, the ppcess will not take into account any transactions posted in the Owner
2N t NPLISNI & [ SRISNDHPAULDP ¢CKSNBEF2NBXI AT @2
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to the Owner Ledger or the Property Ledgers, such as 'Received from Owner'. All
postings in this case should go the Unit Ledger only.

Iy RS NU fGEK2SO 4 A 2ygu canlalibdai theé fa@l check to the 'Primary’

Owner, or you can divide the payment based on the percentages of ownership that
you set up in the Owner Information screeli.you use this optiorall of your Owners
must have a percentage allocateglen if it is 100% to one OwnerTherefore, you
gAftft ySSR (2 OtAO01l Ayld2z2 SIFIOK hgySN I yR
hgySND 2NJ GKS O2NNBOUO LISNOSYyi(lF3IS O6APSO
will allow the pogram to create two checks and use the percentages you entered
previously to determine the amount for Owner 1 and Owner 2. When you create the
checks, it will include the address of Owner 1 but only the name of Owner 2 on the
check. If you set up Own@rin the Vendor file, you can 'edit' the check after it is
created(and before it is printed) to use the name from the Vendor list, or you can
simply type in the address.

Date for ChecksThis is the date that wile shownon the check and in the
transactions that are posted.

Show Owner Balance Detail&or whatever row that your curser is currently on, you
can take a look at exactly how the 'Amount to Pay' number was calculated. It shows a
detail of every Owner, Property, and Unit Ledger for the selected OwRenember

that if you have entered a 'Minimum Balance' in the Owner Information, that amount
will be subtracted from the Amount to Pay.

Create Checks to Owners NOWIick this button to begin creating tlogvner checks.
Once created,ltey can be found by clickimgto CHECKS/DEPOSI68) the Main
Menu. Remembethat the transactions will not be posted until you choose to print
the checks to the owners.

100



VENDORS AND VENDOR PAYMENTS

Vendors

By clicking th&/ ENDORButton from the Main Menu, you will be able to atdeéw
Vendors, dit Vendorsin your systenand set up monthlywendorpayments.

VENDOR SETUP

Vendors arg/our customers, contractors, mortgage companies, utility companies
etc.that you make payments to periodically. »éindoractivities can be found by
clicking theVENDORIRutton from the Main Menulf you make routine payments
(monthly, weekly, etc.jhat are the same amount (i.e. Mortgage Payments, ej@
can create payments fahosevendorsin the Tenant File, which when activated, will

create checks for later printing.

Category to

[Advertising

El

I Show all Vendors (R

to display by category)

\endor Name P_|Contact Phane 1 Phane 2 Phone 3 Phane 4 Email 1 Email 2 Address 1 Address 2 City sT[zip TexlD -]
¥ (512) 4493392 |(512) 443-4430 sales@AIGFM.c|info@AIGFM.car 3380 Peyton Afin: Mary Abroms | Sam Houston [T (21234 21-9308<

American Ulliies Inc: (455) 336-2333  |(459) 336-1231 sales@AUlIntce | info@ALInt com 5323 Bishop Drive Afin: Donald Bakersville Wy 42342

Associated Ins. Agency william Mortison (440) 1231234 |(440) 123-4412 customer@AIAT |info@AIATF.con |P. 0. Box 43234 Afin: Mortgage Ins De|Futherford FL 33322

Austin Times News Jetry Caldwell 332-6810 9332234 fe info@AUStinTime POB 3934 Classfisd Deparimer | Austin T |82232-3342

Baker's Screen Shop Anita Baker (330) 772-3249 |(330) 7721231 ABaker@Haker 3341 Blackwell Lane | Afin: Mally Harris MT 52342

Bankers Associates . (433) 4592391 |(433) 459-3499 3901 Mission Drive | Afin: Ms. Akars Ricgepaint SC 99234

Bob Fidden Insurance ¢ |Roben Ridden (302) 333-2232 BRidden@BRid 7200 Fainview Road | Suite 12 Meyersvile | T [88732 554-65-8

Building Material Supply 5000 Wast Parker Lans Austin T |77834-3342

Business Computers Inc. 203-2233sales  [203-4455 tech 9834 Parker Lane Suite 22 Houston T |88374-3342

Capital Investments v |Pamondwalison  |(523) 3232234 |(523) 323-2238 }ﬂn Note Deparment | POB 3044 P PA 888343044

Cedar Valley HiO Assoc. | cedarvalley@ce | ick@cedarvalle 5503 Cedar Trail Condo 334-Office  |CedarValley  |T 30023

Century Mortgage Compary (134 3392203 |(134) 3381231 3330 Corporate Center | Afin: Loan Dept Campustown | GA 99301

City of Travis Heights Nelda Spears 410-3392 410-9993 fee request@CTHT POB 53002 atin: billing Travis Heights | T |39822-3002

Consalidated Tax Office (330) 4462399 |(330) 448-4399 P.0. Box 771 Aftn: Bob Missian Y 23901

Consalidated Utiliyy Co. ¥ (552)585-3991  |(552) 588-3333 99123 Summer Drive | Afin: Payments Bryson MI 23331

Confractor Specialty ayne Williams on 445-2342 445-2343 fax Alice@Contacto |Wayne@ Cantrai| 202 Furman Road Attn: Wesley Connors | Dallas T 88374

Daily News Agency 453-3345ads  |453-3454 pmis Attn: Frances Walton | 3463 Benard Bouleve Yarkiown T [88734-2234

Dallas Utility Company POB 4003 Dallas T [86382-4003

Del Rio ISD Office 833-2342 832-3343 POB 49934 DelRio M |33320-2234 |74-8983¢

Finance Investment Co. (449) 2342300 |449) 2345672 99013 Hwy. 23 South #1° | Aftn: Dept 300 Gray SC 99234

Frances Terrazos Frances Temazos  |215-3442342  |253-234-2344P FTenazos@Ter 4500 Rio Grande Blvdl Austin T 78734 708-95-4

Gabriel Office Supply 441-2342 440-2344 fe 8654 T3t Street Suite 4530 Dallas T |88302-3342

Garza Contractors 343-2343 JoelGarza@Joe | RobertM@.Joel 4502 Westview Drive | Building #5 Austin T 888733342

General Fidelity Ins. 0 (444 2133999 [(444) 213-3994 23103 Jason Avenue #8 | Afin: Kristin Boston AZ (10123

Greater Western Agency | (555) 2343491 |(555) 2348814 3431 Campus Drive | Afin:Margo Philips | Delange OH 12312

Green Acres Nursery (332) 556-1023  |(332) 556-1239 sales@Creenac|info@GresnAcre 33001 JohnsonLane | Aftn: Marty Feris M| 42342

Handyman Inc Jawier Jiminez 8743344 POB 3394 Afin: Preston Wilson | Austin T 88344

Harrel Contracting 3432234 323223454 customer@Harn 4500 Smith Poad Aftn: Bob Harrel Houston T 887343202

Jefferson Insurance Co. (440) 3122488 |(440) 312-3334 P.0.Box 4477 Alin: Sandy Sady N 33342

John Williams 121231233 Johniliams@. 998 Cannon Street Apté 2003 Georgetown | T |77897 465-02-3

Johnson's Wholesale Store (421) 2344851 4439 Allied Drive Buena ME 42311 21-5982C

Liberty Alliance Ins. Co. (332) 3402230 |(332) 340-3499 3390 Bakers Avenue | Afin: John Melhue el 00234 2187967

Matley Lumber Company Piatael Marley 4502 Peedd Oak Drive Marley Tx 87323

'endor Memo

Starting doing business with Ametican Insurance Group in 1995 Excellent company. Directions: go West on IH35 or 3 miles, and exit on Stassney (#219). Ga rightfor 1.2 miles and turm in 1o the Greater Hils Executive Center. tis the 3t entrance on the left

Add Vendor

Send Email

Basic Info

Add/Edit Payments ‘ Event| Te Dn‘ Show All Payments ‘ Exit ‘
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Note: You should not use the Vendor Payment feature when payingewnring
payments, such as repair bills, invoices, etc. You willveaht to set up paymergfor
thosevendors that have recurring payments for the exact amount, such as mortgage
payments, monthly insurance payments, etdse theCHECKS/DEPORIitton from

the Main Menu tocreate check$o your vendors to pay bills and magkeriodic
paymentsto yourvendors

The Tenant File is programmed to include various Vendor Categories upon
installation. If you wish to add additional categotigsu can do so by clicking onto
SETTING®m the Main Menu and selecting 'Vendor Categories'. This will present

you with a listing of current Vendaategories You caredit or delete Vendor

Categories by clicking onto tligategoryname and editor delete the entire category

by hitting your '‘Delete’ key on your keyboard. To adtea category, click onto the

record selector at thédottom of the grid and enter the category nani2o not edit or
delete a category that has been used in your Vendor selectioRser adlitional

information, go toSETTINGS®+ SY R2NJ / | GSIA2NASaQ Ay GKA

You will need to set upll ofyour current vendors completelpy clicking on VENDORS
FTNRY GKS al Ay aSydz FyR GKSY WIwWRRheit Sy R2 N
name address and’ax ID or Social Security number. You will be able to utilize the
Tenant File 1099 MISC program (available for purchadg)f you have a Tax ID
enteredfor eachvendor. In order for the TF1099MISC program to group your

vendors together correctly, you should alwasadectthevSyY R2 NJ TNRY G KS

in the CHECKS/DEPOS#¢tioninstead of typingn the vendor name.If you type tle

vendor name and it is not exactly like the previously set up vendor, the program will

not link the totals together.

You should be sure to set @l of yourvendors here (regardless of whether you have
recurring payments for them) so that when you create a check, the information can
be automatically pasted into the payee and address fieltlgou are creating a check
to a new vendor that is not set up, you will be able to click on the buttd# toR R |
+ Sy R2 NID CABCKYDE®P®SEEtionin the VendoPayee Listhowever, you

can only enter the basic information and woulded to complete the information in
this sceen.
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CREATING VENDOR PAYMENTS

Once your Vendorare set up, you can create recurring paymentsvarnousvendors
by clicking onto/ENDORf8om the Main Menu.Note that this section is for
RECURRING payments only (such as monthly paywofehis same amount not for
creating individual checks t@ndors orcontractors for invoices. For paying bills, you
would go to theCHECKS/DEPOS#€tionfrom the Main Menu

3 Payments for American Insurance Company [&J
Amount Post To Account Remark Status
» ($123.00) {1275 Cedar Trail Drive Insurance Exp. Folicy Number: 2203-A-22012 A
($496.00) | Trout Avenue #4 Insurance Exp. Folicy Nurmber: 902-R5-30001 2-4, A
*
($579.00) MNote: Payments that you set up in this section of Post To
the Tenant File should be recurring’ payments only, Exit C Owner Ledger
such as monthly mortages. For bill payments, use
the 'Checks' button on the Main Menu.  Property Ledger ¢ Tenant Ledger

Once you are in your Vendor List)ect the row of thevendor that you wish to set
paymentsfor and click on 'Add/Edit Paymentsitton on the bottom of the screen
From the Payment Grid that pops up, select the first empty row and enter the

information as follows:

'‘Post To' ChoiceAt the bottom of this screen there is a 'Post To' option box. Indicate
the ledgertype thatwant the payment posted (Owner Ledger, Property Ledger, Unit
Ledger or Tenant Ledger).

AMOUNTAmount ofthe fixed payment that you wish to set up.

POST Tepending on your '‘Post To' selection at the bottom, this field will drop
down a list of Owners, Properties, Units, or Tenants. For example, for a Rental Unit
posting, when you click the down arrow, a listing of Unit Addresses will be displayed.
Select thecorrect address for the posting.

ACCOUNT5 SLISYRAY 3 2y (KS Wt thisudidisingadthell KI G & 7
available &penseaccounsthat can beused forpostingto the ledger.

REMARK Enter a remark for the posting.
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STATUSYou must indicate Active or Inactive. Only Active Vendor Payneihtse
posted when you click on POSTING from the Main Menu and'Wesrdor Payments'.

To save, click on another row above or below the current row.

Note: When you are ready to process the Vendor payments you set up, you will need
to choosePOSTING from the Main Menu and tHeendor PaymentsTo see a listing

of all preset Vendor Payments prior to creating checks, click onto VENDORS from the
al Ay aSydz FyR 0UKSYy W{K2g¢g !ff tleaySydaQda

MAKING VENDOR PAYMENTS

To make your Vendd?ayments, seled®OSTINGom the Main Menuand then

‘Vendor PaymentsThis action is not an automated process. You must prompt the
program to make your Vendor paymentéd/hen you choose this option, you will

need to have alreadset up all paymenttor the vendors you wish to pay. This option

will createall vendorchecks and lacethem in the®Bntered) O KI&S(@djtingTo be
printed). ¢ KS (NI yal OdAzya F2NJ e2dz2NJ W+SyR2NJI t
choose to print the checks created. It is very important that lyauve the program

create checks for all of yowendorsand PRINT theendor checks prior to paying

your Owners each month.
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e

1 - Management Account: First National Bank j
e UGS e el If vou want to pay just a specific group of Wendors (such as
Al vendor Payments all Morgage Companies). choose 'Selected Vendor

Payments' then choose the YWendor Type below:
& Selected VYendor Payments

Vendor Type to use:
Maortgage Payments j

Mote: If vou consolidate checks, one check will be written to

each “endor per ledger type. such as one for all 'Unit'

postings and one for all 'Property’ postings. All checks

@ rite consolidated (split) checks created will be part of your 'Entered Checks' file and
assigned to the Bank Account selected above.

= Write individual checks

This date will be used on all payments that are processed

REIUDUS:S | Mt A when you click the 'Start’ button.
_ Flease select type type of payment. If vou don't want a
Paid by: |ACH J specific type then yvou can leave it blank,

Processing Options:
® Create CHECKS in the 'Entered Checks' file, 1o be printed later. The transactions will not be posted vet,

©  Process the payments immediately. The payments will be in the Register and posted to the ledgers.
Mote: The Tenant File will assign a unique number (starting with 999) to the check and transaction(s).

Process Payments NOW ‘ Exit

When you are ready to create your Vendor Checks,nyastselect your Bank
Account from the dropdown Menu on the top of thecreen. The Default account
gAftt |tolea o0S @2dz2NJ FANRG Wal Ay hLISNI A

. 2dz FNB IADSHt Q6 RiIXiA2EY Bkedttdtvéndor Sy (4 (
t@YSydadu Ol (S RdadiVendd Payriedrs', @yboud fhhougeyo Q
‘Vendor Typdo Use' and click on the down arrow to list yoZendor Categories

Once your category has been selected, enter the date you wish to print on the checks
Click the box to determine whether you waint2z ~ WihdNdlual® K S ©r] & Q

W/ 2y az2f A RdIheckKR yoa dolnlft hckiid2d W/ 2y a2t ARIFGS / KS
will create multipe Vendor Checks for posting to individual ledgers.
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0 GKA& LRAY(OS @2dz KF@S GKS 2LIGA2Yy odz/F
W/ NBFGS /19/7Y{ Ay G(KS WI9YyiGSNBR / KSO14aQ
2LIGA2Y S GKS OKSOla ¢Aaff 0S ONBFOUSR | yR
Transactions will not be posted until the checks are created. If your bank is set up to
LJ- & @2dzNJ OSYR2NAR 2yt AYySs &2dz Oy OK22aS-
LI eyYSyita gAaAftf 0S Ay (GKS wSIAAGSNI FyR LR
create a check for printing; however, the vendor payment check will be in your

register and posted to your ledger&@nce all of your options are selectetick on

®rocess Payments Noand yourvendor payments are completed.

You can view youEnteredrhecks by clicking theHECKS/DEPORUitton from the

Main Menu.Remember, you MUST print the checksatedin order for them to post

to the ledgersYoucanlBo@A S g | ye& OKSO1a GKFG hyNE Ay
selecting the REGISTRIRton from the Main Menu. The Register Screen will always
default to show all Printed checks, so simply choose 'Entered’ from the 'Display' box
and you can view your previously created checks.

VENDOR CATEGORIES

The Tenant File is programmed to include various general default Vendor Categories
upon installation. If you wish to add additional categories you can do so by clicking
SETTING®m the Main Menu and selecting 'Vendor Categories'. You can add, edit,
or delete categories, but you should never delete or edit a vendor category that is
already in use.
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. Vendor Categories Lﬁj

_Eiuilding supplies
General Contractors
H/O Associations
Insurance Companies
Maintenance
tMorgage Payvments
Tax Authorities

LLltility Companies

Exit

L

Adding To add a category, click onto the record selector (with the asterisk) at the
bottom of the grid and enter the category name. Then click on another row to save
your current row.

Editing If you have set up a vendor and would like to change the Vendor Category,
click orto VENDOR from the Main Menu, seld®d Vendor nameuse the scroll bar
2y 0KS 020G2Y 2F GKS &AONBSy (02 &aONRftf
new Category in the fieldndclick on another row to save your current row.

Deleting Click on the 'Record Selector' (button left of the entry), then delete the

category by hitting your '‘Delete’ key on your keyboard. Never delete a catéugiry
has beerusedpreviously.
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BACKUPS

2

Backups

It is easy tareatebackups of your dataaseand download to your local computer
To start, pst click theBACKUPRutton from the Main Menu.

BACKING UP AND RESTORING

By default, the Tenant File is set to copy files FROM your Tenant File Virtual Server to
0KS W52gyft2IRAQ T2t RSNJ 2y &2dzNJ £ 201t O2
OK22a$S GKS TAfSa (2 O2LBEBIYR2 Q&®SYO6LKEA
0KS RSTFlLdzZ G aStidAy3 dzyRSNJ ¥/ K2@aS ! OGA?2
.S adzNBE (G2 O2Lk® .he¢l O(K@5WRIGICAKE 58 ORM ¢
0KS W/ 2Lk 2KIFI0 ¢eL)s 2F CAtSaQ aStaay3a A

hyOS (KS FAfSa INBF R2gyf2FRSR G2 &2dzNJ v
them to another folder on your computer, or possibly to a USB, Memory Stick, or

other drive for safekeepind. NE I S | ySg WF2f{ RSN 2y @K
folder TFBACKUPS or something similar. Remember that you are backing up only the
data and not your program.

~

NOTE:YaR2 ¢y f 21 Ra FT2f RSNJ YAIKd oS I O0Sa
O2YLJzi SNRa Gl ajolNE 2NJ e&2dz OFy 3ISa A
Use the Windows Copy command (or @Jlto copy the files, then use the Windows
Paste command (or Ci) to paste the files at the destination

a SR
y i 2
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Here is an explanation of the choices you have on the Tenant File Backups screen.

B3 Tenant File Data Copy and Restore >

This will DOWNLOAD the selected files (on the left) from your current Tenant File folder to your computer (download
folder). Be sure to move these files to a separate folder, and avoid overwriting any recent backups.

Choose files to COPY: Choose Action 'Copy to' (your local download folder)

FEATURES MDB @ Copy File(s) TO
TFEACKFLMDB

" Restore File(s) FROM

Copy What Type of Files
* Database Files (mdb)

" Data Files (daf)

Selected File Size:

Total Size of Selected Files:
|1.114.112

Selected File Description:

Metwork Caution: Fun this only from the main computer, not a workstation. Do not

attempt to copy or restore any files while another user is using the Tenant File on
our computer netiork.

How often do you want to be reminded to backup?

+ Remind me aweek after my last backup

Start Copy/Restore NOW

Femind me two weeks after my last backup

[ﬁ
" Remind me a month after rry last backup
r“

Never remind me, |live life an the edge Exit

Choose Action Tomake acopyof your databasdilesand send themo another
location, choose 'Copy file(s) TO'.

If you have already made a previous copy and wish to restore to your current

program, choose 'Restore file(s) FROMS + 9w, O NB T ddincehisS & G 2 |
will OVERWRIT¥our existing Tenant File informati@md take your database back to

the date and time of that previous backgpneaning you will lose all information,
transactions, checks and deposits entered since thatldatk S WYwSa G2 NBQ 7T
NOT REVERSIBIW¥e highly recommend that you hire a Tenant File expert or

computer techniciant®R 2 | ye& (el 2F WNBal2NBQo
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Copy What Type Choose either database files (MDB) or data files (DAT). The three
main database files that contain all of your data are:

1. TFDATAFL.MDB (the MAIN database with the majority of all information)

2. TFDATAOF.MDB (your inactive jiles

3. FEATURES.MDB (which contains information on each unit, such as interior,
exterior, etc.)

If youare utilizingthe Work Order Module, you will also want to copy the database
FAES YIYSR W2hwYhw5wda5. Qo

Thefiles that end with the DAT extension contain information such as report settings,
company infornation, and other important data and should be backed up.

How to RESTORE files

As previously mentioned, restoring files will overwrite your previous data. If you
restore the main database (TFDATAFL.MDB) it will effectively overwrite ALL of your
data with the file that you restore as of the daaad timeof that file.

The first thing you will need to do is to UPLOAD the files that you need to your Tenant
CAEtS ANIdzrt {SNISNX» ! FGSNI GKFGX @&2dzQf f
0KS W. I O1dzLJQ FSI (dzNBS @

¢2 adFrNIG>X Of AO] GKS WCAES !X 2FRQ | NNR ¢
File application).

1l s 70

-~

2dz oAttt aSS GKS WCAfS 'L 2FRQ A02y I az

5

1 File upload

¢CKFEG Attt G118 @2dz 2 GKS WCAtS 9ELX 2NE
OK224aS8S 6KAOK FTAfSa G2 dzLX 2R (2 GKS asNn
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ORI GF ol &asS TAf SaonceaNinadies ate@ploaded (Yol caf uplbasl & O d
Ydzf GALX S FAESa G 2yO0S0z @2dz Oy 06S3AY
Tenant File, OVERWRITING any files with the same name.

To begin théRestorgfunctionz a A YL @ aSt SO0 WYw8AK2AES C
l OUX2§8ft SO0 SAUOKSNI W51 G066l asS wCrRiILEBA 2 KYRO
¢ &8 LIS 2 Righlight theSfile€of your choiceunddt/ K22 aS CAf.Sa (2
When you are ready to restore your filsglect the button®{ G I NIi / 2 LI K wS 2
bh2dd ¢KS &St SOGAz2Y dzy RSlaEandentugon &hdtheF A f S &
@2dz glyld (2 NBaAaG2NBE GKS W51 Gl o6FasS CAf Sa
separately.

How often do you want to be reminded to backup™his option will keep a record of
your last backup and let you know when it is time to backup your files. We
recommend that you use this option to backapleastonce a week. We also suggest
that you set up separate weekly and monthly foldersyour flash drive, external
drive,etcF2NJ @2dzNJ ol Ol dzLJa &2 GKI O @2dz R2y Qi
a new backup. (If youdatabase corrupts, you might accidentally overwrite your last
good backup!)

Important note: If you Restore files into your current programgpu will overwrite

the existing fileof the same nameThis means that you will lose all information,
transactions, checks and deposits within your program and the information will

revert back to the date and time of that restored backuplake sure you want to

NEBLX | OS @2dz2NJ SEA&GAY 3T RIFGE® .S @gSNe Ol
WwSaid2NRyYy 3T T atiisSéionTsM@rév@rsiliieS O | dza S

Caution If multiple users have access to the prograia not attempt to copy or
restore files while other users are in the Tenant File. It will cause your database to
become corrupted. Make sure ALL users have closed the program before continuing.
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POSTING

dududd

Posting

ThePOSTINGButton from the Main Menu brings up a number of actions that will
post accounting transactions into the Tenant File.

POSTING MENU

ra Posting Options =NRc i&1
_?'_ = o
= mlp S

=6 R/

Quick Posting CAM Charges Recurring Posting
= @ i

DirectPAY Charge Late Fees Special Rent Charges Print Checks
Sec Dep Disposition Vendor Payments
Exit

AUTOMATIC POSTING (POSTING > AUTOMATIC
POSTING)
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i 8

Posting Options
Select Account To Use
« Post RENT amount

 Post FIXED amount Remark to use |

~ Post 26 of RENT amount
C Post % of CURRENT Balance Date touse | 10/25/2023

 Post MANAGEMENT Fee

Post ONLY to this due date:

 Post RENTAL Fee

 Post LATE Fee Scroll By

" Parking Fee Charge - Owner Last Name
" Cleaning Charge . iy N

o rope ame
Security Patrol

-
© Recurring Field #4 Tenant Last Name

Recurring Field #5 ¢  Unit Address
Recurring Field #6

Posting Range
" Post Owner Payments

Starting ((frst
I~ Skip Checks under $5.00

I Issue Checks for postings Ending ‘(Iasﬂ
I~ Consolidate Checks created

" Post to VACANT Units Begin Posting ‘ Exit ‘

CKS WHdzi2YFGAO t 2a0AyY 3G avFeslpavddNiBnd gdimeld K A y
saving feature. You are able to post transactions using any account category in the
system to any ledger automatically. You are also given the option to issue checks for
postings, consolidatthe checks created if needed, and post to vacant units. Simply
click on the option you wish to activate.

ttSFasS b2d3Sy ¢CKS Wl dzi2YIFO0AO t2adAy3aQ 7
Operating Account the first Bank Account in your system

You can post theent amount, a fixed amount, a percentage of the rent amount, a
percentage of the current balance, Management Fees, Owner Payments, late fees
and more. To remain in compliance with our previous versions, you can post
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AYRAGARdAzZE £ WwSOdzZNNAY3I CASEtRAQ Ay (KA& 3
aSOoUA2Yy O CK2dzAK GKA& aSOGAz2y oAt 2yf 8
time, it will let you create a check for the postingehat check will be created in the

Main Operating Account.

Note: As mentioned, some of the operations that can be posted here (such as
WwSOdZNNAY I CASER t2adAy3aQr L2 & ddmdided W[ | 0
in the programhowever,those functions haveeengreatlyimproved in recent
OSNAA2Y& YR OFy 6S LRaGSR St aS6KSNB Ay
info on the specific action you want to post.

In addition to the types of postings available, you will need to indicate various
Wt 2 ahiLAkyAZS JoloRs:

Skip Checks under $5.00f you are printing checks, this feature will not print checks
with an amount below $5.00.

Issue Checks for Posting3 his will create a chedkr the postings that you specify,

and place the check in the 'Entered’ check file. If you use this option, the actual

posting will not be made into the ledger until the check is written, as with all checks.
tfSFaAS b2GSY ¢ KS W wilzieaty ¢hécks ONLY 2odhé Maind Q 7
Operating Accoung, the first Bank Account set up in your system

Consolidate Checks createdf you are paying Owners or making a check to a single

LI @SSsY GKSYy | waLlX Ad OKSO1Q wvAftt 0SS ONEK
LI @SS o A4S GKAAa FSIFOdzZNB AT @2dz | NB L3
creating a check for those ptings. This would allow the individual postings with one
OKSO1 ONBIGSR aK2gAyNd SKEK YMEal Bt yAl(3 AN WA |
rather than multiple checks for each individual Management Fee posted.

Post to VACANT UnitdNormally, Automatic Posting will skip VACANT units, but you
can override that default if you want to also include VACANT units for posting.

THE FOLLOWING IS A DESCRIPTION OF INDIVIDUAL TYPES OF POSTINGS AVAII

Post RENT amountThis option will pull the information entered in thieent
tFeYSyidud FASEIR AYy @2dzNJ ¢SylFyd [ SRASNI Iy
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tenant. Even thoughhis feature remains for previous versgrihe easiest way to
charge rent is through theOST RENblitton from the Main Menu.

Post FIXED amounrtYou can post any fixed amount to any ledger as needed.

Post % of RENT amounThis will give you the option to input a percentage amount
of the rent to be posted. Enter the percentage amount (example 10%) when
prompted.

Post % of CURRENT Balan@éis will give you the option to input a percentage
amount of the current balance in any ledger. This option will take a percentage of the
Current Balance as of the day of posting. You cannot backdate this posting to be a
percentage of a previous balamcEnter the percentage amount (example: 10%)

when prompted.

Post MANAGEMENT Feg&his option will post a Management Fee to your ledgers
according to théManagement Fe@ Feht&dd it your Owner Ledgers. There are
20KSNJ g a&yt AS NS i the bt FilBso be sure this is the option
F2NJ &2 dzo LT &2dz OK22aS GKA& 2LWGA2Yy I @2
each Unit based on all rental income received withgivendate range. This method

is often used if the Property Management Company wants to create one eldok
endofthemothT2NJ | £ £ Wal yl3SYSyid C€SSaQ OKI NB:
date range). If you choose this method, you would run the procedure, create the
OKSOl YR LINAYy(d (GKS OKSOl 662 Fftft2g GKS
hgySNEQ LINE OSRdAzNB &

Post Rental FeeThis option will post a Rental Fee according to the 'Rent%' entered
Ay GKS hgySNI [ SRISNWP ¢KA& Ad y2N¥YIfte |

PostLATE FeeThis option will post a Late Faecording to the 'Late Fegétupin

your Tenant Ledger The 'Late Fegosting careither be a percentage of rent, a fixed
amount, or a percentage plus a fixed amount. If you need to post the Late Fee as a
percentage of the Current Balance rather than a percentage of the Payment, you can
do so by selecting 'Post% of Current Balancéiaathan 'Post Late Fee' but still select
your '‘Account to Use' as the 'Late Fee' Expersgain, this feature remains in this
section for compliance with previous versg however, the program can now
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dzi2YFGAOlItte OKINBS W[ IGS CSSaQ 60620K
Y2YOGK FYyR GK2a$S OKI (For@kidalNHoStingtde feed, you [ I (1 &
should instead use the 'Glige Late Fees' option under POSTIf\&@n the Main

a Sy dzo ¢2 aSd dzLJ I dzi2YlG0AO0 t+GS FSSaszx C
Tenant Ledger.

Post Recurring Charges {8) - This option will allow you to post whatevétw S O dzZNINJ
C S $idv@been entered in the 'Recurring-@)' fieldsas found under POSTING from
0KS alAy aSydz 'yR O®KEKATwPOEERNNNNAKGIH 2 A & A
amount(enter a number, no dollar signs, such as 35.25), a percentage patmeent

field (a number followed by a percent sign, such as 15%), or a percentage of the
payment field plus a fixed amoufguch as 15% + 35.25). You must enter the same

type ofrecurring charge for each unit. For example, if you are using Recurrind.Field

to entera®Wt I NJ AtkleBall €8i&s in Recurring Field 1 have to béarking Fee

NOTETheTenant Filéncludesr & SLJ NI} 0S &aONBSy F2N LI2ad
allows you to set up your recurring field labels and to assign specific charges and

I 0O02dzyia F2NJ SIFOK 2y So LY I RRAGAZYSZ &2
sametimewhen& 2 dz L2 &0 @& 2 dzNJ Y w SASTINBIRefHring Field NB S &
Postingfrom the Tenant File Main Menu.

Post Owner PaymentsThis optiondzy’ R S NJ W! dzi 2 i¥ detdirfedto rter@ain G A y 3
compatible with older versions of the Tenant FHerthe easiest way to pay Owners
use thePAY OWNER$tton on the Tenant File Main Menudhis option will allow

you to have the program enter each Owner Ledger and automatically search
transactions in the Owner, Property and Unit Ledgers in order totheshet ncome

due to the Owner. If you are managing sintenily residentiahomes,we would
recommend that you post the Owner Payments and Owner Receipts directly to the
Unit Ledger. However, if you are working with Owners that have multiple properties
andmultiple units you shouldpost Owner Payments and Owner Receipts to the
Owner Ledger instead. This will allow the program to search first through the Owner
Ledger and then the Property and Unit Ledgers within the Owner chain before
determining an amount due to the Owner. If the Osva that you manage request

that they receive a separate check for each Property, you can choose to post to the
Property Ledger and the program will search through each Property and
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corresponding Unit Ledgers to determine the net income. Please note: If you choose
to have the Owner Payment posted to the Property Ledger, you cannot enter any
Income or Expense postings in the Owner Ledger because the program-pals®y

that Ledger.

You do have the option to automatically issue Owner checks at the same time by
selecting 'Issue Checks for Postings', which will be posted to the selected Ledgers
Ff2y3 gA0K G0KS 20KSNJ OKSOl1a Ay @&2dzNJ wovy
OwnerPayments where checks are issued will not show up on your transaction

f SRASNA dzydAf GKS WOYGSNBR / KS01aQ | NFB
to be issued and posted to the Unit or Property Ledgers can be consolidated into one
check with splipostings by selecting the option 'Consolidate Checks Created'. This

will allow you to print one check per Owner with postings being split among his/her
Ydzf GALIX S t NPLISNILIASE 2N ! yAalao tfSFEaAS b
create checks ONLY¥ the Main Operating Account.

For eacHPosting Optionthat you selectyou will be required tselectthe Income or
Expenseéiccount by pressingth¢ { St SO0 | OWdodandhighlighting theS Q
name of the Income or Expense that you want to use for this postiag.can then
enter a'Remark to Useand'Date to Use'.The date will always default to the current
date. If you are issuing checks for ygastingsyou may want to change this date.

Post ONLY to this due datdJse this option if you want to make automatic postings
only to specific Units or Tenants, using their monthly due date. Enter a number 1
through 31. For example, if you enter a 5, the Tenant File would only make automatic
postings to Unit or Tenant Le€ that have a 'Due Date' of the 5th of the month.
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Post to

Owner Parter

Property  |Porter Investment Properties

Unit 11275 Cedar Trail Drive

Tenant Bradley

Transaction to be posted

Date 10/26/2023  Amount  |of Check |yn

Remark |Air fitter replacemsnt

Account |Renairs & Maint PostTo |ypit

Payee |

Go Back Post This Skip ‘ Post ALL ‘
Exit ‘

Scroll By Depending on whether you are posting to an Owner, Property, Unit, or
Tenant, the Tenant File will scroll by the appropriate name. If the Account Category
you select is a ‘General' account, you will need to specify which ledger to post to.

Posting RangeYou may limit your postings to a specific group, normally using a
range of Owner last names, Property names, Unit addresses, or Tenant last names.
ThisW! dzi 2 Y I (i Xe@uraisXdi multigledpOstings|f you wish to post to only a
few ledgersyou maychooseinstead to post directly to the lagkr,use the®uick
PostingXsection, utilizethe PAY OWNERSction orusethe POST RENbption.
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When all options are selected, press your 'Begin Posting' button. At the Posting
Menu, you will be given the option to process each posting individually by clicking

Wt 2a0 ¢KAAQZ A1AL) LRadAy3aa oe& Of AOlAYS3
Fie post everything automatically according to the information entered by hitting the
Wt 2ad 'f€fQ odzid2y®
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QUICK POSTING (POSTING > QUICK POSTING)

The Quick Posting Screas found under POSTING from the Main Menu and then
Wv dzA O] istaéthipd of @Sing transactiof®m one screen without creating
checksthis feature remains in this section for compliance with previous versions

¢ K QuicWPostin@ & GillbsS/gu to perform repetitive posting jobs (to the
ledgers)without creating acheck or depositNote: If you are utilizing the
CHECKS/DEPOSIT feature of the program where you are creating checks and deposits
for all transactions, you would not use this sectionK S W osting0 12 Ligl A 2 Y
faster than posting directly to each ledger since you remain at one screen and do not
need to move to each ledger before posting. A convenient dropdown box is shown for
you to select the destirtaon of each transaction. Alsd, K Quick®Postin@ & ONB Sy
carries forward the information from one transaction to another, which can be an
extreme timesaver in repetitive situationd|kemaining on this screen does not allow
youto see the other existing postings in each ledgex you do when posting directly

to the ledger.In addition,you cannot create a check or a deposit with this feature.

Once you enter the information and click down to the next line, you cannot go back

and edit the line. You wouldeed to delete the entire line and +enter the info.We

R2 y20 NBO2YYSYR UGKI(O @2dz dzaS Wvdzi O t 2
using thePOST RENbLtton on the Main Menu screen does that more efficiently.

To start. click on an option under 'Post To Selection’. You can use one 'Post To Selection' per Post To Selection
posting session. To start a new session. exit then re-enter Quick Posting. Press the 'space bar'

.
to copy the previous line. Note: Each row is saved and POSTED when you click on another row. Qwner Ledger
Do not edit a row that has already been posted. Instead. delete the row. then re-enter. Note: © Property Ledger
Quick Posting does not create checks. C  Unit Ledger
Tenant Ledger Balance Fayrnent Amount & Tenant Ledger
| € Both (T/U) Ledgers
Date Accourt Arount |Post To Remark Status
10/16/2023 |Lawn Maintenance ($32.00) |Bradley, Gary Spread weed and feed on front lawn T
10/15/2023 |Lawn Maintenance ($32.00) Deeders, James Spread weed and feed on front lawn T
10/16/2025 |Lawn Maintenance ($32.00) |Fieldstone, Randall Spread weed and feed on front lawn T
10/15/2025 | Lawn Maintenance ($32.00) | Flowers To Go, Spread weed and feed on front lawn T
* -
Clear Print Exit
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CAM CHARGES (POSTING > CAM CHARGEYS)

i

CAM (Cormmon Area Maintenance) charges are expenses that are divided among Tenants. They are usually for expenses such as building
raintenance, taxes, or insurance. The only accounts that can be used for CAM charges are 'Tenant' expense account categories (status
'T'). s0 be sure you have created at least ane CAM account under Preference/Edit Accounts, posted to (Tlenant. If you choose multiple
accounts for CAM charges, atransaction will be posted for each one. When you are ready, click on the 'Fost CAM Charges NOW" button.

CAM Charge Name: |TE'}<95 and Insurance Existing CAM Charges: | J
Step 1: Step 3:
Select how to allocate the CAM charges: Click on any 'checkbox' below to add or erase a CAM charge.

Click the Account NAME to show the details for that CAM

* ! OO . .
Based on the Tenant's ¢ of the TOTAL square footage charge under "Account Selected Information’

Based on the Tenant's 22 of the LEASED square footage.
Divide evenly among ALL units. ZCAM Charges
Divide evenly among all LEASED units. HUD Payem Charge
Use amount or percentage entered in Recurring Charge Field #|17

TN

Late Fee Charge
Misc Tenant Expense

S el o . NSF Fee Charge
Charge to (choose individual items below): Parking Fee Charge
& Al Tenants of one or more Chwhners. Rent Charged
Al Tenants of one or more Properties.
© Specific Tenant/Unit Account Selected Information
viJones, Mary Account Selected:  CAM Charaes
v Kobella, Foster CAM Amount: $12000

vl Porter, Dr Johin
v Redford Investrents Ltd.,

¥ Synergy Properties LLC, Total CAM amount {combined): $120.00

Date for transactions: | 10/25/2023

Post CAM Charges NOW ‘

Remark: Taxes and Insurance

‘Ward, Mark

I select all

Create a NEW CAM EDIT the displayed SAVE the displayed Delete the displayed
Charge CAM Charge CAM Charge CAM Charge

Exit ‘

CAM (Common Area Maintenance) Charges casebepand posted by clicking into
POSTINE NRPY (UKS al Ay aSydz I yR GAS{CRa@ésrey 3 W/
usually expenses such as building maintenance, insurance, ortteatese divided

amount agroup of Tenantt KS W/ !'a [/ KFNHSQ aSOilAz2y 27
versatile that you can use it to automatically post virtually any expense to your

tenant, even any of the six recurring charges found in the Unit Information area.

W/ 2YY2y I NBlI alAYyUiRYLYOSAYRI NBESERSI NBSY
account categories that are available are accounts that are posted to the Tenant
Ledger, so be suypou have at least one CAM account set up ursiET TINGS >

W1 R R kcgdrritgbelection from the Main Menu. The charges are allocated by

Owner, thereforeif the Owner has onlyree Rental Unit, the full chargeilhbe
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processed against that one Tenant. However, if another Owner has four Rental Units,
iKS OKINBS gAff 0S RAGARSR 0SGsSSy GKS
Select how to allocate the CAM chargekhere are several ways to divide the

charges. If you choose to use a Recurring Eietdrough 6), the Tenant File will post

the amount that you have entered under each Unit Ledger for that Recurring Field. If
you entered a percent sign after the amount (such as 10%), the amount posted will

0S I LISNOSyYydl3asS 27T i Kdherwisythe imoOnd podtdd &ilV S v {
be a flat fee.

Charge toYou have the option to charge the CAMargeonly to the Tenants set up
under one or more Owners, the Tenants set up under one or more Properties, or
individual Tenants and Rental Units. Just enter a checkmark on the right side of the
screen for your choices.

Account Selected InformationWhen you click the 'Choose Account' button, you will
aSS G(GKS | 002dzyia GKIGO e&2dz KIS asSid dzl) 7
hyteQ | O02dzyiao o /[ ftA01 2y I ALISOAFAO !
details for that specific accounClick on the checkbox to create or delete an account.

For each account you select, the Tenant File will make a separate charge to the
¢CSYlFyiQa [SRASN® LT @2dz ¢Fyid &aSLINIFGS 0
can crate separate accounts for the postings. Otherwise, create one main CAM
charge for all.

To set up a new CAM Charge in your system, click onto POSTING from the Main Menu
YR W/ la [/ KFENBSaQ YR G4KSYy W/ NBIFIOS | bS
CAM Charge NamEor exampleify2 dz OKI NBS | ALISOAFAO hgy
Waintenance, Taxes, and Insura@ace a monthyou would enter a CAM Charge

name similar to the fedf the yearly chargéor this fee forall 3 combined is $12,000

(i.e. Maintenance, Taxes and Insuran@)d you have 6 tenants for this owndnat

would indicate thatach month a charge for $1,000 (12k / 12 months) would be

divided amount those six tenants. Undeiep 1- Gelect how to allocate the CAM

Charge’, ya would choose iyou want that Cam Garge divided evenly among the 6
¢Sylydaz olasS AG 2y St OK ¢ SyrlesgédQuits, (0 2 (0 | €
etc. UnderSep 2-'Charge to' you would choose 'All Tenants of one or more Owhers
andOK22aS GKS hgySNDa ylIYS FNRY GKS tAad
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On Step 3ou would select the account. You have 2 choices:

#1- If you want one transaction to appear in the ledger for each Tenant, you would

set up one account for all 3 charges (Maintenance, Taxes, and Insurance) and call it
something like ‘Monthly CAM Charges'. Then click the ‘Choose Accounts' button and
set up this charg@® OYGiSNI 6KS W/ ! a [/ KI NHshgthey 2 dzy ¢
amount $1,0000 ¢ KS | OO02dzy i A& G2 06S &aSi dzLJ LINB
1 002dzy i a Qv

#2 - If you want detailed transactions for more detailed reporting, you would set up 3
accounts, one for 'Maintenance Fees', another for ‘Monthly Taxes', and another for
'Insurance Fees'. Then click the 'Choose Accounts' button and choose all three
accountsQ9 Y U SNJ 6 KS W/ I a [/ KI NBS, using thdeyaila@ouhty R Y
for all three of$1,000.You will see that total next to the TOTAL amount to be

allocated' fieldo ¢ KS | OO02dzyiia IINB® G2 oS asSd dzLy LI
1 002dzy i aQdo

Your settings are saved, so you only have to set this up once. Each month, you would
need to enter this screen and click the 'Post CAM Charges NOW' button. Of course, if
you only charge CAM charges once a quarter or once a year, you would divide the
total charge differently.

Note: Be sure to do a small test when you first set up your CAM charges, to be sure it
IS posting the way you want it to.
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RECURRING POSTING (POSTING > RECURRING
POSTING)

Fecuring Fields  [enter number amount or percentage of rent]
Fecurring Field #1 Fecurring Field #4
Fecurring Field #2 Fecurring Field #5
Fecurring Field #3 Fecurring Field #6
|« | = > | =] Notes BD_aT;r?(;e Tree ‘ SE" ‘ Find ‘ Delete

In the Unit Ledger, you will find the six separate Recurring Fields that the user can utilize
to automatically post Income or Expense accounts on a regular basis to your Tenant or
Unit Ledgers. The labels for these six fields can be customized to shexeaittename

of the Income or Expense.

First, click intOSTING from the Main Mehuy R WwS OdzZNNA Y 3 t 2a G A
GKS aAE FTASEtRA (2 daAaSsT (éeLlS Ay GKS ylI Y
the correct Income or Expense Account to use for the postihg. Accounts will need

G2 0SS 4SO LINA2NI 02 ONBFGAY3 I WwSOdzNNR Y
aSydz yR GKSY W!I RRKO9RAUG ! O02dzyiaqQo

Once you have labeled the fields and selected the accogots) each Unit and enter

the amount for that particular expense under the field that is to be posted to the
NEfl SR ¢Sylyd 2N ! yAlo LT &2dz SYiSNJI |
will be posted. If you enter ¥ dzY 6 SNJ ¢ A G K | WLISNOSy Gl 3s
LINEINIY gAff 1y2¢ OGKIFIG @2dz glyd G2 LA
entered in the related Tenant LedgeY.ou can also enter a percentage plus an
additionalamount (for example 10% + 10). This would charge 10% of the payment
amount plus an additional $10.00.
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&

Recurring fields allow you to post transactions that are specific to a group of rental units (typically other than rent or management fees).
Faor example, you might need to post parking fees to a paricular group of rentals, or taxes for certain rentals. The Tenant File allows you to
hiave up to B recurring fields. On this screen, you will set up the label or name that you want to use for each recurring field, and the account
to use whenitis posted. Then, you will need to go into each rental unit (click the 'Units' button from the Main Menu), and set up the
amount you want to use under the carrect label. Note: Posting Recurring fees does not create a check - 1o create a check for recurring
fields you can go to Posting = Automatic Posting instead.

Recurring Field Labels Recurring Field Accounts

Recurring Field 11 |Parking Fee Charge Recurring Field 1: |Parkir1g Fee Charge j Expense
Recurring Field 2: |Cleaning Charge Recurring Field 2: |Genera| Cleaning j Expense
Recurring Field 3: |Securi‘ry Patrol Recurring Field 3: |Seouri‘ry Patrol Fee j Expense
Recurring Field 4. |Recurring Fiald #4 Recurring Field 4: | j
Recurring Field 5. |Recurring Field #5 Recurring Field &: | -
Recurring Field 6: |Recurring Field #6 Recurring Field 6 | j

Mote: Recurring accounts can only post to Tenant, Unit, or Both

Recurring Field Posting

Choose which fields to post: RElS SIS oS

10/25/2023 ‘

Transaction remarks:
Parking Fee Charge  [parking Fee for November
Cleaning Charge Clearing Fee for November
Security Patrol Security for Novemnber
Recurring Field #4
Recurring Field #5 |
Recurring Field #6 |

<l

<]

<]

Fields NOW

Post all selected Recurring ‘

.

Save and Exit ‘

When you are ready tpostil KS  Ww S O dzZNNROSHNSCBS G RNNIT2 I (it2?
YR OK22aS GKS O2NNBOU WwSOdzNNAY3I CASTEF
t2adAy3aQ yR OfAO1 WwWtzad Fft asStSOGSR
the postings for the individual amounfasentered in the UniL.edgernnformation

sectiong to the corresponding Unit, Tenant or Both (according to the Account pre

aSt SOGSRU @ LYy GKA& aSOGAz2ys>s &2dz Oly LI
with just one click.

C2NJ SEI YLX ST AT @&2dz ySS Rcleanhged ® be cdatgedr Ww
to a select number of your tenants, you would first create the field label called
Wionthly Cleaning Fe&as indicatedh y Ww S O dzNNISefedtthe A St RQ |
O2NNBALRYRAY 3 IGéneral Giganirgi 2 ODE dA 2 d2NJ WKSyY
LYF2NXYI GA2Y aSOGA2Y T2 N SGEMECledntyhbrged 0 K
and enter the individual amounts for each rental unit in that field. When you are

ready to proces the charge, click intBOSTING wS OdzZNNAYy 3 CASE R t
Wionthly Cleaning F&& NX O dzNNXA y 3 charde folBerendl Klednlfgpd( (LGS
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will process a charge for every Tenant that has an amount entered under that
LI NI A Odzf I NJ WwSOdzNNAYy3I CSSQ FASEROD

Note:¢ KS WwSOdzNNAY3I CASER t2aiPOgTING g1 & 2 N.
Wdzi2YFGAO t2aGAY3Q AY SEFENIASNI OSNEAZ2YA:
compatibility, however, we recommend using the screen above instead. This new
method allows for multiple fees to be posted at the same time.

POAETATAY3 GKS WwSOdZNNAY3 t2adAy3aQ asSoaa
aSOuA2Yy Aa | 3FA22R 22t G2 dzasS AT @2dz KI
@2dzNJ Sy lyida o020KSNJ 0Ky WwSy(d [/ KFENBSRC
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DIRECT PAY (POSTING > DIRECTPAY)

TheDirectPAYoption lets your Tenants pay their rent onliméth transactionsbeing
automatically posted to the Tenant File software. Management fees can even be
charged automatically for those payments. Your Tenants can use a password to pay
their rent online, or you can set them up for recurring payments.

It is easy to get set up and easy to user additional information on this Option,
please see our website atww.TenantFile.cor» PRODUCT ®iectPAVACH
Payments.

3 Direct Pay Main Menu =N EEh 5

Welcome to Tenant File DirectPAY! Choose from one of the options below to upload your information and download any
payments that have been received.

Upload ALL Tenant File Owners, Properties, Units, and Tenants

Usga this step ONLY ¥ pou are zeiting up DirectPAY for the et time OR ¥ pou have added o dalated ary Dwners, Propeities, Unitz, of
Tenants inthe Tenart File Program

Upload All Info NOW

Check for any Tenant rent payments

Us= this step each lime you want to download any Tenant rent payments that have bean made. Thiz will enable you to post the paymants
autornaticaly to tha Tenare Fie ledgars, phus you can oplionaly charge management fees on those payments and cieale a iegister ety

Download and Post Rent Payments

Make Direct Payments for Owners or Yendors from the Tenant File to their Bank Accounts

Use this step 1o llarsler ary chacks n the Entered Chack File to the bark accounts of Dwners of Vendorz automaticaly. To do this, you
must have alieady sat up the bank accounts for trarsfer and have set the appropriate Owiners o Vendors for papmeant using Direct PAY.

Make Payments to Owners and Vendors

Activate your DOwners, Tenants, or Vendors to use DirectPAY

Pesloem this slep to actvale of change the Owners, Tenanle, or Vendors that uze DiectPAY saivice. You must use the: zeclion in arder to
aclivate ary users of the Direct PAY system

Activate o Change TENANTS |

Activate or Change OWNERS |

Activate or Change VENDORS |

1085

Rest Log in ]
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CHARGE LATE FEES (POSTING > CHARGE LATE
FEES)

i
This program will compare all 'rent charged' to 'rent received' in order to obtain the amount of rent currently owed. Then it will charge a
Late Fee to the TENANT'S LEDGER based on your selections below. You must have a rent 'due date’ entered. Your settings will be saved.

Mote: This late fee posting screen is for GLOBALLY posting late fees based on the current date. If wou want to postindividual late fees automatically, see the
instructions inwour User Guide.

How do you charge late fees? Fixed Charges

@ Fixed charge 10% fixed charge

- .
Daily charge (Use %2 if percentage. such as 1024,

" Fixed charge plus daily charge or a numeric amournit)
Charge late fees as of this date: 10/25/2023 | & Post late fees one by one
(This is also the date of the Late Fee transaction to be posted) © Post all fees automatically
Options
Charge Late Feesif . .. If Percent. charge based on what?

) Percent (%) of Current Balance Due
© Any rent amount is due through above date

) ) @ Percent (%) of any Current Rents Due
@ Onlyif FULL rent amount is due

©  Percent (22) of Full Rent Pmt Amount

If Daily. when do late fees begin? Late Fee Limits
5 days past the Tenant's due date MINIMUM charge
(This arace period is 'added to' the due datel MAXIMUM charge

Account Defaults

Rent Income: Fent Received

Change Account Post Late Fees Now
Rent Charged: Rent Charged Defaults

Late Fee Charged: Late Fea Charge

CHANGE ALL

Late Fee Remark: Late Fee Charged to Tenant Individual Late Fees Exit

You can charge late fees several ways in the Tenant File depending on your needs.
Once you determine the best method for your accounting, please consider each
option and choose only one posting method. Older versions of the program posted
late fees in thePOSTING®! dzi 2 Yl A O t2adAy3IQ &aSO0A2Y
O2@WSNBR Ay (GKS Wi dzi2YFGAO t2a0Ay3Q asSoi
CSS t23a0Ay3Q YSGK2R A& SFAASNIFYR Oly ©

Theimageshownabovewas developed to allow users set uplate fees with more
2LI0A2ya GKEFY (0KS WHdzi2YFGAO t 2aheMsgidQ Y S
Menu by clicking intPOSTING Y R 4 St SO0 A y 3 THYWK H NiBBGe&fSISDS
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Is 'Global', meaning that you wile setting up aonsistent method for charging all of

& 2 dzNJ ¢ Sy | yRoCeaampldif o8 char§e% 4 0%ate fee to allof your

tenants after fivedays @ 2dz Oly aSid WGRB &WOEFokY DS NG
fee in each Tenant Ledge®nce you have completed all of the required information

on this screen, if you choose, you can click the button on the lower section (next to
0KS 9-L¢ odzid2yov G2 KIF@S GKAa WwW3Afrgonl £ 3
This would be done after you have set up your Tenants. When you have a tenant
move out (or if you manage new tenants), you would be able to click into the
AYRADGARdIzZEf £ SRAISNI FYR aSd GKS WwWDt2o6lk f |

LT &2dz KIS @I NRA 2dza W[ (forldifferentfOlvieB 3 Q | Y R K
example)@ 2dz g2dzx R y2i 0S5 | 0f.9thatzasezios willsktS Wi
dzLJ S+ OK dSylyidQa L3S FSS AYRAQGARdzZt Ay
W{9¢ | t K xL AceyoCentdr{iydudsettings one time, they will be remembered

to keep you from having to enter them again.

The program will allow you to either set the program to automatically charge the

W iSSecSSSKQiAy3a GKIFG 2LIGA2Y dzgrRifSoW0 { 9¢ ¢ L
choose) you camitiate the chargesach time you want to charge late fedéyou do

not want to set the program to charge your late fees automaticalieoyou are

ready toprompt the program to charge thefee82 (G2 t h{ ¢LbD B W/ K
andclick on the button 'Post Late Fees NoWe Tenant File will take you through

each Tenant, giving you a chance to skip or post the fee.

| SNBE | NB G NA2dza 2LJiA2ya OGKFEG | NB |
[ -

¢CSYylyidQa
Fixed Charge

Use this option if your late fee is a fixed amount charged once, such as a flat rate
charge of $25 if rent is not paid by the 5th of the month. You can also enter a
percentage2 T G KS WwS Yy ibbe chatggdSnstéa@ of & flataiméunt, such as
MUE: 2 TF (O Kebt cliagg/Moyllinged to enter the fixed amount in the box to

the right. Use a % sign after the number if you are entering a percentage; otherwise
enter a number only without a dollar sign, such as 25 (flat fee) or 10% (percent). This
section allows for whole dollar amounts only (no cents).
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Daily Charge

Use this option if you charge late ®daily, such as a $5 charge per day for each day
late. Enter the daily charge in the box on the right. You can even charge a percentage
RIAf & &adzOK | &ennamouper dayKUBe atoGsigh aftér dé number

if you are entering a percentage; otherwise enter a number only, without a dollar
aA3dYyI a4dzOK Fa p oFtlLd FSSO 2N M2 0LISNDS
OKI NBHS | W5 Afé& CSSQ (2 @é&2dz2NJ ¢Sylyiao

Fixed Charge plus Daily Charge

This allows you to have a combinationadfixed chargend daily charges such as a
flat fee of $25plus $5 for every day late. You will need to enter an amount in both
boxes (no dollar signs).

Charge Late Fees as of this Date

¢CKA& RIGS gAft 0SS GUKS RIGS dzZa&SR F2NJ GKS
ledger. Theent dueis calculated by comparindLL'Rent Charged' t&\LL'Rent

Received'. (You may have edited these account names, but you can use whatever
name you wish by selecting it at the bottom of the screen). This meansdhtadue

may even be for past months. The late fee is based on this amount, so it is important
that you have charged and posted all rent transactions up through the current date.

Charge Late Fees if

.2dz YIe y20 ¢ltyid G2 OKFNBRS | -GS F¥SS d
have the option to charge the late fee if ‘any amount' is due, or only if the 'full

amount' is due. For example, if some of your tenants make partial payments
throughout themonth, you have the option to NOT charge a late fee unless they owe
0KS Fdzf f Y2y iGKQa NBydGo®

If Percent, Charge Based on What?

If you are charging a percentage instead of a flat fee, you can select what that
LISNDODSy G338 A& ollaSR 2yY GUKS ¢SylydaQa Od
2NJ Fdzf f NBYyG FY2dzyd 2F GKS ¢SylFydiQa NBY
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paid, or not). We do not suggest using the current balance since that amount will
change with transactions that are posted to the Tenant Ledger.

If Daily, When do Late Fees Begin?

If you are charging late fees daily, you need to tell the Tenant File when you want the
charges to beginYou may choose tbhegin the daily charges starting the next day

after the rent was du@r you can choose tgive thetenant a few days 'grace’ prior to
begimingthe charges. Whatever number you enter here3{), it will be '‘added to'

the due dateFor exampleif the Tenant rent is due on thé'and you want the fees

to be charged starting on the 5th, you would enter a 4 hdfee due date (1) plu§t)

days. If therent is considered late on th&™ of the month you would enter a (1). If

the rent is past due if not paid on the due date of ttet (day the rent is due), enter a
6novd ¢KS ¢Sylyld CAtS gAaftft G1F1S GKS ¢Syl
charging late fees on the 5th, and the Tenant has a due date beyond the 5th, the late
feewillnotbechargedL &t A &4 @SNE AYLERNIIFYyOd GKFG &2d
' Y2dzy 0 YR | W5dz2S 51 0SQ Ay St OK pmo&ss yiC
the Late Fee Charges. If the information is not entered, the Late Fee will not be
charged.

Late Fee Limits

Some states hava 'Maximum' late fee charge. Regardless of wieatisset to

charge it will never charge a higher amount to the Tenant than you enter here. You
may also want to enter a ‘Minimum' fee to avoid a needlessly small amount to be
charged, especially if you are charging a percent oféngainingrent due, which

could be a small amount.

Once you have entered all of your settingaye checked to make sure that you have

I WYt ledYSyld CAStRQ |YyR | W5 dz&lickdn (P&stlLat& A S f
CSSa b2gU (2 tBAayla GAISA 2@ & (02 QiSKeam chobsé | v
02 Wt2ad [FGS CSSa \deyw dhe inf@grmatioyf @ach BenaitK I
that is due a late fee (and be given the chance to post or skip) prior to any posting

G2 wt2ad ff.FSSa ldziz2YlFLGAOIffeQ
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The Tenant File will allow you to set the progranatdomaticallylJ2 &8 & W[ | 6§ S C
/| KFNBSQ (UNXyalOlAazya Ay SIOK GSyITkidis f SF
a good tool to use if you charge daily fees to your tenaiits set the program to
automatically charge Late Feeseshe information underSETTINGSW[ | §S CSS
{SGOAY3EAQ AY GKA& ! A4SNJ DdZARS @
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POSTING SPECIAL RENTS (DAILY, WEEKLY, ETC -
POSTING > SPECIAL RENT CHARGES)

This section allows youto po$t{ LISOA I f wSydaQ &adz-OK | & RI
time interval. If all of your rents are due monthly (on a particular day each month)
youwill not usethis feature, however, if you have weekly rentals, rentals with

scattered due dates, or vacation rentals, you will use this capability. The instructions
are on the screen, but here is a brief overvi@w. use this feature lick onto

POSTING from the Main Menu as&pecial Rent Charg2%he columns shown of

Whgy SNRI Wt NP LIS NI 3rQ@ S y Wiy £ F IR0 e ik@ R R NE
from your individual ledgers.

Repeat- Enter 7 for weekly rents (charges rent every 7 days), 14 faebkly, etc.
Start Date- This ighe date that ypu want this feature to start charging rent.
End Date This ighe date thatyou wantthis featureto end charging rent.

Last Posted This is the last time rent was posted automatically

7

Active-¢ KA & Ydzald 0S W, Q AF @&2dz ¢yl G2 dz

u»

B

On this screen you can set up special rents, such as daily. weekly or any interval of days. If the rent is to be posted once Display Options

a month, do not use this screen - just enter the due date under the Tenant information. To use this feature, you must have ~  Add or Edit Special Rents
your 'Rent Charge' set to 'Automatic’ under the 'Post Rent’ button and for each tenant below. remove the 'due date' in the P

Tenant Information. & Display Special Rents Only

Repeat Mumnber of days until the next rent will be charged again. fweekly, this numberwill be 7' Valid entries are 1 (every day) through 365 (once ayear). Reguired.
Start Date: First date when the automatic rent posting will start. The repeat cycle starts from this date the first time. This is required field.
End Date: When the automatic rent posting will stop. You should use the lease ending date here. so rent doesn't continue to he posted after the lease has expired. This is a reguired field

Last Fosted: Date thatthe rentwas last posted. This will be hlank to start, butwill hawe an entry after the first rent is posted. The 'Repeat’ entry uses this field to determine when rent should
be posted next. You should not change this field unless a posting was missed

Actrve: You MUST enter a ™" if you want to sawve this special rent charge. An '™N'will keep the seftings, but disable rent posting, and & 'blank’ field will delete the posting completely

Note: This screen is to display the Special Rents that you have set up. To make any changes. click the 'Add or Edit Special Rents'.

Cwner Property Fental Unit Address Tenant Payment  |Due|Repeat |Start Date |End Date  |Last Posted | Active
» |Kohella, Foster Foster Lake Rentals Cahin1 Radclift Barbara $480.00 3 7 8172021 |afjzoz4 e

kobella, Foster Foster Lake Rentals Cabin 2 Deeders. James $200.00 1 7 g/d/2021 (104372024 hd

kobella, Foster Foster Lake Rentals Cahin 3 WACANT $150.00 7 10/25/202z (81 4/2024 N

Print Screen Exat
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Important Note:In order to use this feature,op MUSTset the Tenant File for

automatic chargingofrent yR RSt SGS (GKS W5dzS 5F4G4SQ A\
82dz ¢l yid G2 aSi dzLl @FeidKso,LlckiSoPOSTTREMTSgna t
0KS al Ay aSydzlwaytk CHARSY RENS tb 8l0fimy Tetmitce a
OKSO1TYIN] Ay FTNRByYyG 2F W KIFINBS NByda !'!¢
bh | { 9w L b dKaweang iLybubh&@monthly rents, those will also be
charged automatically.
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PRINT CHECKS (POSTING > PRINT CHECKS)

i
|1 - Management Account: First National Bank j Sortby:
& [Date
: : . " Payee
Starting Check Starting Date to use: . .
Murmberto use: {leerve blank to use Check ™ Skip Print - Post Only ~ Amount
134 Highest Ck# +1 JJg W Print Check Number on Check «  Entry Order

To select or de-select individual checks, hold the Control key down while selecting rows in the far left column.

Date Payee Armount Remark
10/24/2023 |Foster Kobella ($200.00) Proceeds Paid to Owner
102442 vnergy FProperties LLC Proceeds Paid to Cwner

Total of Selected Checks: |($500.00)

Order Checks Select All De-Select All Start Printing NOW Exit

The transactions associated with a check are not posted to the ledgers until you
actually print the checks. When you are ready to pciméckghat are inyour

WOy (iSNBR clickifdih {CLOLPQFNRY GKS al Ay aSydz
(You can also choose to print your checks by clicking onto CHECKS/DEPOSITS from tt
Main Menuandthen clicking ontdahe button on the bottom of the screen called

Wt NAY §. {/SKESOa 6 KS O2NNBOUG Wlownyligton the&X@p2 dzy (i ¢
ofthescreent KS AYFT2N¥I 0A2Y LINBASY (ISR Aallofi KS
the entries in the 'Entered Check’ file. You can sort the list different ways by changing
GKS asSdiiaAay3a Ay GKS -sele@aldheckslick tilezdfrert ¢ 2 & &
button at the bottom of the screen. If you just want to print individual checks from

the list, hold down the 'Control' key (Ctrl) and click on the rows you want to include.

Sarting Check Number to usel'he Tenant File will remember the last chaaknber
printed, but be sure to look at your chestock in your printerand start with the
next check number by entering the correct number here.

Starting Date to useYou can choose tdeave thisfield blank,and the program will
use the datepreviously entered when the check was createol ¥anenter a
different datein this field if you choose.
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Print Check Number on Check checked, this will print the check number in the
upper right area of the check.

Skip Print- Post Only If you have already printed out a check and just want the

postings to be transferred to the ledger, and for the check to be moved to the

'‘Printed Check' file (instead of the 'Entered' file), put a checkmark here. This selection
will do everything normayl done when printing a check, except that the checks will

not be sent to your printer. Users that do not print checks yet want the checks
SYGSNBR Ay GKS W. Iyl wSIAAGSND gAff dza S

Start Printing:When you are ready to print your checks, click this button. Once the
checks are printed, you will want to view the checks to make sure that they printing
correctly.

hyOS &2dz2NJ OKSOl & KI @SdzLINA ¥ QNSRS Y e R YR ¥ QAIf i
printedc Do you need to re INA ¥ Vi KQI &S @ 2 dzNJ LINAY G4SN RAR
correctly or you want to maifly the check(s). If you click Y&t you need to reprint,

all of the checks will revert back as if you had not initiated the pramhain in the

W9 v 1 SNB R ardkh8 teahsacGohd wil ot be posted to your ledgekake

the necessary changes and reprint the checks. If you answer 'No' (to not repltint), a
selected checks will be transferred to the 'Printed’ check file and you will not be able
edit orNB LINA vy i @ hyOS Y20SR (2 GKS Utpddtkdy i SR
to the ledgers
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SECURITY DEPOSIT DISPOSITION (POSTING > SEC
DEP DISPOSITION)

This section will allow you to post acirity Deposit dispositiorto your tenants when
they have vacated the Rental Unito use this feature, click #OSTING from the
Main MenuandW{ SO 5 S LJ . ¥du williaéthefolodviyigtscreen:

=8
Select the Tenant that is moving out: Deposit Remaining: $0.00 How do you handle your security deposits?
@ | don't make an account-to-account transfer
Gary Bradley - Porter Investment Propertiesf1276 Cedar Trail Drive j
IHirst transfer from escrow to another account
Transfer Security Deposit into Tenant Ledger Credit Unit Ledger (Owner's Accounting) with Forfeited Deposit
Deposit Amount: Arnourt:
$700.00 $100.00 ‘
Forfeited Dep Change
Default & t
REuiteceount |Seo Dep from Escrow Change SlauiLAGEoUN L
Default Bemark: \Security Deposit Forfeited to Cwner
Default Remark: |Tran5fer from Escrow Account to Tenant Ledger
Subtract amount to charge Tenant (skip if expenses are posted)
Amount:
$100.00 Iw Click here to farfeit this amount to the Owner (in the Unit Ledger)
Default Accaunt: |89CU|'H')( Dep Expense Change
Default Remark:  |Seoyrity Deposit Expense to Tenant
Refund the remaining Security Deposit to Tenant Ledger
Armount: I Create Tenant check
$600.00 -
Date for all postings: 10/25/2023 |

Diefault Account: Security Dep Refund Change
| ty Dep g Note: If you need to write checks to pay for expenses regarding this tenant's

account. you need to do that first. That should be done before proceding.

Default Ramark: |Seour|ty Deposit Refunded to Tenant

Post Security Deposit Disposition NOW ‘ Exit ‘

Simplyclick thedropdownF NN g Ay GKS WwY{StSOu G(KS
andselect the tenant that you need to refund or forfeit the Security Deposit for.
Once the correct tenant is selectetie currently entered security deposit will be
filled in for you. This information is pulled from your Tenant Ledgermation under
W5 SLI2AAG wmQ thergfdre ifthe Bfbadatidn doesin@t show to be correct,
exit and view the ledgerlt is very important that you make sure that all of the
information and accounts shown on your screen are corpeictr to continuing The
settings on the screen are below:
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Transfer Security Deposit into Tenant Ledg&his will show thé&ecurity Deposit

amount thatyou are currently holding in Escrow for trentant. Typically, this is the

full amount ofthe Security Deposit(unless you had previously used part of the

Security Deposit amount for tenant expenseB)e purpose is to show that money

gl a GNI YAaFSNNBR 2dzi 2F SaONW@: IflyofiBseo | O
LI NG 2F GKS (SylyidQa {SOdaNARGe 5SLkaAirid L
SRAG (KBQWERIWPESHRAAT HQ FASEIR I OO2NRAY

Subtract any amount that you want to charge the Tenatftyou havel Y2 @S 2 dzii O
expenses for this tenant and have not yetstedthoseexpenses into the Tenant

[ SRISNI 6| y Ry Reathgaivenddir ¢hgfkhis vill allow you to subtract

the amount of any expenses that you want to deduct from Seurity Deposit

before refunding itYou also have theption toforfeit the remaining Security Deposit
andpost a refundamountinto the Unit Ledger (owners accounting) if you wish.

Refund the remaining Security Deposit to the Tenant Ledddris is the final amount

to be refunded to the tenant. If you want the Tenant File to create a check to the
GSylryids Ot AO1 GKS W/ NBFIGS ¢Sylyid OKSO{C
remark that you want to show.

Some managensold all of theSecurity Depositfundsinl & S LJ- NJ @ns W¢ NHza
Account, butonlyg NA 0S OKSO1 & FTNRBY Yy W2LISNI GAyY3
GKIFIGd o0& Of AO1T Ay 3 Ifiksbtradstelifran?egcrods tzianotef f | 0 S
accounQ)  dzyHBvEAdYJyoW handle your security deposit®? ¢ KA a GAff RA
options on the screen allowing you to show the transtedthen completethe

disposition of theSecurity Deposit.
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VENDOR PAYMENTS (POSTING > VENDOR
PAYMENTS)

ToONE I (+8S BWQINSI poMrBeyidors seléc®POSTINGom the Main Menu

and then'Vendor Payments'. When you choose this option, you will need to have
alreadyset up all paymentsor the Vendoraunder VENDORS from the Main Menu

YR (GKSyYy W! RRI8 épfion wilt credterafieyidoraitecks and place

0KSY Ay (KS WIOYGSNBRQ OKSO1l FAES 66 AGA
W+ SYR2NItlFeYSyidaqQ gAatt y20 6S LI2adSR dzy
is very important that yowreate yourtP+ Sy R2 NJ t | RRWNEhéueadar | Yy R
checksprior to paying your Owners

5

1 - Management Account: First National Bank j

eGSR Ul If you want to pay just a specific group of Wendors (such as

& AllVendor Payments all Morgage Companies), choose "Selected Wendor

Fayments' then choose the YWendor Type below:
©  Selected Wendor Payments

Vendor Type to use:

Note: If vou consolidate checks. one check will be written to
each Vendor per ledger type, such as one for all'Unit

 Write individual checks
postings and one for all 'Property’ postings. All checks

& ‘Write consolidated (split) checks created will be part of vour 'Entered Checks' file and
assigned to the Bank Account selected above.
, This date will be used on all payments that are processed
el LUeiees when you click the 'Start’ button.
. ‘ J Flease select type type of payment. If vou don't want a
Paid by specific type then you can leave it blank.

Processing Options:
& Create CHECKS in the 'Entered Checks' file, to be printed later. The transactions will not be posted vet,

" Process the payments immediately. The payments will be in the Register and posted to the ledgers.
Mote: The Tenant File will assign a unique number (starting with 999) to the check and transaction(s).

Process Payments NOW ‘ Exit
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When you are ready to create your Vendor Checks,mostselect your Bank
Account from the droglown Menu on the top of the screen. The Default account
gAff Fftglea 0SS @2dz2NJ FANRG Wal Ay hLISNI (A

. 2dz FNB FIAQGSY GUKS 2LIA2y 02 Q{StSOG ! ff
tFeYSyidad OFGSIA2NED® LT &2dz Oéyoioueyo Qf &
‘Vendor Typédo Use' and click on the down arrow to list yoendor Categories

Once your category has been selected, enter the date you wish to print on the checks

/| tA01 GKS 02E (2 RSGSNX¥YAYS 6KSGKSNI &2dz
W/ 2yaz2f ARFGSR 0aLJ Kkia2d YO K2SyOH] 25t hdR LTS &/ 2Kd5
will create multipe Vendor Checks for posting to individual ledgers.

0 GKA& LRAY(OZS &2dz KF@S GKS 2LIGA2Yy odz/F
W/ NBFGS 719/ Y{ Ay (GUKS WI9YISNBR /KSO1aQ
2LIA2yS GKS OKSO1a ¢oAff 06S ONBFGSR FyR
Transactions will not be posted until the checks are created. If your bank is set up to
LI & @2dzNJ OSYR2NAR 2yt AySs @e2dz Oy OK22a¢-
LI 2YSyida Attt 6S Ay GKS wSIA&AGSNI YR LR
create a check for printing; however, the vendor payment check will be in your

register and posted to yodedgers Whenof youroptions are selected lick on

®rocess Payments Nband yourvendor payments are completed.

,2dz Oy ©@OASg @&2dz2N) Y9 yaHEQKS/BEPORIOG ftoin the 6 &  C
Main Menu. Remember, you MUST print the chexieatedin order for them to post

to the ledgersYoucanlBo@A S | yé& OKSO1 & GKFG FNB Ay
selecting the REGISTRIRton from the Main Menu. The Register Screen will always
default to show all Printed checks, so simply choose 'Entered' from the 'Display' box
and you can view your previously created checks.
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ADD-ONS

Add-Ons

From the Main Menu, you'll find thaDDONSbutton. This will open a selection of
choicesorun. ¢ KS +ANIidzcr £ { SNISN) AdPAEDOUOALIGAFY a

additional cost.

ADD-ONS MENU

r
[ Tenant File Add-ons

Work Order Program Word Processor Tenant Screening Insurance

RentalWIZ Order 1099 Program Customer Programs Rental Application

Exit
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WORK ORDER PROGRAM (ADD-ONS > WORK
ORDER PROGRAM)

WORK ORDER MAIN MENU

Create Checks

T - ]

Online Requests Web Support Images Database Maintenance

Q

Every action in the Work Order Program comes from a selection on the
Main Menu. Optionally, there is also a top menu with drop down choices.
If you want to order training or technicalipport, you can click on the

'‘Web Support' button. All of the choices are outlined below.

ENTRY FORM

The operation of the Work Order Program is very simple. Just $ahdict

Formi to enter or browse full work order information, selétisting'to see

I QaLINBIF RaAKSS{ f A SCteattCheckbtb igstie 2 F | f
checks for completed work orders, ‘&eports'for a variety of report
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options. Although thggrogram can maintain a lot of work for each work
order,only a few specific fields are actually required, so you can enter as
much or little as you wish. The fields are each explained in detail below.

9. Work Order Entry X
work Order # [4 Check Status: None Flesit Ve Sort ID [ward First
Check #: 0 Unit v
Status
¢ Reported Reported | 10/1/2023 Location Trout Avenue #2 St
" Ordered Ordered 100142023 Hand Inc. _
| rdere “endor | andyrnan Inc
& Completed | Completed [ 10/2/2023 Account | |Lawn Maintenance Nesdt
e
| N
|
Entry Status ||OC|<bO>{ Job Description
Lawn maintenance for October. Includes mowing, raking, sidewalk
Submitted By |Randy Harnmond hlawing, and edging. Light trimming on oak trees in back yard and Last
sprinkler repair on 4 units.
Markup |yes
Algo, add solar lighting to frant sidewalk (6 per side) and install new N
! Entry Notes |Ca|| for lockbox combination Ring doorbell. You can pick up the doorbell at the office. Find ‘
Remark |Lawn service for October
Assign To [W/RN New
Yendor: Handyman Inc. Tenant: Mitchell, Larry
Contact: FPhones: Secondary Contact: FPhaones: Delete
Wavier Jiminez | [374-3344 | | [ps5-6886 I =
o | (1 | |
| mail: | | | IEmaul l [ l COPY
| | I || | ada
| Mﬁterials_ _ _ Vendor ||
| Quantity |Stock # Description Unit Price Total —
4 SP201 sprinkler heads $25.00 $100.00 )
] L200 lawn and leaf bags $2.75 $16.50 Print
12 SL12A solar lighting $3350 $402.00
1 B0 Tt electric cable $40.00 $40.00 Email
b1 E60-1 electric outdoor piug| $16.04 $15.24 mai
Charges - hrerEEs
Labor $225 00 Materials $573 74 g
Tax % |g Tax % |g
Exit
Total Labor $243 00 + Total Materials $619.64| = Total Charges $862_64‘ -

Description of the buttons on the righhand side of the Entry Screen:
First: Moves you to the first Work Order number.

Previous: Moves you to the previous Work Order number.

Next: Moves you to the next Work Order number.

Last: Moves you to the last Work Order number.
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Find: Shows the 'Work Order Listing' screen, from which you can find any
Work Order. When you press 'Exit', the Work Order you selected will be
displayed.

New: Clears the current Work Order so that you may enter a new work
order.

Delete: Deletes the Work Order shown. Use the 'Work Order Listing' to
delete multiple Work Orders at the same time.

Copy: Allows you to make a copy of the current Work Order to speed up
the entry process if you are entering similar Work Orders.

Add Vendor: While the Work Order program normally uses Vendors that
you have already set up in the Tenant File program, this enables you to set
up a new Vendor within the Work Order Program.

Print: Prints a Work Order form for the displayed Work Order.

Email: This allows you to send a Work Order email right away to the
Vendor.You can send to one or two email addresses.

Images You can attach any number of images to a Work Order. This
button will allow you to see those images. You can add new images by
Of AOTAY3 2y WLYIISEAQ FTNRY GKS 2 2NJ

Exit: Exits back to the Work Ordé&tain Menu.
Description of the fields on the Entry Form:

Work Order Number:You may enter any number here to identify your
Work Order, but you may not enter the same number twice. This is a sort
field. No characters are allowed.

Reported: The date that the work was called in and reported by a tenant.
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Ordered: The date that the work wasrdered,and the Work Order
submitted.

Completed: The date that the Work Order wasturned,and work was
completed.

Entry Status:A short description of the method of entry to the rental unit.

Submitted By:¢ KS LISNE2Yy Qa VYyIYS 2NJ AYAGALI €
the order.

Markup: When the Work Order is posted to the ledger, the total charge
will be marked up by this amount.

Job Description:A detailed description of the job. A scroll bar will appear
if the description does not fit into the space shown on screen.

Materials: You may enter a list of materials used. The Total price will be
calculated from the Quantity x Unit Price.

Check #:If you have printed a check for this Work Order, a check number
will be shown.

Check Status(N)one if no check has been issued, (E)ntered if a check has
been issued to the Tenant File, but not yet printed, and (P)rinted if the
check has been printed.

Sort ID: This field includes 10 characters (letters or numbers) that you may
use however you wish. Use this to identify a property, owner name,
address, or anything you want. For example, if you want to see your Work
Orders grouped by 'Property’, you would entle Property Name in this
field.

Location: Adrop-downlist of all available locations will be shown. This is
dependent on the field 'Post To'. If this Work Order is to be posted to an
Owner, a list of Owners will appear. Ifitis a Property, a list of Properties

146



will appear. Ifitis a Tenant or Unit (which is the case most often), a list of
Unit Addresses and Tenants will appear.

Vendor: Select from the list of Vendors, which have been entered
previously in your main Tenant File Program.

Account: Select from the list of Accounts, which are in the main Tenant
File Program.

Entry Notes: A 56character field for more detail that the 'Entry Status'
allows.

Assign To:The name of a contact person for the Vendor, which was
chosen.

Remark: This is the field that will appear in the transaction ledger 'Remark’
field.

Vendor: Lists the contact, phones, and email for the Vendor chosen.

Tenant: Lists the primary and secondary tenant, phones, and email for the
Tenant chosen.

Labor: The labor charge for this Work Order.

Tax % (for labor)The tax, if any, for the labor on this Work Order.

Total Labor: The labor charge plus any taxes added.

Materials: The materials charge for this Work Order.

Tax % (for materials)The tax, if any, for the materials on this Work Order.
Total Material: The material charge plus any taxes added.

Total ChargesTotal Labor charge plus Total Materials charged.
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LISTING

Work Order Listing

Sort By . . . Work Status Enter Starting Range Below:
 Account " Reported |(T\I’ST) Delete ALL Hems
© Date Enter Ending R Bel Shown on
nter Endin ange below:

 Ordered 9 9 Screen
¢ Location [(rast)

© Completed
© Yendor

& All
& WOR
< Sort1D
© Ck Status i

Refresh List Exit
© Ck Number
WO |Reported [Vendor Charges |Location To |Account Sort Ck |Ck# |Entry Entry Notes Description

p|1 11/27/2023 |Contractar Specialy | $52.35 Apt 105 U |Electrical Fepairs|Westwvo N |0 Outside wir|Outside repair Fepair cable wire damaged

Z 911/2023  |Advantage Roofing, |$8.370.00 |1275 Cedar Trail Drive|l  |Repairs & Maint |Forter [N |0 by appoint | call for appointment MNew composite roofing as per invoice #11231
3 9/11/2023  |Baker's Screen Shop | $1.081.06 |3403 Riverview Court | |Repairs & Maint |Forter [N |0 key key is in lock box on re:|Replace all screens on exterior windows. Use cert
4 10/1/2023  |Marley Lumber Comp |$862.64 | Trout Avenue #2 U |Lewn Maintenanc|Ward [N |0 lockbox  |Call for lockbox combin|Lawn maintenance for October. Includes mowing, r
5 11/27/2022 |McDouglas Building [$1,053.00 |3403 Riverview Court (U |Repairs & Maint |Porter [N |0 electronic | [call for code Lumber needed for remodeling job scheduled for -
b 9112022 |Reed Plumbing $53.03 Handyrman Harcware |T | Plurnbing Repair:| Northere N |0 Lockbox  |Contact TenantPrior | Tenantindicates thatthe toilet does notflush. Rep
? 911/2022  |Sheplers Light Stare [$78.83 Apt 102 U |Electrical Repairs|Westwo N |0 Key from of |Contact office for key  |Replace outside light fixture next to door.
9 11/21/2023 |Harrel Contracting  |$1.836.00 |Northcross Shopping (P |Repairs & Maint |Northcre ([N |0 call call 334-223-4432 Faint exterior of Units A, C. F, G, and H

This area of the Work Order Program provides a large degree of flexibility.
You have the ability to view and manipulate your data with ease and
qguickness. Just select the options you want and press the 'Refresh List'

button.

Sort By: First, choose how you want the information in the listing to be
a2NISR® ¢KSNB |
which is a field that you can use to custom group your Work Orders. For
example, the Sort ID could identify a qityOU for Houston, AS for
Austin, etc) or an area of the city (NE for Northeast, SW for Southwest,

etc).

NI

j dzA G S |

FSo

OK 2 A

Work Status: This will determine the current status of all the Work Orders
f A0SR ¢KSNE Aa
regardless of the current status.

by Wit Q

asSt SOUAZ2
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Enter Starting/Ending Range Belovithe starting and ending range can be
aSt SOGSR O2yGAy3aSY( dzLl2y (KS Qa&az2NI
pull up a list of all Work Orders for a certain Vendor by selecting Vendor in
0KS Q&R NIUASER YR (KSYy SydaSNI G4KS =+
and the ending field.

Delete All tems ShownBe very careful using this button, as it will delete
Fff 2F (0KS WRAALIXIFT2SRQ 22N] hNRSNR
other than restoring a backup, which might not include recent Work

Orders. However, you should delete all previous year Worle@rdhen

82dz Of2asS 2dzi GKS @SINE aiayoS @&2dzQ
frad eSINRa T2t RSNJI 606S ada2NB (G2 TF2f
Refresh List:You will need to press this button after you make any

changes at all, so that you will be able to see the changes desired.
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CREATE CHECKS

B9 Create Checks O

X
Bank Account To use:
|1 - Management Account: First National Bank j
| This will create checks for the completed Work Orders you select. The checks will be added to the 'Checks I
| Entered' file in the Tenant File. All Work Order checks will be identified in the check REMARK field, with "W0O" !
at the beqginning. As with all checks. the transactions will not be posted until the checks are actually printed.
Work Orders with a ‘mark up' will post the mark up amount to the ledger. but the check amount will be for the
actual Work Order charges.
Select Work Orders to pay: (Hald 'Ctrl' key or drag your mouse for multiple selections )

rdvantage Roofing, I WOf02: 58,370.00 at 1275 Cedar Trail Drive for Repairs & Maint
Harrel Contracting WO#0%: 51,836.00 at Northcross Shopping Cente for Repairs & Maint
Marley Lumber Compan WO#04: $862.64 at Trout Avenue #2 for Lawn Maintenance
McDouglas Building S WO#05: 51,053.00 at 3403 Riverview Court for Repairs & Maint

Consolidate Work Order Checks?

Check Date Create Checks NOW

@ Consolidate Work Crders by “endor
| 3/10/2023 |

" Don't Consolidate Waork Orders Exit

Once your Work Orders are completed, you can issue checks. You may
create single checks (one per Work Order) or cumulative checks (one per
vendor). By highlighting one or more items shown in the 'Create Checks'
window, you may select which Work Orderspiont. You will need to first
select the correct Bank Account from the drdpwn list prior to selecting

the Work Orders to pay.

150



The Work Orders that you select will create a check (or checks) that are
transferred into the 'Entered’ check file in the main Tenant File program.
When the check is printed from the Tenant File, the amounts (with
markup, if any) are posted to your ledgerAdditionally, the check status
and check number is logged within each Work Order.
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REPORTS

Work Order Reports are critical to keeping up with your repairs and
maintenance. You have quite a few options on which Work Orders to
include and how your information is sorted. For most reports, you can
enter a date range or name range.

B3 Work Order Reports O X

Work Order Reports Work Order Status Sort By ...
| & Work Order ¢ Account
| « Reported
i  Listing  Date

¢ Materials © Urdered  Location
“ Monthly C Completed - “endor
| " Checks
[ o A & WO
" Summal
i C Sort 1D

Date Range Name Range

Starting | 11172023 | Starting  |(first)

Ending [ 31002023 | Ending  [flast]

Choose Name Range from list:
|[El|| locations) J

Start Printing ‘ Exit
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Work Order: This is the report that you give to the worker. There are
areas for the worker to complete, and these should be entered into the
Work Order Program when the job is completed.

Listing: This compact report contains the most information about each
Work Order.

Materials: Similar to the Listing Report but includes information on
materials used.

Monthly: Sorted initially by date range, this report includes a lot of Work
Order detalil.

Checks:This is a listing of all checks that you have written through the
Tenant File.

Summary: This is the most compact report, focusing on the most
important information in the Work Order.

SortBy:¢ KS W{2NIi 0éQ FINBlI ¢gAOKAY (GKS
multitude of reports. For example, you can create a report to show all
Work Orders ordered within a certain date range by Vendor name.

Name RangeThis is where you can select a range of names or other
ONRGSNALF F2NJ 82dzNJ NBLR2NI® LG Aa 0GA
the location, names, or other choices.

Date Range:Select the date range for the Work Orders that you are
requesting.
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ONLINE REQUESTS

The Work Order Program has the ability for your tenants to submit
requests for maintenance (Work Order Requests) online, which sends an
email to the property manager and a confirmation email to the tenant. The
website to send and retrieve messages is gethrough the Tenant File
RentalWIZ online application. You will need a RentalWIZ account number
in order to use the online Work Order Requests. To set this up, go to
RentalWIZ accourdignup

3. Website Passwords O x

Enter your RentalWlZ Account ID:

Save and Exit

Additionally, the Work Order requests can be pulled into the Work Order

Program and viewed. Lastly, it can automatically create a new Work Order
for you.

Here is the sequence of events that take place with Online Requests

1. You give your tenants your unique URL (which we provide you with)
a2 e2dzNJ GSylyda OlFy adzomYAld 2 2NJ
them their uniqueT#to match their name and address to the correct
22N] hNRSNX®» ¢KS We¢l Q FRMMAgSHFRK G S
Operations > Tenant File Links the Tenant File.

2. Your tenants submit a Work Order requestd attachwith up to 3
images.
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https://www.tenantfile.com/rentalwiz-signup.html

3. In the Work Order program, you will download all requests to your
local computer then delete them from the Internet.

4. Choose which requests you want to move to your program as a new
Work Order, and the program will create the Work Order for you.

5. View the new Work Orders and make any necessary changes.

Work Order Import Menu

This menu is for downloading Work Order requests that have been submitted by your
tenants. Please be sure that you have already obtained your credentials to use this
section. If this is the first time to use this area, you can click the '‘Download Work
Orders’ button to enter your Account Number.

[® = = 3

Download Requests| Show Requests File Folder Image Folder

Exit

Here is the main screen for online Work Orders. Here you can download
requests from the Internet, view and process those requests, and view the
files and images that are stored on your computer.
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DOWNLOAD REQUESTS

B3 Download Work Order Requests a x

By clicking below. your Work Order requests will be downloaded into your "WOFiles' folder. and the
| images in the "WillImages' folder. The web files will then be deleted. You'll be able to view and import
the Work Order requests from the 'Show Requests' button on the previous screen.

| Files: Images:
| WO_T12_20230309_223218 txt iWO_T1 2_20230309_223218(1)jpg
| WO T2E_ 20230309 222820 WiO_T26_20230309_222820(1)jpg
WO T2 _20230217_2347057 & WO_T2_20231111_234767(1).docx
WO_T3_20230111_172448 t4 WO_T2_20231111_234707(2) pdf
WO T2 20231111_234787(3) zip
WO T3 20231111_172448(1)png
WO T3 20231111_172448(2) png
WiO_T3_20231111_172448(3) pdf

Download then DELETE

Done ...
Current Work Order Requests Exit

Whenyour tenant submits a Work Order request, it is done online on a
web page that Tenant File sets up for you. All requests are stored on this
web page, as well as the images that are attached to the email. You can
have up to 3 images per request.

This screen pulls the requests from the Internet and downloads them on
your local computer. Once that is done, it will delete the online

information, since it is now on your computer. If you are not ready to
R2¢gyf2FIRE 2dzald Of AGChangd@ EAGQ | YR y 2
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SHOW REQUESTS

3 Import Wark Orders O X
ClTenant FileATFSampletWOFilest
Date/Time FirstName  |LastMName Ermail Address T# Rental Address Description (first ling) Files
2023-03-09 22:32.18 | Sally Johnson sji@yahoo.com e Trout Avenue #2 Work order description: 1. Fixthe le|1
| 2023-03-09 22:268:20  |Frances Taller folleri@aol.com T25 3403 Riverview Court | sawr aratin my garage vesterday. P|1
2023-02-17 23:4767 |Jose Rarnarez sales(@tenantile.com | T2 sd 1275 Cedar Trail Meed pickup of broken branches. Fle|3
[ 2023-01-1117:24:458 | Randall Johnsan wisoftware@®@aanl.com T3 4500 Elm Crest Drive | need an exterminator out 83 soon as 3

Tenart: ‘RandalIJohnson

Show all Work Order Requests based

on Criteria below: Email Address: |wgsoﬁware@ao|.com
Filters: Rental Address: ‘4500 Elm Crest Drive
11112023 io 1243112023
| Description: || need an exterminator out as soon as possible. There are ants
Rental Sort | Tenant Sort | Clear | in the kitchen |
| | j Als0, | was wondering if | could set up a meeting to discuss a

lease purchase? We might be interested doing that.

Date / Time: ‘2023_01_11 172445  Attachments: |3 T#: T3

DELETE Imponrt Selected Work Order Request as
Selected a new Tenant File Work Order Entry

Once the imageare downloaded to your computer, you can use this
screen to see the emails. You can find Work Order requests between any

two dates. You can also delete them if desired.

For the requests that you want to put in the Work Order Program, just click
2y (0KS WLYLRNI {StSOGSR 22NJ] hNRSN
the next screen to provide some more information and continue.
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B3 Import To Tenant File

Vendor to use

Armerican Insurance Company =
Arnerican Utilities Inc.

Asgsociated Ins. Agency

Austin Times News

Baker's Screen Shop

Bankers Associates Inv.

Eob Ridden Insurance

Building Material Supply

Business Cormputers Inc.

Capital Investments

Cedar Valley H/O Assoc.

Century Morgage Cornpany

City of Travis Heights

Consolidated Tax Office v

Import NOW

O

This will import the currently selected line into the Tenant File Work Order Program.
You will need to add additional items. such as labor and material costs. Before
proceeding. you'll need to select the Yendor to use and the Account to use.

Account to use

Appliance Repairs
CAM Charges
Carpet Cleaning
Credit Check Fee
Electrical Repairs
General Cleaning
HorneOwner Fee
Insurance Exp.
Landscaping Service
Late Fee Charge
Lawn Maintenance
Legal Expenses
tManagement Fee w

Exit without importing

Achvertising =

*

After choosing to import a Work Order to the Tenant File Work Order
Program, you will need to choose the Vendor doing the work, and the
Tenant File account to use for the Work Order.

2 KSYy

e2dz KIS YIRS

@ 2dzNJ OK2A 0Sazx

to create a new Work Order and to transfer the Work Order Request

information into that Work Order.
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SHOW FILES

3 Right-Click to 'Delete’ files. The 'T#' and date (example: 20201231 = 12/31/2020]) are in the file name, X
T » ThisPC » Windows (C:) » TenantFile » TFSample » WOFiles v | O Search WOFiles 2
Organize ¥ New folder =~ O @
Photos " Name - Date modified Type Size
Public ] wo_T1_20200608_181951 8/26/2020 1:43 PM Text Document 1KB
@& OneDrive |E] WO_T1_20200608_182801 8/26/2020 1:45 PM Text Document 1KB
- My Book (E) W
File name: || v| Text Files (*.txt) )
Cancel

This is just a directory box that shows you the actual email files that are on
your computer. From looking at the file name you can see the T# (the
tenant and rental unit), plus the date and time the file was created. The
folder containing these files (W@&s) is in your Tenant File folder.

SHOW IMAGES

I3 Right-Click to 'Delete’ files. The 'T#' and date (example: 20201231 = 12/31/2020) are in the file name. X
N > ThisPC > Windows (C:) » TenantFile > TFSample > WOImages v O Search WOImages r
Organize ¥ New folder = v [H o

A
Photos ' . ™
Public < [ |
@ OneDrive
g R Y o | = it

s My Book (E:)

- My Book (E:) v

File name: | WO_T1_20200608_182801(1) v; Image Files (*.jpg,*.png,*.gif) v

This is a directory box that shows you the actual image files that are on
your computer. From looking at the file name you can see the T# (the

159



tenant and rental unit), plus the date and time the file was created.
Allowed image files end with JPG, PNG, and GIF. The folder containing
these image files (WOImages) is in your Tenant File folder.

IMAGES

3. Work Order Images O X

~Step 1
Press 'Choose File' to choose an image (JPG, PGN, BMP, or GIF)

Images should be cropped or resized (with editing software) to be at least 400 width x 400
height and under 2000 x 2000 (width/height) to show better in the display box.

Choose File Restore Picture

~Step 2: Choose the Work Order # for this image -
fi Sort by:

1 7/28/2020 p ing in masterbath 1275 Cedar Trail Drive U 519.92 @ WWork Order #

2 7fesfenz0 2093 Poplar Avenue U 1458.09
3 7/28/2020 3307 Willow Street A U120

" Report Date
© Ordered Date
" Completed Date

" Location
 Remark
¢ Charges
~Step 3: You can change the file name here. if you wish ...
Marble Tub
Link Selected Image to Work Order NOW Exit

The Work Order Program allows you to link any number of images to any
Work Order. From this screen, you can choose the image, then choose the
Work Order that you want to link them image to.

Feel free to name the image something that you will recognize, but the
Work Order Program will append a number identifying the rental unit to
the beginning of the file name.
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DATABASE MAINTENANCE

59 Work Order Database Maintenance O -

Repair/Compact Database File: This operation will usually repair a
Work Order database that has been damaged due to unexpected
loss of power. etc. Additionally. this will also reclaim any unused
space in your database {caused by deleting Work Orders, etc.) and
make your database smaller. A temporary backup will be made
during this operation.

Start RepairfCompact Operation Exit

If you think that your database is corrupted, you can run this utility.
Generally, this should be done if advised by a Tenant File technician.
However, it would be ok to run this every month or two just to keep your
database running efficiently. You shouédke a complete backup of your
Tenant File folder before running this utility.

WORK ORDER EXAMPLE

If you choose to noallow your tenants to submit their Work Order

requests online, you can enter your Work Orders manually. For example,
youarea AGUGAY 3 0 @2dz2NJ RSal FyYyR GKS LI
EIm Drive, and the kitchen sink is leaking. Call up the Work Order Program
and get the information from the tenant to enter the Work Order.

Step 1: Work Order Entry
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SelectEntry Form'from the main menu, and then press 'New'. A new
Work Order will be created with the next available number in the Work
Order number field. (You may enter another number)

Thedate Reportedg A £ € O2y (il Ay (2RI Bt@dsorthé (S
Work Order will be 'Reported’. The default Work Order is set to post to
the Unit Ledger, which is the most common.

You have the key to the rental unit on your keyboard, so enter 'key board'
under theEntry Status.

Enter your name or initial unde&ubmitted by

You mark up all invoices by 10% as a service charge; so enter 10% in the
Markup field.

Next, click on thé.ocationbutton and find 155 Elm Street. When that is

aSt SOGSRY &é&2dz gAff |faz asSsS (GKS ¢
Work Order.

w»

Clickthevendoro dzi 12y | YR FAYR @2dzNJ LJ dzYo S

GKI G Aa aSt SOUSRX e2dz gAft Ffaz &as
pagers, mobile phones, etc.

Click theAccountbutton andselect 'Plumbing Repairs'.

Ask the tenant if there is a certain time of the dagferred andenter that
information under theEntry Notesfield.

If you want to log the name of the service person, enter that unksign
To.
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Type in a short remark to describe the work to be done inRleenark
field. This will show up with the charge in the Unit Ledger.

If you need a lot of detail about this job, you may enter the information
underJob Description

Now your Work Order is complete. Sel€cintto print out this Work
Order or you may want to wait until the end of the day and print out the
reported Work Orders as a group. Choose Hmeailbutton if you want to
send this Work Order to the Vendor through email.

Step 2: Order the Work

Submit the Work Order form to the vendor. (The vendor will need to
complete the job, the Work Order and return the completed Work Order
to you.)

Once you have submitted the Work Order, change$tetusto 'Ordered’,
and fill in the date that you submitted the order. That way you will be able
to get a list of all Work Orders, which are in progress.

Step 3: Enter the Completed Work Order

When returned, you should have all of the materials used and charges.
Add this information to the Work Order you have already entered. Then
change the Work Ordéstatusto 'Completed'. It is now ready to be paid.

Step 4: Issue the Check for the Work Order

From the Main Menu of the Work Order Program, sel€ceate Checks'
You will see a list of all completed Work Orders. Select the Bank Account
that you need to create the check for.
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Select the one (or group) that you wish to pay, and click orCiteate
Checkdutton. Checks will be created and sent to the Tenant File with any
other checks that are already there.

Nothing will be posted until the checks are printed. At this point, the
status of the check will show (E)ntered on the Work Order itself.

Step 5: Print the Checks

Print the Work Order checks the same way you print all checks in the
Tenant File. Since you marked up the Work Order the total posted to the
unit ledger will be the Work Order charge plus a 10% added service charge.
The check will be added to the otheripied checks in the Main Tenant

File program and the check number will be added to the Work Order you
entered. Also, the status of the check on the Work Order will now be
(P)rinted.

You have now completed the process from start to finish, have recorded
the Work Order, printed and logged the check, charged the Unit Ledger,
and updated the completed WorRrder.
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WORD PROCESSOR PROGRAM (ADD-ONS > WORD
PROCESSOR)

T TSI ——————————————— i T EE =)
5 CATENANT FILEATFS-SAMPLEVWP-REPORTS\3-DAY NOTICE TO QUIT.RTF E

Eile Edit Format Image Data Fields

Normal +  Calibi v 14 ~|[B]r u| Els w0z -~ || L

L (PR RO LTINS OOCTOPON [IPOUPUON VRO OV TPOR c TTOP | NOYIUPOY - POUSPUON LIV L TTUON | OOTOOPY b FUTUOON 1o PUPUON IV PPO L STTRORY U SUPOOOY - SUTROPN B0, FUUTN LSOO 1 AP

E 3-DAY NOTICE TO QUIT
= FROM:
OWNER/PROPERTY MANAGER:

: TO:
— TENANT:
= RE:
RENTAL UNIT:
- The premises herein referred to above is located in the City of , County of
f ___ State of , Zip Code
= In accordance with your Lease Agreement signed on the day of
E I
_ 20 and the laws in the State of WITHIN THREE (3) DAYS after service on

you of this notice, you are hereby required to:
Pay the rent of the premises hereinafter described, of which you now hold possession
E_ for the total amount of: Dollars (S )

Due for the period FROM: L 20 TO: , 20

Quit and deliver up the possession of the premises due to non-compliance.

Remedy the violation described as as

= it is in non-compliance with your Lease Agreement. You shall notify the landlord within the
= notice period that the violation has been cured or quit and deliver the possession of the
premises.

Quit and deliver possession of the premises due to an illegal act committed on the

SechionlA1 Pagel/2 Linel Cold English [United States) HUM ‘@”E’— —— + 100%

The Word Processor Program isaaditionaladd-on included with your Virtual

Server Subscriptiothat includes over 100 sample letters and forms that can be
edited,saved,and printed The Word Processor is accessed by clicking ontc@i®
FTNRY GKS al Ay a Sy dzYdu yaRiewdditibidal infolhBtionS & & 2 NX
about theTenant File Work Processor Program by accessing our website at
www.TenantFile.cork PRODUCTS > WORD PROCESSOR.
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Here is drief description how it works:

The Tenant File Word Processor comes witar 100pre-designed reports that you

can modify and save as templates. You can also ingmmtimentsor RTF (Rich Text
Format)filesfrom other popular word processing programs into the Tenant File Word
Processor, or create your own documents.

I B CATEMANT FILEATFS-SAMPLE\WP-REPORTS\3-DAY NOTICE TO QUIT.RTF | e S

File Edit Format Image DataFields

Normal +  Calbr + 14 < |[B]7 U |

(i
g
4
i
111
[r]
-

F

With the Tenant File Word Processor, you can inselectfields from your Tenant

File information, such as Owner and Tenant names, Rental Addresses, Tenant
balancesselect Vendor informatioand much more. This ability allows you to create
customized merge letters that you can automatically send out to your Owners or
Tenants. You can also insert graphics, such a photo of a unit available for rent, along
with rental information.

Once you have selected a document by clicking onto FILE > OPEN, you can choose to
merge your data fields from your Owner Ledgesur TenamtUnit Ledgersor your
Vendor File.
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B5 Browse Database E@g

- Please choose one action

| want to merge data to my current docurnent

& | want to print one or more documents

Add Selections to Print Queue
1. dones, Mary
9: Kobella, Foster 9 Kobella, Foster
¢ Porter, Or John 7. Redford Investrments Ltd.,
7 Redford Investments Lid.,
8. Synergy Froperties LLC,
bowWard, Mark
Print ALL listed in the Print Queue Close

There are over 0 excellent formsncluded with your Work Processfar the

property manager, which can be edited and saved as new templates. These forms can
use the Tenant File fields within each document, so they can be quickly sent to your
Owners or Tenants.

For more information, please go tbttps://www.tenantfile.com/word-
processor.html
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TENANT SCREENING (ADD-ONS > TENANT
SCREENING)

The Tenant File offers affordable Tenant Screening and Credit Check capa¥dities.

are able to run your credit reports and screening checks right from the TenatiyFile
clickingonto ADBY b { YR (KSy W&dggtlfuyther inffonstBrs y A y 3 Q
please go tohttps://www.tenantfile.com/tenantscreening.htmi

Rental Property Management Software

@TenantFile nooe

HOME PRODUCTS FEATURES SUPPORT ABOUT CONTACT ORDER NOW RENTAL APPLICATION CART (0)

fof Tena‘

Tenant File Tenant Screening Services

brant

yo.ur online S -
AR application CHans
CURRENT TENANT When you sign up for Tenant Now you can get fast, accurate
SCREENING CUSTOMERS: Screening, you will be eligible for credit reports without needing a
Click above to access your tenant an online application for your subscription, or inspection. OQur
screening reports. You can choose tenants. This will make it easy for tenant screening reports are
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INSURANCE (ADD-ONS > INSURANCE)

You can get great ratéerough the Tenant Filen insurance for your property
management business, your rentals, and renter's insurance for you tenemtet up
your company or offer your tenants with great rat@sjust to viewmore information,
clickintoADEnb{ FNRBY (KS al Ay aSydzo:!l YR (GKSY
https://www.tenantfile.com/rentersinsurance.htmi

Rental Property Management Software

sTenantFile oonG

HOME PRODUCTS FEATURES SUPPORT ABOUT CONTACT ORDER NOW RENTAL APPLICATION CART (o)

Tenant File Renters Insurance

As a landlord or property manager, you should make sure that your
tenants have renter's insurance to protect their possessions and liability
exposure. Help them safeguard clothes, furniture, visitors and

themselves from unexpected damages and injuries.
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RENTALWIZ SERVICE (ADD-ONS > RENTALWIZ

SERVICE

By

This program will create a new web page for your vacancy listings. You can also upload the information to major listing services on the web by clicking the
'Syndicate Selections to the Web' button. Please review the features for the rentals that you are uploading and make sure your photos are uploaded already.

All Tenants
Cwner Last Name Chiner Froperty Name Rental Unit Address or Apartment Tenant |TenantLast hove Out [Lease End |Payment | «|
p [Jones hdary 2093 Poplar Avenue 2093 Paplar Avenue Fandall |Fieldstone 1243172024 |$1.600.00
Kobella Foster Foster Lake Rentals Cahin 1 Barhara |Radcliff 12/31/2024 |$480.00
Kobella Foster Foster Lake Rentals Cahin 2 James  |Deeders 1243142024 |$200.00
Kobella Foster Foster Lake Rentals Cahin 3 WACANT $150.00
Forter DrJohn  |Porer Investment Properties |1275 Cedar Trail Drive Gary Bradley 124312024 |$1.500.00
Forter DrJohn  |Parter Investment Properties | 3403 Riverview Court Rancy  |Richardson 124312024 |$784.25
Forter DrJohn  |Porter Willow Street Duplex | 3307 Willow Street A Gregory |Paul 1243142024 |$800.00
Forter DrJohn  |Porter Willow Street Duplex | 3307 Willow Street B Sharon | Garrett 12/31/2024 |$750.00
Fedford Investments Lid. MNorthcross Shopping Center |Handyman Harchware A Flowers To Go 124312024 |$3.550.00 P
Fedford Investments Lid. Morthcross Shopping Center |Handyman Hardware B Paul Warley 1243172024 |$3.600.00
Fedford Investments Ltd MNorthcross Shopping Center |Handyman Hardware C Sharper Imagery 124312024 |$2.500.00
Synergy Properties LLC Westtood Apanments Apt101 Jane Foster 124312024 |$875.00
Synergy Properties LLC Westwood Apatments Apt102 Kirk Kemper 1243142024 |$895.00 j
| Interior | | E xterior | ‘ Appli ‘ | General | Display
" “acancies
Bedrooms: 3 Garage: Two car Refrigeratar. Doar W ater Dispenser Elementary: Oak Hil  Mowve Out
EBathrooms: 2 Fencing: Privacy Over: Tappan Middle Schools: Crockett " Expired
Living Foom: Large Storage: Metal Shed AAC: Central High Schoals: LEJ High Schaol & Al

Lat: &
Block: &

Dining Room: Separate
Den: Pool Table

‘rard: Rocky
Orientation: South

Heating: Central
Washer. Westinghouse

Study: Office Desk. Grass: Bermuda Diyer: Legal: 500 & Chery Hill &

Kitcher: |sland Foof: Composite Disposzal: Insur Company: Prudential

Floaring: lvam Carpet Windows: Regular icrowave: Ingur Amount: 50,000 Create Listing
“window Cover: Mini Blinds Parking: Compactor: Insur Paolicy #:

Game Room: Computer Games Security: Office Equip: Parking Fee: .
Type: Tiees: Furniture: Square Feet: GoTo Ll,s“ng
Key Deposit: Yard Size; Television: Mearby Malls: Website

i alls: Construction: Stereo System Unused:

Ceiling: Sidewalks: Exercise Equip: Unused: Syndicate to
Doars: Streetlights ‘Wwater Heater: Unuzsed: the Web
Description (from Tenant File 'Features"): Craigslist
‘ery nice neighbarhood. This beautiful house is located near the Technical Industrial Valley. Surrounding areais hilly with plenty of trees. 7HT=ML

Delete Listing

Edit Features

Exit

Other fields:

Date Available: | qpe5/023 | Froperty Type: |Single Family ~| Description: |Li5tmgsinAu51inTexas

Year Built: Status ¥| Tile: |Check out this FANTASTIC harginl

for rent

The RentalWIZoftware makes it easy for you to connect with the Interteedisplay
your currently vacated unit§ he program isuily integrated with the Tenant Filnd
will allowyouto upload vacanciewith just a few clicks.

All of your information from the Tenant File Featusestion is automatically

integrated and uploaded to the Internet with just a click. You have your own free web
page for your listings that you can advertise through email, flyers, and your website.
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The RentalWIZ service makes it easy to upload your photos and other vacancy

information to your free web page, or to syndicate your listings to the major sites for
listing vacant rental property.

To utilize this service, you will need to click into FEATURES from within your Tenant
File and enter the Interior and Exterior information for each Rental Unit.

Youcan sign up foRentalWIzt: https://www.tenantfile.com/rentalwizservice.html
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1099 MISC PROGRAM (ADD-ONS > 1099 MISC
PROGRAM)

The Tenant File 1099MISC Program is an optionabadd the Tenant File with an
annual update feeThe 1099 MISC Program prints on the-primted IRS forms and
reports for Owners, Vendors and Contractors. This informatdmch is gathered
between any two dates from your existing Tenant File datajzese also be exported
to aCS\(comma separated), SRC (pipe delimited), or TXT (tab delimitedfibng
your information through a third party.

For TAX YEAR: 2023

| The Tenant File 1099 Prograrm will provide you with the information you need to report on income to Owhers and payments you
i have made to Vendors (or Subcontractors). For Owner reporting, this program will search all UNIT transactions and summarize
i the information for your Owners as per the 'Print Options' selected. For Vendor reporting. the program will search all checks

i written to Vendors. For either, you must have a Tax |D number for any recipient you wish to include.

Report On Sort By Report Type
& Income to Owners & Name & Report Listing
© Payments to Vendors « Tax 1D Numnber 1098 Form

Location of Tenant File folder {ex: cAtfdwiny)

|CiTenant FilelTFSamplet Browse

Payer Fayer Tax |ID (Example: 99-9999999 or 9959-99-9999)

| |Eﬁioient Real Estate Company S |1 23-4b-6789

. Range to Print Settings
|S’rar1ing Include Ownerfendor Balances Over: |0
(first)

_ Report on Dates: | 1/1/2023 |to |12/31/2023]

Ending
|(|agt) Number of copies (including first page) : |1

Print Options
Create Owners Export

File & Print 10028 of income for Owner 1 regardless of PERCENTAGE entered
© Print percentage of income for OWHNER 1 based on PERCENTAGE entered for OWNER 1
eFile 10995 [
© Print percentage of income for OWNER Z based on FERCENTAGE entered for OWNER 2 I
' Owner Listing Select Printer Adjust Form ‘
User

Start Printing

Transmittal Form

Guide

Select Income
Categories

‘ Print 1096 Exit ‘ .
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The features of thel'enant File 1099 MISRrogram are:

1. Uses standard Laser 1099MI®€ns readily available from your office supply
store or the IRS.

2. Flexible and powerful reports allow printing to screen or printer.

3. You can sorinformation by Recipient Name or Tax Identification Number.
Specify starting and ending name or ID number for printing only one or a
group.

4. Uses Tenant File Unit ledgers to find reportable income for individual Owners
or multiple Property Owners.

5. Creates 1099MISC Owner and Vendor Listing Reports detailing all of the
iIncome posted for the year to any Tenant File income account.

6. Usesnformationfrom the Tenant Fil&¥t N etkSilR to tonsolidate
income information for Vendors or Contractors.

7. Shows your current account categories and allows you to select which ones
you want to include in the forms or reports.

8. Allows user input of Company Tax Identification Number. Uses company
name and address already set up in the Tenant File program.

9. Report on Owner/Vendor Balances over a specified amount only.

10.Creates a 1096 Transmittal form.

11 Exportto: CSV (comma separated), SRC (pipe delimited), or TXT (tab
delimited).

For additional information on this option and purchase the Tenant File 1099 MISC
Programor the Tenant File 1099MISC Renewal Progudick onto ADBONS from the

al Ay aSydz FyR GKSY ¢gBtiONRSNI mndd t NBINFY
https://www.tenantfile.com/1099miscprogram.html
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CUSTOMER PROGRAMS (ADD-ONS > CUSTOMER
PROGRAMS)

Whenyouclickonto ABBb { | YR GKSYy W/ dzad2YSNI t NRIN
various topics of interest including tieenantFile £ 233X ¢ KA OK Ay Of dzR
CNAOLAQ FT2N) dzaAy3a GKS Lae@nhEnhbdpenitgs witfi the RR A
Tenant Filencludingpending updates, special pricingtticles of interestevents,and

other helpful information. To check out the latest, please visit:

https://www.tenantfile.com/news.htmi

Tenant File Blog
Property Managers — The Next BIG Data Breach Target

As a property manager, you are busy - really busy. That is why vou are not
usually concerning yourself with hack...

TIPS AND TRICKS — POSTING MANAGEMENT FEES
As a Property Manager, you're main goal is to keep the properties that you
manage occupied by reliable tenants, h...

Tips and Tricks — How to Post Rental Income
A= a property owner and/or Property Manager, one of the more important "daily
routines’ would be posting vour r...

Tenant File Tips and Tricks — Keeping Track of your Bank Account
The Tenant File Property Management Software allows users the ability to keep
track of up to ten Bank Accounts with...

Real Estate:Property Management Articles from
EzineArticles.com

Some of the Things You Should Consider When Choosing a Property Maintenance
Company

All types of buildings require maintenance. Whether residential or commercial,
it is very important to take care of...

How To Be A Landlord Without The Headache
Being a landlord is indeed a lucrative business, but it also comes with a lot of
unwanted duties that can eat up vo...

5 Things to Do Before Renting Out Your House
Avoid headaches when it comes to renting out property by doing the following 5
things to help protect you and make ...

Know How Estate Agents Value Properties For Sale
While selling a property, every seller desires to get the right price. But, how do
estate agents value a property? ...
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RENTAL APPLICATIONS (ADD-ONS > RENTAL
APPLICATION)

With the Tenant File, your prospective tenants can complete and payRentd
Applicationsonline. Simply clickinto ABDb { | YR (GKSYy WYwSy il f
information on our partnership witZip Reportghat allows for this coseffective
Tenant Screening and application processikgr more information, please visit:
https://www.tenantfile.com/application.html

TenantFile oonG

Rental Property Management Software

v
o

HOME PRODUCTS FEATURES SUPPORT ABOUT CONTACT ORDERNOW RENTAL APPLICATION CART (0)

Rental Application

The Tenant File makes it easy to provide an
online rental application for your tenants.

SEND APPLICATION TO TENANT

Your perspective tenant can complete and pay for your rental application in minutes! Your rental app can be
used on laptop, mobile, and desktops. Additionally, you can brand and customize your application!
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MISC

Misc

MISCELLANEOUS MENU OPTIONS

Iy
[ —
2, =
D.—

-
[ Miscellaneous

Easy Email Feature Search Feature Listing Easy Setup
. Y
)
F9%-0

Increase Rents Scheduled Increases Transaction Finder Scheduler
a
P
Monthly Checklist Year End Closing

Exit

UnderMISCirom the Main Menu, you will find aelection ofimportant actions that
are used in the Tenant File Property Management Software.
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EASY EMAIL (MISC > EASY EMAIL)

The Tenant File makes it easy to samsmail to your Owners, Tenants or Vendors.
To send group email taall of your Tenants, for example, you woudlick intoMISC
from the Main MenuandchooselBasy Emdal® hy OS &2dz I N Ay
click on'Tenants' under the 'Choose One' option. All of the Tenants with email
addresses will be highlighte@he email addresses are pulled from the individual
Tenant Ledger informatioMext, you simply type your email at the bottom of the

window andO f AeDd9 YW{A f {2

LT

{St SOGSR bl YSa

P Dir John
Redford Investments Ltd

™ Stop at each email

Select All De-Select All
™ Send BCCtome

asy Email ‘ - 3
Choose one or more from the list below and type your message in the 'Message' box. To select or de-select any rows. Choose One
hold your 'Control {Ctrl)' key down while clicking on the 'Record Selector'. (The 'Record Selector' is the small button to & O
the far left of each row). To select a group of rows, select the first row. then hold down your 'Shift' key when selecting the wners
last row to include. When ready to send your email. click on the '‘Send Email’ button. Seledted: 4  Properties

Owner Email List © Units
Last Mame FirstMame Email 1 _ ¢ Tenants
tdany salesd ntfile.com
" Yendors

Kobell Fosr |

Symergy Poperieslic | |

Ward nwestments.com

Send Email to:
&+ Email 1 Only
" Email 2 Only

" Both Emails

Group Mame (optional)

Show Saved Emails

Insert Fields

Sawve This Email
&+ Owner Marme

" Cwner Balance

Fental Property Update for {Owner Name}

" Propery Name

Hi {Owner Name],

are happy and are paying their rent on time. Thank you for putting your trust in us!
“our current balance on all rental properties is: {Owner Balance}

If you hawe any questions, please call us at 123-456-7350

This is a notice to letyou know your current balance onyour rental properties. We hawve been warking hard to make sure yourtenants " Tenant Name

»

— " Unit Address

m

" Tenant Balance
" Tenant Rent

" YWendor Marme

Thenkyon Send Email to

5 ALL Selected
Aftachment 1 | | | ﬂ Names NOW
Atftachment 2 | |

| x| Exit

Sinceyou can input two separate email addressor your Tenants, Owners and
Vendorsyou can choose to send the email to the 1st email address, the 2nd email
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address, or both addresses. If you choose 'Email 1 Only', then only the customers with
an entry in email address 1 will be highlighted.

Ly 2NRSNJ G2 {1SSLI I NBO2NR 2F GKS SYIAf 3
YSQod | O2L¥R 27F ( foSrensal¥addrdss tiiafybuthave éhter@dS y (i
dzy RSNJ { 9¢¢LbD{ B W 2YLIye LYyF2NXIGA2YQd

,2dz Oy |fa2 aSyR dzLd 02 (g2 aSLINIXaGS 9Y
2LIA2Y P {AYLX & OftA0]l 2yi02 0GKS W aGidl OKY
the document that you would like to attach.

If you choose, you can save the email textléder use. That way, you can store

emails such as routine reminders for your Tenafs/ners or Vendordt is also a

good way to keep a record of previous emails you have sent. You can even create a
group name of your own. All of the saved emails can be sorted by various ways
including the subject, message, recipient, group, and more.
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EMAIL LIST (MISCELLANEOUS > EMAIL LIST)

This featurecan befound underdi KI8A 3OS f | ydsvendmmQhe RiaRMenu
(see top of the screenTheW 9 Y[I M & G Qusdd ltoyereadeS®mail name groups,

which you can paste into an email you create from your own computer email
program. To send emails to an Owner, Tenant, or Vendor or to send multiple emails

directly from the program, you may choose to use ‘thasy Emaifeature. ‘Basy
Emaifran be found aMISC from the Maiivienu.

'Send to' box by pressing Ctrl-V.

[ 5 Email List I,&,r
Step One: Step Two:
Get list from: Select one to Display List:
8 el  Show Cwner List
-
Fhone number 2 - Show Property List
[ Phone number 3
. Show Unit List
[ Phone number 4
o Show Tenant List
WV Motes
a1 " Show Vender L
 Email 2 - Clear List Contents

Create your email list from the choices above. Next. highlight the list below by
holding your left mouse button down and dragging it over the list. then copy
by pressing Ctrl-C. Start your email program and paste the list into your email

SGabriel@att.com, JamesDeeders@grmnail.com

RFieldstone@qgmail.com, BradleyAppliances@gmail.cormn,
Sharon@HuntingtonClinic.com, FTG@shx net, Foster@comcast.com,

Exit

¢ KS W9 Yeatdréwill [allbwva yiou@ compile a list of email addresses from your

Tenant File informatiorEmail Addresses can be enteredrarious placeshroughout

the program including directly in ea@wner, Property, Unidand TenantLedger in
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addition to theVendorfile. To enter email addresses in the Ledgers, dickhe
WOYIAETQ odzilizy ¢KSy f 2uif Teyadtor Veadori KS h gy S
information. You can also enter addresses in‘thasy Email' selection.

In addition to the above email address area®, gan enter your addresses in any of
the four phone number fields or in the 'Notes' area. The Email List feature will find all
of the entries and create a string of email addresses that you can paste into your
emailwithin your computerfor mass mailingsl’here is nothing special that you need

to do to enter an email address into any of the phone number fields, other than enter
a valid email format. This would include the '@’ sign, such as
yourname@provider.con. Properties and Units do not have phone numbers.

2 KSYy @2dz SYUSNI Iy SYIFAft |RRNBaa Ayia2 (K
format so that the Tenant File can distinguish an email address from other

information in the notes area. This feature is maintained to keep compatibility with
older versions, bt youshouldusetheW9 YI Af Q odzid2y Ay Yz2al
follows: Email>yourname@provider.com<

To use the Email List feature, simply start with Step 1 and select where to gather the
email information from. You can have multiple selections. Next, go to Step 2 and
choose whether you want to get email addresses for Owners, Properties, Units,
Tenantspor Vendors.

The Tenant File will then show all of the gathered email addresses in the box. All you
have to do is copy the addresses from the box and paste them into your email and

Q{ SYRUd ¢2 O2LRI KAIKE{AIKI lye 2Nt 2
mouse button and dragging the mouse over the names) and pres€ Qtléxt, start
€2dzNJ SYFAf LINPINIY FyR LI a&adsS GKS -yl YSa
Type your email and send as you normally do.

Important Note: There are two separate email address fields available for each
Owner, Property, Unit, Tenant, and Vendor under the information for each. These can
be set up by clicking on the 'Email’ button. Use the note email feature only for excess
email needs.
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FEATURE SEARCH (MISC > FEATURE SEARCH)

[ [ Feature Search |£‘E|éjw
You can enter up to b Features search choices. For each search Pick a Search Choice . . .
choice. select the major category. then the sub-cateqory for the
search. Next, enter the 'keyword' that you want to match. such as " Set search choice number 1
the number of bedrooms or bathrooms. The Tenant File will match
the keyword to your actual entries in the Features section. " Set search chaoice number 2
Select a MAJOR category:  Select a SUB Cateqgory: " Set search choice number 3

: Bedrooms n ¢ Set search choice number 4

Exterior Eathrooms
Appliances Living Room & Set search choice nurnber 5
General Dinini; Roorm E

Study

Kitchen Please choose one . . .

: oy & Search ALL Units

Kevword to match: Window Cover .
‘Fireplaoe Game Room il " Search VACANT Units only

Looking For all rental Units with _ _ .

Search Choice One: Interior - Bedrooms with keyword: 3

Search Choice Two: Interior - Bathrooms with keyword: 2

Search Choice Three: General - Elermentany with keyword: DELL
Search Choice Four: Appliances - Furniture with kevword: FURNISHED
Search Choice Five: Interior - Den with keyword: FIREPLACE

Show Results NOW ‘ Exit

Within each Rental Unit and Property set up in your Tenant File program, you have
GKS FoAfAGe (G2 SYyGSNI GKS WwWCSF Gdz2NBaQ 27
to enter information on the rentals, such as the number of bedrooms and bathrooms
along with a description of the living area, kitchen area, flooring, etc. The information
is saved within the ledger and can be used for reports, searches and utilizing the
RentalWIZ service available with yaignant Filé/irtual Server Subscriptio@nce

the information is entered for your rentalas neededyou can create a report that
searches up to five specific features related taiycental unit by clicking into MISE

CS §dzNB { S| NDK Q fieed teCsdxch $ofr retald fidd=ll3A T & 2 dz
bedroomhouses, with 2 baths, a 2 car garage, microwave, and near a specific school
the Tenant File can find it for you and print the informatida.create your search:
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Step 1: Pick a Search Cho®ou have five separate search choices that you can
select/ K22aS W{Si aSs|I MidKele@ theikfdnatioy wr¥idu8eNJ m Q

,2dz Oy KIF@S GKS LINPINIY &Sk NOK F2N W! f§
option.

Step 2:Select a MAJOR categoryfhe Tenant File allows you to have 4 MAJOR

feature categoriest KS RS Tl dzf ¢ Wal 22NJ /I §SI2NARSaQ
and General.These can be changed on the onset of setting up your prodgnam

Of AO1TAY3 2y (2 {9¢¢LbD{ FNRYOrcKkySuhave Ay a
Of AOT SR (2 W{Si aeckttohDd thaXéu2majoitegbidaYod S NJ ™ C
this Search Choice.

Step 3: Select a SUB categar®nce you have selected the MAJOR categoligting
2 BUBKCategarS & Q ¢ Avihich canhAnkidglfug t@ 15 items. Select from the
Wi . /FGS3T2NKE K2MOBQ yH2NISNZ daNd & ST NOK @

Step 4:Select you Keywordto match ¢ When entering information in the Features
section for your Property or Unit, you will enter information for each SUB category.

For example, if the SUB category is bedrooms, you may have entered 1, 2, 3, 4,5 as
choices, or you may have entered one, twuee, four, or five. Another example

g2dzft R 0SS F2NJ U! AN/ 2yRAGAZ2YAY3IU &2dz YI
2N W2 SA0AY3IK2dzaSQ> 2NJ é2dz YI & KI @S dza SF
'‘Window Units'. In any case, the keyword that you enter here will find and match
lyeidKAY3I @2dz YIe KIFI@OS SYyiSNBR® LG OFy 6
matter. For example@ 2 dz ¢g2dzf R (@ L)S GKS ydzYoSNJ o I &
will include althree-bedroomrentals.

Onceyouhav€ Yy 1 SNER (KS WYS@F2NRQ>S &2dzNJ TANAI
g2dzZ R GKSYy O2ydAydzS GFes8chChiviegeGmbafamdso Of A C
on),i2 FTRR I RRAGAZ2YI T ONRARGSNAI F2NJ &2dzNJ &
| K2A0S ydzYo SNJ HQ | TS Mitheddse ydh liokeyivAte & 2 dzNJ
your previous selections

Note: Themore consistentyou are with your entries, the better the search will work.
That is why we suggest that you credteature [@faults as found under SETTINGS
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from the Main Menu for any Subcategory entries that you may need to search for
later.

As you select each choice, you will see the search that you are creating at the bottom
of the window2 KSy @&2dz KIS SyYyiSNBR |ttt 2F GKS
2y @2dz2NJ NBLER2 NI X Of AO1 UKS odzidzy OFffSF
printthereports Of A0l 2y GKS Wt NAYUGSNI AO02yQ I
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FEATURE LISTING (MISC > FEATURE LISTING)

¢ KS WCSI (odztsB unflek MISCArgrA the Main Meshows you all of the
featuresthat you have entered in youentals on one screefhe features
AYVTF2NXYIGA2Yy Aa (2 0SS SYUSNBR AYy IntisOK wé
section, yu can edit the information on one or all rental unitghout having to

access each separate ledgktuch of this information will be used to market your
vacanciesThis info is automatically used by tRentalWIZoption for the Tenant File

to market your vacancies over the Internet and on your web pRgatalWIZsan

AddOn feature available at no charge with your Virtual Server Subscription.

5 Feature Listing =NACE X
|(en’rer all or part of an address to seach) Search Activate ALL Unit features ‘ Expand Columns ‘
Address Bedroom |Bathroom |Living Dining Den Studhy Kitchen  |Flooring  [Window  |Game Type =
2093 Poplar Avenue 3 2 Large Separate |Pool Tabh|Office Des|lsland lvary Carp | Mini Blinds| Camputer
1275 Cedar Trail Drive 3 2 Large Adjoins Kit| Televisior | Computer |Large YWood Blinds
Trout Avenue #1 3 1142 tedium  |Formal
Trout Avenue #2 2 2 tedium |Informal  |Pool Tahbh| Office Des|lsland Tile
Trout Avenue #3 2 2 kedium |Inforrmal  |Pool Tablh|Office Des|lsland WWood Blinds
Trout Avenue #4 5 3 Large Farmal Fireplace |Computer [Large Marble Drapes  |Exercise E
Handyrnan Hardware B 3 1172 Medium  |Adjoins Kil|Fireplace Storefront [$50.00
3403 Riverview Court 3 1142 Medium  |Adjoins Kit|Fireplace |Computer |lsland Tile Mini Blinds |Exercise E
Handyrman Hardware A 3 1142 Large Adjoins Kit|Fireplace |Computer |Medium  |Bricks Blinds Exercise E|Apartment | $30.00
Handyrnan Hardware C 4 1172 Fireplace
Apt 101 3 2 Medium  |Formal | Televisior | Computer |Large “Wood Blinds Pool Taklh
Apt 102 3 1152 Medium  |Formal Lounge Ct|Computer |lsland Carpet Drapes  |Foal Tabh
Cahin 1 4 2142 Large Adjoins Kit|Fireplace |Computer |lsland WWood Tinted Wir |[Exercise E
Cahin 2 3 1152 Large Separate |Lounge CH Computer |Panthy Biricks Drapes  |Pool Tabh
» [Cakin3 3 212 Fireplace |Adjoins Kit|Fireplace |Bookshel |lsland WWood Blinds Weight Lift| House $30.00
Kl — 2
i 0 Major Catego
e Note: You can automatically filll in all entries in a I ) kb
Crwner would like 1o lease this property for 1 year then sell. Make tenant » | column. To do that click an the 'Header' afthe column @ Interior
fthis option before renting. This is a great fixer-upper, and can to highlight the enfire column. Then click e bution = Exteri
aWEre o 3 g. g pper. helow to make the change. This cannot be reversed. eror
be remodeled into a very aftractive house.  Appliances
© General
Change ALL entries in selected | | ——————
Update Description column NOW Exit

HOW TO USE THE FEATURE LISTING:

When you enter this screen, you will see all of the rental units that already have
features set up. The setup is commodiynefor eachRental Unit withinyour

programo & RAALIX F@Ay3 | | yAlG 2 Nbutdy(Wheiyod y R
enter any feature it is automatically activated).

If you wart to automatically activate atlental units so that you can quickly enter
GKSANI FSI GdzNBaz Ot A0l 2y GKS W OQGAgl (S
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units and activate them so that you can enter their features on one screen. This
cannot be undone, so be sure you wantatttivateall of your rental units before
proceedinglf you have entered information in your separate ledgers under the
WC S U dzNBthiactianSvildhangeythe information within the rental units.

BUTTON DESCRIPTIONS:

Search:Enter all or part of a rental unit address in the box to the tleftt you want
to search forandf A O] GKS W{ SI NODKQ 0 dalv ofthgrentalt K A &
unit and thefirst occurrence of the search term.

Update DescriptionThis is a detailed description of the rental which will be used to

help market the vacancy. Be as detailed as possible and be sure to include

information that will impress a prospective tenafnce you have entered the
AYF2NXYIFOA2YyE Ot AO01 2y (GUKS W LIRFGS 5SaoN

Change ALL entries in the selected column NOW<change an entire column of

data, just enter the data that you want in the entry box on the bottom of the screen
YR GKSy Of A01 2y (GKS WKSFRSND 2F GKS C
entire column will highlightct A 01 2y GKS W/ KFy3asS ' [[ Sy
bh2Q o6dzidz2y (2 AYASNI GKS RIFOF (KNRdzIK?2
LyAGa KI@gS ¢g22R FE22NAy3IS Ge8LIS (KS g2 NF
ofthescreeni St SO0 GKS O2fdzyy OlFftf SR WCt22NAY
W/ KFy3aS It 9yiaNARSa Ay (GKS { St SOOSR [/ 2f¢
RSAONALIIAZY W222R Cft22NAY3IQ Ay SIFOK 27
This option should be used if you are managing an Apartment Complex that consists

of apartments with similar features.

Activate ALL Unit Featuredlormally a rental unit is activated when you go into the

|l OGAGAGASE AONBSY FyR Ot AO0]1 2y UKS wCSlH
The purposes to save computer space and keep empty features from cluttering your
reports. However, it you want to go ahead and activate all the rental units in your
aeadasSy Fd 2y0Szs OfAO01 2y UGUKS W OGAQIGS
to work with dl units at once, not just the ones that are already set up.
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Major Category:This choice will enable you to select the category that you are
working with. Since there are 4 major categories, choose one of those selections.

Enlarge/Reduce Column3he screen column widths are initially sized to fit on your
screen. Sometimes you may not be able to see all of the data in the columns. Just
click on this button to expand the columns, but you may need to use the scroll bar to
see all of the columns avallle.

CKS AYF2NNIFGAZ2Y (GKFG @2dz SYGSNI Ay GKA&
uploaded (for all vacant Units) to your own personal website withReatalWIZ

service. We therefore suggest that you complete the information in detail so that
when you sign up for the service, all prevalent information will be available for the
upload. See our website hAttps://www.tenantfile.com/rentalwizservice.htmifor

more information.
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INCREASE RENTS (MISC > INCREASE RENTS)

You have two methods available to increase rents in accordance to your Lease
Agreements.You can automatically increase your rents for your Tenants within the
Tenant Fildy clicking into MISC from the Mautenuor you can schedule the rent
AYyONBlI&asSa 0aSSsS ySEiG aS0idAaz2zy dzyRSNJnal {/
this section, yu simplychoose which rents to increase and how much the increase
will be. You can select a fixed amount or a percent (%) increase. This section will
allow you to increase ALL rents, Rents for a specific Owner, a specify Property, a
specific Unit or a spegi Tenant.

B4 Increase Rents [ih,l1
Select One . . . Select one for rent increase ...
O Increase ALL rents Redford Investments Ld. j

@ Increase rents for a specific Qwner Name

N How do you want to increase the rent?
" Increase rents for a specific Property Name

" Increase rents for a specific Unit Address @ Increase by percentage of rent: 5] %

" Increase rents for a specific Tenant Name ©  Increase by fixed amount: $

Increase NOW Exit

Note: If you need tincreaseone or more of thaentalamountsfor your tenants
you can choose to simpédit the RentPayment' field in each Tenant Information
area.

187



SCHEDULED INCREASES (MISC > SCHEDULED
INCREASES)

To schedule rent increases for your Tenantdiiture dates click intoMISCirom the
alAy aSydz yR aStSOG W{OKSRdz SR wSyid Ly
automaticallyin accordance with the entered datbut you will be notified with a

pop-up screen when the increases take effect.

i
Choose a tenant to display or add rent increases ¥ Show ALL Rent Increases Print
Currently Selected Tenant Search by
T . Enter values, then choose:
enant Name: Gary Bradley
. . .  Owner
Address: 1275 Cedar Trail Drive Create a NEW increase
™ Property
Increase current rent of |$] 50000 to |1 500 00 on | 1513112023 UPDATE this increase ‘ ~ Unit
DELETE this increase ‘ @ Tenant

I~ Increase by percentage

Increases currently in effect - DISPLAY ONLY - click on any row to edit ABOVE:

Date Current Fient Increase To  |[Increase % |Tenant First Tenant Last Fental Unit Address

» [12/31/2023 |$1.500.00 $1.600.00 Gary Bradle 1275 Cedar Trail Drive
1/1,/2024  |$826.00 $1.000.00 Shawn Gahriel Apt103
272024 |$1.600.00 $1,800.00 Fiandall Fieldstone 2083 Poplar Avenue

Exit

¢2 SYUiSNI I WYW{OKSRdz SR wSydickihtgy SIS 8SQ T2
W{ OKSRdz SR wSseélécttheyTeénsdblamef®m e drogdown list.

Enter the amount of the new rent amounot enter the dollar amount that you will

YSSR (2 AYyONBIaS (KS pHevetade?2 T | @RS yOQRNNR2 VG
t | & Y Sytdr flewhole amount of the percentage in the correct field (for example
10for 10% of the current rent amouptaind then click the box below the line called
WLYONBI S BS QISNBSR y20G SYaGSNI I WLISNOSy
GKFEG @2dz ¢Fyd GKS AyONBlIrasS G2 o0S &aOKSRd
LYONBIF&asSQ odzitd2y o . 2dz Oy SYGSNIFa Yy
as you need. o0 can even create multiple increases for the same rental unit.
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If you need taupdatel LINS PA 2dzafé& SYUiSNBR W{ OKSRdz S
down list to locate and select the Tenant, edit the amount and/or date and then click

W LIRF GS G KAdeletely OLNNES @GiAS2Xoes £ &¢ 2W{ OKSRdzf SR w
TenantfromthedroR2 ¢y fAald FyR Of A0l (GKS WwW5Sf S¢
of deleting the increase is not reversible.

Remember: The increases will take place on the daat you enterA y G KS W5 | {
(once youaccess/our Tenant File program on or after the datél'he program will

LJI2 L dzLJ I Wb20AOS 2F LYONBIFaSQ AYF2NNI GA
Y2RATE | LINBSBGA2dzat e W{ OKSRdzZ SR LYONXEI!I & ¢
the Tenant Ledger and make the changes. You cannot edistir@nke it displays on

the scheduled date.

Note: Keep in mind that the rent increases are posted before the automatic daily late
charges. So, if you have daily late fees based on a percentéige airrent balance
(which we do not recommend), you will need to check the postings when the
increases are processed to be sure they are correct.
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TRANSACTION FINDER (MISC > TRANSACTION
FINDER)

CKS We¢NIyalOlUA2y CAYRSND ¢6KAOK Aa €200
and then®NJ y & I O A i8 & gre@taoyieruSeNdden you need tsearch for

specific postings in your ledgers or to delete postings that you made in error. You can
search for a transaction by several criteria, such as the date of the posting, the
account category used, all or part of the remark, the check number, treiamor

the type of ledger it was posted to. There are specific instructions on screen as to
how to enter the criteria that you are searching for. Be very careful when deleting
transactions on this screen, and be sure you have a backupdimse you choose to
delete a listing of transactionthe action is not reversibldf you need to delete a

large number of transactions made in error, we highly suggest that you first mmake
backupof your database file by clicking into the BACKUPS button from the Main
aSydz 'yR 0KSYy W. | O01dzLJaQad

b20SY 2 KSYy aSIFNDKAYy3I o6& WY 002dzyiQx e&2d
(case sensitive). For example, if you are searching for all transactions posted using
GKS 9ELISy&asS ! 002dzyid OFft SR Waz2NI3l3as tyY
field and typethe wordsMortgage PmE § KSy Of A 01 2y G2 W! 002
W{ St SO0 GKS LOUSY o06St2¢g G2 aidl NI &SI NOKC
that particular accountlIf you misspell the name or enter an extra space in the name
(for example), the program will not locate the transactigns must be exact.

Once the listing is shown on the scree®, gz Ol y OK 2 2 at@nsactbnsW{ St S
(they will be highlightedandthenW5 St SGS | £ £ { SffgoOwadtRo ¢ NJ
delete a select number of transactiongu can individually select the rows by
LINSaaAy3a GKS W/ NI YSeQ 2y &2dzNJ {Se&oz2!l N
0KS GNryalOiAz2ya INBF KAIKEAIKISR GKIFG @&
keyboard. Be very careful when deletitngnsactions because this procedure is non
reversible.

If you need to delete transactions that are relatedpiinted checks omposted
deposits, you should ALWAYE8ete those transactions by clicking onto
CHECKS/DEPOSIT from the Main Menu rather than deleting from thissoémat
your ledgers and register will remain in balance
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3 Transaction Finder

Step1: Enter your SEARCH TEXT:

Step 3: Select item below to search:

i  Date
Rent Received (e e
Step 2: Type of transaction & Account
© Income Remark
" Expense _
©  Check/Deposit Number
& Both
 Amount
Print Screen ©  Posted To (Owner, Tenant, etc)

Date field: Enter awvalid date (mm/ddiaaa). To enter arange, separate by the word 'to’

Account field: You may need to enter at least 7 characters of the Account Name.

Remark field:, yvou can enter any part of the Remark.

Under the 'Posted To' field, you can enter just the first letter, such as
‘0" for Owner, or 'T' far Tenant, or 'B' for Bath (Tenant and Unif).

To select a row, click the RECORD SELECTOR {left of row) to highlight the row. Selectmultiple items by pressing the Cirl key while clicking the SELECTOR.

Date Account Fermark Check/Dep|Amount FostTo Fost To Description
10/25/2023 |Rent Received Rent Payment from Tenant $800.00 Baoth (T 3307 Willow Street A/ Paul, Gregory
10/25/2023 |Rent Received Fent Payment from Tenant $760.00 Both (TN | 3307 Willow Street B/ Garrett, Sharon
10/25/2023 |Rent Received Fent Payment from Tenant $784.25 Both (TN | 3403 Riverview Court/ Richardson, Randy
10/25/2023 |Rent Received Fent Payment from Tenant $875.00 Both (TAN |Apt 101/ Foster, Jane
10/25/2023 |Rent Received Fent Payment from Tenant $895.00 Both (TN |Apt 1027 Kemper, Kirk
10/25/2023 |Rent Received Fent Payment from Tenant $826.00 Both (TA) |Apt 103/ Gabriel, Shawn
10/25/2023 |Rent Received Rent Payment from Tenant $875.00 Both (TN |Apt 1047 Michell, John
10/25/2023 |Rent Received Fent Payment from Tenant $875.00 Both (AN |Apt 105/ Talley, Virginia
10/25/2023 |Rent Received Fent Payment from Tenant $480.00 Both (T | Cahbin 1/ Radclift Barbara
10/25/2023 |Rent Received Fent Payment from Tenant $200.00 Both (TALN) | Cahbin 2/ Deeders, James
10/25/2023 |Rent Received Fent Payment from Tenant $3.660.00 Both T/ |Handyman Hardware A f Flowers To Go,
10/25/2023 |Rent Received Fent Payment from Tenant $3.600.00 Both (TN |Handyman Hardware B /Worley, Paul
10/25/2023 |Rent Received Rent Payment from Tenant $2.500.00 Baoth (T/L |Handyman Hardware C/ Sharper Imagery.
10/25/2023 |Rent Received Fent Payment from Tenant $1.400.00 Both (TN | Trout Avenue #1 / Ramarez, Sandra
10/25/2023 |Rent Received Fent Payment from Tenant $850.00 Both (TAN | Trout Avenue #2 / Mitchell, Larry
10/26/2023 |Fent Received Rent Payment frorm Tenant $1.200.00 Both (T/) [Trout Avenue #3 / Fobertson, Nathan
10/25/2023 |Rent Received Fent Payment from Tenant $1.150.00 Both (TN | Trout Avenue #4/ Kevinson, Shawn

| ol

Select All DELETE all selected transactions

Exit
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SCHEDULER (MISC > SCHEDULER)

The Tenant File Scheduléound undeMISC 3¢ { O K S Rlidwuis $oNJD Fuickly

enter and display important dates, such as repair dates, open houses, or booking
dates forareservation systemt KS Ay F2NXY I GA2Yy SYUGSNBR Ay
includedinyouwSYAYRSNA |a | WwW¢2 52Q & aSSy o
Menu.

[
Rental Unit Address:

|1 276 Cedar Trail Drive '| [ < | September 2023 October 2023 o

Entry Date: 10/25/2023 Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
) . 12 3 1
QCT'O"_ Date: | 10/26/2023 4 5 6 7 8 9 10 2 3 4 5 & 7 8
emo- Paint fence and trim on house 112 13 14 15 16 179 10 11 12 13 14 15
18 19 20 21 22 23 24 16 17 18 19 20 21 22
26 26 27 28 29 30 23 24 ZB) 26 27 28 29
Starting Date: 11/5/2023 {first day of the date range) 30 31
Ending Date: | 11/8/2023 | (astday of the date range) November 2023 December 2023
Extra Fields: Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Sat Sun
[T,I
|Be sure to leave key for Alan _ 2 & 4 1 2 3
g 9 10 11 12 4 B 6 7 8 9 10
|Wor|< to be completed within 4 days 1616 17 18 19 11 12 13 14 16 16 17
20 21 22 23 24 25 26 18 19 20 21 22 23 24
|Ca|| our office with any questions b12-434-3333 27 28 29 30 26 26 27 28 29 30 3
January 2024 February 2024
| Mon Tue Wed Thu Fri Sat Sun Mon Tue Wed Thu Fri Saf Sun
12 3 4 b 6 7 T2 3 4
Create a NEW Entry & 9 10 11 12 13 14 & 6 7 8 9 10 11

15 16 17 18 12 20 21 12 13 14 15 16 17 18
22 23 24 26 26 27 28 19 20 21 22 23 24 Zb

Update the Entry Displayed
~P Y piay 29 30 31 26 27 28 29

Delete the Entry Displayed

Exit

Insert Date Range

HOW TO ADD A NEW ENTRY IN THE SCHEDULER

hyOS &2dz Of A Og¢hookefhie Rentdl{UdtA&dResian $halddapdown
list that you want to schedula dateor a range of datefor.
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Choose one or more days on the calendar. You can chasaage of dateby holding

down your left mouse button and dragging through the dates on the calendar.

2 KSYy GKS O2NNBOU RIFIGSa NP KAIKEAIKGSR:
enter the dates in the information on the left side of the window.

Enterlk WwaSY2Q (2 RSAONAOS (KSinfarodichRo®e SR S
WOEGNI CAStRaQ HiyROGIAKSY 6O/f 2000 | NHIIjKISA NI RIS |
savetheentry.¢ K2aS RIFGS&a gAff 0SS WKAIKEAIKEGISRC
gKSYy &2dz Oft A0l Ayid2 W{OKSRdzZ SNR IyR asSf

HOW TO VIEW OR EDIT AN ENTRY IN THE
SCHEDULER

To view or edita previously recorded ently Of A O1 Ay U 2(ranlthe/ B W
Main Menu andchoose the Rental Unit Address that you wemview.

Scroll to the correct month andick on to one of the highlighted dates the

calendaror anydate within a daterange to view théntry. If there are overlapping

dates in the schedules, you can click on the date to see the first Entry and click again
to view the second Entry, etc. For example, if you have an Entry scheduled for
October 17 thru October 19, click on any dawithin that rangeto view the

information. If you have a second Entry for the same Unit thaitlsin the same

date range, clic a second time to see the second Entry.

Make any necessary changes to the screethé&dViemo, Dates and/oExtra Fieldas

needed If you need to editiny ofthe dates, click into th&#9 y i NE Q> W! Ol A 2
2 NJ W9 vatRffelgdsAr@ tyjge in the correct dat@lo not insert the date from the
calendar).

/| ftA01 2y GKS odzidz2y G2 W LIRFGS GKS 9y iGN
HOW TO DELETE AN ENTRY IN THE SCHEDULER

Once you click intMISC 3¥{ OKS Rdzf SN OK22aS (0KS wSyl
to viewa previously recorded Entry.
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Scroll to the correct month on the calendar arlitk on to the highlighted date(s) to
display the Entry that you want to delete. If there are overlapping dates in the
schedules, you can click on the date to see the first Entry and click again to view the
secondEntry, etc. For example, if you have an Entry scheduled for Octoethii7
October 19, click orthe 17" (or any day in the rangeé) view the information. If

you have a second entry for the same Unit that is the same date range, click a second
time to see the seconéntry.

Once you have the correct entry on your scrednicO1 2y GKS odzild2y
OYViINRB 5AaLX&@8SRQOD

BELOW IS A DETAILED@CHBTION OF THE FIELDS:

Rental Unit AddressThe rental unit that you would select from the drdwn list to
ONBFGSE SRAG 2NJRSESOS I WwSYAYRSNR Sy

Entry Date:The date you entered this schedule. Since each schedule is part of the
\Reminder Systefyou can view by thiiryDateQ 2y OS & 2dz Of A O A
from the Main Menu

Action Date:The date that you entewhentheWl O A2y Q Aa G2 Gl 1S
Reminder Syste@you will be able to set when this will start showing up, such as 30,
40, or 60 days prior to th@dtion DateQFor example, if you need to notify a tenant of
his/her requirement to sign a new lease on théday of February, 24, you would

have the entry of 02/01/224in this field.

Memo: This is a fredorm field for anything you wish to enter.

Starting Date:Thisentry indicateghe first day ofthe scheduled date range. Dates
within this range will show up in bold text.

Ending Date:Thisentry indicates the last dayf the scheduled date rangéDates
within this range will show up in bold text.

Extra FieldsThese ardive fields that you can ust® enter any information
O2Yy OSNY Ay 3 .k duggestthaOyisLScBraEtedtly use each of the fields for
the same item if you are using thghedule€ior booking dates. For example, field
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one could be the customer name, field two could be tioatact phonefield three
could be the email addressic.

Create a NEW Entryise this button to save a neWdghedule€entry.

~

Update the Entry Displayech y OS &2 dz KI @S f 20F SR GKS C
made changes to the entriegse this button to savgour changes

Delete the Entry Displayech y OS &2 dz KI @S 20 SR GKS O
can click this button to elete all infomationfor the selected¥dheduled

Important: Information entered in this Scheduler section will display in your

Reminder System and will be included in your Reminder Reports (see Reports >
General Reports > Reminders). To view the scheduled dates, REIFUNDER&M

the Main Meny click on to activate th&’ ¢D2 w S Y Aisfy RENBO U By dAF W{
SAGKSNI WOY(INE B S8FOSANIWBEOUHAXFSHI g FQRI &
aSt SOl G2 WwW{Kz2g !ftf WSYAYRSNRQO®

,2dz Oy OK22aS (2 RSfSGS W{OKSRdzZ SRQ Sy
correct entry, highlighting the row (by clicking onto thecord selectorcolumn in

front of the row) and hitting your DELETE key on your keyboard. Please be careful
when choosing and deleting a row because the action isregarsible.
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MONTHLY CHECKLIST (MISC > MONTHLY
CHECKLIST)

& Monthly Checklist = —

While there are many ways to use the Tenant File. here is a suggested checklist 1o help vou handle your monthly routine. You can search your
Tenant File User's Guide 1o find detailed information on each item. The suggested search topic is provided for you to the right of each action.

 ipdato vour informations Search for this topic (Help > Users Guide > Ctrl-F):

1. Make sure you have made any vacant units "WACANT". WACANT
2. Make sure vou have updated all Tenant rents inthe 'Rent Payment' field. Activity Screen
3. Update all recurring Vendor Payments. Yendor Payments

[~ Charge rent to Tenants:
1. Post a 'Rent Charged' transaction to each of your Tenants. Charge Rent
Click on the 'Post Rent' button, or set up automatic charging.

[ Postrent received from Tenants:

1. Post 'Rent Received' from your Tenants. Fostrentincome
Click 'Post Rent', create a bank deposit, update DirectPay, or post manually. Fosting Rent Payments
DIRECT PaAY

[~ Post management fees:
1. Post 'Management Fees' to the Unit Ledgers.

Use 'Post Rent' feature or Posting:Automatic Posting:Post Management Fee. fiowioiehargelMenacementiess

AUTOMATIC POSTING

[~ Pay monthly bills:
1. Create checks automatically for vour fixed (recurring) monthly bills Yendor Payments
This can be done through Yendors:Make Vendor Payments.

[~ Charge Tenant late fees
1. Post Tenant 'Late Fees' to the Tenant Ledgers. LATE FEE POSTING
This can be done through Posting > Charge Late Fees (globally) or Late Fees
Freferences » Late Fee Settings (individually).

[~ Pay regular bills:
1. Pay wour repairs/maintenance and ather non-monthly bills. Checks and Deposits
Do this by writing and printing checks through Checks/Deposits buttan.

[ Run Owner reports:
1. Run the monthly Owner reports, like the Statement or Income/Expense Report Feport Screen
Do this from the Reports button.

[ Pay your Owners
1. Pay Owners any money due.
Use the Pay Owners button.

FPay Owners

Clear All Boxes Exit

The Tenant File includes a monthly checklist that you can use to remind yourself of
various actions that you need to take throughout the month in utilizing the program.
CKA& 2LWAA2Y A& F2dzyR dzy RSNJ aL{/ FNRY

As you complete each task during the month, you can put a checkmtr& lboxin

0 K

TNRYUOG 2F GKS O2YLX SUGSR he Tedant Fil will kéep trackk S y

of your progress, 2dz Oy OK22a$S (2 00Saa UGKAa
Y2YGK YR WOKSO]l 2FFQ SIOK FOlA2y o !
2 W/t S| Hach suggested?aktiBreh@dnformation on the location of the task

WY
.

i

in the programalong witha 'Help Topic't 2 FAY R GKS W o dlitk ¢ 2 LIA

IKS WKQ 2y GKS o02002Y NBsaGldoG2 QFIMI 2 F
Edit > Find) to find the topic keyword listed within the PDF document.
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EASY SETUP (MISC > EASY SETUP)

Upon your initial installation of the Tenant File or when you acquire additional
hgySNREZ t NBLISNUASE YR !'yvAdga G2 YlFyl3Ss
on the Main Menuor a quick and easy way &t upthe basic informationOnce you

enter the minimum information required A 0 KAy (0 KS W9ybouwicangd S (i dzL
to eachLedger created antill in the detailed information by clicking on Owner,

Property, Unit or Tenant from the Main Menu.

[} Easy Setup for adding new Owners, Properties, Units and Tenants [&J

Single-Family Homes: Create a new OWNER first, then the first Property, Unit, and Tenant for that Owner. For additional single family homes for the
same Owner, select 'New PROPERTY/BUILDING' and fill in the blanks. The 'Property/Building Name' should be the same as the 'Rental Unit Address’.

Multi-Family and Office Buildings: Create a new OWNER first, along with the Property/Building Name and the first Unit and Tenant for that
Property/Building. For additional Units and Tenants for the newly created Property/Building. select 'New UNIT/;TENANT" and fill in the remaining blanks.

You must click the 'Create NOW" button at the bottom of the screen to save each entry.

What do you want to create? Required Information

Owner Information

First Name |

© MNew UNITTENANT for existing Property/Building Last Name or Company |

e (show all)

Property Information

Property/Building Name: |

Unit Information

Rental Unit Address:

Tenant Information

First Name |

Last Name or Company: |

Rent Payment: $000 Due Date:

Create new ITEM now

Collapse Tree Exit

What do you want to createBimply choose what you are adding hefe.create a
newOg Yy SNE aSft SO0 GKS WbSg h2bo9wQ 2LIAZ2Y
the right of the boxClickthed dzi G 2y G2 W/ NBFGS yS6 hgy SN
TSy I y (i . To ket @view @l previously set up Owners, Properties, Units and
Tenants, click the '(Show all)' selection.
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,2dz Oy O2YLX SUGS (KS AYyTF2NXIOA2Y 2y (K
FANRG !'VvAG YR ¢Sylyid it 2y GKS &l YS
t NPLISNIG & 'VYAG FYR ¢SYylryd bh2 Qo

Q)¢

To set up Properties foourWb S ¢ h gy SN 2 NJ mineB, Olickthdza f & ¢
aSt SOGA2Y dzy RSNJ W2 KI G WRERS@2davwt Ywe (G@. ¥ I\
SEA&GAYyQGneadydutiodsRPS s t wht 9we , QX &2dz SAff
in the box below. Select the correct Owrtbat you are adding the Property foom

the tree view of all Ownerand enterthe required information on the right side of

the screerfor that Property. € A O1 (G KS 0dzi G2y RiopertUnMB I G S
YR ¢Sylyld bh2 Qo

¢2 aSi dzZL) ' yAl&a FT2N) 82dzNJ WbSg twht 9we | K
SYGSNBR t NRPLISNIASasx Oft A0l GKS aStSOilAzy
WhS% 'bLEKEIObD! be F2NJ Srcdyduichops® b SKHR LIS NG &2
will see thetree view of all Ownerb Y Rt NR LISNII A S & @ { St SO0
you are adding the Unit to and entdre required information on the right side of the
screenfor that Unit. If you havavailablethe information on the Tenant that will be
inthere/ Gt dzyAG>X &2dz Oy SYiSNI 0KS We¢Syl y
I 2YLIWw)sid t1FeyYSyio AR We%z50 d&ilt (B i 2 W/
t NPLISNIG &z !''VvAG FYR ¢SYylryd bh2 Qo

ThRS W9 | a dptiof iS ekl youmanagea Property that is a\partment
complexthat includes multiple apartments hyOS @&2dz KI S SyGsS
'yvAU0 ! RRNPAaAQ FTASEtRXE é&2dz Oy OK224aS G2
highlight the address and then clicking Gtrl-C (or ContrelC) to copy theddress
Complete the Unit information, click to add a second Unit to the same Property and
press CtdC (or ContrelC) topastethe Rental Unit address into the second Unit.

Once you have completed adding new Owners, Properties, Units and Tenants, you
would need togo to the Main Menu and click on one of the Owner, Property, Unit, or
Tenant buttons to see your entry and to complete thetailedinformation. This is an
easy way to set up your Owners, Properties, Units and Tenants; however, you can
also enter new Owners, Property, Units or Tenants directly into the Ledger screens
available from the Main Menu.
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YEAR END CLOSING (MISC > YEAR END CLOSING)

Tenant Fi |l e Year End
| nstructi ons f or Virtu

Do you need to close out the year? If you have over 100 rental units
you should close the year, especially if you have not done so in the
past. Closing the year will make your database smaller and it will
run more efficiently. Since the Tenant File Virtual Server (TFVS) is
located on a server, you should download any files that you want to
keep before closing Some users that don't manage a large number
of properties like to keep a couple of years in the Tenant File which
is normally ok.

NOTE: IF YOU WOULD LIKE FOR A TENANT FILE EXPERT

TO CLOSE OUT THE YEAR FOR YOU  AND MAKE BACKUPS,
YOU CAN BOOK A 306MINUTE REMOTE SESSION. THAT WAY
YOU CAN BE SURE IT IS DONE CORRECTLY WITH THE PROPER
BACKUPS, AND ACCESS TO YOUR PREVIOUS DATA. BOOK
EARLY BECAUSE THEREARE LIMITED SLOTS. TO

BOOK, CLICK HERE

Before anything, BACKUP! There is nothing more important to
closing out the year than making sure you have a good backup of
your information. Once you have entered all of the information you
need for the previous year, download full backups before closing out
anything! Since the TFVS is on a server, you will need to download
the files needed to your local computer drive. If you have a working
copy of the Tenant File on your desktop, you can put the files there
for easyaccess. You will need to download and save all database files
(*.mdb) and all data files (*.dat). Note: If you choose to copy your
database files to your desktop program, this action will replace all
data in that program. Make sure that you want to overwrite the
database files and data files in that installation.
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It's a good idea to keep a copy ofyour files on removable media (such
as memory stick, flash drive, DVD, etc.) so that you can store a copy
of your Tenant File information 'off premises'.

How to download and copy your current  files to a new
folder for a O6Previous Year o backu

Log in to your TFVS using the Username and Password provided.

D2 (G2 W.I01dzLJaQ Ay GKS ¢Sylyd CA
Select all of the database files (*.MDB) on the left.

[ £t A01 G0KS WwW{il NIi / Phis)ackion ®ih G 2 N5 b h
automatically save the files selected to your download folder.
''VRSNJ W/ 2L 2KFEG ¢eLI)sS 2F CAf SaqQ:
. Select all of the data files (*.DAT) on the left.

7./ £t AO01 GKS W{Ol NI / Phislackion®ith 0 2 NB b h
automatically save the files selected to your download folder.

HwnN e

o o
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3 Tenant File Data Copy and Restore x

This will DOWNLOAD the selected files (on the |eft) from your current Tenant File folder to your computer (download
folder). Be sure to move these files 1o a separate folder. and avoid overwriting any recent backups.

Choose files to COPY: Choose Action Copy to’ {your local download folder)

FEATURES MDEB @ Copy File(s) TO

TFBACKFLMDB ;
TFDATAFLMDB " Restore File(s) FROM

TFDATAOF.MDB
WOBACKFLMDB
WORKORDRE.MDE

Copy What Type of Files
& Database Files (mdh)

" Data Files (daf)

Selected File Size:
‘131,0?2 |

Total Size of Selected Files:
{1,900,544

Selected File Description:
ths is the WORK ORDER DATABASE containing all Work Order data

Metwork Caution: Run this only from the main computer, not a workstation. Do not
attempt to copy or restore any files while another user is using the Tenant File on
lyour computer network.

How often do you want to be reminded to backup?

@ Remind me aweek after my last backup Start CopylFlestore NOW

" Remind me two weeks after my last backup

" Remind me a month after my last backup

© Never remind me, | live life on the edge Exit

Note: At this point, you have saved your Tenant File files to your
O2YLJzi SNR& 5h2b[h!5 FT2f{ RSN} CNRY
to a removable medium. If you have a Tenant File Version 9 folder from
previous years, you can COPY that folder andaee it to identify the

0l O1dzLd FAE SA3Z & dzOKC CHin HE CTH n2HOIQG 282
up to you. Then, copy ALL of the DOWNLOAD files into that folder,
overwritingtheolddataL ¥ &2dz ¢l yia G2 &l @S | f f
would need to crate a new folder with a new name.

If you would like a Tenant File technician to restore the files for you, and
answer any questions you may have, you can order-mi8@ite remote
session. We can connect to your computer and take care of everything.
Please visit this link to order

After everything is completed above, you can get back into your TFVS
and close out the year (or multiple years).
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Closing out the Year (or multiple years)

At the end of the year, once all reports are run, complete backups are

made and IRS reporting is complete, yamO2 YL SGS (GKS WY, ¢
[ f2aAy3Q LINE OSRAzZNBK F2 N¥Y 22 dMNU VSR |- /YT
Is designed to purge all transactions within the given date range

therefore you must make backups and print reports for the year prior to
LISNF2NXYAY3I ye W SINI9YR /f2aAy3Q

CKS W, STENARYRQ LINPOSRdAzNBEX F2dzy R dzy
will clear all of the transactions in each ledger within the given date range.

If you choosethe ending balance that is in each ledger (prior to clog®
gAff 0S OFNNASR FT2NHBINR Ayili2z2 (0KS Y
into each separate ledger. The Tenant File is not tied to a calendar year, so
you can close out your files at angne by entering your own specific
WEGFENIAYIQ YR WYWReyh®ibef, 3N adddn&sa S 2 dzi
permanent, so you should make several backups before closing.

Note: If you are closing out the current tax year, you MUST have made a

copy of your Tenant File files on your computer as per the instructions
above. The Tenant File 1099 MISC Program will need those files for data.
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B

This vear end closing will DELETE all transactions between the Starting and Ending
Dates vou specify. The balance of these transactions will be carried forward to each
‘Starting Balance' if you choose.

Be sure you have made good backups BEFORE using this procedure and
have run your Year End Reports. This procedure closes out the LEDGERS
only. not your Check Register. See the User's Guide and Tenant File
Website (Help > Web Support) for specific year end closing instructions.

Starting Close Out Da’re‘ | 112023 |
Ending Close Out Date | 12431/2023 |
New Starting Bal. Date | | 11112024 |

Carry forward options . . .

<l

Carry forward Owner totals

<]

Carry forward Property tofals

<]

Carry forward Unit totals

<l

Carry forward Tenant totals

Begin Close Out NOW Exit

TKS RIFIGF SYGSNBR Ay (RzZ0WHE HINIAKQY B Al

determine the date range that will be used to close out. All transactions

within this date range will be totaled, and then completely purged. If you

LI  OS | OKS O] YI NJoptionys bak foSthe $eparateNE T 2

f SRISN) GeLlSas G4KS Nry3asS G2a0Ft gAaff
I £ I y O Srmawyga? iNdhas&i&igers.
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If prior to running your backups, you have completed all payments to your
Owners and all Owner/Property/Unit ending balances for the year are
zero, you may choose to not carry forward any totals into the New Year.
However, if you owe your Owners or the Owners owe you at the end of
the year, you may choose to carry forward th@wrounts. If a Tenant has

a balance, you would definitely want to carry forward the Tenant Ledger
balances.

If you have already entered postings in January ofrine year and have

y20 @S0 O02YLX SGSR GKS W, SINJ 9yR /¢
Starting and Ending Closait Dates as the first and last days of the

previous year. Your January entries will not be affected. Keep in mind,
however, that all totals carrietbrward will be added to any existing

entries in the Starting Balance field.

You would want to make sure that you do not have transactions remaining
in your ledgers from previous years. For example, if you are closing out all
transactions in 283, you need to make sure that you do not have
transactions in your program prior to 28. Those transactions should have
0SSY LIHzZNHESR Ay (KEdAIR®JA 2dz O I AR 2
We NHza G wSLIRNIQ F2dzyR Ay @2 8rd LINE 3N
Menu > General Reports > Trust Repddse the date starting with

01/01/0100 (enteras 01010100) and ending 12/38999(enter as

12319999 to see all transactions possible in the Tenant File ledJéris.

report will indicate if you have any transactions prior to the current year or
after the end of the current year.

TheNew Starting DateBal. Datas your new date of the Starting Balasce

Here are somether guidelines for closing out the year:

hyOS @&2dz KIS O2YLX SGSR GKS W, SI NJ
RSt S0S Fyeée dzydzaSR W! 002 dzy ulf youhavé 3 2 N

l b, GNI VAl OGAZ2YE dzaAy3d GKS&S F 002 d:
changes to your account&diting or deleting an Income or Expense
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account that is currently being used in your program will greatly affect
your data.

¢CKS W, SINO9YR /ft2aAy3Q LINROSRdAz2NE L.
two given dates but does not affect your Bank Regfdter2 S R 2 y Qi
recommend deleting these, since any changes could affect your bank
balances.

WwWSLIR2NIIa @2dz YSSR (G2 NMzy X

The most helpful reports that relate directly to Year End Closing are the
Ledger Balances, Listings, Owner Statements (detailed), Income/Expense
ReportsProfit and Loss Reporéd the Account Reports.

5SSt SOAY3I ! ydzZASR hgySNE t NPLISNIASAX

hyOS &2dz KIS O2YLX SGSR &2dzNJ 6 O d:
you would want to delete any Owners, Properties or Units that you no

longer own or manage. Any Tenants that have vacated the units that you
YEYylF3S aKz2dzZz R KI @S bBYSISQU NG y=IFISHNGNES
yearend. You would not want to delete your Owners, Properties and Units
until after you close out. If you delete ledgers prior to clase, your
WEGFENIOAY3 . FEFyOSaQ gAff 0S AyO2NN
the appropriate information reports, financial reports, and statements that
you need for the Owners along with completing your 1099MtB@as

prior to deleting any ledgers

Important note on deleting Properties and Units:

Keep in mind that when you delete a Property or Unit, you are also

deleting the ending balance for that Property or Unit. If you choose to
delete any Property or Unit ledgers, it is very important that you make a
note of the ending balance in those ledgarsd post that amount in the
hgySNRa f SRISNE G2 LINBGSyYyd e2dzNJ G2
adzZa33Sad GKIFGO @2dz AyOf dzZRS I NBYI NJ

205



~

FNRY RSESGSR !'yAld -, %Qo
54l o0lFasS alAyaSyl yoOoSX

Any time you make a lot of changes in your Tenant File database, as in the
W SINI9YR /f2aAy3QT &2dz aK2dZ R 02Y
and speed up the program. Refer to 'Database Maintenance' in your Help
file or manual. Click into SETTINGFNR Y (KS al Ay aSydz
YR W5FGlIoFasS alAyiaSylryOSQ G2 Nizy
REPAIR FILES procedure for both the Active and Inactive Files. Also, you
should click the button to CHECK FOR LINK PROBLEMS. This will check fol
link problems that may have occurred while deleting ledgers. It will also
check for invalid transaction dates.

If you have any questions not covered in the Year End
Closing guidelinesyou can purchase phone support from

our website https://tenantfile.com dzy R S NJ W{ dzLJLJ2
After ordering, call to set up an appointmentVe are busy

at this time of the year answering questions, so please be
patient. Thank you for your continued support of the
Tenant File.
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SETTINGS

©

Settings

Under the Main Menuthe SETTINGSitton allows users to enter settings for their
Income/Expense Accounts, Bank Accounts, Company, etc. alongatidhs to

properly maintain the Tenant File along with preferences.

SETTINGS MENU

i [ Settings &r
0000000 O0000000;
[ Accounts |{ Defaults] M
Add/Edit Accounts Edit Account Defaults Bank Information Company Information
05 Lorp ~
RIEP n@ b
Colors Authorization Late Fee Seitings Printer Selection
ﬁ @ — %
Vendor Categories Feature Defaults Check Setup File Operations
I~ Daily Check for Direct Deposits (requires DirectPAY subscription)
¥ Enable Network Protection {will lock in-use areas of the program)
¥ Show Selection Tree in Activities upon loading
™ Show Welcome Screen with basic instructions when loading Tenant File
Exit
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ACCOUNT CATEGORIES (SETTINGS > ADD/EDIT
ACCOUNTS)

The Tenant File comes with standard property management accounts already set up.
You are able to change them or aglour own, but before you do, you should read all
2F GUKS R20dzySyuldAzy (GK2NRdAKfe& FyR 0685
section. For the most part, they should already be sufficient to use as they are.

To add a new accoungo toSETTINGS fromthe MarSy dzz OK22a$S W! R
Il O02dzyiaQxr Of A0l 2y GKS flFadg ofly|l fAyS
information. Click down to the next line to save your entifyyou are changing an
LyO2YS 2N Iy 9ELISyasS | O02dzyisz &2dz Yl & vy
W{K2¢g 9ELISYaSthdewlyduradcéusts 6 2 1 G2 Y

Account Categories are used throughout the Tenant File for ledger transactions. DO

MOT delete or edit an account if vou hawve already posted to it unless yvou are simply ~ Show Income Accounts

'rewwording’ the Acount Name and not changing it's purpose. There is no limitto the

nurnber of Account Categories thatyou can setup. " Show Expense Accounts

Be sure to click on a different row (abowve or below) to save your current row
Account Name Account Description FostTao Type

p |CAM Charge Rowd Payment for CAM Charges Both (T/) Income
Forfeited Dep Farteited Dep Unit Income
HomeOwner Fee Rovd HomeOwner Fee Rowd Both (T/L) Income
Insur. Prmt Fiowvd Ingur. Pmt Rz General Incorme
Late Fee Rowd Late Fee Rowd Tenant Income
Legal Fee Rowvd Legal Fee Rowd Baoth (T Income
Mgmt Fee Credit kMgmt Fee Credit General Income
Misc Income Misc Income Baoth (T/L) Income
Mizc Owner Income Misc Cwner Income General Income
Misc Tenant Income kisc Tenant Income Tenant Income
Mtge Pt Rowd Mtge Pmt Rowd General Ihcome
MNet Froceeds MNet Proceeds General Income
NSF Check Fee Rewd MNEF Check Fee Ficvd Tenant Incorme
MNSF Rent Rovd Baoth (T/LI) Income
Farking Fee Rcwd Parking Fee Rowd Bath (T/) Income
Feceived from Cwner Feceirsed from Cwner General Income
Rent Received Rent Received Bath (T/) Income
Fepair Credit Fepair Credit Tenant Income
SecDepfrom Escrow Sec Depositfrom Escrow Tenant Income
Security Dep Rowd Security Deposit Rovd Tenant Income
*
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For each account you will have an Account Name (15 characters, which will show up
Ay it ONIyalrOdAz2y NBLR2NIaovs: | fSy3dake
Account Status below) and an Account Type which will be either Income or Expense.

You can edit an Account previously set up by clicking onto the Income or Expense
Account that you wish to change and make your changes. Be sure to click on another
row to save your changes after editing. These changes will be reflected on your
transactionledgers for previous postings. Therefore, if you change the complete
description of the code (for instance, changing a Utilities code to a Repair Code) you
will be changing all previous postings of a Utilities charge to post as a Repair charge.
So, if yolthave used an account previously in the ledgegos; should not change the
account You should nevedelete an Income or Expenseci&ountyou haveused
previously in postings.This willcause errors ityour ledgers, your Check and Deposit
detail and reports.

b20SY LT @&2dz SR ihéchangeSvill Hot i Zeflectad 2 Qrevioiisly (i dza >
posted transactions2 Y f & W! OO02dzyd bl YSQ OKIy3aSa | N
make changes, you will need to manually edit the posted transactions in your ledgers.

The Tenant File allows you to set up Income and Expense Account codes to post to
your ledgers. The Status of each Account determines whether the Account item is to
be posted to an Owner Ledger, a Property Ledger, a Unit Ledger, a Tenant Ledger or
to Both Tenantand Unit}¢ KS W{ (F GdzaQ {SOGGAY3I G6AOGKAY
determines whether the account will be available within the ledger for posting

GNJ} yal OtdAazya Ff2y3 gAGK W{LIXAG 5SilFAfQ

Status 'G' (GenerabTransactions using this status may be posted to any type of
Ledger. You can use this for transactions that might be posted to more than one type
of ledger.For an examplea Repairthargelnight be posted to the Unit or might be
posted to the Tenant (if the Tenant is responsible for the charge). If you create a
GNF yalrOidAz2zy 6KAOK dzaSa Iy | 002dzyd 6AGK
using whatever type of Ledger you are inla¢ time of posting.

Status 'O’ (Owner} Transactions using this status may only be posted to an Owner
Ledger. Use this only if you want to force the user to use this accountingotylie
hgySNI [ SRISNAP® ¢KS hgySNI [ SRISNI A& {e&Lh
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WFNRYQ GKS hgySNE &dzOK | a WtlFAR (02 hgyS
owner sends to you).

Status 'P' (Property) Transactions using this status may only be posted to a Property
Ledger. Use this status to force the useptdy use this account for Property related
transactions, and not transactions that are for individual units. For example, a pool
maintenance charge would be for the Property, not a single Unit.

Status 'U' (Unit} Transactions using this status may only be posted to a Unit Ledger.
Use this status to force the user to use this accaurly for Unit related transactions.
The Unit Ledger is where the Owner related transactions for a specific rental unit go,
such as the rental income, management fees, and repaiesspecific rental unit

{ G Gdza WgTeansactiods/ukinfidhis status may only be posted to a Tenant
Ledger. User this status to force the user to use this acaonigtfor Tenant related

OGN yal OQdAazyao ¢SYylFyd [ SRISNI GNIyal OGAa?z2
I O02dzyi 2yfteé YR R2 y2i0 | FTFFSOU GKS hgy S
/| KI NBSRQ Aa LRaAIGEN G RRARS2¢SYRYd YREBG, ®)
5SLI2aAl0 / KINBSRQ IyR UKS W{SOdz2NAG& 5SLJ
only.

Status 'B' (Both} This is a special type of account status which allows you to make

one posting to either the Tenant or the Unit Ledger, and the Tenant File will make a
posting toBOTHhe Tenant Ledger and the Unit Ledger. This is typically used for
WwSyid wSOSAOSRQ 2N Wt eYyYSyid wSOSAOBSRQ |

Deleting Account¥ | OO2dzyilda aKz2dzZ R y20 068 RSt SaS
changed)nce they have been used in your prograrhis will result in transactions

and checks left without a valid accouartd cause errors in your ledgers, checks,

deposits and reportsEdit the account name instead (if you are only changing the
spelling). If you must delete an account, add the new account first, find all references
to the old account, edit or delete the transactions or checks that use the old account
(youcanuS G KS We¢NIyalOlAz2y CAYRSNRUXE FyR i
account, go tSETTINGS from the Main Ménu OKRJg/@ BA & ! OO02dzy (14 Q
0KS NBO2NR aSfSO02NI 2F (KS RSAANBR NRgS
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If you delete an account and do not follow the prior instructions, those transactions
will NOT be included in your reportsThis process is nereversible.

ACCOUNT DEFAULTS (SETTINGS > EDIT ACCOUNT
DEFAULTYS)

Throughout the Tenant File, various Account Categories are used when you
automatically post rent, pay Owners, post late fees, and use other features. The
Tenant File has one location where you will need to set which accounts you use for
these various tasksSince the Tenant File allows you the flexibility to create and edit
Account Categoriegou are tochoose thecategories thayou want to useoy clicking
Ayia2z2 {9¢¢LbD{ B WeiRENi mpodadt2hdryol havelre lcalrbcti a ¢
accounts seup for the automated functions of the program to post correcig not

skip this setup!

LY FRRAGAZ2Y G2 aStSOGAYy3 (KS oOmavweNMB O W5
option to type astandardizedemark to use in most postings throughout the Tenant
FleC2NJ SEIFYLX 8§ ¢6KSy &2dz OKI NBES NByilisz &z
t N2POSSRA FT2NJ WFHydzZ NEQ 2NJ WWI ydzt NB wSy i
want the program to insert theurrent month simply type the word MONTH (all

caps) anywhere in the remark field and the Tenant File will substitute the current

month in the renark field when you are posting the related account. For the first two
SEIFIYLXt S& 062085 e2dz ¢2dzAZ R GéL)S wwSyid t N
08 ¢SYylryaQoe

Be sure that if you make any changes to your account categories G&IEFINGS >

WI RRKORAG ! O02dzy 1aQ> GKI (0 @&2dz NSlecdaNy G 2
accounts that are affected. (Again, you should never change an Account Category if
you haveused it in previous postinys
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[5 Tenant File A;unt Defaults E
*ou should set your default preferences to determine which accounts to use when posting. For example, when you post rent
income from your tenants. you will always want to use an acccount category such as '"Rent Received' for that action. You can also Exit
set the remark that will display in the transaction. For remarks. use the word MONTH (in all CAPS) to insert the current month.
Rent Income Received: Rent Charged:
|Rent Received |Rent Charged < change
Rermark: Fent Payment from Tenant Rermark: Rent Charged to Tenant
|Rent Fayment from Tenant < show sample |RentChargedt0 Tenant < show sample
Management Fee Received: Management Fee Charged:
|Mgmt Fee Cradit < change |Management Fee < change
Remark: hManagement Fee Credit Remark: Service Fee for Froperty Management
|Management Fee Credit < show sample |Ser\.f|ce Fee far Fropery Management P ——
Late Fee Received: Late Fee Charged:
|Late Fee Rowd < change |Late Fee Charge < change
Remark: Late Fee Recered fram Tenant Remark: Late Fee Charged to Tenant
|Late Fee Received fram Tenant < show sample |Late Fee Charged to Tenant < show sample
Owner Proceeds Proceeds Paid To Owner:
|Recewved fram Owner < change |Pa|d Ta Owner < change
Remark: Froceeds Received from Owner Remark: Proceeds Faid to Owner
|Pruceeds Received fram Owner < show sample |Pruceeds Paid to Cwner < show sample
Security Deposit Received: Security Deposit Charged:
|Secur|ty Dep Rowd < change |Secur|ty Dep Charge < change
Remark: Security Deposit Received fram Tenant Remark: Security Deposit Charged to Tenant
|Security Deposit Received from Tenant < show sample |SecurityDepc|sit Charged to Tenant < show sample
Security Deposit Refund to Tenant: Security Deposit
|Security Dep Refund < change |Security Dep Expense <change
Remark: Security Deposit Befunded to Tenant Remark: Security Deposit Expense to Tenant
|Security Deposit Refunded to Tenant < show sample |SecurityDepDSit Expense to Tenant < show sample
Transfer from Escrow to Tenant: Transfer From Escrow to Operating:
|Sec Dep fram Escrow < change |Transferfr0m Escrow < change
Remark: Transfer from Escrow Account o Tenant Ledger Remark: Transferfrom Escrow Accountto Operating Account
|Transferfr0m Escrow Account to Tenant Ledger < show sample |Transferfr0m Escrow Accountto Operating Accour < show sample
Deposit Forfeited to
|F0rfeited Dep < change
Femark: Security Deposit Forfeited to Owner
|Security Deposit Forfeited to Owner < show sample

Here is a summary of the Account Defaults:

Rent Income Receivedhis is the account that you will use to post rent income from
your tenant. This is typically used through tR@ST RENblitton to post rent income

by creating a bank deposit, or by posting manually into the Tenant Ledger. It is posted
02 W.20KQ GKS ¢Sylyd FYR 'yAld [ SRISNE 3
the owner with rent income.

Rent ChargedThis is the account that you will use when posting rent charges to your
tenant. This is typically done using tROST RENbTtton to charge raét, by setting

the program to automatically charge rent, or by posting manually into the Tenant

[ SRAISNP , 2dz Oy 2yfte Llaild WYwSyd / KIFNBHSF
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Management Fee ReceivedMost likely you will not use this default, but it could be
used if you needed to credit a management fee back to an owner.

Management Fee Chargedhis is the account that you will use when posting

al Yyl 3SYSyd CSS OKIFINHSa (2 (0KS 246y SN ¢K
WSOSAOSRQZ FyR OFy 0 POSTRESEEEtioNATAIE  f & LJ2 3
transaction is only posted to the Unit Ledger, which is the owner accounting for a
specific rental unit.

Late Fee Received hisis the account that you will use when crediting the Tenant

Ledger for late fees that the tenant paid. Before this is posted, you should have the
WIFGS €SS / KI NEBESR LININBMIRE REBRBRIWERIP dzLJ2 Yy
CSS wSOSAQOSRQ aSi 02 Lkad G2 GdKS wWeSyly
found that most Management Companies will retain that income and not pass it on to
the Owners. If your Management Agmaent states that théOwners are to receive

the late fee income (or you atbe Owner of all Propertiesphe W[ | 1S CSS wS(
account (undeSETTINGSAdd/Edit Accour® Ydzad o6S OKIFy3aISR G2
6¢SYylyd YR | yAGOQ a2 GKIFIG GKS t134GS FS8
accounting) and the Unit Ledger (owner accountitighe Management Company
NBiGFAya GKS -GS FSS AyO02YSs GKS W[IFGS
default to post to the Tenant Ledger only.

Late Fee Chargetl ¢ KA a Aa GKS | OO02dzyd GKIG &2dz ¢
/ K I NiB thét€nant. The Tenant File has various ways to post the late fees
automatically, or you may decide that it is easier to post the charge directly into the
ledger manually. See the separate chapteilLate Fee Postin find out what

options are available.

Owner Proceeds Receivedhis is the account that you will use when posting money
that the owner has sent to you, typically to cover expenses for the rental property.
Normally, this type of transaction is posted to the Owner Ledger if it is a paytmant
O2WSNAR Fff 2F (GKS 2y SNRa NByOGlFf LINELISN
a particular Property or Unit, it can be set to post to a specific Property or rental unit.
The default iset to post to theOwner Ledger.
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Proceeds Paid to OwneiThis is the account to use when you Pagperty Manager)

LI & GKS 26y SNI F2NJ 0KS ySi kymigi¥gd&8sozy KS
typically posted to the Owner Ledger, as it would normally be one payment for all of
GKFG 26y SNRA NBYyOGlFf LINRPLISNIO@O®

Security Deposit Received his is the account that you will use when posting security
deposit funds that you receive fromthetenadtK A & A& LI2AGSR T30S
5SLI2aArl [/ KI ThE&eunhisiset tdbdsiitds Rerant Ledger to show

that you have received the money and is a credit to the ledger. Note: In some cases,
managers transfer the security deposit money to the owner to hold in escrow, and in
GKIFIG OFrasS dKA&a | O02dzyd ¢ 2 dz Rrayidi@&Rnitd 2 L2
Ledger so the funds will be available to transfer to the owhlewever, if you hold

0KS W{SOdzZNA (& 5SLI2aAid wSOSAOSRQ Ay | &
2y 02 0KS 2¢6ySNBR>X @&2dz ¢g2dzf R €SI @¥S GKS

T« (N

Secuity Deposit Chargedwhen setting up your Tenant Ledgers, you will need to

charge your tenants for any Security Deposits that they are required to pay. Once
paid, you will post the income as¥a{ SOdzNA G & 5 SLJ2 & A .ThoseSwdS A ¢
postingsg A f £ WI SNB 2dzi Q> odzi Aa ySOSaal NB
be able to run reports to show the total security deposits on hand. This account is

also posted to the Tenant Ledger sinces ian expense thainly applies to the tenant.

Security Deposit Refund to Tenarnthis is the account that you will use to show a

refund of the Security Deposit to the tenammce they have decided to vacate the

unit, either full or partial. Many times, this is a check that you are writing to pay th
tenant for a refund of the Security Deposit that you were holding in escrow. This is an
expense to the Tenant Ledger. S&hlitional information in this manual under
POSTINGWY SO 5SLJ 5AaLIR2aAldAz2yQ ufitgDepoditBelidzy RA y 3

Security Deposit Expense$his is the account that you will use if you are deducting
SELISy&asSa FNRBRY (KS (SylyiQa {SOdNAiGe& 5SL
If you have previously posted individual expenses directly to the Tenant Ledger (such
as carpet cleaning, repairs) then you may not use this account. However, if you want

to use one account for all expenses, use this accolms account can be
dzi2YFGAOlItfteé dzaSR 6KSy @2dz FNB O2YLX Si
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Deposit Forfeited to OwnerThis is the account that you will use to show the part of

the Security Deposit that is forfeited to the owner. This is an income (or credit) to the
2y SNRa | 002 dzy i Ay IhdilidfaRIniALadgdr s theio®merThisy G 2
I 0O02dzy i OFy o6S Il dzi2YldAOFfte dzaSR 6KSYy
procedure.

Transfer from Escrow to Operatingn some cases, yostatelaw may not allow the
Security Deposit money (held in escrow for the tenant) to be mixekl thié2 Property

al yI3ASYSyd [/ 2YLI yeéQa OBb, WeNheSkoirlly Depogiffis | C
NEFdzy RSR (2 GKS GSylrydz Ad YIFIé& ySSR G2
and then a check can be written from the operating accoiihis account can be
Fdzi2YFGAOlItft@é& dzaSR 6KSy &2dz FNB O2YLX Si

Transfer from Escrow to TenanThis account is used to show the transfer of funds
FNRY GKS {SOdzNRAGe 5SLI2aAd F002dzyd 06KS
1 002dzy i Q0 ol O] Ayud2 0KS ¢Sylyd [ SRISND
accounting, which will then allow you to tefd the amount (either full or partial) to

the tenant and/or post any expenses against the ledgrs account can be
Fdzi2YFGAOlIftfteé& dzaSR ¢6KSy &2dz FNB O2YLX Si
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BANK INFORMATION (SETTINGS > BANK
INFORMATION)

The Tenant File maintains up to ten bank accounts within each installation. These ten
oyl | 002dzyia AyOfdzRS @& 2 dzNJ WO AR Naffidhdso . |y
I f gl &a O2yaiRSNSRand @gndzbthelBmiG\dcoudes. Yiodr | OO 2 dzy
Wt NAYEFENE .yl ! O02dzy (i QPrép&rydzindgen®e8 dza SR 7T
activities. The other accounts can be used for bank activities that must be kept

ASLI NF OGS FNRBY @2dzNJ YIFYFISYSyid | O002dzyizx
other escrow type transactions. If you manage for separate Owners and maintain

their individual checking accounts, you will be able to name the separate accounts

and use them impostings throughout the program. Remember that each posting
aSOUA2Y ogAfft lfgleéd RSFlLdz G (2 GKS Wt NR
select a different account from the dregiown selections (within each posting

section) to change the account.
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B3 1 - First Bank Account @

Bank Mame First Mational Bank

Account # 243-2232-A-560

Type banagement Account

Contact Richard Baxter

Address 1 02 Fortview Road

Address ¢ Suite 230

City 5T Zip Houston T 78732

Fhone (412) 334-6623

Email fb(@texas.net

YWeh Address  [hitp e fnb.com

Previous Next Save This ‘ Exat ‘

........................................

The Bank Setup is found undg@ETTINGSBANK INFORMATIOBbmplete each field
oy UKS aONBSys (KSy OtAO0]l Q{F@S ¢KAAU {
to add an additional Bank Accountepgat the procesas needed
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COMPANY INFORMATION (SETTINGS > COMPANY
INFORMATION)

59 Company Information [-Zhj

Company Mame 1 |Efficient Real Estate Company )

Eirst
Company Mame 2
Caompany Address 1 |2406 South Forest Boulewvard Next
Company Address £
Company City Houston Previous
Caompany State T Zip Code |[/8734-1123

Last
Fhone 1 [B27-3340 Office
Fhone 2 |B27-3356 Fax

Add New
Fhone 3
Fh 4
e Delete
Email 1 |sales@EfficientRealtors.com
Email 2 Company
Report
'FROM' email address to use (Required for email):
sales@EfficientRealtors.com
Save and Exit

The Tenant File requires that there be at least one Company Name entered in this
section;therefore, at the onset of using the program, you will need to click into
{9¢c¢LbD{ FTNRY (GKS alAy aSydz p W 2YLI ye
for your Property Management@npany(not the Owners)You are able to input
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multiple company namesn this section by editing the first Company Name (the
LINEINI Y gAff Ayaaltt gAOGK 2yS [2YLIlye b

L¥ @2dz LI Iy 2y dziAf AT Ay3a GKS 9YFAf TFdzycC
OYFATQ 2NJ SYFAfAYy3 NBLR2NIa&a (G2 €2dzNJ hgy S
SYGiSNI 22dzNJ SYFAf T RRNBF&aa Ay (KS WwWawha 9
and reports will not be sent if this field is not completed.

TheMain default headingnformation that you enter will appear ogach report

LINE OARSR GKFG @2dz Ot A0l W, SaQ dzy RSNJ (K€
While in the reportse 2 dz Oy Oft A0l (G2 OKIFIy3aS G(GKS as
| S RAY-H@niRNPAK2234S || aSO2YyRINE W 2YLJ yeé
section If you are using a preprinted letterhead, select 'No', and the Tenant File will
leave the top portion blank, allowing space for your letterhead.

Regardless of whether you include this information on your reports, it is required that
you enter the correct information. Upon installation, the program will include a
W{IYLXSQ /2YLIye blYS® . 2dz gAft YySSR
name, addressphone,and email for your Property Management Company.
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COLOR SETTINGS (SETTINGS > COLORS)

The Tenant File offers choices for theckground coloof the program. You can use
yed fAaGSR O2f 2N 2NJ OK22aS GKS agaidsSy C
color. Simply choose a color and a background to see the change. If you want to
OKIFIy3dS GKS W2AyR2g 02f 2NDI e@sefeddn. Rigk U/ K
GKS O2ft2NJ 2F @2dzNJ OK2AO0S IyR UKSy Of A0}

53 Tenant File Colors [&J

Main Menu Background

This is hiow normal black text will look © Green Stone
ith the color vou have selected

Beige Rough

This is how bold black text will look

with the color you have selected ¢ Stucco

= Green Marhle

Most entry fields will be white

 Teal Cloth

Dark Blue

O Dark Grey

" Black Specs

Blue Gradient

Deep Elue Gradient
C Gray Gradient
Orange Gradient
Green Gradient
 Teal Gradient

Choose Window Color © Solid Yhite

 Sarme Color

Exit
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LATE FEE SETTINGS (SETTINGS > LATE FEE
SETTINGS)

The Tenant File allows users to set the program to automatically charge Late Fees. To
dza S OGKA& FSIFGdz2NB>X e2dz gAft ySSR (G2 TANHA
SIOK ¢Syl JiiRac [ BRIBNW/.KIYNES 2[21diNg W $ 315Q ¢
O6SAUKSNI o0& AyaSNIAy3a GKS wDf2o6lf CSSQ 2
dzy RSNJ W{9¢! t kxL92 C9 9 {) Qousvdulistihg pr&rad ¢ Sy

W/ K22a4S GKS 5Feé& 2F az2zyidK (2 [/ KSO1 F2NI |
{SGiAYy3aAQD

B Late Fee Automatic Posting Settings |£|E|ﬂ_hj

Late Fees can be posted automatically by the Tenant File. To use this feature. you must set
up the late fee in each Tenant Information field. From this screen. you can determine how
often the Tenant File will check for late fees due. There is no need to post late fees daily if
you only want to check once a week.

Choose the Day of Month to Check for Late Rents:

Rather than checking every single day, vou can choose to have the Tenant File check for late rents up
1o 4 times per month. Enter the day of the month yvou want to check.

First Day (1-31): .
Second Day (1-31): b
Third Day {1-31); b
Fourth Day (1-31); .

OR

¥ iCheck every day for late fees when the program opens.

Last time late fees were checked or posted: 9/20/2018

Check or Charge Late Fees Now ‘ Exit

You have the option on this screen to indicate when you want the Tenant File to
check for late rentals and when to charge Late Fees. You can set the program to
W/ KSO1 SOUSNE RIFé& F2NJfFdS FSSa ¢oKSYy GKS
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days within each month to check for potential fees to be charged. If you charge a

Late Fee (for instance) once a month (and not daily), you can set the program to

W/ KSO1 SYSNE RIFIe&Q YR GKS LINPINIY gAff
accordancetof ¢ e€2dz KI gS (GKS [FGS €SS &aSidzal dz
or you can set the exact day of the month¥ & 2dz KI S W51 Afe& CS
check every day that you access the program.

¢t2 as8SS GKS 1138 FSS&a OdaNNByiafte 2SRz Of
button. If you manually made changes in the ledgers concerning late fees, this screen
will show you if any new calculations are set to post.

If you have one consistent late fee for all of your tenants, you may prefer to charge
late fees through the Posting > Charge Late Fees screen, since that method is quick
and easy, and allows you to view each late fee individually before posting to the
ledger. However, this method is the only way to have the program calculate and
charge the late fees automatically. Every other method in the program will prompt
you to determine if you want to post each fee.

IMPORTANT NOTE: If you charge a daily fee based on the current tenant balance

06 KAOK S 5h bh¢ w9/ haa9b50> ¢S KAIKf &
t 2adAy a3 shavinwBoBhEfore you actually make the postings. This will give
you thecurrent balancéP LINA 2 N (12 GKS LIRAaGAYy3II GKAOK
82dz OKFNHS | RIFIAf& F¥SS o0laSR 2y GKS W/ d
LINAY G GKS W[IFGS wSyid k [FGS C€SSa 5dz28 w¢€
REPORTS to be sure everythingosted correctly. This report will detail the current

rent amounts due along with the late fees due.

The screen shot below is the pop screen thawill indicate what the program is set

to charge your individual Tenants for the Late Fees owed. This information is in

I O0O2 NRIyOS gA 0K &2 dzNdettpih yidoB prayBufand vEhani A v 3 3
the program is to check for feesjou are able to exit without posting, make changes,

or post everythingshowd @ Of A0l Ay3 2y (GKS WOEAGQ 0 dz
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Keep in mind that there are two different types of late fee charges, even though they
020K dza$S GKS alyYyS F002dzyd OFGS3I2NEBIT GeélL
are:

Initial Fee This is the fee that is initially charged either as a fixed amount or a
percentage of rent or the balance due. Once posted, it will not be posted again until
the nextmonthlfé 2 dz Y ydzl £ £ @8 RSt S idr&sadtisnSromther 0 S C
ledger, the next day that you get into the program, it will attempt to charge the initial
fee. If you have one amount that you charge your tenants when they are late

(whether it is a percentage or a set amount), this is where you will set it up.

Daily Fee This amount will change depending on the number of days that the rent is
late. It can be setup as a fixed amount or a percentage. The Tenant File has a unique
way of handling this charge. For exampfe/ou were to set the program tcharge a
dailyfeeof $5perdayg G F NI Ay 3 p RI & & hd$Fahchaige wik S W5 dz
process on the first day that it is set to post (for example on tHedf@he month). If

the Tenant still owes rent the next time it checks (the next day or after thekend

for example), it will recalculate the daily amount and post the new late fee owed.

| 26 SOSNE A0 R2SayQi LkR2ad WIHy20KSNX G €
confusing postings). It simply updates the existing daily charge and changest¢he d

to the currentdate. Ifyou¢ Sy I yada | NS &aSGdzLd F2NJ W51 Af
day that you enter into the progranPlease note: This setwypll start overat the

beginning of eacimonth.
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