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GETTING STARTED 

INSTALLATION AND SETUP 

WELCOME TO THE TENANT FILE! 

Thank you for using the Tenant File ς a Property Management Software program 

that will save you both time and money.  We have worked very hard to develop a 

system that is powerful and flexible enough to handle the most demanding tasks 

that Property Managers need - yet is easy to set up and use.  

 

Please take the time to completely read this ¦ǎŜǊΩǎ DǳƛŘŜΦ Lǘ ǿƛƭƭ ƳŀƪŜ ȅƻǳǊ 

ƛƴǎǘŀƭƭŀǘƛƻƴ ŀƴŘ ǎŜǘǳǇ ƳǳŎƘ ŦŀǎǘŜǊ ŀƴŘ ŜŀǎƛŜǊΦ Lƴ ŀŘŘƛǘƛƻƴΣ ǘƘǊƻǳƎƘƻǳǘ ǘƘƛǎ ¦ǎŜǊΩǎ 

Guide, you will find valuable tips on how to use this program to its fullest. 
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We do offer phone training sessions for a fee if you would like in-depth training for 

yourself or your employees. These options are available by visiting our web site at 

www.TenantFile.com.  We look forward to being part of your success!  
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INSTALLATION AND REQUIREMENTS 

Requirements: This version of the Tenant File is 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. 
This is a one-ǘƛƳŜ ǇǊƻŎŜǎǎ ǎƛƴŎŜ ȅƻǳΩƭƭ ōŜ ǳǎƛƴƎ ǘƘŜ ǾƛǊǘǳŀƭ ǎŜǊǾŜǊ ǾŜǊǎƛƻƴ ŦǊƻƳ ǘƘƛǎ 
point on. YOU MUST HAVE TENANT FILE 9 in order to sign up for the Tenant File 
Virtual Server if you wish to upload your files. 
 
It is OK to 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, which you need to be 

familiar with.  

First, the Owner is at the top of the hierarchy. You may have any number of Owners 

in the Unlimited Virtual Server Version, up to 250 Owners in the Tenant file 250 

Virtual Server and up to 100 Owners in the Tenant File 100 Virtual Server Version. (In 

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.  In the Tenant File 100 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 100). 

Next in the hierarchy is the Property/Building. Each Owner may have multiple 

Properties; however, any given Property may have only one primary Owner.  There is 

the option to enter limited information on a secondary Owner.  

Lastly, each Property may contain multiple Units 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. 
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RELATIONSHIPS 

 

#1 Single Family Home: In 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 be posted to the Tenant Ledger and the Unit Ledger. 

#2 Owner with Multiple Properties: In this example, the Owner has a Property, which 

is a single-family home, and another Property, which is a duplex. Daily transactions 

are posted to the Tenant Ledger and the Unit Ledger (or both).  The Duplex may have 

transactions posted to the Property Ledger if the income or expense relates to the 

entire complex and belongs to the Property rather than one particular Unit, such as a 

roof repair to the Duplex. Transactions to and from the Owner, such as Owner 

Payments may be 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 Units: In this case, like an apartment 

building, the Owner has a Property, which has multiple Rental Units. Tenant 

transactions are posted to the Tenant Ledgers, daily transactions such as Unit repairs 

go to the Unit Ledgers, Common Area Maintenance and Property repairs go to the 
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Property Ledger, and Owner related transactions can go to either the Owner or 

Property Ledger as in example #2.  

 
¢Ƙƛǎ ¦ǎŜǊΩǎ DǳƛŘŜ ǿƛƭƭ ƎƛǾŜ ȅƻǳ ŘŜǘŀƛƭŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ Ƙƻǿ ǘƻ ǳǎŜ ǘƘŜ ǇǊƻƎǊŀƳΦ  ¢ƘŜ 
following is a quick note on how to set up your Owner, Property, Unit and Tenants 
ǉǳƛŎƪƭȅ ǳǎƛƴƎ ǘƘŜ Ψ9ŀǎȅ {ŜǘǳǇΩ ǇǊƻŎŜŘǳǊŜ ŦƻǳƴŘ ǳƴŘŜǊ ΨMISC > Easy SetupΩ.  Also 
included is information on how to set up your Income and Expense Accounts under 
Ψ{9¢¢LbD{ Ҕ !ŘŘκ9Řƛǘ !ŎŎƻǳƴǘǎΩ.  The program includes basic Property Management 
Income and Expense Accounts upon installation; 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 account.  
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EASY SETUP (MISC > EASY SETUP) 

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 Tenant File, by only 

entering the minimum information required. After that, you can easily go to each new 

ledger entry 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 

ȅƻǳǊ ŦƛǊǎǘ hǿƴŜǊΩǎ ƴŀƳŜΣ ƻƴŜ ƻŦ ƘƛǎκƘŜǊ tǊƻǇŜǊǘƛŜǎ ŀƴŘ ǘƘŜ ¦ƴƛǘκ¢Ŝƴŀƴǘ ƛƴŦƻǊƳŀǘƛƻƴ 

for that Property.   

 

What do you want to create? If you are first setting up your Owners, you would want 

ǘƻ ŎƭƛŎƪ ƻƴ ΨbŜǿ hǿƴŜǊΩ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŀǘ hǿƴŜǊΦ  LŦ ȅƻǳ ŀƭǊŜŀŘȅ 



15 

 

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

ŎƭƛŎƪ ƻƴ ΨbŜǿ tǊƻǇŜǊǘȅΩ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŦƻǊ ǘƘŀǘ tǊƻǇŜǊǘȅΦ  ¢Ƙƛǎ ǎŎǊŜŜƴ ǿƛƭƭ 

display the Owner that you would have originally created for that Property.  Simply 

choose what you want to add here. To show all previously set up Owners, Properties, 

Units and Tenants, click the '(Show 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 Owner, you'll see 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 to Ψ/ǊŜŀǘŜ new Owner, Property, Unit and Tenant bh²Ω. 

Then go to the Main Menu, and click on one of the Owner, Property, Unit, or Tenant 

buttons to see your entry and to complete the information. This is an easy way to 

quickly set up your Tenant File program; however you can also enter new Owners, 

Property, Units or Tenants directly into the Ledger screens available from the Main 

Menu. 

 

ACCOUNT CATEGORIES (SETTINGS > ADD/EDIT 

ACCOUNTS) 

The Tenant File comes with standard Property Management Income and Expense 

accounts already set up. You are able to change them or add your own, but before 

you do, you should read all of the documentation thoroughly and be familiar with the 

Tenant FileΩǎ ŀŎŎƻǳƴǘƛƴƎ ǎŜŎǘƛƻƴ. The program includes the basic accounts for 

Property Management, however, you can add as many Income and Expense Accounts 

as you need. Detailed information can be found under 'SETTINGS > Add/Edit 

AccountsΩ. 

ACCOUNT DEFAULTS (SETTINGS > 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 
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Tenant File has one location where you will need to set which accounts you use for 

these various automated tasks. Since the Tenant File allows you the flexibility to 

create and edit Account Categories, just choose the ones you want to use here.  This 

process is very important!  It is very important that you have the correct accounts set 

up for the automated functions of the program to post correctly. If you are just 

getting started, this section should be viewed and edited before you start to post any 

transactions.  You may not need to change any accounts, however, if you made any 

ŎƘŀƴƎŜǎ ǘƻ ǘƘŜ LƴŎƻƳŜ ŀƴŘκƻǊ 9ȄǇŜƴǎŜ ƭƛǎǘƛƴƎǎ ǳƴŘŜǊ Ψ{9¢¢LbD{ Ҕ !ŘŘκ9Řƛǘ !ŎŎƻǳƴǘǎΩΣ 

you would want to view the Account Defaults screen under 'SETTINGS > Edit Account 

Defaults' and make any necessary changes. 

Note:  It is very important that you do not delete or edit an account after it has been 

used in your Ledgers.    
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MAIN MENU 

 

Everything begins from the Main Menu. We have designed this menu so that the 

most common actions are easily accessible. 

ACTIVITY AREA 

 

The Activity Screen, which includes the Ledgers, is accessed by clicking any of the 

above buttons ς Owners, Properties, Units or Tenants. They 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 

 

The above screen shot shows the 'Tenant Information' (note red check mark at top)  

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

Ψ!ŎǘƛǾƛǘȅ {ŎǊŜŜƴΩ is where most of your information 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 entry. There is no 

Ψ{ŀǾŜΩ ōǳǘǘƻƴΣ ȅour changes are automatically saved.  To see an alphabetical listing of 

your Owners, Properties, Units, and Tenants on the side bar, you can click on the 

ΨTreeΩ button, which toggles on and off. 

 

There are various buttons included with every Owner, Property, Unit, and Tenant 

Ledger.  They are described as follows: 

Email: By clicking this button, you can set up email addresses for the current Owner, 

Property, Unit, or Tenant. You will see a pop up that includes an area for you to enter 

ŀƴ Ψ9Ƴŀƛƭ мΩ ŀƴŘ ŀƴ Ψ9Ƴŀƛƭ нΩΦ  hƴŎŜ ŜƴǘŜǊŜŘΣ ƛǘ ƛǎ ǎŀǾŜŘ ƛƴ ȅƻǳǊ ŘŀǘŀōŀǎŜΦ  ¸ou can 

send email directly from the same screen.  You 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 the Reminder System. You will see 

ŀŘŘƛǘƛƻƴŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ƭŀǘŜǊ ƛƴ ǘƘƛǎ ¦ǎŜǊΩǎ DǳƛŘŜ ƻƴ ǘƘŜ w9aLb59w{Σ ǿƘƛŎƘ Ŏŀƴ ōŜ 

accessed from the Main Menu.  A 'To Do' reminder is something that requires an 

action date. An example of a 'To Do' reminder would be for you to call a tenant on a 

specific date for a birthday message, holiday reminder, contract renewal, or any other 

date-related action. 

Log Event: An 'Event' is also part of the Reminder System. An 'Event' is saved by date 

ōǳǘ ŘƻŜǎƴΩǘ ǊŜǉǳƛǊŜ the entry of an action date. 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 record of for this particular Owner, Property, Unit 

or Tenant.  ²ƘŜƴ ŜƴǘŜǊƛƴƎ ŀ Ψ¢ƻ 5ƻΩ ƻǊ Ψ9ǾŜƴǘΩ ǘƘǊƻǳƎƘ ǘƘŜ ƭŜŘƎŜǊǎΣ ƛǘ ǿƛƭƭ ōŜ ǘƛŜŘ ǘƻ 

the lŜŘƎŜǊ ǘƘŀǘ ȅƻǳ ŀǊŜ ƛƴ ŀǘ ǘƘŜ ǘƛƳŜΦ  hǘƘŜǊ Ψ¢ƻ 5ƻΩ ƻǊ Ψ9ǾŜƴǘΩ ǊŜƳƛƴŘŜǊǎ Ŏŀƴ ōŜ 

entered directly through the REMINDERS section from the Main Menu. 

Starting Bal: This button allows you to enter a ΨStarting BalanceΩ for 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. The ΨStarting BalanceΩ ŜƴǘǊȅ does not create an actual ledger transaction or 

bank register entry since you will be accounting for that amount in your previous 

accounting. It is simply a balance to start with so that your ledgers will begin with the 

correct dollar total. To enter a negative number (a debit), use a minus sign in front of 

the number (for example, if a tenant owes you $150.00, enter -150 with no dollar 

sign). It is very important that you enter the correct date of the Starting Balance. 

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

from the report. 

We will now discuss the bottom section of your ledger screens. There is a row of 

buttons across the screen in each ledger type directly under the information, called 

the Activity Buttons. These buttons access a number of options for working with your 

information and are described in detail under the ΨActivity Button DescriptionsΩ 

section of this manual. 
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Below the Ψ!ŎǘƛǾƛǘȅ .uttonsΩ, you see the ΨNoteΩ section. Each time that you access 

any Owner, Property, Unit, or Tenant ledger from the Main Menu, the notes for that 

particular ledger will display. In order to view the transactions previously posted to 

ǘƘŜ ƭŜŘƎŜǊ ƻǊ ǘƻ ŀŎŎŜǎǎ ǘƘŜ ΨǘǊŀƴǎŀŎǘƛƻƴ ƎǊƛŘΩ ŦƻǊ ǘƘŜ ƭŜŘƎŜǊ ŘƛǎǇƭŀȅŜŘΣ click on the 

Ψ[ŜŘƎŜǊǎΩ button. This is a toggle switch, so the button will always display either 

'Notes' or 'Ledgers', allowing you to easily switch from one to the other. The ledgers 

show all income and expenses posted to each separate ledger in the Tenant File and 

are the basis for all reporting. The 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 

 

The buttons in the Activity Screen, which are found in each separate ledger, will 

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 one ledger at a time.  

These buttons will move you to the First ( | < ), Previous ( < ), Next ( > ) or Last ( >| ) 

ledger.  The way you scroll through the ledgers is determined by how you entered 

into this area from the Main Menu. 

By Owner: If you entered by clicking on the 'Owners' button, you will be presented 

ǿƛǘƘ ȅƻǳǊ ŦƛǊǎǘ hǿƴŜǊ όƛƴ ŀƭǇƘŀōŜǘƛŎŀƭ ƻǊŘŜǊ ƻŦ ǘƘŜ Ψ[ŀǎǘ ƻǊ /ƻƳǇŀƴȅ bŀƳŜΩ ŦƛŜƭŘύ ŀƴŘ 

when you click on one of the Navigation Buttons, you will be scrolling alphabetically 

by the ΨOwner 1 Last NameΩ, then by the ΨProperty or Building NameΩ ŀƴŘ ǘƘŜƴ ōȅ 

ŜŀŎƘ ΨwŜƴǘŀƭ ¦ƴƛǘ ƻǊ !ǇŀǊǘƳŜƴǘ bŀƳŜΩ ŜƴǘŜǊŜŘ ŦƻǊ ǘƘŀǘ ǇŀǊǘƛŎǳƭŀǊ tǊƻǇŜǊǘȅΦ  The 

default tab will show the Owner Information. 

By Property: If you entered by clicking on the 'Properties' button, you will be 

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

of the Navigation Buttons, you will be scrolling alphabetically by the ΨProperty or 

Building NameΩ ŀƴŘ ǘƘŜƴ ōȅ ŜŀŎƘ ΨwŜƴǘŀƭ ¦ƴƛǘ ƻǊ !ǇŀǊǘƳŜƴǘ bŀƳŜΩ ŜƴǘŜǊŜŘ ŦƻǊ ǘƘŀǘ 

particular Property. The default tab will show the Property Information. 

By Unit: If you entered by clicking on the 'Units' button, you will be presented with 

your first Unit (in alphabetical order) and when you click on one of the Navigation 

Buttons you will be scrolling alphabetically by the Rental Unit Address. The default 

tab will show the Rental Unit Information. 
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By Tenant: If you entered by clicking on the 'Tenants' button, you will be presented 

with your first Tenant (in ŀƭǇƘŀōŜǘƛŎŀƭ ƻǊŘŜǊ ƻŦ Ψ[ŀǎǘ ƻǊ /ƻƳǇŀƴȅ bŀƳŜ ƻŦ ¢Ŝƴŀƴǘмύ 

and when you click on one of the Navigation Buttons you will be scrolling 

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

Information. 

LEDGER  

 

When you first select Owner, Property, Unit or Tenant from the Main Menu, you will 

see the Notes for the displayed ledger at 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, Property, Unit, and Tenant Statements, along with many other reports.   

 

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

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

listing of all available Income/Expense Accounts for this ledger type (Owner, Property, 

Unit, or Tenant). To save any 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 required.   bƻǘŜΥ  ! ΨǇŜƴŎƛƭ ƳŀǊƪΩ ƛƴ ǘƘŜ ǾŜǊȅ ŦƛǊǎǘ ŎƻƭǳƳƴ 

όΨrecord selectorΩύ ƛƴŘƛŎŀǘŜǎ ǘƘŀǘ ȅƻǳ ŀǊŜ ǎǘƛƭƭ ƛƴ ǘƘŜ Ψ9ŘƛǘΩ ƳƻŘŜ ŦƻǊ ǘƘŀǘ ǘǊŀƴǎŀŎǘƛƻƴ 

line.  You must complete the information and click on 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, you should not do that if you are using the checks and 

deposits features in the program. Instead 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 you.  Any 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 selector' on the blank row at the end 

of existing transactions. (This row will have an asterisk in the Ψrecord selectorΩ 

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 year. Do not enter any dashes or slashes - the program will 

enter these for you. 

Account: In this column, you must select an Income or Expense account from the 

drop-down list of accounts available for the type of ledger you are in.  Only the 

accounts that pertain to the particular ledger that you are in will display. These 

ŀŎŎƻǳƴǘǎ ŀǊŜ ǇǳƭƭŜŘ ŦǊƻƳ Ψ¢Ŝƴŀƴǘ CƛƭŜ !ŎŎƻǳƴǘǎΩ ǎŜŎǘƛƻƴ ŦƻǳƴŘ ǳƴŘŜǊ {9¢¢LbD{ Ҕ 

Add/Edit Accounts from your Main Menu.  You cannot type an account name in this 

section; it must be selected from the list.  The Income Accounts are listed first 

alphabetically, and 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. You would not enter a minus sign for debits; they are automatically 

displayed in red and in parenthesis. For example, if you post an expense to a Tenant 

for $350.25, select the correct Expense Account and the field will display ($350.25) ς 

in red. This entry is required. 

Remark: This field is for any remark you wish to enter for this particular transaction.  

The field allows 60 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 account you choose under your 'Account' selection. Debits 

will show in red and parenthesis. This entry is required. 

Check/Dep: This field is not required. This information is pulled from your check and 

deposit entries and matches the transaction to those items.  When utilizing the 

CHECKS/DEPOSIT section within the program, each printed check and saved/posted 

deposit will post transactions to your ledgers and include the given number.  It is 

important to have the check or deposit number in this field so that it can tie the 

transactions with your checks and deposits within various reports.  If you are not 

utilizing the CHECK/DEPOSIT section of the program and will not be printing checks 

and reconciling your Bank Account(s), you can enter a check number or a deposit 

number in 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 able to correctly tie 

that number to the check or deposit for your reports. 

Pd By: This field can 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 Other. If you choose to print Deposit Slips, this information will be 

entered correctly on the form.  It is included in various reports. 

Post To: This field is for information only and cannot be edited on individual 

transactions. ¢ƘŜ Ψtƻǎǘ ¢ƻΩ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǎŜǘ ǳƴŘŜǊ ǘƘŜ {9¢¢LbD{ Ҕ !ŘŘκ9Řƛǘ !ŎŎƻǳƴǘǎ 

section from the Main Menu for each account. This tells you the 'Post To' status of 

ŜŀŎƘ ǘǊŀƴǎŀŎǘƛƻƴΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ǘƘŜ ϥtƻǎǘ ¢ƻϥ ǎǘŀǘǳǎ ƛǎ ϥ.ƻǘƘ ό¢κ¦ύΩΣ ƛǘ ƳŜŀƴǎ ǘƘŀǘ ǘƘƛǎ 

same transaction is automatically posted to both the Tenant Ledger and the Unit 

[ŜŘƎŜǊ όŀǎ ƛƴ ΨwŜƴǘ wŜŎŜƛǾŜŘΩύΦ LŦ ȅƻǳ ŦŜŜƭ ǘƘŀǘ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ŀƴ ŀŎŎƻǳƴǘ ƛǎ ƴƻǘ ŎƻǊǊŜŎǘΣ 

you would need to exit the ledger and view ǘƘŜ ϥtƻǎǘ ¢ƻϥ ǎŜǘǘƛƴƎ ƛƴ ǘƘŜ ΨTenant File 

AccountsΩ ǎŎǊŜŜƴΣ ǳƴŘŜǊ SETTINGS > Ψ!ŘŘκ9Řƛǘ !ŎŎƻǳƴǘǎΩ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳΦ  Lǘ 

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 transaction. Please 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 transaction line, you must first enter all 

required fields ŀƴŘ Ψ{ŀǾŜΩ ǘƘŜ Ǌƻǿ όōȅ ŎƭƛŎƪƛƴƎ ƻƴ ŀƴƻǘƘŜǊ ǊƻǿύΦ ¢ƘŜ ōǳǘǘƻƴ ƻƴ ǘƘŜ ŦŀǊ 

ƭŜŦǘ όǊŜŎƻǊŘ ǎŜƭŜŎǘƻǊύ ǿƛƭƭ ǎƘƻǿ ŀ ΨǇŜƴŎƛƭΩ ƛŎƻƴ ǿƘŜƴ ȅƻǳ ŀǊŜ ŎǳǊǊŜƴǘƭȅ ǿǊƛǘƛƴƎ ŀ 

ǘǊŀƴǎŀŎǘƛƻƴΦ hƴŎŜ ȅƻǳ ŎƻƳǇƭŜǘŜ ŀƴŘ ǎŀǾŜ ǘƘŜ ǊƻǿΣ ǘƘŜ ΨǇŜƴŎƛƭΩ ǿƛƭƭ Ǝƻ ŀǿŀȅ ŀƴŘ ȅƻǳ 

can delete the transaction.  LŦ ǘƘŜ Ǌƻǿ ǎƘƻǿǎ ŀ ΨǇŜƴŎƛƭΩ ƛƴ ǘƘŜ ΨǊŜŎƻǊŘ ǎŜƭŜŎǘƻǊΩΣ ȅƻǳ 

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

To Delete a Transaction 

To delete an individual transaction, click 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 'DEL' key on your keyboard (NOT YOUR SCREEN) to delete 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 highly suggest that you do not delete 

transactions tied to checks and/or deposits because it will affect your ability to 

balance to your ledgers. 

 It is very important that you Řƻ ƴƻǘ Ƙƛǘ ǘƘŜ Ψ5ŜƭŜǘŜΩ ƪŜȅ ŦƻǳƴŘ on your screen in the 

row of buttons within the ledger when you are attempting to delete a transaction.  

IƛǘǘƛƴƎ ǘƘŜ Ψ5ŜƭŜǘŜΩ ƪŜȅ ƻƴ ȅƻǳǊ screen will delete the entire ledger along with all 

transactions.  You will be given a warning and be required to type the word YES (in all 

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 properties. 9ȄŀƳǇƭŜǎ ƻŦ hǿƴŜǊ [ŜŘƎŜǊ ǇƻǎǘƛƴƎǎ ƳƛƎƘǘ ōŜ ǘƘŜ ΨtŀƛŘ ǘƻ hǿƴŜǊΩ 

ŜȄǇŜƴǎŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ƻǊ ǘƘŜ ΨLƴŎƻƳŜ ŦǊƻƳ hǿƴŜǊΩ ƛƴŎƻƳŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ŀƭƻƴƎ ǿƛǘƘ 

others that you deem necessary.  Any account category posted to the Owner Ledger 

Ƴǳǎǘ ƘŀǾŜ ŀ Ψtƻǎǘ ¢ƻΩ ǎǘŀǘǳǎ ƻŦ ϥDϥ όDŜƴŜǊŀƭ ŀŎŎƻǳƴǘύΣ ƻǊ ϥhϥ όhǿƴŜǊ ƻƴƭȅ ŀŎŎƻǳƴǘύΦ 

Transactions posted to the Owner Ledger will be reflected in 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 four-plex 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 multi-unit Property). Any account category posted 

ǘƻ ǘƘŜ tǊƻǇŜǊǘȅ [ŜŘƎŜǊ Ƴǳǎǘ ƘŀǾŜ ŀ Ψtƻǎǘ ¢ƻΩ ǎǘŀǘǳǎ ƻŦ ϥDϥ όDŜƴŜǊŀƭ ŀŎŎƻǳƴǘύΣ ƻǊ ϥtϥ 

(Property only). Transactions posted to the Property Ledger will be reflected in your 

hǿƴŜǊ ŀƴŘ tǊƻǇŜǊǘȅ wŜǇƻǊǘǎΦ  CƻǊ ǘƘƻǎŜ ǳǎŜǊǎ ǘƘŀǘ ŘŜŀƭ ǿƛǘƘ Ψ{ƛƴƎƭŜ-ŦŀƳƛƭȅΩ ǳƴƛǘǎ ƻƴƭȅ 

(each Property includes only one Unit only), you may choose not to post to the 

Property Ledger, but to the Unit Ledger instead. 

Unit Ledgers - Your accounting transactions that pertain to the Unit will be posted to 

the Unit Ledgers. These transactions are typically repairs and maintenance, appliance 

purchases, forfeited deposits and unit related bills that pertain to one particular unit.  

Rental income ǇƻǎǘŜŘ ŀǎ ΨwŜƴǘ wŜŎŜƛǾŜŘΩ ƛǎ ƻƴŜ ƻŦ ǘƘŜ ŀŎŎƻǳƴǘǎ ǘƘŀǘ ǿƘŜƴ ŜƴǘŜǊŜŘ ƛǎ 

posted to both the Unit and the Tenant. Any account category posted to the Unit 

[ŜŘƎŜǊ Ƴǳǎǘ ƘŀǾŜ ŀ Ψtƻǎǘ ¢ƻΩ ǎǘŀǘǳǎ ƻŦ ϥDϥ όDŜƴŜǊŀƭ ŀŎŎƻǳƴǘύΣ ϥ¦ϥ ό¦ƴƛǘ ƻƴƭȅ ŀŎŎƻǳƴǘύΣ 

or 'B' (Posted to both Tenant and Unit). Transactions posted to the Unit Ledger will 

reflect in your Owner, Property and Unit Reports. 

Tenant Ledgers - Your accounting transactions that pertain to the Tenant only will be 

posted to the Tenant Ledgers. These transactions are typically rent charges and 

receipts, Security Deposit charges and receipts, tenant paid repair credits, and similar 

items. Rental income ǇƻǎǘŜŘ ŀǎ ΨwŜƴǘ wŜŎŜƛǾŜŘΩ ƛǎ ƻƴŜ ƻŦ ǘƘŜ ŀŎŎƻǳƴǘǎ ǘƘŀǘ ǿƘŜƴ 

entered is posted to both the Tenant and the Unit. Any account category posted to 

ǘƘŜ ¢Ŝƴŀƴǘ [ŜŘƎŜǊ Ƴǳǎǘ ƘŀǾŜ ŀ Ψtƻǎǘ ¢ƻΩ ǎǘŀǘǳǎ ƻŦ ϥDϥ όDŜƴŜǊŀƭ ŀŎŎƻǳƴǘύΣ ϥ¢ϥ ό¢Ŝƴŀƴǘ 

only account), or 'B' (Posted to both Tenant and Unit). Transactions posted to the 

Tenant Ledger will be reflected only in your Tenant Reports.  Tenant Ledger 

transactions will not be included in your Owner reports and will not affect your 

ƻǿƴŜǊΩǎ ŀŎŎƻǳƴǘƛƴƎ. 

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 under 'SETTINGS' on the Main Menu.  
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Printing While in the Ledgers: For your convenience, you are able to print directly 

ŦǊƻƳ ǿƛǘƘƛƴ ǘƘŜ hǿƴŜǊΣ tǊƻǇŜǊǘȅΣ ¦ƴƛǘΣ ŀƴŘ ¢Ŝƴŀƴǘ [ŜŘƎŜǊǎΦ ¸ƻǳ Ƴŀȅ ŜƴǘŜǊ ŀ Ψ5ŀǘŜ 

wŀƴƎŜΩ ŀƴŘ ΨwŜǇƻǊǘ ¢ȅǇŜΩ ŦƻǊ ŀƴȅ ǎŜƭŜŎǘƛƻƴΦ !ƭƭ ǊŜǇƻǊǘǎ ŀǊŜ ŦƛǊǎǘ ŘƛǎǇƭŀȅŜŘ ƻƴ ǎŎǊŜŜƴ - 

you can press the 'Printer' icon to print to your printer. All of the reports available in 

ǘƘƛǎ ΨtǊƛƴǘΩ ǎŜŎǘƛƻƴ can also be found in the Ψw9thw¢{Ω section from the Main Menu. 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ ƛǎ ŀ ŘŜǎŎǊƛǇǘƛƻƴ ƻŦ ǘƘŜ ŘƛŦŦŜǊŜƴǘ ΨwŜǇƻǊǘ ¢ȅǇŜǎΩ that can be printed from 

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 transactions for the displayed Property (Owner Ledger transactions are not 

included in the Property Reports. Unit 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 ledger within the given date 

range. 

Print Notes - Prints a report listing the Notes that were entered on the individual 

ledger screens.  The report can be printed for the current Owner, Property, Unit or 

Tenant. 

Tenant Payment Receipt - Prints a Payment Receipt, which allows you to enter two 

ǇŀǊŀƎǊŀǇƘǎ ƻŦ ȅƻǳǊ ƻǿƴ ǿƻǊŘƛƴƎΦ LŦ ȅƻǳ ŎƘŜŎƪ ǘƘŜ Ψ{Ƙƻǿ ¢ǊŀƴǎŀŎǘƛƻƴǎΩ ŎƘŜŎƪ ōƻȄΣ ǘƘŜ 

Payment Receipt will also print transactions between any two dates. Please note:  

When editing the default wording in the two paragraphs, you must allow each section 

ǘƻ ΨǿƻǊŘ ǿǊŀǇΩ ŀǳǘƻƳŀǘƛŎŀƭƭȅΦ  5ƻ ƴƻǘ ǳǎŜ ǘƘŜ Ψ9ƴǘŜǊΩ ƪŜȅΦ 

!ǎ ƴƻǘŜŘΣ ŀƭƭ ƻŦ ǘƘŜ ǊŜǇƻǊǘǎ ŘŜǎŎǊƛōŜŘ ŀōƻǾŜ Ŏŀƴ ōŜ Ǌǳƴ ōȅ ŎƭƛŎƪƛƴƎ ƻƴǘƻ ǘƘŜ Ψw9thw¢{Ω 

button from the Main Menu in addition to printing from the Ledger.  

When you first enter this section, your Notes will display by default. Press this button 

to see the Ledger for any displayed Owner, Property, Unit, or Tenant.  The Ledger 

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 enter any of the ledgers from the 

Main Menu (by clicking on Owner, Property, Unit or Tenant).  
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The sample above shows Tenant Notes. Following you will find suggestions for the 

note areas. 

Owner Notes would normally display notes that are specific to an Owner such as 

Management Contract information, Mortgage Company information, Insurance 

Policies, and additional contact information for the particular Owner. 

Property Notes would normally display notes that are specific to a Property, such as 

Common Area notes, Legal Descriptions, and property manager information. 

Unit Notes would normally display notes that are specific to a Unit, such as detailed 

repair dates and information, Utility notes and Lease-Purchase terms. 

Tenant Notes would 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 entered in this section within your Owner, Property, Unit or Tenant 

Ledgers can be printed either to the screen or to the printer by selecting 'REPORTS' > 

ΨDŜƴŜǊŀƭ wŜǇƻǊǘǎΩ Ҕ ΨbƻǘŜǎΩ from the Main 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 

 

 This button shows a complete financial snapshot of any Owner, which is currently 

ŀŎǘƛǾŜΦ ¸ƻǳ Ŏŀƴ ōŜ ƛƴ ŀƴȅ ƻŦ ǘƘŜ hǿƴŜǊΩǎ ǇǊƻǇŜǊǘƛŜǎ ƻǊ ǊŜƴǘŀƭǎ ǘƻ ŀŎŎŜǎǎ ǘƘƛǎ 

information. ²ƘŜƴ ŎƭƛŎƪŜŘΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ΨǇƻǇ-ǳǇ ǿƛƴŘƻǿΩ ŘƛǎǇƭŀȅƛƴƎ ǘƘŜ Owner 

name, the Owner Ledger current balance, the current balances of all Properties 

owned by the same Owner and the current balance of each rental unit within the 

displayed Properties. Finally, the overall current balance is shown at the bottom. 

 

TREE 
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When clicked, the screen will display a column on the left side of the ledger which will 

show a tree view of your information on all entered Owners, Properties, Units and 

Tenants. The plus or minus (+ or -) in front of each name, will allow you to open or 

close that branch of the tree for further detail. When the 'Tree' is displayed, you can 

click on a name to select any Owner, Property, Unit or Tenant Ledger. 
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.ȅ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ9ƴƭŀǊƎŜΩ ōǳǘǘƻƴΣ ǘƘŜ ¢Ŝƴŀƴǘ CƛƭŜ ǿƛƭƭ ŜȄǇŀƴŘ ǘƘŜ ǎƛȊŜ ƻŦ ǘƘŜ ΨTreeΩ to 

the full screen width and enlarge the size of the ledger area to the largest size 

ŀǾŀƛƭŀōƭŜΦ /ƭƛŎƪ ΨwŜŘǳŎŜΩ ǘƻ ǊŜǘǳǊƴ ǘƻ ǘƘŜ ƴƻǊƳŀƭ ǎƛȊŜΦ 

¢ƘŜ Ψ/ƻƭƭŀǇǎŜΩ ōǳǘǘƻƴ ǿƛƭƭ ǎƘƻǿ only Owner Names while ǘƘŜ Ψ9ȄǇŀƴŘΩ ŎƘƻƛŎŜ will 

ǊŜǘǳǊƴ ǘƻ ǘƘŜ ƴƻǊƳŀƭ Ψ¢ǊŜŜΩ ǿƘƛŎƘ ƛƴŎƭǳŘŜǎ ŀƭƭ hǿƴŜǊǎΣ tǊƻǇŜǊǘƛŜǎΣ ¦ƴƛǘǎ ŀƴŘ ¢ŜƴŀƴǘǎΦ 

 You can have the ΨTreeΩ always show (or not show) by clicking the menu selection 

found under SETTINGS from the Main Menu > ΨShow Selection Tree in Activities upon 

loadingΩ (lower part of the screen).  The ΨTreeΩ button is a toggle switch, so each time 

it is clicked, the Tree will show or not show. 

SCROLL BY 

 

¢ƘŜ Ψ{ŎǊƻƭƭ .ȅΩ choices allow you to 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. 

CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ŎƘƻƻǎŜ ΨhǿƴŜǊΩ ŀǎ ǘƘŜ ǇǊƛƳŀǊȅ ǎƻǊǘ ŀƴŘ Ψ¦ƴƛǘ !ŘŘǊŜǎǎΩ ŀǎ ǘƘŜ 

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 exit 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 

ǘƘŜ Ψ!ŎǘƛǾƛǘƛŜǎΩ ŀǊŜŀΦ .ȅ ǳǎƛƴƎ ǘƘŜ Ω{ŎǊƻƭƭ .ȅϥ button, you can change the scrolling 

sequence without having to exit.  
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FIND BUTTON 

 

This button allows you to search for any Owner, Property, Unit, or Tenant regardless 

of which ledger you are currently in.   Once selected, you can choose any option, such 

as Owner Name, Property Name, Unit Address, Tenant 1 Name or Tenant 2 Name. A 

listing of all ledgers will display for you to search through depending on your 

selection.  Click the name or address of your choice then ŎƭƛŎƪ ΨOKΩΦ  The program will 

take you directly to the ledger of your choice. 
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DELETE 

 

This button should only be clicked when you want to PERMANENTLY delete an Owner 

όŀƭƻƴƎ ǿƛǘƘ ![[ ƻŦ ǘƘŜ hǿƴŜǊΩǎ tǊƻǇŜǊǘƛŜǎΣ ¦ƴƛǘǎΣ ŀƴŘ ¢ŜƴŀƴǘǎύΣ ŀ ǎƛƴƎƭŜ tǊƻǇŜǊǘȅ 

(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 delete must be 

the one showing on the ΨActivitiesΩ screen. When you have a Unit or Tenant showing, 

the deletion will always also delete the corresponding Unit or Tenant. Before 

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 is NON- REVERSIBLE, so make sure to have a good backup of 

your database prior to deleting any ledgers. We highly suggest that you do not delete 

any ledgers 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 your program until the end of the year so that your year-end reports, 

1099MISC filing and bank balances will be correct.  At the end of the year, once your 

year-end backups are complete, all reports are completed and you have filed your 

1099MISC with the IRS, you would then delete the ledgers that you no longer 

manage.  Our year-end 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 Units: Keep 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 that you make a note of the ending 

ōŀƭŀƴŎŜ ƛƴ ǘƘƻǎŜ ƭŜŘƎŜǊǎ ŀƴŘ Ǉƻǎǘ ǘƘŀǘ ŀƳƻǳƴǘ ƛƴ ǘƘŜ hǿƴŜǊΩǎ ƭŜŘƎŜǊΣ ǘƻ ǇǊŜǾŜƴǘ ȅƻǳǊ 

totals from being out of balance.  We suggest that you include a remark with the 

transaction ǎǳŎƘ ŀǎ Ψ.ŀƭŀƴŎŜ ŦǊƻƳ ŘŜƭŜǘŜŘ ¦ƴƛǘ ·¸½ΩΦ 

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 the ΨActivitiesΩ screen, 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 Owner. Likewise, if a Unit 

or Tenant is showing, the Tenant File will create a new Unit and Tenant for the 

currently active Property. Once it is created, you can switch to the new Owner, 

Property, Unit or Tenant Ledger and edit 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 Tenants by 

clicking onto MISC from the Main Menu and then 'Easy Setup'. ¢ƘŜ Ψ9ŀǎȅ {ŜǘǳǇΩ 

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 Button:   This button will open a new window allowing you to enter detailed 

features on your Rental Units.  Options include Interior Features, Exterior Features, 

Appliances and General Features.  From this section, you can store multiple graphic 

images and documents for each Property and Rental Unit in the system.  You 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 can use the RentalWIZ 

service, which uploads vacancy information to the Internet. 
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Features 

 
All features are grouped into one of four major categories called Primary Headings. 

The default Primary Headings are Interior, Exterior, Appliances, General. You can 

change these headings to be anything you wish ōȅ ŎƭƛŎƪƛƴƎ ƛƴǘƻ {9¢¢LbD{ Ҕ ΨCŜŀǘǳǊŜ 

5ŜŦŀǳƭǘǎΩ. Each of these 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 

Ψм мκн .ŀǘƘǎΩΣ Ψн .ŀǘƘǎΩΣ Ψн мκн .ŀǘƘǎΩΣ Ψо .ŀǘƘǎΩ, etc. If you are managing an apartment 

building and all bathrooms were the same, you might enter something else like 

ΨCarpetedΩ, ΨVinylΩ,Ω Marble VanityΩ, Ψ10 x 8Ω, Ψмл Ȅ сΩ or whatever you want the user to 

select from. You are not required to use a default choice; they are only for 

convenience. You can use this area for any information that you need to keep track of 

instead.  
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As previously stated, the Features section allows you to select and display an image of 

your choice. This image is linked to each Rental Unit Address (and one per Property) 

and will display whenever you press 'Features'. You can 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 

ȅƻǳǊ ¦ƴƛǘǎ ŀƴŘ ǿƛƭƭ ŘƛǎǇƭŀȅ ǘƘŜ ƛƳŀƎŜ ǘƘŀǘ ȅƻǳ ǎŜǘ ŀǎ ȅƻǳǊ Ψ5ŜŦŀǳƭǘ LƳŀƎŜΩΦ  You are 

also allowed to link documents to the Property or Unit ledger, such as a saved file of 

the Lease Contract Agreement.  Images can be linked from within the Unit or 

tǊƻǇŜǊǘȅ [ŜŘƎŜǊ ōȅ ŎƭƛŎƪƛƴƎ ƛƴǘƻ ΨCŜŀǘǳǊŜǎΩ Ҕ Ψ[ƛƴƪ ŀ bŜǿ CƛƭŜΩΦ  LƳŀƎŜǎ Ŏŀƴ ŀƭǎƻ ōŜ 

linked to a Unit or Property Ledger by clicking onto SETTINGS from the Main Menu, 

ΨCƛƭŜ hǇŜǊŀǘƛƻƴǎΩ ŀƴŘ ǘƘŜƴ Ψ[ƛƴƪ LƳŀƎŜΩΦ 
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How to Link an Image:  
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If you already have digital images from your phone, a 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 'Link a New File' button from within the Unit or Property Ledger or 

select SETTINGS from the Main MenuΣ ΨCƛƭŜ hǇŜǊŀǘƛƻƴǎΩ ŀƴŘ ǘƘŜƴ Ψ[ƛƴƪ LƳŀƎŜΩ. 

Step 1Υ /ƭƛŎƪ Ψ/ƘƻƻǎŜ CƛƭŜΩΦ ¢Ƙƛǎ ƛǎ ǿƘŜǊŜ ȅƻǳ ǿƛƭƭ ōǊƻǿǎŜ ǘƻ ǘƘŜ ƛƳŀƎŜ ƻƴ ȅƻǳǊ 

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 

ǎŜƭŜŎǘ ŀ ŦƛƭŜ όWt9DΣ DLCΣ ŜǘŎΦύ ŦǊƻƳ ȅƻǳǊ ŎƻƳǇǳǘŜǊΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƻ ΨwŜǎƛȊŜ tƛŎǘǳǊŜΩΦ   

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

remember this image.  

Select Link: This 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 image. You can choose to select 

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

ŎƭƛŎƪ ƛƴǘƻ ΨCŜŀǘǳǊŜǎΩ Ҕ ΨaƻǊŜ CƛƭŜǎΩ Ҕ ǎŜƭŜŎǘ ŀ ǎŀǾŜŘ ƛƳŀƎŜ ŦƛƭŜ Ҕ ǎŜƭŜŎǘ ΨaŀƪŜ 5ŜŦŀǳƭǘ 

LƳŀƎŜΩΦ 

Feature Defaults 
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To change the Feature Defaults, click on SETTINGS from the Main Menu and select 

ΨCŜŀǘǳǊŜ 5ŜŦŀǳƭǘǎΩ or simply ŎƭƛŎƪ Ψ9Řƛǘ 5ŜŦŀǳƭǘǎΩ from within an individual Features 

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 

 

This button offers a quick way to print out a Statement, the Ledger Transactions, or 

Notes for the Owner, Property, Unit, or Tenant Ledger that you are currently viewing. 

In addition, if you are in a Tenant Ledger, you can print a Payment Receipt (with or 

without transactions). All of the reports used in this option are also available in the 

ΨReportsΩ section (click the 'w9thw¢{Ω button from the Main Menu).  

DATES 

 

This can be used if you want to limit the displayed ledger 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 any transactions until you reset the dates 

and return to the standard ledger screen.  The selection will always default to show 

all dates once you exit this section. 
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COPY 

 

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

This button 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 careful with the option and always make a backup prior to using this feature!  

Replacing transactions will cause you to be out of balance with your ledgers. 
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One use of this feature would be if you pre-leased a Rental Unit (for example 123 Elm 

Street) and wanted to set it up before moving out the existing Tenant. You would first 

set up a new Ψpre-leasedΩ Rental Unit and Tenant (using a unique address, such as 

'Pre-lease 123 Elm Street'), and when the original Tenant has vacated and all 

accounting is completed for that previous Tenant, use the 'Copy' button to transfer 

the new Tenant information along with any transactions posted. (Be sure to select 

'Append to existing transactions' in this case to 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 to.  This may 

cause you to be out of balance with your ledgers and your Bank Register. This 

function is non-reversible.  We highly suggest that you make a backup of your 

database file (using the BACKUPS button 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 balance your Bank Accounts to your ledgers. 

EXIT 

 

This exits the ΨActivitiesΩ screen. Be sure to use this button or the red 'X' in the upper 

right corner of the ledger screen when you are finished working 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 

 

The REPORTS button available from the Main Menu will take you to a screen showing 

all available standard Tenant File reports. ²ƘŜƴ ƛƴ ǘƘŜ Ψ¢Ŝƴŀƴǘ CƛƭŜ wŜǇƻǊǘǎΩ ǎŎǊŜŜƴΣ 

ȅƻǳ Ŏŀƴ ŀƭǎƻ ŎƘƻƻǎŜ ǘƻ ŎƭƛŎƪ ƻƴǘƻ ŀ ǎŜǇŀǊŀǘŜ ǊŜǇƻǊǘ ƭƛǎǘƛƴƎ ƻǇǘƛƻƴ ŎŀƭƭŜŘ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ 

wŜǇƻǊǘǎΩΦ  aƻǊŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ wŜǇƻǊǘǎΩ ǎȅǎǘŜƳ ƛǎ ŀǾŀƛƭŀōƭŜ ƭŀǘŜǊ ƛƴ 

ǘƘƛǎ ¦ǎŜǊΩǎ DǳƛŘŜΦ 

REPORT SCREEN 

Reports in the Tenant File are easy to create and print. When you select the 'Reports' 

Menu, you will be presented with a listing of available reports. The Menu allows you 

ǘƻ ǎŜƭŜŎǘ ǘƘŜ ΨwŜǇƻǊǘ ¢ȅǇŜΩ ǘƘŀǘ ȅƻǳ ƴŜŜŘ ǘƻ ŎǊŜŀǘŜΦ  ¢ƘŜ ŀǾŀƛƭŀōƭŜ ǊŜǇƻǊǘǎ are listed 

separately by Owner, Property, Unit, Tenant, Vendor, Checks/Deposits, Accounts, 

General and All Reports. Simply click on the Report Type list first to show the 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 

ŜŀŎƘ ǊŜǇƻǊǘ Ŏŀƴ ōŜ ǎŀǾŜŘ ǎŜǇŀǊŀǘŜƭȅΦ hƴŎŜ ȅƻǳ ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ ΨwŜǇƻǊǘ hǇǘƛƻƴǎΩ 

ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜ {ŜǘǘƛƴƎΩ ōǳǘǘƻƴ ŀƴŘ ȅƻǳǊ ŎƘƻƛŎŜǎ ǿƛƭƭ ōŜ ǎŀǾŜŘ ŦƻǊ ǘƘŜ ƴŜȄǘ 

time you run that report.  

A brief description of most reports will ŘƛǎǇƭŀȅ ōŜƭƻǿ ǘƘŜ ΨwŜǇƻǊǘ {ŜƭŜŎǘƛƻƴΩ ƛƴ ǘƘŜ 

ΨwŜǇƻǊǘ 5ŜǎŎǊƛǇǘƛƻƴΩ ōƻȄΦ hƴŎŜ ŀ ǊŜǇƻǊǘ ƛǎ ŎǊŜŀǘŜŘ ŀƴŘ ȅƻǳ ŎƭƛŎƪ ΨtǊƛƴǘ wŜǇƻǊǘΩΣ ǘƘŜ 

ŘŜŦŀǳƭǘ ƛǎ ǎŜǘ ǘƻ ΨtǊƛƴǘ ǘƻ {ŎǊŜŜƴΩ ǎƻ ǘƘŀǘ ȅƻǳ Ŏŀƴ ǾƛŜǿ ǘƘŜ ǊŜǇƻǊǘ ǇǊƛƻǊ ǘƻ ǇǊƛƴǘƛƴƎΦ 
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Options From the Report Screen 

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 Reports - This 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 Versions; therefore, there may be some reports 

that you know (once you have reviewed them) that you will not use.  Once you click 

ƛƴǘƻ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ŘƛǎǇƭŀȅ ƻŦ ŀƭƭ ǊŜǇƻǊǘǎ ǿƛǘƘƛƴ ŀ ƎƛǾŜƴ ΨwŜǇƻǊǘ ¢ȅǇŜΩ ǿƛǘƘ 

a checkmark in front of each Report name.  You can remove them from the list to 

limit the displayed choices by removing the checkmark in front of the report that you 



46 

 

do not want displayed in the listing. You can include them again at any time by 

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 running a ΨChecks/Deposits Printed 

ReportΩ and you select 'Number' as the Ψ{ort/Filter .ȅΩ, the Tenant File will sort the 

report by the check or deposit number within each separate date. Accordingly, if you 

specify a range to limit your report, you should enter the starting and ending check or 

deposit number ǳƴŘŜǊ ǘƘŜ ϥLƴŎƭǳŘŜ wŀƴƎŜϥ ŀǊŜŀΦ ¢ƘŜ ΨLƴŎƭǳŘŜ wŀƴƎŜΩ ŀǊŜŀ ǿƻǊƪǎ ǿƛǘƘ 

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.  Not aƭƭ ǊŜǇƻǊǘǎ ŀƭƭƻǿ ŦƻǊ ŀ Ψ{ƻǊǘκCƛƭǘŜǊ .ȅΩΦ  ¢ƘŜ ǎŜƭŜŎǘƛƻƴǎ ǿƛƭƭ ōŜ 

ΨƎǊŀȅŜŘ ƻǳǘΩ ƛŦ ƴƻ ŦƛƭǘŜǊ ƻǊ ǎƻǊǘ ƛǎ ŀƭƭƻǿŜŘΦ 

Print To - 9ƴŀōƭŜǎ ȅƻǳ ǘƻ ǇǊƛƴǘ ȅƻǳǊ ǊŜǇƻǊǘ ǘƻ ȅƻǳǊ ΨtǊƛƴǘŜǊΩΣ Ψ{ŎǊŜŜƴέ ƻǊ ǘƻ ŀ ΨCƛƭŜΩΦ LŦ 

ȅƻǳ ƭŜŀǾŜ ǘƘƛǎ ǎŜǘǘƛƴƎ ƻƴ Ψ{ŎǊŜŜƴΩ, you will be able to view your report first and 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 

as a PDF, an HTML file, Word Document, spreadsheet file, text file, and more. 

 

Company Heading ς 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 under SETTINGS > 

'Company Information'.  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 SETTINGS from the Main Menu > Ψ/ƻƳǇŀƴȅ LƴŦƻǊƳŀǘƛƻƴΩ ŀƴŘ ŜƴǘŜǊ 

the information for your company (not the Owners). You are able to input multiple 

company names in this section by editing the first Company Name (the program will 

install with one Company Name) and then clicking Ψ!ŘŘ bŜǿΩ.  The Main default 

heading will be chosen if you click Ψ¸ŜǎΩΤ ƘƻǿŜǾŜǊΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƻ ŎƘŀƴƎŜ ǘƘŜ 

ǎŜƭŜŎǘƛƻƴ ǳƴŘŜǊ ǘƘŜ Ψ/ƻƳǇŀƴȅ IŜŀŘƛƴƎΩ ŘǊƻǇ-down.  If you are using a preprinted 

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 

ǊŀƴƎŜ ǘƻ ƭƛƳƛǘ ǘƘŜ ǘƛƳŜ ǇŜǊƛƻŘ ǇǊƛƴǘŜŘ ƻƴ ǘƘŜ ǊŜǇƻǊǘΦ hǘƘŜǊ ǊŜǇƻǊǘǎ όǎǳŎƘ ŀǎ Ψ[ƛǎǘƛƴƎ 

wŜǇƻǊǘǎΩύ ǘƘŀǘ Řƻ ƴƻǘ ŀƭƭƻǿ ŦƻǊ ŀ ŘŀǘŜ ǊŀƴƎŜ ǿƛƭƭ ǎƘƻǿ ǘƘƛǎ ǎŜƭŜŎǘƛƻƴ ǘƻ ōŜ ŘƛǎŀōƭŜŘΦ  

Include Range - This range is dependent on the type of report and the sort type 

ǎǇŜŎƛŦƛŜŘΦ LŦ ȅƻǳǊ ǊŜǇƻǊǘ ƛǎ ǎƻǊǘŜŘ ōȅ Ψ¦ƴƛǘΩ ŀŘŘǊŜǎǎΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜƴ ǘƘŜ ǊŀƴƎŜ ȅƻǳ 

enter should be an address. 

Selection List ς Depending on the report, this area will present you with a listing of a 

ǇƻǎǎƛōƭŜ ΨwŀƴƎŜ ƻŦ ƛƴŦƻǊƳŀǘƛƻƴΩΦ  CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ΨwŜǇƻǊǘ ¢ȅǇŜΩ ƻŦ 

ΨhǿƴŜǊ wŜǇƻǊǘǎΩΣ ǘƘƛǎ ŀǊŜŀ ǿƛƭƭ ŘƛǎǇƭŀȅ ŀƭƭ hǿƴŜǊǎ ŀƴŘ ŀƭƭƻǿ ŦƻǊ ȅƻǳ ǘƻ ǇǊƛƴǘ Ψό!ƭƭ 

hǿƴŜǊǎύΩ ƻǊ ǎŜƭŜŎǘ an Owner name from the list. 

Save Settings for this Report ς If you have selected a report and modified the settings 

(such as the ΨLƴŎƭǳŘŜ 5ŀǘŜǎΩ ŀƴŘ ǘƘŜ ΨLƴŎƭǳŘŜ wangeΩ ŦƛŜƭŘǎ)Σ ȅƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ Ψ{ŀǾŜ 

{ŜǘǘƛƴƎǎ ŦƻǊ ǘƘƛǎ wŜǇƻǊǘΩ ŀƴŘ ǘƘŜ ŜƴǘŜǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ will be saved.  If you modified 

the settings and clicked to Ψ{ŀǾŜΩ ŀ ǊŜǇƻǊǘΣ ǿƘŜƴ ȅƻǳ ŜȄƛǘ ŀƴŘ ǊŜǘǳǊƴ, that information 

will be on the screen for that one report.  You should always view the settings within 

ȅƻǳǊ ΨǊŀƴƎŜΩ ǿƘŜƴ ȅƻǳ ǎŜƭŜŎǘ ŀ ǊŜǇƻǊǘ ǘƻ ƳŀƪŜ ǎure the selections are correct since it 

will save your last set of choices. 

Print Report: When you have selected all of your options, press 'Print Report'. If you 

ŀǊŜ ǇǊƛƴǘƛƴƎ ǘƻ Ω{ŎǊŜŜƴϥ ȅƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ǊŜǇƻǊǘ ŘƛǎǇƭŀȅŜŘ ƻƴ ȅƻǳǊ ǎŎǊŜŜƴΣ ǘƘŜƴ ȅƻǳ Ŏŀƴ 

click the 'Printer Icon' on the top of the report page to print the report to your 
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ǇǊƛƴǘŜǊΦ  ²Ŝ ǎǳƎƎŜǎǘ ǘƘŀǘ ȅƻǳ ǇǊƛƴǘ ǘƻ Ψ{ŎǊŜŜƴΩ ǎƻ ȅƻǳ Ŏŀƴ ǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǇǊƛƻǊ 

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 

select choice of Owner and Tenant Reports can be emailed from this section. 

 

 

 

 

OPTIONS ONCE YOU HAVE ENTERED THE REPORT 

 

When you have ŎƻƳǇƭŜǘŜŘ ȅƻǳǊ ǊŜǇƻǊǘ ǎŜǘǘƛƴƎǎ ŀƴŘ ŎƭƛŎƪŜŘ ΨtǊƛƴǘ wŜǇƻǊǘΩ ǘƻ Ψ{ŎǊŜŜƴΩΣ 

you will see the requested report displayed. There are several buttons across the top 

above the report, which enable you to change how you view or print your report. 

From left to right they are: 

Close Button: Exits the displayed report and returns to the REPORTS Menu. 

Arrow Buttons: The inner arrow buttons move throughout your report one page at a 

time while the outer arrows (with a vertical line) move you to the first or last page. 
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Page Count Display: Shows current page number and the total pages in your report, 

such as page '2 of 10'. If you have not yet accessed the last page of 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: Stops the compilation of the requested report. 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 Tree: Opens 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 type your 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 

¢ƘŜ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ wŜǇƻǊǘΩ option which can be accessed by clicking on the selection 

ƻƴ ǘƘŜ ƭƻǿŜǊ ƭŜŦǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ Ψ¢Ŝƴŀƴǘ CƛƭŜ wŜǇƻǊǘǎΩ ǎŎǊŜŜƴ, adds a powerful 

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 available fields are shown on screen. You may select a maximum of eight fields to 

print in your report from any of the displayed information by simply clicking on the 

fields you wish to see in your report. 
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¢ƘŜǊŜ ŀǊŜ ŀ ŦŜǿ ƛƳǇƻǊǘŀƴǘ ŎƻƴǎƛŘŜǊŀǘƛƻƴǎ ǘƻ ƪƴƻǿ ǿƘŜƴ ǳǎƛƴƎ ǘƘŜ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ 

wŜǇƻǊǘǎΩΦ tƭŜŀǎŜ ǊŜŀŘ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ōŜƭƻǿ ŎŀǊŜŦǳƭƭȅΦ 

Sorting: The first three fields that you select will determine how your data is sorted. 

The first field is your 'Primary' sort, ŀƴŘ ǘƘŜ ƴŜȄǘ ǘǿƻ ŦƛŜƭŘǎ ŀǊŜ Ω{ǳō-sorts'. For 

example, if you want to display your data by Owner, Property, and Unit, you would 

select the Owner 1 Last Name (last name of the primary owner) as field one, Property 

Name as field two, and Unit Address as field three. If you want to create a report by 

Tenant, you could select Tenant 1 Last Name as field (or sort) one and Tenant 1 First 

Name as field two. You might not need a third sort in this case. There are all sorts of 

ƻǘƘŜǊ ƛƴǘŜǊŜǎǘƛƴƎ ǘƘƛƴƎǎ ǘƘŀǘ ȅƻǳ Ŏŀƴ Řƻ ǿƛǘƘ ǎƻǊǘƛƴƎ ǘƘŜ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ wŜǇƻǊǘΩΦ CƻǊ 

example, you might select the Payment ŀǎ ȅƻǳǊ ΨtǊƛƳŀǊȅ {ƻǊǘΩ ǘƻ ƭƛǎǘ ŀƭƭ ƻŦ ȅƻǳǊ ¦ƴƛǘǎ 
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ƛƴ ƻǊŘŜǊ ƻŦ ǘƘŜ ƭƻǿŜǎǘ ǇŀȅƳŜƴǘ ǘƻ ǘƘŜ ƘƛƎƘŜǎǘΦ ¸ƻǳ ŎƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ ΨLease Start 5ŀǘŜΩ 

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 

Ψ/ǳǊǊŜƴǘ .ŀƭŀƴŎŜΩΣ Ψ{ǉǳŀǊŜ CƻƻǘŀƎŜΩΣ Ψ/ƛǘȅΩΣ ƻǊ Ψ½ƛǇ /ƻŘŜΩ. The possibilities are limitless. 

Spacing: ¢ƘŜ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ wŜǇƻǊǘΩ ǿŀǎ ŘŜǎƛƎƴŜŘ ǘƻ allow the user to select a large 

amount of information in a compact space, specifically one line on the report per Unit 

Address. When selecting the fields that you want the report to display (a maximum of 

8 fields per line), please note that the first 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. The larger 

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

Transactions:  ²ƘƛƭŜ ǘƘŜ ǇǊƛƴǘƛƴƎ ƻŦ ƎŜƴŜǊŀƭ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ŜȄǘǊŜƳŜƭȅ ǳǎŜŦǳƭΣ ǘƘŜ Ψ¦ǎŜǊ 

5ŜŦƛƴŜŘ wŜǇƻǊǘΩ Ƙŀǎ ƎƻƴŜ ŀ ǎǘŜǇ ŦǳǊǘƘŜǊ ōȅ ǇǊƻǾƛŘƛƴƎ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ Ǉǳƭƭ ŦƛƴŀƴŎƛŀƭ 

transactions directly from the ledgers. You can combine information with the 

transactions to extract a wealth of data. For example, you can list all of your Tenant 

Information (up to 8 fields) and also display the 'Rent Received' for each Tenant along 

with a date range for the transactions.  

¢ƘŜǎŜ ǘǊŀƴǎŀŎǘƛƻƴǎ Ŏŀƴ ōŜ ŘƛǎǇƭŀȅŜŘ ƛƴ ŜƛǘƘŜǊ Ψ5ŜǘŀƛƭŜŘ CƻǊƳŀǘΩ ƻǊ Ψ{ǳƳƳŀǊȅ CƻǊƳŀǘΩ. 

¢ƘŜ Ψ5ŜǘŀƛƭΩ will show you each specific transaction, the date, account category, 

remarks, check numbers, and the amount. These transactions will be totaled for you. 

¢ƘŜ ΨSummaryΩ ǎŜƭŜŎǘƛƻƴ ǿƛƭƭ ƻƴƭȅ ǇǊƛƴǘ ǘƘŜ ǘƻǘŀƭ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ǇǊŜǎŜƴǘŜŘ ǿƛǘƘƛƴ 

ǘƘŜ ŜƴǘŜǊŜŘ Ψ5ŀǘŜ wŀƴƎŜΩ ǎŜƭŜŎǘŜŘΦ ¢ƘŜ ǘƘƛǊŘ ǎŜƭŜŎǘƛƻƴΣ ǿƘƛŎƘ ƛǎ Ψbhb9Ω, disables the 

printing of transactions. 

Account Category: If you elect to show transactions (by selecting Detail or Summary), 

you are required to select one specific account category to report on. All of your 

income and expense categories are listed in a drop-down box. ¢ƘŜ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ 

wŜǇƻǊǘΩ ǎȅǎǘŜƳ ƛǎ ƭƛƳƛǘŜŘ ǘƻ ŘƛǎǇƭŀȅƛƴƎ ƻƴŜ ŀŎŎƻǳƴǘΦ  ¢ƘŜǊŜ ŀǊŜ ƳǳƭǘƛǇƭŜ Ψ{ǘŀƴŘŀǊŘ 

wŜǇƻǊǘǎΩ ǘƻ ŘƛǎǇƭŀȅ ǘƘŜ ŀŎǘǳŀƭ ŀŎŎƻǳƴǘƛƴƎ ǿƛǘƘƛƴ ȅƻǳǊ ƭŜŘƎŜǊǎΦ 

Status: ¢ƘŜ Ψ{ǘŀǘǳǎΩ ƛǎ ŘŜǘŜǊƳƛƴŜŘ by your Account settings as found under SETTINGS 

> 'Add/Edit Accounts' from the Main Menu. For example, if you want to create a 
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report of all tenants showing their ΨwŜƴǘ /ƘŀǊƎŜŘΩ ǘǊŀƴǎŀŎǘƛƻƴǎΣ ǘƘŜ Ψ{ǘŀǘǳǎΩ would 

show as 'T' because it is a 'Tenant Only' transaction.  

Include Range (1st Choice): ¢ƘŜ ΨLƴŎƭǳŘŜ wŀƴƎŜΩ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ƭƛƳƛǘ ǘƘŜ ǊŜǇƻǊǘ ǘƻ ŀ 

specific range for the first item that you selected by clicking on a check box. This could 

be a range of Owner names, Property names, Tenants, or more. Simply enter the first 

few characters of the Ψмst /ƘƻƛŎŜΩ ŦƛŜƭŘ ƛƴ ǘƘŜ ŦƛǊǎǘ ōƻȄ ǿƛǘƘƛƴ ǘƘŜ ΨLƴŎƭǳŘŜ bŀƳŜΩ 

ǎŜŎǘƛƻƴ ŀƴŘ ŀ ŦŜǿ ŎƘŀǊŀŎǘŜǊǎ ƻŦ ǘƘŜ ǎŜƭŜŎǘŜŘ Ψмst /ƘƻƛŎŜΩ ŦƛŜƭŘ ƛƴ ǘƘŜ last box to limit 

the range. For example, if the first item you chose was the 'Property Name' field, 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 you all names. No matter 

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

Suppress Duplicates: ¢ƘŜ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ wŜǇƻǊǘΩ Ƙŀǎ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ǎǳǇǇǊŜǎǎ ŘǳǇƭƛŎŀǘŜ 

information from one line to the next. If you check this box the Report will not display 

a line if it is exactly like the line previously printed. 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 

ȅƻǳ ŎƻǳƭŘ ǳǎŜ ǘƘŜ Ω{ǳǇǇǊŜǎǎ 5ǳǇƭƛŎŀǘŜǎϥ ƻǇǘƛƻƴΦ Iowever, be sure not to use this 

option when you are printing any numeric or financial data listings, 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 your report 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 

ǘƘŜ ŦƛŜƭŘ ǎŜƭŜŎǘƛƻƴǎ ƻƴŎŜ ȅƻǳ ǎǘŀǊǘ ǘƻ ŎǊŜŀǘŜ ŀ ǊŜǇƻǊǘΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ Ƙƛǘ ǘƘŜ ΨwŜǎŜǘΩ 

button to erase the previous choices. 

Save a Report: You are able to enter the selections for your report and save them for 

ŦǳǘǳǊŜ ǳǎŜΦ {ƛƳǇƭȅ ŜƴǘŜǊ ȅƻǳǊ ŎƘƻƛŎŜǎ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ Ψ{ŀǾŜ ŀ wŜǇƻǊǘΩ ōǳǘǘƻƴΦ ¢Ƙƛǎ 

will pop up a screen asking you for the report name. This will save any options except 

the transaction 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 

ǘƘŜ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ wŜǇƻǊǘǎΩ ŀƴŘ Ψ5ƛǎǇƭŀȅ ŀ wŜǇƻǊǘΩ ǇǊŜǾƛƻǳǎƭȅ ǎŀǾŜŘΦ 
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Display a Report: If you have saved reports, this choice will let you choose from a list 

ƻŦ ǎŀǾŜŘ Ψ¦ǎŜǊ 5ŜŦƛƴŜŘ wŜǇƻǊǘǎΩΦ hƴŎŜ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ǊŜǇƻǊǘ ƻŦ ȅƻǳǊ ŎƘƻƛŎŜΣ ŀƭƭ ƻŦ ǘƘŜ 

settings will show on the screen, and you can then print the report. There is also an 

option to delete any saved reports. !ǎ ƛƴŘƛŎŀǘŜŘΣ Ψ{ŀǾŜŘ wŜǇƻǊǘǎΩ Řƻ ƴƻǘ ƛƴŎƭǳŘŜ 

transaction options.  
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CHECKS AND 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 indicated two buttons from the Main 

Menu. 

CHECK REGISTER 

To enter your Check Register, click on REGISTER from the Main Menu. Your first bank 

ŀŎŎƻǳƴǘ ǎŜǘ ǳǇ ǿƛǘƘƛƴ ȅƻǳǊ ǇǊƻƎǊŀƳ όȅƻǳǊ ΨŘŜŦŀǳƭǘ ŀŎŎƻǳƴǘύ ǿƛƭƭ ŀƭǿŀȅǎ ŘƛǎǇƭŀȅΦ ¢ƻ 

change the display to a different Ψ.ŀƴƪ !ŎŎƻǳƴǘΩ, click onto the drop-down selection 

on the top of the screen and choose the account that you want to display.  The 

Tenant File Check Register can display your check information in all separate accounts 

a number of informative ways. ¦ƴŘŜǊ ǘƘŜ Ψ5ƛǎǇƭŀȅΩ ƻǇǘƛƻƴ ƻƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ŎƻǊƴŜǊ ƻŦ 

the screen, you can select to display Entered Checks, Printed Checks, Deposits or your 

entire Register which will include all entered and printed checks and deposits.  

Printed checks can be limited to show only ΨtŜƴŘƛƴƎ /ƘŜŎƪǎΣ Ψ/ƭŜŀǊŜŘ /ƘŜŎƪǎΩΣ ƻǊ 

Ψ±ƻƛŘŜŘ /ƘŜŎƪǎΩ ǘƻ ƘŜƭǇ ǊŜŎƻƴŎƛƭŜ ȅƻǳǊ ŎƘŜŎƪōƻƻƪΦ ¢ƘŜ Ψ{ǘŀǘǳǎ ƻŦ ȅƻǳǊ ŎƘŜŎƪǎ ŀƴŘ 

ŘŜǇƻǎƛǘǎ ǿƛƭƭ ŀƭǿŀȅǎ ǎƘƻǿ ΨtŜƴŘƛƴƎΩ ǳƴǘƛƭ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ΨwŜŎƻƴŎƛƭŜΩ ȅƻǳǊ ¢Ŝƴŀƴǘ CƛƭŜ 

Register with your monthly Bank Statement.  If you are not going to utilize the option 

of reconciling your account, you can choose to change the status of a check or deposit 

by simply clicking on the 'Status' column and selecting 'Cleared', 'Pending', or 'Voided' 

from the drop-down list.  

Tip: You can use your arrow keys and press just the first letter (c, p, or v) to quickly 

ŎƘŀƴƎŜ ǘƘŜ Ψ{ǘŀǘǳǎΩ ƻŦ ŀ ŎƘŜŎƪ ƻǊ ŘŜǇƻǎƛǘΦ This is helpful if you attempted to reconcile 

your account and found an error in your register. If you plan on reconciling your Bank 
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Statement each month, you should only change the status of your checks and 

dŜǇƻǎƛǘǎ ŦǊƻƳ ǘƘŜ ΨwŜŎƻƴŎƛƭƛŀǘƛƻƴΩ ǎŎǊŜŜƴΦ 

 

To enter a beginning balance 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 Credits'. You can also use this method 

to enter bank service charges or credits, such as interest income.  Always make sure 

ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǘƘŜ ŎƻǊǊŜŎǘ Ψ.ŀƴƪ !ŎŎƻǳƴǘΩ ŘƛǎǇƭŀȅŜŘΦ  You may choose to create a 

ΨbŜǿΩ 5ŜǇƻǎƛǘ ŦǊƻƳ ǘƘŜ /I9/Y{κ59th{L¢ ǎŎǊŜŜƴ ŀǎ ȅƻǳǊ ΨhǇŜƴƛƴƎ 5ŜǇƻǎƛǘΩΦ  LŦ ȅƻǳ 

choose ǘƻ Řƻ ǎƻΣ ȅƻǳ ǿƻǳƭŘ ŎǊŜŀǘŜ ǘƘŜ ƴŜǿ ŘŜǇƻǎƛǘ ƛƴ ǘƘŜ ŎƻǊǊŜŎǘ Ψ.ŀƴƪ !ŎŎƻǳƴǘΩ 

ǳǎƛƴƎ ǘƘŜ Ψtƻǎǘ ¢ƻΩ ǎǘŀǘǳǎ ƻŦ Ψbhb9Ω ǎƛƴŎŜ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ŦƻǊ ǘƘŜ ŀƳƻǳƴǘ ǘƻ ǇǊŜǎŜƴǘ 
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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 

ΨwŜŎƻƴŎƛƭŜΩ ŦǊƻƳ ǘƘƛǎ ǎŎǊŜŜƴΦ This will allow you to enter your last bank statement 

balance, add your cleared checks and deposits, and calculate the difference.  

The Ψ5ƛǎǇƭŀȅ 5Ŝōƛǘǎ ŀƴŘ /ǊŜŘƛǘǎ ŦǊƻƳΩ ŦƛŜƭŘǎ ǿƛǘƘƛƴ ǘƘŜ register will allow you to limit 

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 options within the Register are the buttons to transfer funds from one 

account to another.  
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¢ƘŜ ŦƛǊǎǘ ƻǇǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ Ǉƻǎǘ ŀ Ψ¢ǊŀƴǎŦŜǊΩ ŦǊƻƳ ƻƴŜ ōŀƴƪ ŀŎŎƻǳƴǘ ǘƻ ǘƘŜ ƻǘƘŜǊΦ 

This is not actually moving funds but ƛǎ ΨǎƘƻǿƛƴƎΩ ǘƘŀǘ ŀ ǘǊŀƴǎŦŜǊ Ƙŀǎ ōŜŜƴ ƳŀŘŜΦ This 

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 drop-down, Ψ/hoose the ōŀƴƪ ŀŎŎƻǳƴǘ ǘƻ ǘǊŀƴǎŦŜǊ ǘƘŜ ƳƻƴŜȅ ŦǊƻƳΩΦ  9ƴǘŜǊ 

ǘƘŜ ŀƳƻǳƴǘΣ ŘŀǘŜ ŀƴŘ ǊŜƳŀǊƪΦ  ¸ƻǳ ǿƻǳƭŘ ǘƘŜƴ Ψ/ƘƻƻǎŜ ǘƘŜ ōŀƴƪ ŀŎŎƻǳƴǘ ǘƻ ǘǊŀƴǎŦŜǊ 

ǘƘŜ ƳƻƴŜȅ ǘƻΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down. Enter a Remark.  

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.  

 

 

¢ƘŜ ƴŜȄǘ ƻǇǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ǎƛƳǇƭȅ ΨƳƻǾŜΩ ŀƴȅ ǊŜƎƛǎǘŜǊ ǘǊŀƴǎŀŎǘƛƻƴ ǘƻ ŀ ŘƛŦŦŜǊŜƴǘ 

bank account. This makes it easier if you find that you accidentally posted a check or 

deposit to the wrong Bank Account. 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 screen cŀƭƭŜŘ ΨaƻǾŜ ǘƘŜ {ŜƭŜŎǘŜŘ ŎƘŜŎƪ ƻǊ 

deposit to a diffŜǊŜƴǘ ōŀƴƪ ŀŎŎƻǳƴǘΩ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ .ŀƴƪ !ŎŎƻǳƴǘ ŦǊƻƳ the drop-down 

ƭƛǎǘ ǳƴŘŜǊ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ΨaƻǾŜ ǘƻ ¢IL{ ōŀƴƪΩΦ  /ƭƛŎƪ ƻƴ ǘƘŜ ΨaƻǾŜ bƻǿΩ ōǳǘǘƻƴ ǘƻ 

complete the transfer. 
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RECONCILING TO YOUR STATEMENT 

The Tenant File Reconciliation will 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. 

 

Step 1: Display the Bank Register by clicking on the REGISTER button from the Main 

Menu. 

Step 2: Select the Bank Account that you wish to reconcile from the drop-down list on 

the top of the Register screen. Your 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 will need to cƭƛŎƪ Ψ!ŘŘ wŜƎƛǎǘŜǊ /ƘŀǊƎŜǎ ŀƴŘ /ǊŜŘƛǘǎΩ 

to enter in any bank fees (i.e., monthly service fees) as a DEBIT and bank income (i.e. 

Interest Earned) as a CREDIT that are listed on your current Bank Statement. 

Step 4Υ /ƭƛŎƪ ǘƘŜ ΨwŜŎƻƴŎƛƭŜΩ ōǳǘǘƻƴΦ 

 The BEGINNING BALANCE field is the ending balance from your last Bank Statement 

(i.e., the total of all previously reconciled checks and deposits). When you reconcile 

the account for the first time within the Tenant File, the BEGINNING BALANCE would 

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

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

tǊƛƻǊ ǘƻ ǊŜŎƻƴŎƛƭƛƴƎΣ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ǘƘŜ hǇŜƴƛƴƎ 5ŜǇƻǎƛǘ ŜƴǘŜǊŜŘ ǎƘƻǿǎ ǘƘŜ Ψ{ǘŀǘǳǎΩ 

ƻŦ Ψ/ƭŜŀǊŜŘΩ ƛƴ ǘƘŜ wŜƎƛǎǘŜǊΦ  LŦ ǘƘƛǎ ƛǎ ƴƻǘ ǘƘŜ ŦƛǊǎǘ ǘƛƳŜ ǘƻ ǊŜŎƻƴŎƛƭŜ ŀƴŘ ǘƘŜ 

BEGINNING BALANCE ƛǎ ƛƴŎƻǊǊŜŎǘ ǿƘŜƴ ȅƻǳ ŎƭƛŎƪ ΨwŜŎƻƴŎƛƭŜΩΣ ŎƘŜŎƪ ǘƻ ǎŜŜ ƛŦ a check or 

deposit was manually edited or deleted after your last Reconciliation. 

Note: If the discrepancy in the BEGINNING BALANCE was caused by changes that 

were manually made to the Ψ/learedΩ checks and deposits since your last 

wŜŎƻƴŎƛƭƛŀǘƛƻƴΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ Ψ¦ƴŘƻΩ ǘƘŜ ƭŀǎǘ wŜŎƻƴŎƛƭƛŀǘƛƻƴ ōȅ Ƴŀƴǳŀƭƭȅ ŎƘŀƴƎƛƴƎ 

ǘƘŜ ŎƘŜŎƪǎ ŀƴŘ ŘŜǇƻǎƛǘǎ ōŀŎƪ ǘƻ ΨtŜƴŘƛƴƎΩΣ ƳŀƪŜ ǘƘŜ ƴŜŎŜǎǎŀǊȅ ŎƘŀƴƎŜǎ ŀƴŘ then run  

the Reconciliation for the previous month.  It is very important that no changes be 

ƳŀŘŜ ǘƻ Ψ/ƭŜŀǊŜŘΩ ŎƘŜŎƪǎ ŀƴŘ ŘŜǇƻǎƛǘǎ once an account is reconciled because it will 

cause issues for the following months. 

Step 5: Find the Ending Balance on your Bank Statement and enter it in the ENDING 

BANK BALANCE field. 

Note: You will see a display of all checks and deposits that currently ƘŀǾŜ ǘƘŜ Ψ{ǘŀǘǳǎΩ 

ƻŦ ΨPŜƴŘƛƴƎΩ, including any bank charges and credits that you have just entered.  If you 

manually chanƎŜŘ ǘƘŜ Ψ{ǘŀǘǳǎΩ ƻŦ ŀƴȅ ŎƘŜŎƪǎ ƻǊ ŘŜǇƻǎƛǘǎ ŘƛǊŜŎǘƭȅ ƛƴ ǘƘŜ Ψ.ŀƴƪ wŜƎƛǎǘŜǊΩ 

ŦǊƻƳ ΨtŜƴŘƛƴƎΩ ǘƻ Ψ/ƭŜŀǊŜŘΩΣ ǘƘŜȅ ǿƛƭƭ ƴƻǘ ŘƛǎǇƭŀȅ ƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴΦ If you are going to 

ǳǘƛƭƛȊŜ ǘƘŜ ΨwŜŎƻƴŎƛƭƛŀǘƛƻƴΩ ƻǇǘƛƻƴΣ ŀƭƭ ŎƘŜŎƪǎ ŀƴŘ ŘŜǇƻǎƛǘǎ ǿƛƭƭ ǊŜƳŀƛƴ ŀǘ ǘƘŜ ǎǘŀǘǳǎ ƻŦ 

ΨtŜƴŘƛƴƎΩ ǳƴǘƛƭ ȅƻǳ ŎƻƳǇƭŜǘŜ ŜŀŎƘ ƳƻƴǘƘΩǎ ǊŜŎƻƴŎƛƭƛŀǘƛƻƴΦ 

Step 6: To reconcile, compare the transactions listed in the Reconciliation section to 

the checks and deposits showing on your Bank Statement (the checks and deposits 

that have cleared your bank) and 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 

on your Bank Statement that is not shown as a check or deposit in the listing in the 

Reconcile section of the Tenant File, you will need to leave the Reconciliation section 

and search for the amount to determine if it was posted directly in the ledger in error.  

Once you find the transaction, you would need to correct the posting by entering the 

check or deposit.  Once 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 Bank Statement Balance 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 Reconciliation section 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 

ŀƴŘ ƳŀǊƪŜŘ ǿƛǘƘ ŀƴ ŀǎǘŜǊƛǎƪ όϝύ ƛƴ ǘƘŜ Ψ{ǘŀǘǳǎΩ ŎƻƭǳƳƴ ǿƛǘƘƛƴ ȅƻǳǊ wŜƎƛǎǘŜǊΦ !ƴȅ 

item(s) marked with an asterisk will not show up in your Check/Deposit Reports since 

ǘƘŜȅ ŀǊŜ ƛƴ ŀ ΨǘŜƳǇƻǊŀǊȅΩ ǎǘŀǘǳǎΦ LŦ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ƳŀƪŜ ŎƻǊǊŜŎǘƛƻƴǎ ŀƴŘ ǘƘŜƴ ǊŜǘǳǊƴ 

to the Reconciliation section, this will not cause any issues.  However, if you do not 
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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 

ΨtŜƴŘƛƴƎΩ {ǘŀǘǳǎΦ 
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CHECKS AND DEPOSITS SCREEN 

 

 
To create new checks and/or deposits, click into the CHECKS/DEPOSIT button from 

the Main menu.  You can add new checks or deposits or edit previously entered 

checks in this section. The first time that you enter the CHECKS/DEPOSIT section, you 

will be presented with a blank check form.  Once you have created checks, this 

section will show any ΨEntered ChecksΩ ǊŜŀŘȅ ǘƻ ōŜ ǇǊƛƴǘŜŘ. 

ΨEntered ChecksΩ are checks that have been entered into the system but have not yet 

been printed or posted to any ledgerΦ  ¢ǊŀƴǎŀŎǘƛƻƴǎ ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ ΨǎǇƭƛǘ ŘŜǘŀƛƭΩ grid of 

your checks are only posted to your ledgers when they are printed.  You will be able 

to scroll through the ΨEntered ChecksΩ by clicking onto the 'First', 'Previous', 'Next' or 

'Last' bars at the bottom of the grid.  

You can also view all ΨPrinted ChecksΩ ƛƴ ȅƻǳǊ ǎȅǎǘŜƳ by changing the display selection 

in the upper right corner to 'Printed' instead of 'Entered'. Please noteΥ  ¢ƘŜ ΨŘŜŦŀǳƭǘ 

ōŀƴƪ ŀŎŎƻǳƴǘΩ όŦƛǊǎǘ ōŀƴƪ ŀŎŎƻǳƴǘ ƛƴ ȅƻǳǊ ǎȅǎǘŜƳύ ǿƛƭƭ ŀƭǿŀȅǎ ŘƛǎǇƭŀȅ ǿƘŜƴ ȅƻǳǊ ŎƭƛŎƪ 
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into CHECKS/DEPOSITS from your Main Menu. You ǿƛƭƭ ƴŜŜŘ ǘƻ ǎŜƭŜŎǘ ǘƘŜ Ψ.ŀƴƪ 

!ŎŎƻǳƴǘΩ ǘƘŀǘ ȅƻǳ ƴŜŜŘ ǘƻ ǾƛŜǿ ŀƴŘκƻǊ ŎǊŜŀǘŜ ƴŜǿ checks or deposits for prior to 

entering any information.  The drop-down is found on the top of the screen called 

Ψ.ŀƴƪ !ŎŎƻǳƴǘǎΩΦ 

hƴ ŜŀŎƘ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪΩΣ ΨtǊƛƴǘŜŘ /ƘŜŎƪΩ ŀƴŘ Ψ5ŜǇƻǎƛǘΩ ǎŎǊŜŜƴΣ ǘhere is a button 

labeled 'Owner Balance'. By pressing this button, you can see the current Owner 

Ledger Balance along with his/her Property and Unit Ledger Balances for the Owner 

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

funds are available for the check you are about to create. 

tƭŜŀǎŜ ǎŜŜ ǘƘŜ ΨIƻǿ ¢ƻΩ ǎŜŎǘƛƻƴ at the end of this manual concerning how to setup 

ƴŜǿ ŎƘŜŎƪǎ ŀƴŘ ŘŜǇƻǎƛǘǎΣ Ƙƻǿ ǘƻ ŎǊŜŀǘŜ ΨIŀƴŘǿǊƛǘǘŜƴ /ƘŜŎƪǎΩ όŦƻǊ ǳǎŜǊǎ ǿƘƻ Řƻ ƴƻǘ 

wish to print checks), how to print checks, how to void checks, etc. 
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CREATING CHECKS 

 
 

To create a new check, click into the CHECKS/DEPOSITS button from the Main Menu.  

You will see either a blank check (if you have not entered any checks into the system 

ȅŜǘ ƻǊ ƘŀǾŜ ǇǊƛƴǘŜŘ ŀƭƭ ŜƴǘŜǊŜŘ ŎƘŜŎƪǎύ ƻǊ ȅƻǳ ǿƛƭƭ ǎŜŜ ȅƻǳǊ ŦƛǊǎǘ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪΩ 

previously entered.  The Command Buttons on the side of the check will allow you to 

add a 'New' check, 'Edit' an existing 'Entered' check, 'Delete' a check or 'Void' a check. 

!ƭǿŀȅǎ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǘƘŜ ŎƻǊǊŜŎǘ Ψ.ŀƴƪ !ŎŎƻǳƴǘΩ ǎŜƭŜŎǘŜŘ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-

down Menu on the top of the screen.   

Select Bank Account - At the top of the check screen, you will need to select the Bank 

Account for the check you are entering. The Tenant File supports one 'Primary' Bank 

Account (your Property Management Operating Account) plus nine other accounts, 

for separate Owner Bank Account processing, Security Deposits or other accounts. 

When you click on the CHECKS/DEPOSIT button from your Main Menu, the default 

bank account will always be your 'Primary' Bank Account.  If you 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 a New Check, press the 'New' button and enter the following information: 

Pay to the Order Of ς To insert the name and address of the Vendor, Owner, or 

Tenant that the check is to be written to, simply select one of the three from the 

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

of current Vendors, Owners or Tenants.  /ƭƛŎƪ ΨLƴǎŜǊǘ tŀȅŜŜΩ ƻǊ ΨLƴǎŜǊǘ ±ŜƴŘƻǊΩ ƻƴŎŜ 

you locate the correct name.  If the check that you are creating is for a Vendor that is 

not yet ǎŜǘǳǇΣ ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ƛƴǘƻ Ψ±ŜƴŘƻǊǎΩ ǳƴŘŜǊ ǘƘŜ ΨtŀȅŜŜ [ƛǎǘ .ƻȄΩ ŀƴŘ select Ψ!ŘŘ 

±ŜƴŘƻǊΩΦ  ¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ŀ ǎŜǇŀǊŀǘŜ Ψ!ŘŘ ±ŜƴŘƻǊΩ ǎŎǊŜŜƴ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ 

the name, address, phone, email, etc.  You can enter the basic information (name 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 for a Payee name or when creating your 1099 MISC forms 

at the end of the year. If entered manually and the same name is spelled two 

different ways, the program will consider that as two different people.  In addition, 

selecting a Vendor from the list will automatically include the Vendor address 

(previously entered when you set 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. If you are entering a check that will not be posted 

to any ledger (Posted to 'None'), ƻƴŎŜ ȅƻǳ ǎŜƭŜŎǘ ΨbƻƴŜΩ ŦǊƻƳ ǘƘŜ Ψtƻǎǘ ǘƻ [ŜŘƎŜǊΩ 

section, you will be allowed to enter an amount in 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 Ledger ς This section on the far-right side of the check screen is very 

important to understand. When creating checks for expenses, you will indicate on the 

ƭƻǿŜǊ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ŎƘŜŎƪ ǎŎǊŜŜƴΣ ǘƘŜ ΨǎǇƭƛǘ ŘŜǘŀƛƭΩ ƻŦ ŜŀŎƘ transaction that needs to 

be posted to your ledgers so the expenses will show up correctly on your reports. The 

Ψtƻǎǘ ¢ƻ [ŜŘƎŜǊΩ ǎŜŎǘƛƻƴ ƛƴǎǘǊǳŎǘǎ ǘƘŜ ǇǊƻƎǊŀƳ ǘƻ ǇǊŜǎŜƴǘ ǘƘŜ ŎƻǊǊŜŎǘ 9ȄǇŜƴǎŜ 

Accounts for each Ledger type.  For owner expenses, you will indicate whether the 

transaction(s) are to be posted to 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 applies tƻ ŀ ǿƘƻƭŜ ΨǇǊƻǇŜǊǘȅΩ (such as maintaining the pool at an 

apartment building) ǎƘƻǳƭŘ ōŜ ǇƻǎǘŜŘ ǘƻ ǘƘŜ ΨtǊƻǇŜǊǘȅ [ŜŘƎŜǊΩΦ [ŀǎǘƭȅΣ ŀƴȅ ǘǊŀƴǎŀŎǘƛƻƴ 

between you (the manager) and the owner of the property should be posted to the 

Owner Ledger. 

Postings to be charged (by check) or credited (by deposit) to the Tenant will go to 

either the Tenant Ledger (if it only affects the TenantΣ ǎǳŎƘ ŀǎ ΨwŜǇŀƛǊǎ ϧ 

aŀƛƴǘŜƴŀƴŎŜΩ ǘƘŀǘ ǘƘŜ ¢Ŝƴŀƴǘ ƛǎ ǊŜǎǇƻƴǎƛōƭŜ ŦƻǊύ ƻǊ ǘƻ Ψ.ƻǘƘ ό¢Ŝƴŀƴǘ ŀƴŘ ¦ƴƛǘ 

Ledgers)Ω ƛŦ ƛǘ ŀŦŦŜŎǘǎ ΨBƻǘƘΩ ǘƘŜ Tenant AND the Owner (i.e. Unit Ledger). For example, 

an expense that the Tenant is responsible for is only posted to the Tenant Ledger 

όǎǳŎƘ ŀǎ ŀ ΨwŜƴǘ /ƘŀǊƎŜŘΩ ǘǊŀƴǎŀŎǘƛƻƴύΣ ǿƘƛƭŜ ŀ ǊŜƴǘ ΨǊŜŎŜƛǇǘΩ ǎƘƻǳƭŘ ŎǊŜŘƛǘ ΨBƻǘƘΩ ǘƘŜ 

Tenant Ledger aƴŘ ǘƘŜ ¦ƴƛǘ [ŜŘƎŜǊΣ ǳǎƛƴƎ Ψ.ƻǘƘ ό¢Ŝƴŀƴǘκ¦ƴƛǘύΩΦ 

When you select a type of Ledger ŦǊƻƳ ǘƘŜ Ψtƻǎǘ ǘƻ [ŜŘƎŜǊΩ ǎŜŎǘƛƻƴΣ ǘƘŜ ǇǊƻƎǊŀƳ 

determines ǿƘƛŎƘ ŀŎŎƻǳƴǘǎ ǿƛƭƭ ōŜ ŀǎǎŜǎǎŀōƭŜ ƛƴ ǘƘŜ ŘǊƻǇŘƻǿƴ ǳƴŘŜǊ ǘƘŜ Ψ!ŎŎƻǳƴǘǎΩ 

column within the transaction grid (lower part of the check).  These accounts are set 

ǳƴŘŜǊ {9¢¢LbD{ Ҕ Ψ!ŘŘκ9Řƛǘ !ŎŎƻǳƴǘǎΩ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳΦ  LŦ ȅƻǳ Řƻ ƴƻǘ ǎŜŜ ŀƴ 

account in the dropdown list when creating a check, you would need to exit the check 

and access your account settings to determine if the account settings need to be 

modified.  Note:  If the account you want to edit has been used previously in your 

ƭŜŘƎŜǊǎΣ ȅƻǳ ǿƻǳƭŘ ƴƻǘ ǿŀƴǘ ǘƻ ŜŘƛǘ ǘƘŜ ŀŎŎƻǳƴǘ ƻǊ Ψtƻǎǘ ¢ƻΩ ƻŦ ǘƘŀǘ ŀŎŎƻǳƴǘ ōŜŎŀǳǎŜ 

the action would cause errors in the previous transactions. You may need instead to 

create a new account (must be a unique account name). 

Lastly, if you need to create a check or deposit that is not to be posted in any Ledger 

within ǘƘŜ ¢Ŝƴŀƴǘ CƛƭŜ ǇǊƻƎǊŀƳΣ ǘƘŜǊŜ ƛǎ ŀ ǎŜƭŜŎǘƛƻƴ ŎŀƭƭŜŘ Ǉƻǎǘ ǘƻ ΨbƻƴŜΩΦ ¢Ƙƛǎ ŎƘƻƛŎŜ 
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might come in handy if you have already posted one or more transactions directly 

into a Ledger and need to create a corresponding check or deposit to go into the 

Register.  If you are going to utilize the CHECK/DEPOSIT section of the program, you 

should always create a check or deposit for the posting rather than posting directly 

into the Ledger. ¢Ƙƛǎ Ψtƻǎǘ ǘƻ bƻƴŜΩ ǎŜƭŜŎǘƛƻƴ ǎƘƻǳƭŘ ƻƴƭȅ ōŜ ǳǎŜŘ ƛŦ ȅƻǳ ŀǊŜ ŎǊŜŀǘƛƴƎ 

and printing a check that does not need to be posted to your ledgers. 

Entering the Split Transactions for the Check: On the bottom half of the screen, you 

will enter the transactions for each check. Every check will have at least one row 

unless you ƘŀǾŜ ǎŜƭŜŎǘŜŘ ǘƘŜ Ψtƻǎǘ ¢ƻΩ ǎǘŀǘǳǎ ƻŦ ΨbƻƴŜΩ ŀƴŘ ǿƛƭƭ not post the check to 

any ledger. LŦ ȅƻǳ ǎŜƭŜŎǘ ǘƘŜ ǎǘŀǘǳǎ ƻŦ ΨbƻƴŜΩΣ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴ ƎǊƛŘ ƻƴ ǘƘŜ ƭƻǿŜǊ ǇŀǊǘ ƻŦ 

the check will be removed and you would need to enter the total of the check in the 

Ψ/ƘŜŎƪ !ƳƻǳƴǘΩ ǎŜŎǘƛƻƴ ƻƴ ǘƘŜ ŎƘŜŎƪ ƛǘǎŜƭŦΦ Complete each column of the row and 

move to the next line to add more splits for this check. 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 types. If you want to switch to post to a different 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 type. You can create multiple postings to 

multiple ledgers from a single check. Once you have entered all transactions and 

ŎƭƛŎƪŜŘ ƻƴ ŀ ŘƛŦŦŜǊŜƴǘ ǊƻǿΣ ǘƘŜ ǘƻǘŀƭ Ψ/ƘŜŎƪ !ƳƻǳƴǘΩ ǿƛƭƭ ōŜ ŜƴǘŜǊŜŘ ŦƻǊ ȅƻǳ ƻƴ ǘƘŜ 

check itself. Complete all information on the check and ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ{ŀǾŜΩ ōǳǘǘƻƴ 

prior to exiting. 

Editing a Check: Ψ9ƴǘŜǊŜŘ /ƘŜŎƪǎΩ ǘƘŀǘ ǿŜǊŜ ǎŀǾŜŘ ŀƴŘ ƴƻǘ ȅŜǘ ǇǊƛƴǘŜŘ Ŏŀƴ ōŜ ŜŘƛǘŜŘΦ 

To 'Edit' a check previously entered, click on 'Entered' once you have accessed your 

checks from the CHECKS/DEPOSIT button and scroll to locate the check that you need 

ǘƻ ŜŘƛǘ όƻǊ ƭƻŎŀǘŜ ǘƘŜ ŎƘŜŎƪ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨCƛƴŘΩ ōǳǘǘƻƴύ. Once you have located 

the check you need to edit, click on the 'Edit' button on the side of the check. You can 

then use your mouse to click into the field that needs to be edited. If you are entering 

or editing a transaction in the grid, you must click onto a different row to save the 

change. hƴŎŜ ŜŘƛǘŜŘΣ ŎƭƛŎƪ ǘƘŜ Ψ{ŀǾŜΩ ōǳǘǘƻƴ ǇǊƛƻǊ ǘƻ ŜȄƛǘƛƴƎΦ 

Deleting a Check: To 'Delete' a check in your ΨEntered Check FileΩ, click on Ψ9ƴǘŜǊŜŘΩ 

once you have accessed your checks from the CHECKS/DEPOSIT button and scroll to 
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ƭƻŎŀǘŜ ǘƘŜ ŎƘŜŎƪ ǘƘŀǘ ȅƻǳ ƴŜŜŘ ǘƻ ŘŜƭŜǘŜ όƻǊ ƭƻŎŀǘŜ ǘƘŜ ŎƘŜŎƪ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ΨCƛƴŘΩ 

button). /ƭƛŎƪ ǘƘŜ Ψ5ŜƭŜǘŜΩ ōǳǘǘƻƴΦ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪǎΩ ŀǊŜ ƴƻǘ ǇƻǎǘŜŘ ǘƻ ǘƘŜ ƭŜŘƎŜǊǎ ǳƴǘƛƭ 

they have been ǇǊƛƴǘŜŘΣ ǘƘŜǊŜŦƻǊŜ ǿƘŜƴ ȅƻǳ ŘŜƭŜǘŜ ŀƴ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪΩ ƛǘ ǿƛƭƭ ƴƻǘ 

affect any ledger totals. 

Printed checks can also be deleted.  Since printed checks have transactions posted to 

the ledger, ƻƴŎŜ ȅƻǳ ƭƻŎŀǘŜ ǘƘŜ ŎƘŜŎƪ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ5ŜƭŜǘŜΩ ōǳǘǘƻƴΣ ǘƘŜ ǇǊƻƎǊŀƳ 

will ask you if you want to search for the matching transactions and delete them.  

hƴŎŜ ȅƻǳ ŎƭƛŎƪ Ψ¸9{Ω ǘƘŜ Ψ¢ǊŀƴǎŀŎǘƛƻƴ CƛƴŘŜǊΩ ǎŎǊŜŜƴ ǿƛƭƭ ŀǇǇŜŀǊ ǿƛǘƘ ŀ ƭƛǎǘƛƴƎ ƻŦ ǘƘŜ 

split transactions tied to the check that you delete.  You will need to delete the 

transactions ǘƘǊƻǳƎƘ ǘƘƛǎ Ψ¢ǊŀƴǎŀŎǘƛƻƴ CƛƴŘŜǊΩ ǎŎǊŜŜƴΦ  If you do not delete the related 

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 to re-create that check. 

The checks in the ΨEntered FileΩ are moved to the ΨPrinted FileΩ once they have been 

printed. Transactions to your ledgers will not be posted until the Ψ9ƴǘŜǊŜŘ /hecksΩ are 

printed and moved to your ΨPrinted Check FileΩ. Ψ9ƴǘŜǊŜŘ /ƘŜŎƪǎΩ Ŏŀƴ selectively be 

printed from the CHECKS/DEPOSIT screen ōȅ ŎƭƛŎƪƛƴƎ ΨtǊƛƴǘ /ƘŜŎƪǎΩ.  They can also be 

ǇǊƛƴǘŜŘ ōȅ ǎŜƭŜŎǘƛƴƎ th{¢LbD ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ǘƘŜƴ ΨtǊƛƴǘ /ƘŜŎƪǎΩΦ The 

checks not printed will remain ƛƴ ǘƘŜ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪ CƛƭŜΩ until printed or deleted.  

The traƴǎŀŎǘƛƻƴǎ ƻƴ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪǎΩ Řƻ ƴƻǘ ŀŦŦŜŎǘ ǘƘŜ [ŜŘƎŜǊ ōŀƭŀƴŎŜǎΦ 

Note: You can enter a check into the ΨEntered Check FileΩ to 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 Ledgers when 

printed. 

Handwritten Checks: You can choose to keep track of your Bank Accounts without 

the requirement of printing checks by entering each individually written check as a 

ΨHandwritten CheckΩΦ  This will allow you to enter split transactions for your 

handwritten checks to be posted to your ledgers ǿƛǘƘƻǳǘ ǇǊƛƴǘƛƴƎΦ ΨIŀƴŘǿǊƛǘǘŜƴ 

/ƘŜŎƪǎΩ are entered by ǎŜƭŜŎǘƛƴƎ ΨtǊƛƴǘŜŘΩ ŦǊƻƳ ǘƘŜ Ψ5ƛǎǇƭŀȅΩ ƻǇǘƛƻƴ ƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ 

corner of the check screen (after you have selected the correct Bank Account) and 

ŎƭƛŎƪƛƴƎ Ψb9²Ω ǘƻ ŀŘŘ ŀ new check.  A window will pop up for you to enter the check 

ƴǳƳōŜǊ ŦƻǊ ȅƻǳǊ ΨIŀƴŘǿǊƛǘǘŜƴ /ƘŜŎƪΩΦ  Complete the check (including the 

transactions to be posted) and click the Ψ{aveΩ button.  Since this is considered a 
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ΨtǊƛƴǘŜŘ /ƘŜŎƪΩΣ ƻƴŎŜ ȅƻǳ ŎƭƛŎƪ ǘƻ ǎŀǾŜ ǘƘŜ ŎƘŜŎƪΣ ƛǘ Ŏŀƴƴƻǘ ōŜ ƳƻŘƛŦƛŜŘΦ ! ǿƛƴŘƻǿ ǿƛƭƭ 

ǇƻǇ ǳǇ ŀǎƪƛƴƎ ƛŦ ȅƻǳ ǿŀƴǘ ǘƻ Ǉƻǎǘ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴǎΦ  ¸ƻǳ ǿƻǳƭŘ ŀƭǿŀȅǎ ŎƭƛŎƪ Ψ¸ŜǎΩ ǘƻ 

post unless you are creating this check as a correction and those postings are already 

ƛƴ ǘƘŜ ƭŜŘƎŜǊΦ LŦ ȅƻǳ ŎƭƛŎƪ ΨbƻΩ ǘƻ ƴƻǘ ǇƻǎǘΣ ȅƻǳ ǿƛƭƭ ƴƻǘ ōŜ ƎƛǾŜƴ ǘƘŜ ƻǇǘƛƻƴ ǘƻ Ǉƻǎǘ ǘƘŜ 

transactions at a later time. 

To scroll through your checks that have already been printed, select 'Printed' from 

the 'Display' option at the top of your screen. The checks that will display are checks 

located in your permanent check file. They have all been printed and the transactions 

posted to your ledgers. Once printed, you cannot change the check information 

(other than limited changes in the Register). You can, however, 'Void' or 'Delete' a 

printed check. You must remember that voiding and/or deleting a printed check will 

not automatically delete the posted transaction(s).  The program will ask you if you 

want to remove the transaction(s), then it will take you to the ΨTransaction FinderΩ to 

find and delete the transaction. LŦ ȅƻǳ Ŧŀƛƭ ǘƻ ŘŜƭŜǘŜ ǘƘŜ ŎƘŜŎƪǎ ŘǳǊƛƴƎ ǘƘŜ Ψ¢ǊŀƴǎŀŎǘƛƻƴ 

CƛƴŘŜǊΩ ǎǘŜǇǎΣ ȅou can always go directly into the ledger and delete the transaction 

manually by clicking on the button to the far left of the line (to highlight the row), 

ǘƘŜƴ ǇǊŜǎǎ ǘƘŜ Ψ5ŜƭŜǘŜΩ ƪŜȅ ƻƴ ȅƻǳǊ Y9¸.h!w5Φ If you choose to delete a check and do 

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 edit bank deposits provided the deposits were created and saved 

but not yet posted.  To edit a ΨsavedΩ deposit, click onto ΨDepositsΩ under the 'Display' 

option in the upper right corner. Here you can display, add to, or edit any deposits 

that you have already entered. Once a deposit is saved and posted, it cannot be 

edited. If you made an error in creating a deposit, you would need to delete the 

deposit, allow the program to locate and delete any related transactions and then re-

create that deposit with the correct transactions. 
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CREATING DEPOSITS 

Deposits are created and accessed from the CHECKS/DEPOSIT button from the Main 

Menu. hƴŎŜ ȅƻǳ ŎƭƛŎƪ ƻƴ /I9/Y{κ59th{L¢Σ ȅƻǳǊ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪǎΩ ǿƛƭƭ ŦƛǊǎǘ ŘƛǎǇƭŀȅΦ 

You must select 'Deposits' from the ΨDisplayΩ option at the upper right corner of your 

screen to access the deposits. 

 

You can add a deposit basically the same way you add a check. It is important that 

you aƭǿŀȅǎ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǘƘŜ ŎƻǊǊŜŎǘ Ψ.ŀƴƪ !ŎŎƻǳƴǘΩ ǎŜƭŜŎǘŜŘ ŦǊƻƳ ǘƘŜ 

drop-down Menu on the top of the screen.  Once your deposit is created and saved, 

you can click onto the Ψth{¢Ω ōǳǘǘƻƴ to have the program post the transactions to the 

correct ledgers. It is important to remember that detailed information is saved on 

each deposit entered; however those transactions will only post to your Owner, 

Property, Unit or TŜƴŀƴǘ [ŜŘƎŜǊǎ ƻƴŎŜ ȅƻǳ ŎƭƛŎƪ Ψth{¢ΩΦ 

For example, a typical deposit might be for several rents collected. Once you select 

the correct Bank Account from the drop-Řƻǿƴ ƭƛǎǘ ƻƴ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ Ψ5epositΩ screen, 
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click 'NEW' to enter a new deposit.  You can then enter the detailed information of 

the individual transactions, such as a number of rents to multiple units. You can post 

transactions from a single deposit to different Ψ[ŜŘƎŜǊ ¢ȅpesΩ, such as a mixture of 

postings for an Owner, Property, Unit, or Tenant all in one deposit. To do this, click on 

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

information in the next available transaction row on the bottom section of the 

deposit.  5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ Ψ[ŜŘƎŜǊ ¢ȅǇŜΩ ǎŜƭŜŎǘŜŘΣ ŀ ƭƛǎǘƛƴƎ ƻŦ ŀŎŎŜǎǎƛōƭŜ LƴŎƻƳŜ 

!ŎŎƻǳƴǘǎ ǿƛƭƭ ŘƛǎǇƭŀȅ ǿƘŜƴ ȅƻǳ ŎƭƛŎƪ ƻƴǘƻ ǘƘŜ Ψ!ŎŎƻǳƴǘǎΩ ŎƻƭǳƳƴ ƛƴ ǘƘŜ ƎǊƛŘΦ ¢ƘŜǎŜ 

ΨLƴŎƻƳŜ !ŎŎƻǳƴǘǎΩ ŀǊŜ ƛƴ ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ȅƻǳǊ ŀŎŎƻǳƴǘ ǎŜǘǳǇ ŀǎ ŦƻǳƴŘ ǳƴŘŜǊ 

SE¢¢LbD{ Ҕ Ψ!ŘŘκ9Řƛǘ !ŎŎƻǳƴǘǎΩ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳΦ 

After entering all entries fƻǊ ǘƘŜ ŘŜǇƻǎƛǘΣ ŎƭƛŎƪ ǘƘŜ Ω{ave' button. Once the deposit is 

saved, you can choose to post the deposit transactions to the appropriate ledgers at 

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

is not required that you post the deposits to your ledgers, they will still show up in 

your Check Register so that you can reconcile your check book, however, transactions 

will not post to your ledgers or show in your Owner, Property, Unit or Tenant Reports 

ǳƴƭŜǎǎ ȅƻǳ ŎƭƛŎƪ ΩSave' and then 'Post'. Once ȅƻǳ ŎƭƛŎƪ ǘƻ ΨtƻǎǘΩ the transactions from 

the deposit, the deposit can no longer be edited.  
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CHECK SETUP 

 

The Tenant File supports a number of common check formats; however it is required 

that you use checks that are ΨŎƻƳǇŀǘƛōƭŜΩ ǿƛǘƘ ǘƘŜ ¢Ŝƴŀƴǘ CƛƭŜ.  In order to be 

guaranteed compatible, you should order your checks by clicking into the Tenant File 

Help icon ŦǊƻƳ ȅƻǳǊ aŀƛƴ aŜƴǳ όΨΚΩ ƛƴ ƭƻǿŜǊ ƭŜŦǘ ŎƻǊƴŜǊύΣ ǎŜƭŜŎǘ ΨhǊŘŜǊ {ǳǇǇƭƛŜǎΩ ŀƴŘ 

ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ ƭƛƴƪ ΨhǊŘŜǊ {ǳǇǇƭƛŜǎ bƻǿΩΦ ¸ƻǳ Ŏŀƴ ŀƭǎƻ ƻǊŘŜǊ ŎƘŜŎƪǎ by visiting the 

Tenant File web site at www.TenantFile.com > Products > Checks and Supplies. 

There are four different check styles that are compatible with the Tenant File. To 

change the setup of your checks, click into SETTINGS from the Main Menu and then 

Ψ/ƘŜŎƪ {ŜǘǳǇΩΦ  ¢ƘŜ ǎŜƭŜŎǘƛƻƴǎ ŀǾŀƛƭŀōƭŜ ŀǊŜ ŀǎ ŦƻƭƭƻǿǎΥ 
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Check Type: Choose 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 Selection: This is the location of the voucher (or check stub) as it relates to 

the actual check. You can have the check on top with two vouchers below, check in 

the middle with vouchers above and below, or no voucher at all. 

Move Check Down: You 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 Right: You 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 

The transactions associated with a check are not posted to the ledgers until you 

actually print the checks. When you are ready to print your checks, click into the 

CHECKS/DEPOSITS button and select the button on the bottom of the screen called 

ΨtǊƛƴǘ /ƘŜŎƪǎΩ.  {ŜƭŜŎǘ ǘƘŜ ŎƻǊǊŜŎǘ Ψ.ŀƴƪ !ŎŎƻǳƴǘΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down list. You will see 

the ΨtǊƛƴǘ /ƘŜŎƪΩ screen as indicated above. The following explains all of the entries 

available for printing. You can sort the list different ways by changing the setting in 

ǘƘŜ ΩSort by' box. To select or de-select all checks, click the correct 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. The checks 

that you highlight will be ready to print. 

 

Starting Check Number to use: The Tenant File will remember the last check number 



75 

 

printed, but be sure to look at your checks, and start with the next check number by 

entering the correct number here. LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴ ΨIƛƎƘŜǎǘ /ƪІ ҌмΩΣ ǘƘŜ 

program will search for your highest printed check number in the system, add one 

digit and display the number.   

Starting Date to use: If you leave this field blank, the check will print using the date 

that was previously entered on the check.  You can choose to enter a different date in 

this field. 

Print Check Number on Check: If checked, this will print the check number in the 

upper right area of the check. This 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 pre-printed check numbers on your check stock. 

Skip Print - Post Only:  Users that do not print checks yet want the checks entered in 

ǘƘŜ Ψ.ŀƴƪ wŜƎƛǎǘŜǊΩ ǿƛƭƭ ǳǎŜ ǘƘƛǎ ŦǳƴŎǘƛƻƴΦ This selection will do everything normally 

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 printer and 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 printed correctly. The program will pop up a 

message to ask if you need to 'Reprint' the checks in case ȅƻǳǊ ǇǊƛƴǘŜǊ ŘƛŘƴΩǘ ǇǊƛƴǘ ǘƘŜ 

checks correctly or you want to modify the check(s). If you answer that you need to 

reprint όŎƭƛŎƪ Ψ¸9{Ωύ, all of the checks will revert back as if you had not initiated the 

printing ŀƴŘ ǊŜƳŀƛƴ ƛƴ ǘƘŜ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪ CƛƭŜΩΦ  Make the necessary changes and 

reprint the checks. If you answer 'No' (to not reprint), all selected checks will be 

transferred to the 'Printed' check file and you will not be able to reprint.  Once moved 

to the 'PrintedΩ check file, the transactions will be posted to the ledgers and the 

printed checks cannot be modified.   
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REMINDER SYSTEM 

 

The Tenant File has a powerful Reminder System which you can access directly from 

the Main Menu. This System is an easy way to keep track of your important 'To Do' 

tasks and to log 'Events' that will take place or have taken place. Each Owner, 

Property, Unit and Tenant Ledger along with the Vendor File includes a button that 

will enable you to enter these reminders directly from the ledgers.  You can also 

access REMINDERS from the Main Menu to enter information.   

!ƭƻƴƎ ǿƛǘƘ ȅƻǳǊ Ψ¢ƻ 5ƻΩ ŀƴŘ Ψ9ǾŜƴǘǎΩ ŜƴǘŜǊŜŘΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ƘŀǾŜ ǘƘŜ ¢Ŝƴŀƴǘ 

File remind you of any Tenants that are past due on their rent payment, Lease 

Agreements that are going to expire within a given date range, Owner Payments that 

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

These reminders can be set to pop up each time that you enter the Tenant File by 

ŎƭƛŎƪƛƴƎ ƻƴǘƻ ǘƘŜ ΨhƴκhŦŦΩ ǎŜƭŜŎǘƛƻƴ within the Reminder System.  You can also access 

your Reminders by clicking onto the REMINDERS button 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 

 
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 indicated, there are 2 types of reminders - the 'To Do' and the 'Event' as explained 

below: 

To Do Reminders - These are items that require a specific action in the future, such as 

calling a Tenant or Owner, making a payment, making a repair or any other action 

that you want to remind yourself of. 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 

5ŀǘŜϥΦ ¸ƻǳ ŀǊŜ ŦǊŜŜ ǘƻ ŀŘŘΣ ŜŘƛǘΣ ŀƴŘ ŘŜƭŜǘŜ ǘƘŜǎŜ ΨwŜƳƛƴŘŜǊǎΩ ŦǊƻƳ ǘƘƛǎ ǎŎǊŜŜƴΦ  ¸ƻǳ 

Ŏŀƴ ŀƭǎƻ ŎǊŜŀǘŜ ǘƘŜ Ψ¢ƻ 5ƻΩ ŦǊƻƳ ǘƘŜ ƛƴŦƻǊmation screen of any of your Owner, 

Property, Unit, ƻǊ ¢Ŝƴŀƴǘ [ŜŘƎŜǊǎ ŀƭƻƴƎ ǿƛǘƘƛƴ ȅƻǳǊ Ψ±ŜƴŘƻǊ CƛƭŜΩΦ LŦ ǘƘƛǎ ΨwŜƳƛƴŘŜǊΩ ƛǎ 

related to a specific Owner, Property, Unit, Tenant, or Vendor, you select the correct 

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

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 
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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 

ΨwŜƳƛƴŘŜǊǎΩ ŦǊƻƳ ǘƘƛǎ ǎŎǊŜŜƴΦ  ¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎǊŜŀǘŜ ǘƘŜ Ψ9ǾŜƴǘΩ ŦǊƻƳ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ 

screen of any of your Owner, Property, Unit, or Tenant Ledgers along within your 

Ψ±ŜƴŘƻǊ CƛƭŜΩΦ Lf this reminder is related 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 by 

placing a checkmark in front of the following options. This information is gathered 

from the Tenant File database and cannot be edited here. 

Tenant Bal Due: Upon entering the Reminder System, the program will determine 

which Tenants, if any, have an outstanding balance due to display. 

Leases Expired: When 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 Owners: When selected, this will show any balances due to your Owners. An 

amount here means that the Owner will have an overall credit in his/her account. It 

ŘƻŜǎ ƴƻǘ ǘŀƪŜ ƛƴǘƻ ŀŎŎƻǳƴǘ ǘƘŜ hǿƴŜǊΩǎ ƳƛƴƛƳǳƳ ōŀƭŀƴŎŜ ŦƛŜƭŘΦ 

Due from Owners: When 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. 

¢ƘŜ ŀōƻǾŜ ŎƘƻƛŎŜǎ Ŏŀƴ ōŜ ǎƻǊǘŜŘ ōȅ Ψ9ƴǘǊȅ 5ŀǘŜΩ όǘƘŜ ŘŀǘŜ ǘƘŀǘ ȅƻǳ ŜƴǘŜǊŜŘ ǘƘŜ 

wŜƳƛƴŘŜǊύΣ Ψ!Ŏǘƛƻƴ 5ŀǘŜΩ όǘƘŜ ŘŀǘŜ ǘƘŀǘ ǘƘŜ ŀŎǘƛƻƴ ƛǎ ǘƻ ǘŀƪŜ ǇƭŀŎŜύΣ ΨaŜƳƻΩ ό¦ǎŜǊ-

ŜƴǘŜǊŜŘ aŜƳƻ ƻǊ wŜƳŀǊƪύΣ Ψtƻǎǘ ¢ƻΩ ό[ŜŘƎŜǊ ǘȅǇŜύΣ ƻǊ Ψ5ŜǎŎǊƛǇǘƛƻƴΩ όhǿƴŜǊΣ tǊƻǇŜǊǘȅΣ 

Unit or Tenant Name). 

Show Reminders prior to Action date: This will determine how many Reminders you 

see on the screen. When you enter a Reminder, the 'Action Date' is the date you are 

reminding yourself that some action is to take place. For example, if you wanted to 
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Ŏŀƭƭ ŀ ǘŜƴŀƴǘ ƴŜȄǘ ǿŜŜƪΣ ǘƘŜ Ψ!Ŏǘƛƻƴ 5ŀǘŜΩ ǿƻǳƭŘ ōŜ ǎŜǘ ŦƻǊ ǘƘŜ ŘŀǘŜ ȅƻǳ ǿŀƴǘ ǘƻ ƳŀƪŜ 

ǘƘŜ ŎŀƭƭΦ LŦ ǘƘŜ Ψ{Ƙƻǿ wŜƳƛƴŘŜǊǎ ǇǊƛƻǊ ǘƻ !Ŏǘƛƻƴ ŘŀǘŜΩ ǎŜǘǘƛƴƎ ƛǎ ŦƻǊ о ŘŀȅǎΣ ǘƘŜ ¢Ŝƴŀƴǘ 

File will start showing that particular reminder three days prior to the call date. If you 

ǿŀƴǘ ǘƻ ǎŜŜ ŀƭƭ ƻŦ ȅƻǳǊ ǊŜƳƛƴŘŜǊǎ ǿƛǘƘ ŀƴ Ψ!Ŏǘƛƻƴ 5ŀǘŜΩ ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ ŘŀȅΣ ǎŜǘ ǘƘŜ 

ǎŜǘǘƛƴƎ ǘƻ лΦ ¢ƻ ǎŜŜ ŀƭƭ ǊŜƳƛƴŘŜǊǎΣ ŎƭƛŎƪ ǘƘŜ Ψ{Ƙƻǿ !ƭƭΩ ōǳǘǘƻƴΦ ¢ƘŜ ƴǳƳōŜǊ ƛƴ ǘƘŜ ōƻȄ 

will be saved from each session. 

Delete Reminders: You will want to remove outdated Ψ¢ƻ 5ƻΩ ƻǊ Ψ9ǾŜƴǘΩ ǊŜƳƛƴŘŜǊǎ 

ŦǊƻƳ ǘƛƳŜ ǘƻ ǘƛƳŜΦ ¸ƻǳ Ŏŀƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨwŜŎƻǊŘ {ŜƭŜŎǘƻǊΩ ōǳǘǘƻƴ ŦƻǊ ǘƘŜ ǊŜƳƛƴŘŜǊ ǘƘŀǘ 

ȅƻǳ ǿŀƴǘ ǘƻ ŘŜƭŜǘŜ ŀƴŘ ǇǊŜǎǎ ȅƻǳǊ Ψ5ŜƭŜǘŜΩ ƪŜȅ όƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘύ ǘƻ ǊŜƳƻǾŜ 

individual reminders.  To delete multiple reminders, you may choose to use this 

selection. Based on the 'Action Date' range that you enter, this will delete all 

ΨwŜƳƛƴŘŜǊǎΩ ōŜǘǿŜŜƴ ŀƴŘ ƛƴŎƭǳŘƛƴƎ ǘƘŜ ŘŀǘŜǎ ȅƻǳ ǎǇŜŎƛŦȅΦ .Ŝƭƻǿ ǘƘŜ ŘŀǘŜǎΣ ȅƻǳ Ŏŀƴ 

mark whether to delete only '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 you remove the checkmark from all of the choices, the Reminder 

System will be turned off and will not show when the Tenant File is loaded. Again, you 

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

 

From the Main Menu, the POST RENT button will allow you to charge rents to your 

Tenants OR post rent income from your Tenants. 

RENT POSTING OPTIONS 
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The POST RENT feature of the Tenant File is an important section in the software that 

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

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

Ψ/ƘŀǊƎŜ ǊŜƴǘǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƻƴ ŜŀŎƘ ¢ŜƴŀƴǘΩǎ 5ǳŜ 5ŀǘŜ ǿƛǘƘ ƴƻ ¦ǎŜǊ LƴǘŜǊŀŎǘƛƻƴΩύΦ  LŦ 

ȅƻǳ ŎƭƛŎƪ ǘƻ Ψtƻǎǘ wŜƴǘ LƴŎƻƳŜΩΣ ƻƴ ƻƴŜ ǎŎǊŜŜƴ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ Ŏredit any number 

of Tenants with 'Rent Received' ŀƴŘ Ψ[ŀǘŜ CŜŜ wŜŎŜƛǾŜŘΩ, charge the 'Management 

CŜŜǎϥ ǘƻ ȅƻǳǊ ¦ƴƛǘ [ŜŘƎŜǊǎ ƻƴ ŜŀŎƘ ϥwŜƴǘ wŜŎŜƛǾŜŘΩΣ ŎǊŜŀǘŜ ŀ ŘŜǇƻǎƛǘ όŦƻǊ ǊŜƴǘ ƛƴŎƻƳŜύ 

and create a check (to you for management fees), indicate how the payment was 

made (i.e. ACH, Cash, Check, Etc.) and enter one additional account to include in your 

total deposit (such as Taxes Paid or Parking Fees Received, etc.). 

¢ƘŜ ŦƛǊǎǘ ǎŎǊŜŜƴ ȅƻǳ ǎŜŜ ǿƘŜƴ ȅƻǳ ŎƭƛŎƪ ǘƘŜ Ψtƻǎǘ wŜƴǘΩ ōǳǘǘƻƴ ƛǎ ǘƘŜ ŎƘƻƛŎŜ ƻŦ 

whether you want to charge the Tenants with their rent amount, or post rent income 

that you have received from the Tenant.  
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Charging Rent 

 

With the Tenant File, you must first charge each Tenant Ledger with 'Rent Charged'. 

This allows you to keep track of any and all outstanding balances due in each Tenant 

Ledger until the rent is paid. 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 function must be completed each month in order for the program to process 

various reports, such as Rent Roll Reports, Payment Invoices and Past Due Notices.  

Note:  It is very important that you have completed the information in each Tenant 

Ledger and entered a rental amount in the 'Payment' field and a number (1 ς 31) in 

ǘƘŜ Ψ5ǳŜ 5ŀǘŜΩ ŦƛŜƭŘ ŦƻǊ ŜŀŎƘ ƻŦ ȅƻǳǊ ŀŎǘƛǾŜ ¢Ŝƴŀƴǘǎ prior to having the program 
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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 fees. If you have not 

ŎƻƳǇƭŜǘŜŘ ǘƘŜ ΨwŜƴǘ tŀȅƳŜƴǘΩ ŦƛŜƭŘ !b5 ǘƘŜ Ψ5ǳŜ 5ŀǘŜΩ ŦƛŜƭŘ ƛƴ ŜŀŎƘ ¢Ŝƴŀƴǘ [ŜŘƎŜǊΣ 

ǘƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ ƴƻǘ ǇǊƻŎŜǎǎ ŀ ΨwŜƴǘ /ƘŀǊƎŜŘΩ ǘǊŀƴǎŀŎǘƛƻƴ ƛƴ ǘƘŀǘ ƭŜŘƎŜǊΦ 

Which Due Dates do you want to Charge?  You have the option to charge rents for a 

single due date (such as all rents due on the 1st) or to a range of due dates (such as all 

rents due from the 1st through the 15th.  You must enter a valid due date (1-31) in 

each of the fields. 

Date to Use: This 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 

ƻƴ ǘƘŜ ŘŀǘŜ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǇƻǎǘŜŘ ƛƴ ǘƘŜ ¢Ŝƴŀƴǘ [ŜŘƎŜǊΦ LŦ ȅƻǳ ŎƘƻƻǎŜ ΨPost using the 

same date as the DUE DATEΩΣ ǘƘŜƴ ƛǘ ǿƛƭƭ ǳǎŜ ǘƘŜ ŘǳŜ ŘŀǘŜ ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ ƳƻƴǘƘΦ CƻǊ 

example, if the due date is the 15th, and the current month is January of 2023, then 

ǘƘŜ ŘŀǘŜ ǇƻǎǘŜŘ ǿƛƭƭ ōŜ Ψлмκмрκнл23ΩΦ 

Account Defaults: Make sure that the Rent Charge Account and Rent Charge Remark 

ŀǊŜ ŎƻǊǊŜŎǘΦ ¸ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜƳ ƛŦ ƴŜŜŘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƛƴǘƻ Ψ/ƘŀƴƎŜ !ŎŎƻǳƴǘ 

5ŜŦŀǳƭǘǎΩΦ This is a section 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 

ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ǘƘŜƴ Ψ9Řƛǘ !ŎŎƻǳƴǘ 5ŜŦŀǳƭǘǎΩΦ 

Charge rent to TENANTS now: This will put a ledger posting in each Tenant Ledger 

immediately, unless the Tenant shows VACANT or there is no amount in the 

'Payment' field and/or no Due Date completed for the Tenant. If you make a mistake, 

ȅƻǳ Ŏŀƴ ŦƛƴŘ ǘƘŜ ǇƻǎǘƛƴƎǎ ǳǎƛƴƎ ǘƘŜ Ψ¢ǊŀƴǎŀŎǘƛƻƴ CƛƴŘŜǊΩ όǎŜŜ MISC > ΨTransaction 

FinderΩ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ) and delete them or go directly to the ledgers. 

Important note:  9ŀŎƘ ǘƛƳŜ ȅƻǳ ŎƭƛŎƪ ǘƘƛǎ ōǳǘǘƻƴΣ ǘƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ Ǉƻǎǘ ŀ ΨwŜƴǘ 

/ƘŀǊƎŜŘΩ ǘǊŀƴǎŀŎǘƛƻƴ ǘƻ ȅƻǳǊ ǘŜƴŀƴǘǎΦ  If you duplicate this procedure during the 

monthΣ ȅƻǳ ǿƛƭƭ ƘŀǾŜ ƳǳƭǘƛǇƭŜ ΨwŜƴǘ /ƘŀǊƎŜŘΩ ǘǊŀƴǎŀŎǘƛƻƴǎ ǇƻǎǘŜŘ ǘƻ ȅƻǳǊ ¢Ŝƴŀƴǘ 

Ledgers. 

Charge rents AUTOMATICALLY:  This option will have the Tenant File charge the rents 

automatically without 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.  

¦ǎŜ ǘƘƛǎ ŦŜŀǘǳǊŜ ƻƴƭȅ ƛŦ ȅƻǳ ǿŀƴǘ ǘƘŜ ΨwŜƴǘ /ƘŀǊƎŜŘΩ ǘǊŀƴǎŀŎǘƛƻƴ ǇƻǎǘŜŘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ 

ƻƴ ǘƘŜ ǘŜƴŀƴǘΩǎ ŘǳŜ ŘŀǘŜΦ  LŦ ȅƻǳ ǎŜƴŘ tŀȅƳŜƴǘ LƴǾƻƛŎŜǎ ǇǊƛƻǊ ǘƻ ǘƘŜ ŘǳŜ ŘŀǘŜ ŀƴŘ 

need to post the transaction before the due date, do not use this feature.  This 

feature is helpful if you have due dates scattered throughout the month. If you use 

this feature, you cannot use any other method to charge rents or you will post rent 

charges more 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 

ǳǎƛƴƎ ǘƘŜ ΨŘŜŦŀǳƭǘ ŀŎŎƻǳƴǘΩ ȅƻǳ ƘŀǾŜ ǎŜǘ ǳǇ ŦƻǊ ŎƘŀǊƎƛƴƎ ǊŜƴǘΦ LŦ ŀŎǘƛǾŀǘŜŘΣ ŜŀŎƘ ǘƛƳŜ 

you enter the Tenant File, this function will check each Tenant to determine if rent is 

to be charged 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 be automatically 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 double posting of rent.  Also, be sure to review your Tenant Ledgers 

and/or run reports to make sure the rents are posting properly. 

bƻǘŜΥ LŦ ȅƻǳ ǿŀƴǘ ǘƻ ΨǎŜƭŜŎǘƛǾŜƭȅΩ ŎƘŀǊƎŜ ǊŜƴǘǎ ǘƻ ȅƻǳǊ ¢ŜƴŀƴǘǎΣ ȅƻǳ Ŏŀƴ ǎŜƭŜŎǘ 

POSTING from the Main Menu and ǘƘŜƴ Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ.  This section will allow 

you to scroll through each Tenant one by one and provide you with the option to 

change the rent amount on each Tenant.   See Automatic Posting for more 

information. 

¸ƻǳ Ŏŀƴ ŀƭǎƻ ŎƘƻƻǎŜ ǘƻ ŜƴǘŜǊ ŀ ΨwŜƴǘ /ƘŀǊƎŜŘΩ transaction (or any other transactions) 

directly in an individual Tenant Ledger.  This is helpful if you have a new Tenant in a 

Rental Unit, 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, 

ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ǘƘŜ ΨwŜƴǘ /ƘŀǊƎŜŘΩ ŀƴŘ ǘƘŜ Ψ{ŜŎǳǊƛǘȅ 5ŜǇƻǎƛǘ /ƘŀǊƎŜŘΩ ŘƛǊŜŎǘƭȅ ƛƴ ǘƘe 

ƭŜŘƎŜǊΤ ƘƻǿŜǾŜǊΣ ȅƻǳ ǿƻǳƭŘ ŜƴǘŜǊ ǘƘŜ Ψ{ŜŎǳǊƛǘȅ 5ŜǇƻǎƛǘ wŜŎŘΩ όŦƻǊ ŜȄŀƳǇƭŜύ ōȅ 

creating a deposit in your Bank Account for that amount. 

 



85 

 

Posting Rent Payments 

Rental income can be credited to each Tenant in several ways. Please read this 

section carefully to choose which method is right for you. 

The fastest and most flexible way to post 'Rent Received' is by clicking the POST RENT 

ōǳǘǘƻƴ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳΦ  CǊƻƳ ǘƘƛǎ ƻǇǘƛƻƴΣ ȅƻǳ Ŏŀƴ Ǉƻǎǘ ΨwŜƴǘ wŜŎŜƛǾŜŘΩ ŦǊƻƳ ŀƭƭ 

ƻǊ ǎŜƭŜŎǘŜŘ ǘŜƴŀƴǘǎΣ Ǉƻǎǘ Ψ[ŀǘŜ CŜŜǎ wŜŎŜƛǾŜŘΩΣ ŎƘŀǊƎŜ ǘƘŜ ΨaŀƴŀƎŜƳŜƴǘ CŜŜΩ ŦƻǊ ŜŀŎƘ 

ǊŜƴǘ ǇŀȅƳŜƴǘ ǊŜŎŜƛǾŜŘΣ Ǉƻǎǘ ŀ ǎŜŎƻƴŘ ƛƴŎƻƳŜ ǇƻǎǘƛƴƎ όǎǳŎƘ ŀǎ Ψ[ŀǳƴŘǊȅ CŜŜǎΩΣ Ψ¢ǊŀǎƘ 

tƛŎƪǳǇ CŜŜǎΩΣ ŜǘŎΦύΣ ŎǊŜŀǘŜ ŀ ōank deposit, and create a ΨManagement FeeΩ check. The 

ϥtƻǎǘ wŜƴǘϥ ǎŎǊŜŜƴǎ ŀǊŜ ŘŜǘŀƛƭŜŘ ƛƴ ǘƘŜ ¦ǎŜǊΩǎ DǳƛŘŜ ŀƴŘ IŜƭǇ ŦƛƭŜΦ  

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

ΨǎǇƭƛǘǎΩ ǿƘƛŎƘ ŀǊŜ ǘƘŜ ƛƴŘƛǾƛŘǳŀƭ ŀƳƻǳƴǘǎ ǘƘŀǘ ȅƻǳ ǊŜŎŜƛǾŜ ŦǊƻƳ ȅƻǳǊ ǘŜƴŀƴǘǎΦ ¢ƘŜǎŜ 

ΨǎǇƭƛǘǎΩ ŀǊŜ ǇƻǎǘŜŘ ǘƻ ŜŀŎƘ ǘŜƴŀƴǘ ƭŜŘƎŜǊ ŦǊƻƳ ǘƘŜ ŘŜǇƻǎƛǘ ǎŎǊŜŜƴΦ ¢Ƙƛǎ ƳŜǘƘƻŘ ŘƻŜǎ 

ƴƻǘ ŎǊŜŀǘŜ ΨaŀƴŀƎŜƳŜƴǘ CŜŜΩ ŎƘŀǊƎŜǎ ǘƻ ǘƘŜ hǿƴŜǊΣ ōǳǘ ǘƘŀǘ Ŏŀn be done at the end 

of the month if you choose to use this method.  

Below are examples of how ǘƻ ŎǊŜŘƛǘ ΨwŜƴǘ wŜŎŜƛǾŜŘΩ each month: 

Situation One: You have a majority of your tenants due on the 1st of the month. You 

need to create a deposit slip for the total, and you want to post Management Fees 

and issue a check (to yourself) at the same time that you post rental income.  You 

ƘŀǾŜ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ƛƴŎƻƳŜ ǇŀƛŘ ōȅ ǘƘŜ ¢Ŝƴŀƴǘ όǎǳŎƘ ŀǎ ΨtŀǊƪƛƴƎ CŜŜǎΩύΣ ŀƴŘ ȅƻǳ ǿŀƴǘ 

ǘƻ Ǉƻǎǘ Ψ[ŀǘŜ CŜŜǎ wŜŎŜƛǾŜŘΩ ŀǎ ǇŀǊǘ ƻŦ ǘƘŜ ŘŜǇƻǎƛǘΦ   ¸ƻǳǊ ōŜǎǘ ƻǇǘƛƻƴ ǿƻǳƭŘ ōŜ ǘƻ 

select the POST RENT button from the Main Menu.  See detailed instructions under 

Ψtƻǎǘ wŜƴǘ LƴŎƻƳŜ {ǘŜǇǎΩ ƛƴ ǘƘƛǎ ƳŀƴǳŀƭΦ 

Situation Two: You received a few rental checks and want to create a deposit into 

your Register from the rent receipts. You want to wait until the end of the month to 

ŎƘŀǊƎŜ ǘƘŜ ΨaŀƴŀƎŜƳŜƴǘ CŜŜ /ƘŀǊƎŜΩ ǘƻ ǘƘŜ hǿƴŜǊǎ ǎƻ ǘƘŀǘ ǘƘŜ ŎƘŜŎƪ ǿƛƭƭ ƛƴŎƭǳŘŜ ŀƭƭ 

of the Management Fees from the start of the month to the end. 

Action: From the Main Menu, click on the CHECKS/DEPOSIT button. 

ActionΥ Lƴ ǘƘŜ Ψ5ƛǎǇƭŀȅΩ ōƻȄ όƛƴ ǘƘŜ ǳǇǇŜǊ ǊƛƎƘǘ ŎƻǊƴŜǊύΣ ǎŜƭŜŎǘ ǘƘŜ Ψ5ŜǇƻǎƛǘǎΩ ƻǇǘƛƻƴΦ 
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Action: Select the correct Bank Account if you do not want to deposit the rental 

income into the main ΨDefaultΩ ōank account. 

Action: /ƭƛŎƪ ƻƴ ǘƘŜ ΨbŜǿΩ ōǳǘǘƻƴΦ 

Action: Under 'Post to Ledger', click 'Both' (Tenant/Unit) to credit both the Tenant 

Ledger and the Unit Ledger for each posting. 

Action: 9ƴǘŜǊ ǘƘŜ Ψ5ŜǇƻǎƛǘ bǳƳōŜǊΩΣ ŀƴŘ ŎƘŀƴƎŜ ǘƘŜ Ψ5ŀǘŜΩΣ ƛŦ ƴŜŜŘŜŘΦ Even if you 

ŘƻƴΩǘ ƘŀǾŜ ƴǳƳōŜǊŜŘ ŘŜǇƻǎƛǘǎΣ we highly recommend that you enter a deposit 

number for every deposit that you create in the program.  You can choose to use the 

current date in number format.  For example, on March 1, 2023, you would enter 

'230301' which in the 'yymmdd' (year-month-day) format and a better method for 

sorting, but you can do it any way you want. Just be consistent and enter a number 

only with no symbols. This will allow you to run a search for deposits in your reports 

or in the Deposit screen by entering the deposit number. Do not use duplicate 

numbers. Each deposit number must be unique. 

Action: Post the deposit information in the transaction ƎǊƛŘ ŀŘŘƛƴƎ ŜŀŎƘ ǘŜƴŀƴǘΩǎ 

ŎƘŜŎƪ ƛƴŦƻǊƳŀǘƛƻƴ ŀǎ ŀ ƴŜǿ ǊƻǿΦ ΨwŜƴǘ wŜŎŜƛǾŜŘΩ ǿƛƭƭ ōŜ ǇƻǎǘŜŘ ǘƻ ϥ.h¢IΩ ό¢Ŝƴŀƴǘ ŀƴŘ 

¦ƴƛǘύ ƭŜŘƎŜǊǎΣ ŀǎ ǇŜǊ ȅƻǳǊ ŘŜŦŀǳƭǘ ǎŜƭŜŎǘƛƻƴǎΦ LŦ ǘƘŜ ǘŜƴŀƴǘΩǎ ŎƘŜŎƪ ƛƴŎƭǳŘŜǎ ǇŀȅƳŜƴǘ 

for other fees (i.e., late fees, parking fees, security fees, etc.), first select the correct 

'Post To Ledger' type and then enter the amounts in separate rows. Click down to the 

next row (or above) to save each posting as you go.  You can enter information in the 

ΨwŜƳŀǊƪΩ ŦƛŜƭŘ ǎǳŎƘ ŀǎ ǘƘŜ ¢ŜƴŀƴǘΩǎ ŎƘŜŎƪ ƴǳƳōŜǊ ƻǊ /!{I ƛŦ ȅƻǳ ƴŜŜŘ ŘŜǘŀƛƭŜŘ 

information on the payment. 

Action: /ƭƛŎƪ ƻƴ ǘƘŜ Ψ{!±9Ω ōǳǘǘƻƴ ǘƻ ǎŀǾŜ ǘƘŜ ŘŜǇƻǎƛǘΦ 

Action: /ƭƛŎƪ ƻƴ ǘƘŜ Ψth{¢Ω ōǳǘǘƻƴ ǘƻ Ǉƻǎǘ ŀƭƭ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ŦƻǊ ǘƘŜ ŎǳǊǊŜƴǘ 

deposit to the ledgers once you are finished with this deposit.  Remember, the 

ǘǊŀƴǎŀŎǘƛƻƴǎ ǿƛƭƭ ƴƻǘ ōŜ ǇƻǎǘŜŘ ŦǊƻƳ ǘƘŜ ŘŜǇƻǎƛǘ ǳƴǘƛƭ ȅƻǳ ŎƭƛŎƪ ǘƘŜ Ψth{¢Ω ōǳǘǘƻƴΦ     

Note: If you want to create a deposit, save it but add to this deposit later, do not click 

the 'POST' button. Until you choose to 'POST' the deposit, you can click 'EDIT' and add 

ƴŜǿ ŜƴǘǊƛŜǎ ǘƻ ǘƘƛǎ ŘŜǇƻǎƛǘ ŀƴŘ Ω{!±9ϥΦ hƴŎŜ ȅƻǳ ŎƭƛŎƪ ǘƘŜ ϥth{¢ϥ ōǳǘǘƻƴ όŀƴŘ Ǉƻǎǘ ŀƭƭ 
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transactions to their respective ledgers), the deposit is finalized, and you cannot 

'EDIT' or add to the deposit.  

Situation ThreeΥ ¸ƻǳ ǿŀƴǘ ǘƻ ǎŜŜ ǘƘŜ ¢ŜƴŀƴǘΩǎ Ŧǳƭƭ Ǉŀǎǘ ǇŀȅƳŜƴǘ ƘƛǎǘƻǊȅ ŀƴŘ ƻǘƘŜǊ 

ƛƴŦƻǊƳŀǘƛƻƴ ǿƘƛƭŜ ȅƻǳ ŀǊŜ ǇƻǎǘƛƴƎ ΨwŜƴǘ wŜŎŜƛǾŜŘΩΦ ¸ƻǳ ŘƻƴΩǘ ƴŜŜŘ ǘƻ ŜƴǘŜǊ ŀ ōŀƴƪ 

deposit (you are not utilizing the CHECK/DEPOSIT section of the program), or you will 

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

certain date. 

You can choose to post directly into each ledger. Just click the TENANTS button from 

the Main Menu. Locate the tŜƴŀƴǘ ȅƻǳ ǿŀƴǘ ōȅ ŎƭƛŎƪƛƴƎ ΨCƛƴŘΩΣ ǎŜƭŜŎǘ ŀ ¢Ŝƴŀƴǘ bŀƳŜ 

from the list ŀƴŘ ŎƭƛŎƪ ΨhYΩΦ bŜȄǘ ŎƭƛŎƪ ǘƘŜ Ψ[ŜŘƎŜǊΩ ōǳǘǘƻƴ ǘƻ ǾƛŜǿ ǘƘŜ ¢ŜƴŀƴǘΩǎ 

Transaction Ledger. Enter the transaction directly into the transaction grid on the first 

available blank line that shows an ΨasterisksΩ (*). Important Note: tƻǎǘƛƴƎ ΨwŜƴǘ 

wŜŎŜƛǾŜŘΩ ŘƛǊŜŎǘƭȅ ǘƻ ŀƴȅ ƭŜŘƎŜǊ ƛƴ ǘƘŜ ¢Ŝƴŀƴǘ CƛƭŜ ŘƻŜǎ ƴƻǘ ŎǊŜŀǘŜ ŀ ŘŜǇƻǎƛǘΦ  LŦ ȅƻǳ 

are utilizing the Bank Account features of the program, it is best to not post directly 

to the ledger.   

Situation Four: (This option is maintained to retain compatibility with older versions.) 

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

ŘƻƴΩǘ ƴŜŜŘ ǘƻ ƭƻƻƪ ŀǘ ŜŀŎƘ ¢ŜƴŀƴǘΩǎ [ŜŘƎŜǊ ǘƻ ǎŜŜ Ǉŀǎǘ ǇŀȅƳŜƴǘ ƘƛǎǘƻǊȅ and you do 

not want to make a deposit. You may want to scroll through each Tenant Name and 

choose whether to post or not. 

¸ƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ǳǘƛƭƛȊŜ ǘƘŜ Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ŦŜŀǘǳǊŜ ŦƻǊ ǘƘƛǎ ǎƛǘǳŀǘƛƻƴΦ ¸ƻǳ Ŏŀƴ 

quickly credit each tenant by clicking one button and skip any tŜƴŀƴǘ ǘƘŀǘ ƘŀǎƴΩǘ ǇŀƛŘΦ 

Or alternately, you can automatically credit all tenants in seconds and go back and 

ŘŜƭŜǘŜ ŀƴȅ ǘƘŀǘ ŘƛŘƴΩǘ ǇŀȅΦ ²ƘŜƴ ŎǊŜŘƛǘƛƴƎ ǊŜƴǘΣ ǘƘŜ ¢Ŝƴŀƴǘ CƛƭŜ ǿƛƭƭ ƭƻƻƪ ƛƴ ŜŀŎƘ 

tŜƴŀƴǘΩǎ ledger ƛƴŦƻǊƳŀǘƛƻƴ ŀƴŘ ǳǎŜ ǘƘŜ ŀƳƻǳƴǘ ǘƘŀǘ ƛǎ ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ ΨRent tŀȅƳŜƴǘΩ 

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 select POSTING and then ΨAutomatic 

PostingΩ. 

Note: ¦ƴŘŜǊ ΨtƻǎǘƛƴƎ hǇǘƛƻƴǎΩΣ ǘƘŜ ŘŜŦŀǳƭǘ ŎƘƻƛŎŜ ƻŦ Ψtƻǎǘ wŜƴǘ !ƳƻǳƴǘΩ ƛǎ ǎŜƭŜŎǘŜŘΦ 
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Action: /ƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴ ϥ{ŜƭŜŎǘ !ŎŎƻǳƴǘ ǘƻ ¦ǎŜΩΦ /ƭƛŎƪ ƻƴ ǘƘŜ Ǌƻǿ ŦƻǊ ΨwŜƴǘ 

wŜŎŜƛǾŜŘΩ όƻǊ ǿƘŀǘŜǾŜǊ ǎƛƳƛƭŀǊ ŀŎŎƻǳƴǘ ƴŀƳŜ ȅƻǳ ǎŜǘ ǳǇύΦ /ƭƛŎƪ ƻƴ ΨhYΩ ǘƻ ǎŀǾŜ ȅƻǳǊ 

selection. 

Action: ¦ƴŘŜǊ ΨwŜƳŀǊƪ ǘƻ ǳǎŜΩΣ ǘȅǇŜ ƛƴ ŀ ǊŜƳŀǊƪ όǎǳŎƘ ŀǎ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ƳƻƴǘƘ 

being credited). 

Action: ¦ƴŘŜǊ Ψ5ŀǘŜ ǘƻ ǳǎŜΩΣ ŜƴǘŜǊ ǘƘŜ ŘŀǘŜ ǘƻ ǳǎŜ ŦƻǊ ŀƭƭ ƭŜŘƎŜǊ ǘǊŀƴǎŀŎǘƛƻƴǎΦ 

Choice: ¦ƴŘŜǊ Ψtƻǎǘ hb[¸ ǘƻ ǘƘƛǎ ŘǳŜ ŘŀǘŜΩΣ LC ȅƻǳ ŀǊŜ ƻƴƭȅ ǇƻǎǘƛƴƎ ǘƻ ǘƘƻǎŜ ǘŜƴŀƴǘǎ 

which have a specific due date entered, enter a day of the month (1 to 31), otherwise 

leave it blank for all. 

Choice: ¦ƴŘŜǊ Ω{ŎǊƻƭƭ ōȅΩΣ ƛŦ ȅƻǳ ŀǊŜ ƎƻƛƴƎ ǘƻ ǎŎǊƻƭƭ ǘƘǊƻǳƎƘ ŜŀŎƘ ¢Ŝƴŀƴǘ ƻƴŜ ōȅ ƻƴŜ 

and decide which ones to post, and you wish change the order in which you will be 

ŀƭǇƘŀōŜǘƛŎŀƭƭȅ ǎŎǊƻƭƭƛƴƎ ǘƘǊƻǳƎƘ ǘƘŜ ƭƛǎǘ ƻŦ ¢ŜƴŀƴǘǎΣ ǘƘŜƴ ǎŜƭŜŎǘ ŀ ŘƛŦŦŜǊŜƴǘ Ω{ŎǊƻƭƭ ōȅΩ 

option.  

Choice: ¦ƴŘŜǊ ΨtƻǎǘƛƴƎ wŀƴƎŜΩΣ ȅƻǳ Ŏŀƴ ƭƛƳƛǘ ǘƘŜ ǇƻǎǘƛƴƎ ǘƻ ŀ ǊŀƴƎŜ ƻŦ ƴŀƳŜǎΦ ¢Ƙƛǎ 

should not be used normally for crediting rent. If you do use this feature, the name 

ǳǎŜŘ ǿƛƭƭ ōŜ ŘŜǇŜƴŘŜƴǘ ƻƴ ȅƻǳǊ ǎŜƭŜŎǘƛƻƴ ƛƴ ǘƘŜ Ω{ŎǊƻƭƭ ōȅΩ ƻǇǘƛƻƴǎΦ CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ 

you are scǊƻƭƭƛƴƎ ōȅ Ψ¦ƴƛǘ !ŘŘǊŜǎǎΩΣ ǘƘŜƴ ȅƻǳ ŎƻǳƭŘ ŜƴǘŜǊ ŀ ǊŀƴƎŜ ŦǊƻƳ Ψмнлл {ƳƛǘƘ 

wƻŀŘΩ ǘƻ Ψмрфл {ƳƛǘƘ wƻŀŘΩΦ hǊ ƛŦ ȅƻǳ ŀǊŜ ǎŎǊƻƭƭƛƴƎ ōȅ ΨTenant bŀƳŜΩ ŀƴŘ ǿƛǎƘ ǘƻ 

credit rent to one tenantΣ ȅƻǳ ŎƻǳƭŘ ŜƴǘŜǊ ŀ ǊŀƴƎŜ ŦǊƻƳ ΨWƻƘƴǎƻƴΩ ǘƻ ΨWƻƘƴǎƻƴΩΦ You 

MUST type the name exactly in these fields in order for the program to display the 

correct ledger. 

Action: /ƭƛŎƪ ƻƴ ǘƘŜ Ψ.ŜƎƛƴ tƻǎǘƛƴƎΩ ōǳǘǘƻƴΦ 

Action: ¢ƻ Ǉƻǎǘ ǘƻ ŀƭƭ ƻŦ ǘƘŜ ¢Ŝƴŀƴǘǎ ǿƛǘƘƻǳǘ ǇŀǳǎƛƴƎΣ ŎƭƛŎƪ ǘƘŜ Ψtƻǎǘ !ƭƭΩ ōǳǘǘƻƴΦ  

Otherwise, view the first screen and choose whether to ŎƭƛŎƪ ǘƘŜ Ψth{¢ ¢IL{Ω ōǳǘǘƻƴ 

to post the rental income. It will switch to the next Tenant. To skip the current Tenant 

ǎƘƻǿƴ ŀƴŘ ƳƻǾŜ ǘƻ ǘƘŜ ƴŜȄǘ ƻƴŜΣ ŎƭƛŎƪ ǘƘŜ Ω{YLtΩ ōǳǘǘƻƴΦ ¸ƻǳ Ƴŀȅ ƳŀƪŜ ŎƘŀƴƎŜǎ ǘƻ 

the date or rent amount if you are pausing at each Tenant.  
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Post Rent Income Steps 

The POST RENT section of the program is the fastest and most detailed way to post 

your rental ƛƴŎƻƳŜ ŀƭƻƴƎ ǿƛǘƘ Ψ[ŀǘŜ CŜŜǎ wŜŎŜƛǾŜŘΩΣ ŀƴ ŀŘŘƛǘƛƻƴŀƭ ƛƴŎƻƳŜ ǊŜŎŜƛǾŜŘ 

όǎǳŎƘ ŀǎ ΨtŀǊƪƛƴƎ CŜŜǎΩΣ ŜǘŎΦύΣ ŎǊŜŀǘŜ ŀ ŎƘŜŎƪ ŦƻǊ ŀƭƭ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎΩ ǘƻ ōŜ ǇƻǎǘŜŘ 

for each individual rent income received and create a deposit for all postings ς all on 

one screen.  Select POST RENT from the Main Menu and choose 'I want to POST 

RENT INCOME from my Tenants'. You have several options to choose from that will 

affect how your rents are posted to the ledgers. Please read the options before 

posting. 

 

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 selection, you are indicating that ALL of your 

tenants have paid you and the following screen will display all tenants in the program 

along with their full rent amount to be postedΦ όLŦ ȅƻǳ ƛƴŘƛŎŀǘŜ ǘƻ Ψtƻǎǘ aŀƴŀƎŜƳŜƴǘ 

CŜŜǎΩΣ ǘƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ ŀƭǎƻ ŎƘŀǊƎŜ ŀƭƭ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎΩ ǘƻ ŜŀŎƘ ¦ƴƛǘ as per the 
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ƛƴŦƻǊƳŀǘƛƻƴ ŜƴǘŜǊŜŘ ƛƴ ŜŀŎƘ ΨManagement FeeΩ field in your Owner Ledgers.) You 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 balance to the 

rent checks that you have received. 

In most instances, you will not receive all payments from all of your tenants on the 

same day.  You would then choose Ψ{ŜƭŜŎǘŜŘ ¢ŜƴŀƴǘǎΩ under Step 1 and the program 

ǿƛƭƭ ƴƻǘ ŜƴǘŜǊ ŀƳƻǳƴǘǎ ƛƴ ǘƘŜ ΨwŜƴǘ ¢ƻ tƻǎǘΩ ŎƻƭǳƳƴ ƻǊ management fees (in the 

following Ψ¢Ŝƴŀƴǘ CƛƭŜ wŜƴǘ LƴŎƻƳŜ tƻǎǘƛƴƎΩ screen), so you will need to enter the 

information for each rental income received ƛƴ ǘƘŜ ΨwŜƴǘ ǘƻ tƻǎǘΩ ŎƻƭǳƳƴ. The correct 

ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎ ǘƻ tƻǎǘΩ ǿƛƭƭ ōŜ ŎŀƭŎǳƭŀǘŜŘ ōŀǎŜŘ ƻƴ ǘƘŜ ǊŜƴǘ amount that you 

enter (in accordance with ǘƘŜ ΨaŀƴŀƎŜƳŜƴǘ CŜŜΩ ŦƛŜƭŘ ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ ǎŜǇŀǊŀǘŜ hǿƴŜǊ 

Ledger screens upon setup). If you enter 'Rents with a Specific Due Date', only those 

ǘŜƴŀƴǘǎ ǿƛǘƘ ǘƘŜ ŘǳŜ ŘŀǘŜ ȅƻǳ ŜƴǘŜǊ ǿƛƭƭ ŀǇǇŜŀǊ ƻƴ ǘƘŜ ƭƛǎǘΦ  ¢ƘŜ ƳŜǘƘƻŘ ƻŦ ΨSelected 

TenantsΩ ƛǎ ǘƘŜ ƳƻǊŜ ŎƻƳƳƻƴ ƳŜǘƘƻŘ ǎƛƴŎŜ ƛǘ ƎƛǾŜǎ ǘƘŜ ǳǎŜǊ ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ŜƴǘŜǊ ǘƘŜ 

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 'No' question 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 here oǊ ȅƻǳ Ŏŀƴ Ǉƻǎǘ ǘƘŜ ΨaŀƴŀƎŜƳŜƴǘ CŜŜ /ƘŀǊƎŜŘΩ ǘǊŀƴǎŀŎǘƛƻƴǎ 

ŀǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ƳƻƴǘƘ ǳǘƛƭƛȊƛƴƎ ǘƘŜ Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΦ  {ŜŜ 

Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ƛƴ ǘƘƛǎ Ƴŀƴǳŀƭ ŦƻǊ ŘŜǘŀƛƭŜŘ ƛƴŦƻǊƳŀǘƛƻƴΦ 

Step 3: Check / Deposit Options 

In this section, you are to indicate whether you want the program to create a bank 

deposit for all rents posted and/or a check (to you) for all management fees posted. If 

you choose to create a bank deposit, you are required to enter a deposit number. We 

HIGHLY suggest that you enter a deposit number on all 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 with no slashes, such as '231001' (yymmdd) 

for 10/01/2023. This will help identify this deposit later.  Remember, if you choose to 



91 

 

ƘŀǾŜ ǘƘŜ ǇǊƻƎǊŀƳ ŎǊŜŀǘŜ ŀ ŎƘŜŎƪ ŦƻǊ ŀƭƭ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎ ǘƻ tƻǎǘΩΣ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴǎ 

will not appear on the Unit Ledgers until after you print the check.   

Step 4: Date to Use 

This date will 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 be presented to you when the 

ǇƻǎǘƛƴƎ ǎŎǊŜŜƴ ƛǎ ǎƘƻǿƴΦ  Lǘ Ŏŀƴ ōŜ ǎƻǊǘŜŘ ōȅ ΨhǿƴŜǊ bŀƳŜΩΣ ΨtǊƻǇŜǊǘȅ bŀƳŜΩΣ ΨwŜƴǘŀƭ 

!ŘŘǊŜǎǎΩ ƻǊ Ψ¢Ŝƴŀƴǘ bŀƳŜΩΦ 

Account Defaults: 

This will show you the defaults you have currently set up for the accounts that are to 

be used for posting rental income, late fees, management fees, etc. Be sure to change 

these if they are not correct.  ̧ ƻǳ Ŏŀƴ ŎƘŀƴƎŜ ǘƘŜ ŀŎŎƻǳƴǘǎ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ Ψ/ƘŀƴƎŜ 

!ŎŎƻǳƴǘ 5ŜŦŀǳƭǘΩǎ ƻƴ ǘƘƛǎ ǎŎǊŜŜƴ ƻǊ ōȅ ŎƭƛŎƪƛƴƎ ƻƴǘƻ {9¢¢LbD{ όŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳύ 

ŀƴŘ ǘƘŜƴ Ψ9Řƛǘ !ŎŎƻǳƴǘ 5ŜŦŀǳƭǘǎΩΦ  bƻǘŜΥ  ¸ƻǳ ǎƘƻǳƭŘ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳǊ Ψ!ŎŎƻǳƴǘ 

5ŜŦŀǳƭǘǎΩ ŀǊŜ ŎƻǊǊŜŎǘ ƛƴ ǘƘŜ ǇǊƻƎǊŀƳ prior to utilizing any of the automated postings 

section. 

Posting Filters: 

¢Ƙƛǎ ǎŜŎǘƛƻƴ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ΨLƴŎƭǳŘŜ ƻƴƭȅ ǘƘƻǎŜ ¢Ŝƴŀƴǘǎ ǘƘŀǘ ƘŀǾŜ ŀ ōŀƭŀƴŎŜ ŘǳŜΩ ƻǊ 

ΨLƴŎƭǳŘŜ ƻƴƭȅ ¢Ŝƴŀƴǘǎ ŦǊƻƳ ǘƘƛǎ hǿƴŜǊΩΦ  ¢Ƙƛǎ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ ǘƻ ƭƛƳƛǘ ǘƘŜ ƭƛǎǘƛƴƎ ŦƻǊ 

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 a cƘŜŎƪ ŦƻǊ ǘƘŜ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎ ǘƻ ǇƻǎǘΩΦ Lt will always 

default to the first Bank Account (which is the Main Operating Account for most 

users). 



92 

 

Note:  If you have separate Bank Accounts for each Owner, select one of the Owner 

Names from the drop-down list under the ΨtƻǎǘƛƴƎ CƛƭǘŜǊΩ ŎŀƭƭŜŘ ΨLƴŎƭǳŘŜ ƻƴƭȅ ǘŜƴŀƴǘǎ 

ŦǊƻƳ ǘƘƛǎ hǿƴŜǊΩ and then select the correct Bank Account for that Owner.  If you 

choose to create a deposit, all amounts that you enter ƛƴ ǘƘŜ ΨwŜƴǘ ǘƻ tƻǎǘΩ ŎƻƭǳƳƴ on 

ǘƘŜ Ψ¢Ŝƴŀƴǘ CƛƭŜ wŜƴǘ LƴŎƻƳŜ tƻǎǘƛƴƎΩ ǎŎǊŜŜƴ ǿƛƭƭ ōŜ ŘŜǇƻǎƛǘŜŘ ƛƴǘƻ ǘƘŜ .ŀƴƪ !ŎŎƻǳƴǘ 

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 amounts first. Lƴ ǘƘƛǎ ƛƳŀƎŜΣ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ƻŦ Ψ!ƭƭ ¢ŜƴŀƴǘǎΩ ǿŀǎ ƛƴŘƛŎŀǘŜŘ ǳƴŘŜǊ 

Ψ{ǘŜǇ мΩΣ ǿƘƛŎƘ Ƙŀǎ ǘƘŜ ǇǊƻƎǊŀƳ ŜƴǘŜǊ ǘƘŜ Ŧǳƭƭ ǊŜƴǘ ƛƴ ǘƘŜ ΨwŜƴǘ ǘƻ tƻǎǘΩ ŎƻƭǳƳƴΦ LŦ ȅƻǳ 

ƛƴŘƛŎŀǘŜ Ψ{ŜƭŜŎǘŜŘ ¢ŜƴŀƴǘǎΩ ǳƴŘŜǊ Ψ{ǘŜǇ мΩΣ ǘƘŜ ΨwŜƴǘ ǘƻ tƻǎǘΩ ŎƻƭǳƳƴ ǿƛƭƭ ōŜ ōƭŀƴƪΦ 

 

You can only edit the white columns, such as the 'Rent to Post', 'Mgmt (Fee) to Post', 

Ψ[ŀǘŜ (Fee) RcvdΩΣ ΨRent wŜƳŀǊƪΩ, ΨhǘƘŜǊΩ ŀƴŘ ǘƘŜ ΨtŘ .ȅέ columns. Once you enter 

each amount from your rental checks (or edit the amount entered by the program) 

and click to another line to save your entry, the field 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 deposit). If you indicated that you 

wanǘ ŀ .ŀƴƪ 5ŜǇƻǎƛǘ ŎǊŜŀǘŜŘΣ ǘƘŀǘ ǎŀƳŜ ŀƳƻǳƴǘ ǿƛƭƭ ŘƛǎǇƭŀȅ ƛƴ ǘƘŜ Ψ¢ƻǘŀƭ .ŀƴƪ 

5ŜǇƻǎƛǘΩ ŦƛŜƭŘΦ It is very important that 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' column όǘƘƛǎ ƛǎ ŀ ŎƭƻǎŜŘ ŎƻƭǳƳƴ ǘƘŀǘ Ŏŀƴ ōŜ ǾƛŜǿŜŘ ōŜǘǿŜŜƴ ǘƘŜ Ψ[ŀǘŜ 

wŎǾŘΩ ŀƴŘ ΨwŜƴǘ wŜƳŀǊƪΩ ŎƻƭǳƳƴǎύΦ  ¸ƻǳ ǿƻǳƭŘ ƴŜŜŘ ǘƻ ŜƴǘŜǊ ǘƘŜ ŀƳƻǳƴǘ ƻŦ Ψ[ŀǘŜ 

CŜŜǎΩ ƛŦ ǘƘŜȅ ŀǊŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ tŜƴŀƴǘΩǎ ŎƘŜŎƪΣ ŀƭƻƴƎ ǿƛǘƘ ŀƴȅ ΨhǘƘŜǊΩ ƛƴŎƻƳŜ ǘƘŀǘ 
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the tŜƴŀƴǘ Ƴŀȅ ōŜ ǇŀȅƛƴƎΦ ¢ƘŜ ΨhǘƘŜǊΩ ŎƻƭǳƳƴ ƛǎ ŀǾŀƛƭŀōƭŜ but limited to posting to 

one other Tenant File income account, which must be selected from the dropdown 

box at the bottom of the screen. For example, the tenant might also be paying a 

ΨtŀǊƪƛƴƎ CŜŜ /ƘŀǊƎŜΩ ǎƻ ȅƻǳ ǿƻǳƭŘ ǎŜƭŜŎǘ ǘƘŜ ΨtŀǊƪƛƴƎ CŜŜ wŜŎŜƛǾŜŘΩ ŀŎŎƻǳƴǘ ŦǊƻƳ ǘƘŜ 

drop-Řƻǿƴ ƭƛǎǘ ŀƴŘ ŜƴǘŜǊ ŀ ΨwŜƳŀǊƪΩ ŦƻǊ ǘƘŜ ǇƻǎǘƛƴƎΦ 

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

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

Ψ{!±9Ω ōǳǘǘƻƴ ƻƴ ǘƘƛǎ ǎŎǊŜŜƴΦ  /ƭƛŎƪƛƴƎ ǘƻ ŀƴƻǘƘŜǊ Ǌƻǿ ƛǎ ǘƘŜ ƻƴƭȅ ǿŀȅ ǘƻ ǎŀǾŜ ȅƻǳǊ 

entries.  If you enter a rent amount on a row ŀƴŘ ǘƘŜƴ ƛƳƳŜŘƛŀǘŜƭȅ ŎƭƛŎƪ ǘƘŜ Ψ.ŜƎƛƴ 

tƻǎǘƛƴƎ bƻǿΩ ǿƛǘƘƻǳǘ ŎƭƛŎƪƛƴƎ onto a different row, the entry on the row (with the 

ΨǇŜƴŎƛƭ ƳŀǊƪΩ ƛƴ ǘƘŜ 'record selector' column (button to the left of the date) will not be 

included in your deposit or in your transaction grid posting. 

Once you make sure that the ΨwŜƴǘΩ ŦƛŜƭŘ ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ Ψ¢ƻǘŀƭ .ŀƴƪ 5ŜǇƻǎƛǘΩ ƳŀǘŎƘŜǎ 

the total amount of the checks on hand, select 'Begin Posting Now' and all (non-zero) 

entries will be posted from the entries on this screen. Once you click on ΨBegin 

tƻǎǘƛƴƎ bƻǿΩΣ ŀƭƭ ŜƴǘǊƛŜǎ ŀǊŜ ǇƻǎǘŜŘ ǘƻ ȅƻǳǊ ledgers, and you cannot edit the 

information on the screen. 

Note: If you have clicked to post rental income ǘƻ Ψ{ŜƭŜŎǘŜŘ TenantsΩ only, you can 

have the Tenant File enter the ΨwŜƴǘ tŀȅƳŜƴǘΩ ŀƳƻǳƴǘ, management fees, and rent 

remark for you by simply clicking onto the correct tenant and pressing thŜ ΨǎǇŀŎŜ ōŀǊΩ 

on your keyboard. You can select another row by using your mouse or by pressing the 

down arrow on your keyboard. IŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ Ǉƻǎǘ ǘƘŜ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎΩΣ ǘƘŜ 

management fee remark will also 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 

 

Click on the PAY OWNERS button from the Main Menu to view funds due to your 

owners and to create checks to your owners. 

PAY OWNERS SCREEN 

The PAY OWNERS screen makes it easy to create checks to pay your owners. 

Throughout the month, you will create ǇƻǎǘƛƴƎǎ ŦƻǊ ΨwŜƴǘ wŜŎŜƛǾŜŘΩΣ ΨaŀƴŀƎŜƳŜƴǘ 

CŜŜǎΩΣ ΨwŜǇŀƛǊǎ ŀƴŘ aŀƛƴǘŜƴŀƴŎŜΩ expenses, and other Owner-related income and 

expenses and then will need to create checks to your owners for 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.  

¸ƻǳ ǿƛƭƭ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ ǳƴŘŜǊ Ψ{ŜǘǘƛƴƎǎΩ ƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴ ǘƻ ƛƴŘƛŎŀǘŜ ǿƘŜǊŜ ȅƻǳ ǿŀƴǘ ǘƻ 

post the owner checks; however, wŜ ƘƛƎƘƭȅ ǊŜŎƻƳƳŜƴŘ ǘƘŀǘ ȅƻǳ Ǉŀȅ ΨǇŜǊ hǿƴŜǊΩ.  

That option will add up the totals for all transactions posted to each Owner Ledger, 

Property Ledger and Unit Ledger and then 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 will prevent you from overpaying your owners if they have some 

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

¸ƻǳ Ƴǳǎǘ ōŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳ Ǉƻǎǘ ŀƭƭ ΨwŜƴǘ wŜŎŜƛǾŜŘΩΣ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎ /ƘŀǊƎŜŘΩΣ 

wŜǇŀƛǊǎ ŀƴŘ aŀƛƴǘŜƴŀƴŎŜΩΣ ŀƴŘ ƻǘƘŜǊ ƻǿƴŜǊ ƛƴŎƻƳŜ ƻǊ ŜȄǇŜƴǎŜǎ ǊŜƭŀǘŜŘ ǘƻ ǘƘŜ ƻǿƴŜǊ 

prior to creating the Owner checks. That means that you will need to PRINT all checks 

and/or process all deposits ǘƘŀǘ ƴŜŜŘ ǘƻ ōŜ ƛƴŎƭǳŘŜŘ ƛƴ ǘƘŜ ƳƻƴǘƘΩǎ ŀŎŎƻǳƴǘƛƴƎ ǘƘŀǘ 

have not been posted to the ledgers. Remember that if you had the program 

ŎŀƭŎǳƭŀǘŜ ŀƴŘ ŎǊŜŀǘŜ ŀ ŎƘŜŎƪ ŦƻǊ ǘƘŜ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎΩ ǿƘƛƭŜ ǳǘƛƭƛȊƛƴƎ ǘƘŜ th{¢ w9b¢ 
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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 

ƭƛǎǘ ǳƴŘŜǊ Ψ.ŀƴƪ !ŎŎƻǳƴǘ ǘƻ ¦ǎŜΩ ōŜŦƻǊŜ ǇǊƻŎŜŜŘƛƴƎΦ  LŦ ȅƻǳ ƘŀǾŜ ǎŜǇŀǊŀǘŜ .ŀƴƪ 

Accounts for separate owners, in this section you can select a particular Bank 

Account, choose to Ψ½ŜǊƻ ![[ ŀƳƻǳƴǘǎ ǘƻ ǇŀȅΩ ǳƴŘŜǊ ǘƘŜ Ψ{Ƙƻǿ !ƳƻǳƴǘǎΩ ƻǇǘƛƻƴǎΣ 

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

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

you do not want a check created for at the time ōȅ ŜƴǘŜǊƛƴƎ ŀ ȊŜǊƻ ƛƴ ǘƘŜ Ψ!Ƴƻǳƴǘ ǘƻ 

tŀȅΩ ŦƛŜƭŘ ŦƻǊ ǘƘƻǎŜ ƻǿƴŜǊǎ ȅƻǳ ǿŀƴǘ ǘƻ ŜȄŎƭǳŘŜ. 

 

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 
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you select 'Zero ALL amounts to pay', the amounts will be set to zero, so you can 

enter the amounts yourself.  Please 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 and/or Owner Reports to determine if you have any 

errors in your postings, make any corrections and then re-enter this section to create 

checks. 

Note: The amount that is calculated will take into consideration the 'Minimum 

Balance' field, (which is entered in each Owner Ledger Information in the Activities 

Screen). If you have a minimum balance amount entered in your Owner Ledger, the 

amount due to the Owner will be reduced by that amount. 

Display Options: 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. 

 

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 LEDGER:  If you wish to create one check for the 

Owner for the net amount due for all of his/her Properties, you would select your 

Ψtŀȅ .ȅ hǇǘƛƻƴǎΩ ǘƻ ōŜ ΨhǿƴŜǊΩ.  This will take into consideration all transactions 

posted to the Owner, Property and Unit ledgers and calculate all income less all 

expenses.  We highly recommend that you pay by Owner if you have multiple 

property owners. If you have any transactions posted in your Owner Ledgers, you 

must select this option. 

FOR POSTING TO THE PROPERTY LEDGERS: If your Owners request that they receive 

a separate check for each Property that you are managing for them, you can choose 

ǘƻ Ǉŀȅ ōȅ ΨtǊƻǇŜǊǘȅΩ.  If you choose this option, the program will not include any 

transactions posted to the Owner Ledger.  Therefore, if you have transactions in any 

Owner Ledgers, you should not select this option. hƴŎŜ ȅƻǳ ŎƭƛŎƪ ƻƴǘƻ ΨPropertyΩ ƻƴ 

this screen, an explanation will pop up concerning the postings.  You can have the 

program create one check for multiple Property postings by clicking onto the 

Ψ/ƻƴǎƻƭƛŘŀǘŜ hǇǘƛƻƴǎΩ.  As indicated, you should 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 LEDGERS: If you wish to post a separate payment into 

each Unit ledger for each Owner, you can choose to pay by Unit.   Use this option if 

you manage only single-family 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 Owners.  Once you click onto 

Ψ¦ƴƛǘΩ on this 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 

Ψ/ƻƴǎƻƭƛŘŀǘŜ hǇǘƛƻƴǎΩ.  As indicated, you should 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:  ̧ ƻǳ Ŏŀƴ ǎŜǘ ŀ ΨaƛƴƛƳǳƳ .ŀƭŀƴŎŜΩ 

for each Owner, each Property, or each Unit, in order to retain a minimum operating 

ŦǳƴŘ ƛƴ ǘƘŜ ƭŜŘƎŜǊǎΦ ¢ƘŜ ΨaƛƴƛƳǳƳ .ŀƭŀƴŎŜΩ ƛǎ ŜƴǘŜǊŜŘ ǳƴŘŜǊ ǘƘŜ Ψ!ŎǘƛǾƛǘƛŜǎ {ŜŎǘƛƻƴΩ ƛƴ 

ǘƘŜ hǿƴŜǊ [ŜŘƎŜǊ ƛƴ ǘƘŜ ΨaƛƴƛƳǳƳ .ŀƭŀƴŎŜΩ ŦƛŜƭŘΦ 
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hƴŎŜ ȅƻǳ ƘŀǾŜ ǘƘŜ ΨaƛƴƛƳǳƳ .ŀƭŀƴŎŜΩ ŦƛŜƭŘ ŜƴǘŜǊŜŘ ŦƻǊ ŜŀŎƘ hǿƴŜǊΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ 

choose in the Ψt!¸ h²b9w{Ω section whether that minimum balance applies to the 

hǿƴŜǊΣ ǘƘŜ tǊƻǇŜǊǘȅΣ ƻǊ ǘƘŜ ¦ƴƛǘΦ  ¢Ƙŀǘ ƛǎ ŎƘƻǎŜƴ ǳƴŘŜǊ ǘƘŜ Ψtŀȅ .ȅ hǇǘƛƻƴǎΩΦ CƻǊ 

ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ Ǉƻǎǘ ǘƘŜ ΨhǿƴŜǊ tŀȅƳŜƴǘǎΩ ǘƻ ǘƘŜ ΨhǿƴŜǊ [ŜŘƎŜǊǎΩΣ ǘƘŜƴ 

ǘƘŜ ΨaƛƴƛƳǳƳ .ŀƭŀƴŎŜΩ ǿƛƭƭ ōŜ ŘŜŘǳŎǘŜŘ Ŧrom each ƻǿƴŜǊΩǎ ƻǾŜǊŀƭƭ ǘƻǘŀƭ (for 

example, if you enter 100.00 in the field and you choose to pay out to your Owner 

Ledgers, the program will calculate the amount due to your Owner and subtract 

$100.00 from the total before creating the check).  

LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ Ǉƻǎǘ ŀ ǎŜǇŀǊŀǘŜ ΨhǿƴŜǊ tŀȅƳŜƴǘΩ ǘƻ ŜŀŎƘ ΨtǊƻǇŜǊǘȅ [ŜŘƎŜǊΩ όȅƻǳǊ 

hǿƴŜǊǎ ǿŀƴǘ ŀ ǎŜǇŀǊŀǘŜ ŎƘŜŎƪ ŦƻǊ ŜŀŎƘ tǊƻǇŜǊǘȅύΣ ǘƘŜ ΨaƛƴƛƳǳƳ .ŀƭŀƴŎŜΩ ȅƻǳ 

ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ ΨaƛƴƛƳǳƳ .ŀƭŀƴŎŜΩ ŦƛŜƭŘ ǿƛƭƭ ōŜ ŘŜŘǳŎǘŜŘ ŦǊƻƳ ŜŀŎƘ ŎƘŜŎƪ ŎǊŜŀǘŜŘ ŦƻǊ 

ŜŀŎƘ ǎŜǇŀǊŀǘŜ ΨtǊƻǇŜǊǘȅΩ όƛΦŜΦ LŦ ȅƻǳ ŜƴǘŜǊ мллΦлл ƛƴ ǘƘŜ aƛƴƛƳǳƳ .ŀƭŀƴŎŜ ŦƛŜƭŘ ŀƴŘ 

you pay out to your Property Ledgers, the program will calculate the amount due for 

each Property, which would include transactions posted to the Property and Unit(s) 

only, and subtract $100.00 from the total to each Property before creating the check). 

This selection will ignore all transactions posted to your Owner Ledger. 

LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƻ Ǉƻǎǘ ŀ ǎŜǇŀǊŀǘŜ ΨhǿƴŜǊ tŀȅƳŜƴǘΩ ǘƻ ŜŀŎƘ Ψ¦ƴƛǘ [ŜŘƎŜǊΩ όȅƻǳ ǿƻǳƭŘ 

ONLY Ǉƻǎǘ ΨhǿƴŜǊ tŀȅƳŜƴǘǎΩ ǘƻ ¦ƴƛǘ ƛŦ ȅƻǳ ŘŜŀƭ ǿƛǘƘ {ƛƴƎƭŜ CŀƳƛƭȅ ǊŜǎƛŘŜƴŎŜǎ ŀƴŘ 

ȅƻǳǊ hǿƴŜǊǎ ǿŀƴǘ ŀ ǎŜǇŀǊŀǘŜ ŎƘŜŎƪ ŦƻǊ ŜŀŎƘ ƘƻǳǎŜύΣ ǘƘŜ ΨaƛƴƛƳǳƳ .ŀƭŀƴŎŜΩ ȅƻǳ 

ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ ΨaƛƴƛƳǳƳ .ŀƭŀƴŎŜΩ ŦƛŜƭŘ ǿƛƭƭ ōŜ ŘŜŘǳŎǘŜŘ ŦǊƻƳ ŜŀŎƘ ŎƘŜŎƪ ŎǊŜŀǘŜŘ ŦƻǊ 

ŜŀŎƘ ǎŜǇŀǊŀǘŜ Ψ¦ƴƛǘΩ όƛΦŜΦ LŦ ȅƻǳ ŜƴǘŜǊ мллΦлл ƛƴ ǘƘŜ ΨaƛƴƛƳǳƳ .ŀƭŀƴŎŜΩ ŦƛŜƭŘ ŀƴŘ ȅƻǳ 

Ǉŀȅ ƻǳǘ ǘƻ ȅƻǳǊ Ψ¦ƴƛǘ [ŜŘƎŜǊǎΩΣ ǘƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ ŎŀƭŎǳƭŀǘŜ ǘƘŜ ŀƳƻǳƴǘ ŘǳŜ ŦƻǊ ŜŀŎƘ 

Unit, which would include Unit  transactions only, and 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 (with 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 process will not take into account any transactions posted in the Owner 

ƻǊ tǊƻǇŜǊǘȅ [ŜŘƎŜǊόǎύΦ ¢ƘŜǊŜŦƻǊŜΣ ƛŦ ȅƻǳ ǿƛǎƘ ǘƻ Ǉƻǎǘ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǘƻ ŜŀŎƘ Ψ¦ƴƛǘ 
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[ŜŘƎŜǊΩ όǿƛǘƘ ǎŜǇŀǊŀǘŜ ŎƘŜŎƪǎ ŦƻǊ ŜŀŎƘ ¦ƴƛǘύΣ ǘƘŜƴ ȅƻǳ ǎƘƻǳƭŘ ƴƻǘ ƳŀƪŜ any postings 

to the Owner Ledger or the Property Ledgers, such as 'Received from Owner'.  All 

postings in this case should go the Unit Ledger only. 

¦ƴŘŜǊ ǘƘŜ Ψ!ƭƭƻŎŀǘƛƻƴ hǇǘƛƻƴǎΩ, you can allocate the full 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 screen.  If you use this option, all of your Owners 

must have a percentage allocated, even if it is 100% to one Owner.  Therefore, you 

ǿƛƭƭ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƛƴǘƻ ŜŀŎƘ hǿƴŜǊ ŀƴŘ ƳŀƪŜ ǎǳǊŜ ǘƘŀǘ ȅƻǳ ŜƛǘƘŜǊ ƘŀǾŜ млл҈ ǳƴŘŜǊ Ψ҈ 

hǿƴŜǊΩ ƻǊ ǘƘŜ ŎƻǊǊŜŎǘ ǇŜǊŎŜƴǘŀƎŜ όƛΦŜΦ рл҈ ƻƴ hǿƴŜǊ м ŀƴŘ рл҈ ƻƴ hǿƴŜǊ нύΦ ¢Ƙƛǎ 

will allow the program 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 Owner 2 in 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 Checks: This is the date that will be shown on the check and in the 

transactions that are posted. 

Show Owner Balance Details: For 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 Owner. Remember 

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 NOW: Click this button to begin creating the owner checks. 

Once created, they can be found by clicking into CHECKS/DEPOSITS from the Main 

Menu. Remember that the transactions will not be posted until you choose to print 

the checks to the owners. 
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VENDORS AND VENDOR PAYMENTS 

 

By clicking the VENDORS button from the Main Menu, you will be able to add new 

Vendors, edit Vendors in your system and set up monthly Vendor payments. 

VENDOR SETUP 

Vendors are your customers, contractors, mortgage companies, utility companies, 

etc. that you make payments to periodically. All vendor activities can be found by 

clicking the VENDORS button from the Main Menu. If you make routine payments 

(monthly, weekly, etc.) that are the same amount (i.e. Mortgage Payments, etc.), you 

can create payments for those vendors in the Tenant File, which when activated, will 

create checks for later printing.  
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Note: You should not use the Vendor Payment feature when paying non-recurring 

payments, such as repair bills, invoices, etc. You will only want to set up payments for 

those vendors that have recurring payments for the exact amount, such as mortgage 

payments, monthly insurance payments, etc.  Use the CHECKS/DEPOSIT button from 

the Main Menu to create checks to your vendors to pay bills and make periodic 

payments to your vendors. 

The Tenant File is programmed to include various Vendor Categories upon 

installation. If you wish to add additional categories, you can do so by clicking onto 

SETTINGS from the Main Menu and selecting 'Vendor Categories'. This will present 

you with a listing of current Vendor categories. You can edit or delete Vendor 

Categories by clicking onto the Category name and edit, or delete the entire category 

by hitting your 'Delete' key on your keyboard. To add a new category, click onto the 

record selector at the bottom of the grid and enter the category name. Do not edit or 

delete a category that has been used in your Vendor selections.  For additional 

information, go to SETTINGS > Ψ±ŜƴŘƻǊ /ŀǘŜƎƻǊƛŜǎΩ ƛƴ ǘƘƛǎ ƳŀƴǳŀƭΦ 

You will need to set up all of your current vendors completely by clicking on VENDORS 

ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ǘƘŜƴ Ψ!ŘŘ ±ŜƴŘƻǊΩΦ  /ƻƳǇƭŜǘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ with their 

name, address and Tax ID or Social Security number. You will be able to utilize the 

Tenant File 1099 MISC program (available for purchase) only if you have a Tax ID 

entered for each vendor.  In order for the TF1099MISC program to group your 

vendors together correctly, you should always select the vŜƴŘƻǊ ŦǊƻƳ ǘƘŜ ΨtŀȅŜŜ [ƛǎǘΩ 

in the CHECKS/DEPOSIT section instead of typing in the vendor name.  If you type the 

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 up all of your vendors 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 fields.  If you are creating a check 

to a new vendor that is not set up, you will be able to click on the button to Ψ!ŘŘ ŀ 

±ŜƴŘƻǊΩ ŦǊƻƳ ǘƘŜ CHECKS/DEPOSIT section in the Vendor Payee List , however, you 

can only enter the basic information and would need to complete the information in 

this screen.  
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CREATING VENDOR PAYMENTS 

Once your Vendors are set up, you can create recurring payments for various vendors 

by clicking onto VENDORS from the Main Menu. Note that this section is for 

RECURRING payments only (such as monthly payments of the same amount), not for 

creating individual checks to vendors or contractors for invoices. For paying bills, you 

would go to the CHECKS/DEPOSIT section from the Main Menu. 

 

Once you are in your Vendor List, select the row of the vendor that you wish to set 

payments for and click on 'Add/Edit Payments' button 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' Choice: At the bottom of this screen there is a 'Post To' option box. Indicate 

the ledger type that want the payment posted (Owner Ledger, Property Ledger, Unit 

Ledger or Tenant Ledger).  

AMOUNT: Amount of the fixed payment that you wish to set up.  

POST TO: Depending 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 the correct address for the posting. 

ACCOUNT ς 5ŜǇŜƴŘƛƴƎ ƻƴ ǘƘŜ Ψtƻǎǘ ¢ƻΩ ǘƘŀǘ ȅƻǳ ǎŜƭŜŎǘŜŘΣ this is a listing of the 

available expense accounts that can be used for posting to the ledger.  

REMARK - Enter a remark for the posting. 



104 

 

STATUS - You must indicate Active or Inactive. Only Active Vendor Payments will be 

posted when you click on POSTING from the Main Menu and then 'Vendor 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 choose POSTING from the Main Menu and then 'Vendor Payments'. To see a listing 

of all pre-set Vendor Payments prior to creating checks, click onto VENDORS from the 

aŀƛƴ aŜƴǳ ŀƴŘ ǘƘŜƴ Ψ{Ƙƻǿ !ƭƭ tŀȅƳŜƴǘǎΩΦ  

MAKING VENDOR PAYMENTS 

To make your Vendor Payments, select POSTING from the Main Menu and then 

'Vendor Payments'. This action is not an automated process.  You must prompt the 

program to make your Vendor payments.  When you choose this option, you will 

need to have already set up all payments for the vendors you wish to pay. This option 

will create all vendor checks and place them in the ΨEnteredΩ ŎƘŜŎƪ Ŧile (waiting to be 

printed).  ¢ƘŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ŦƻǊ ȅƻǳǊ Ψ±ŜƴŘƻǊ tŀȅƳŜƴǘǎΩ ǿƛƭƭ ƴƻǘ ōŜ ǇƻǎǘŜŘ ǳƴǘƛƭ ȅƻǳ 

choose to print the checks created.  It is very important that you have the program 

create checks for all of your vendors and PRINT the vendor checks prior to paying 

your Owners each month. 
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When you are ready to create your Vendor Checks, you must select your Bank 

Account from the drop-down Menu on the top of the screen.  The Default account 

ǿƛƭƭ ŀƭǿŀȅǎ ōŜ ȅƻǳǊ ŦƛǊǎǘ Ψaŀƛƴ hǇŜǊŀǘƛƴƎ !ŎŎƻǳƴǘΩΦ 

¸ƻǳ ŀǊŜ ƎƛǾŜƴ ǘƘŜ ƻǇǘƛƻƴ ǘƻ ΩSŜƭŜŎǘ !ƭƭ ±ŜƴŘƻǊ tŀȅƳŜƴǘǎϥ ƻǊ ŀ ΩSelected Vendor 

tŀȅƳŜƴǘǎϥ ŎŀǘŜƎƻǊȅΦ LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ ΩSelected Vendor Payments', move your mouse to 

'Vendor Type to Use' and click on the down arrow to list your Vendor Categories. 

Once your category has been selected, enter the date you wish to print on the checks. 

Click the box to determine whether you want ǘƻ Ψ²ǊƛǘŜ individual ŎƘŜŎƪǎΩ or 

Ψ/ƻƴǎƻƭƛŘŀǘŜŘ όǎǇƭƛǘǎύ checksΩ. If you do not click ǘƻ Ψ/ƻƴǎƻƭƛŘŀǘŜ /ƘŜŎƪǎΩΣ ǘƘŜ ǇǊƻƎǊŀƳ 

will create multiple Vendor Checks for posting to individual ledgers. 
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!ǘ ǘƘƛǎ ǇƻƛƴǘΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ όǳƴŘŜǊ ΨtǊƻŎŜǎǎƛƴƎ hǇǘƛƻƴǎύ ǘƻ ƘŀǾŜ ǘƘŜ ǇǊƻƎǊŀƳ 

Ψ/ǊŜŀǘŜ /I9/Y{ ƛƴ ǘƘŜ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪǎΩ ŦƛƭŜ ǘƻ ōŜ ǇǊƛƴǘŜŘ ƭŀǘŜǊΩΦ LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƘƛǎ 

ƻǇǘƛƻƴΣ ǘƘŜ ŎƘŜŎƪǎ ǿƛƭƭ ōŜ ŎǊŜŀǘŜŘ ŀƴŘ ǇƭŀŎŜŘ ƛƴ ǘƘŜ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪ CƛƭŜΩ ŦƻǊ ǇǊƛƴǘƛƴƎΦ  

Transactions will not be posted until the checks are created.  If your bank is set up to 

Ǉŀȅ ȅƻǳǊ ǾŜƴŘƻǊǎ ƻƴƭƛƴŜΣ ȅƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ΨtǊƻŎŜǎǎ ǘƘŜ ǇŀȅƳŜƴǘǎ ƛƳƳŜŘƛŀǘŜƭȅΦ ¢ƘŜ 

ǇŀȅƳŜƴǘǎ ǿƛƭƭ ōŜ ƛƴ ǘƘŜ wŜƎƛǎǘŜǊ ŀƴŘ ǇƻǎǘŜŘ ǘƻ ǘƘŜ ƭŜŘƎŜǊǎΦΩ  ¢Ƙƛǎ ƻǇǘƛƻƴ ŘƻŜǎ ƴƻǘ 

create a check for printing; however, the vendor payment check will be in your 

register and posted to your ledgers.  Once all of your options are selected, click on 

ΩProcess Payments Now' and your vendor payments are completed. 

You can view your ΨEnteredΩ checks by clicking the CHECKS/DEPOSIT button from the 

Main Menu. Remember, you MUST print the checks created in order for them to post 

to the ledgers. You can also ǾƛŜǿ ŀƴȅ ŎƘŜŎƪǎ ǘƘŀǘ ŀǊŜ ƛƴ ǘƘŜ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪ CƛƭŜΩ by 

selecting the REGISTER button 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 on 

SETTINGS from 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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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 onto VENDOR from the Main Menu, select the Vendor name, use the scroll bar 

ƻƴ ǘƘŜ ōƻǘǘƻƳ ƻŦ ǘƘŜ ǎŎǊŜŜƴ ǘƻ ǎŎǊƻƭƭ ǘƻ ǘƘŜ ƭŀǎǘ ŎƻƭǳƳƴ ŎŀƭƭŜŘ Ψ±ŜƴŘƻǊ ¢ȅǇŜΩΣ ǘȅǇŜ ǘƘŜ 

new Category in the field and click 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 category that 

has been used previously. 
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BACKUPS 

 

It is easy to create backups of your database and download to your local computer. 

To start, just click the BACKUPS button 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 

ǘƘŜ Ψ5ƻǿƴƭƻŀŘǎΩ ŦƻƭŘŜǊ ƻƴ ȅƻǳǊ ƭƻŎŀƭ ŎƻƳǇǳǘŜǊΦ ¸ƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ Řƻ ŀƴȅǘƘƛƴƎ ōǳǘ 

ŎƘƻƻǎŜ ǘƘŜ ŦƛƭŜǎ ǘƻ ŎƻǇȅΣ ŀƴŘ ǘƘŜƴ ǇǊŜǎǎ Ψ{ǘŀǊǘ /ƻǇȅκwŜǎtƻǊŜ bh²ΩΦ  ό¢Ƙŀǘ ƛǎ ōŜŎŀǳǎŜ 

ǘƘŜ ŘŜŦŀǳƭǘ ǎŜǘǘƛƴƎ ǳƴŘŜǊ Ψ/ƘƻƻǎŜ !ŎǘƛƻƴΩ ƛǎ ŀƭǊŜŀŘȅ ǎŜǘ ǘƻ Ψ/ƻǇȅ CƛƭŜόǎύ ¢hΩ).  

.Ŝ ǎǳǊŜ ǘƻ ŎƻǇȅ .h¢I ǘƘŜ Ψ5ŀǘŀōŀǎŜ CƛƭŜǎ όƳŘōύΩ ŀƴŘ ǘƘŜ Ψ5ŀǘŀ CƛƭŜǎ όŘŀǘύΩ ōȅ ŎƘŀƴƎƛƴƎ 

ǘƘŜ Ψ/ƻǇȅ ²Ƙŀǘ ¢ȅǇŜ ƻŦ CƛƭŜǎΩ ǎŜǘǘƛƴƎ ƛƴ ǘƘŜ ƳƛŘŘƭŜ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

hƴŎŜ ǘƘŜ ŦƛƭŜǎ ŀǊŜ ŘƻǿƴƭƻŀŘŜŘ ǘƻ ȅƻǳǊ Ψ5ƻǿƴƭƻŀŘǎΩ ŦƻƭŘŜǊΣ ƛǘ ƛǎ ǳǇ ǘƻ ȅƻǳ ǘƻ ŎƻǇȅ 

them to another folder on your computer, or possibly to a USB, Memory Stick, or 

other drive for safekeeping. /ǊŜŀǘŜ ŀ ƴŜǿ ΨŦƻƭŘŜǊΩ ƻƴ ǘƘŜ ōŀŎƪǳǇ ŘŜǾƛŎŜ ŀƴŘ ƴŀƳŜ ǘƘŜ 

folder TFBACKUPS or something similar.  Remember that you are backing up only the 

data and not your program. 

NOTE: Your ŘƻǿƴƭƻŀŘǎ ŦƻƭŘŜǊ ƳƛƎƘǘ ōŜ ŀŎŎŜǎǎŜŘ ōȅ ŀ ΨŘƻǿƴ ŀǊǊƻǿΩ ƻƴ ȅƻǳǊ 

ŎƻƳǇǳǘŜǊΩǎ ǘŀǎƪōŀǊΣ ƻǊ ȅƻǳ Ŏŀƴ ƎŜǘ ƛƴǘƻ ȅƻǳǊ ΨCƛƭŜ 9ȄǇƭƻǊŜǊΩ ŀƴŘ ŎƭƛŎƪ ƻƴ Ψ5ƻǿƴƭƻŀŘǎΩΦ 

Use the Windows Copy command (or Ctrl-C) to copy the files, then use the Windows 

Paste command (or Ctrl-V) to paste the files at the destination. 
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Here is an explanation of the choices you have on the Tenant File Backups screen. 

 

Choose Action - To make a copy of your database files and send them to 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) FROM'. .Ŝ ±9w¸ ŎŀǊŜŦǳƭ ΨwŜǎǘƻǊƛƴƎΩ ŦƛƭŜǎ, since this 

will OVERWRITE your existing Tenant File information and take your database back to 

the date and time of that previous backup ς meaning you will lose all information, 

transactions, checks and deposits entered since that date! ¢ƘŜ ΨwŜǎǘƻǊŜΩ ŦǳƴŎǘƛƻƴ ƛǎ 

NOT REVERSIBLE. We highly recommend that you hire a Tenant File expert or 

computer technician to Řƻ ŀƴȅ ǘȅǇŜ ƻŦ ΨǊŜǎǘƻǊŜΩΦ 
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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 files) 

3.  FEATURES.MDB (which contains information on each unit, such as interior, 

exterior, etc.) 

If you are utilizing the Work Order Module, you will also want to copy the database 

ŦƛƭŜ ƴŀƳŜŘ Ψ²hwYhw5wΦa5.ΩΦ  

The files that end with the DAT extension contain information such as report settings, 

company information, 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 date and time of that file. 

The first thing you will need to do is to UPLOAD the files that you need to your Tenant 

CƛƭŜ ±ƛǊǘǳŀƭ {ŜǊǾŜǊΦ !ŦǘŜǊ ǘƘŀǘΣ ȅƻǳΩƭƭ ƴŜŜŘ ǘƻ ǊŜǎǘƻǊŜ ǘƘŜƳ ƛƴǘƻ ǘƘŜ ¢Ŝƴŀƴǘ CƛƭŜ ǳǎƛƴƎ 

ǘƘŜ Ψ.ŀŎƪǳǇΩ ŦŜŀǘǳǊŜΦ 

¢ƻ ǎǘŀǊǘΣ ŎƭƛŎƪ ǘƘŜ ΨCƛƭŜ ¦ǇƭƻŀŘΩ ŀǊǊƻǿ ŀǘ ǘƘŜ ǾŜǊȅ ǘƻǇ ƻŦ ȅƻǳǊ ǎŎǊŜŜƴ όŀōƻǾŜ ǘƘŜ ¢Ŝƴŀƴǘ 

File application).  

 

¸ƻǳ ǿƛƭƭ ǎŜŜ ǘƘŜ ΨCƛƭŜ ¦ǇƭƻŀŘΩ ƛŎƻƴΣ ǎƻ ŎƭƛŎƪ ǘƘŀǘΦ 

 

¢Ƙŀǘ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ ΨCƛƭŜ 9ȄǇƭƻǊŜǊΩ ǎŎǊŜŜƴ ƻƴ ȅƻǳǊ ŎƻƳǇǳǘŜǊΣ ǿƘŜǊŜ ȅƻǳ Ŏŀƴ 

ŎƘƻƻǎŜ ǿƘƛŎƘ ŦƛƭŜǎ ǘƻ ǳǇƭƻŀŘ ǘƻ ǘƘŜ ǎŜǊǾŜǊΦ hb[¸ ǳǇƭƻŀŘ ŦƛƭŜǎ ǘƘŀǘ ŜƴŘ ǿƛǘƘ Ψa5.Ω 
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όŘŀǘŀōŀǎŜ ŦƛƭŜǎύ ƻǊ Ψ5!¢Ω όŘŀǘŀ ŦƛƭŜǎύΦ  Once all the files are uploaded (you can upload 

ƳǳƭǘƛǇƭŜ ŦƛƭŜǎ ŀǘ ƻƴŎŜύΣ ȅƻǳ Ŏŀƴ ōŜƎƛƴ ǘƘŜ ΨwŜǎǘƻǊŜΩ ǇǊƻŎŜǎǎ ǘƻ Ǉǳǘ ǘƘŜ ŦƛƭŜǎ ƛƴǘƻ ȅƻǳǊ 

Tenant File, OVERWRITING any files with the same name. 

To begin the ΨRestoreΩ functionΣ ǎƛƳǇƭȅ ǎŜƭŜŎǘ ΨwŜǎǘƻǊŜ CƛƭŜόǎύ CwhaΩ ǳƴŘŜǊ Ψ/ƘƻƻǎŜ 

!ŎǘƛƻƴΩΣ ǎŜƭŜŎǘ ŜƛǘƘŜǊ Ψ5ŀǘŀōŀǎŜ CƛƭŜǎ όƳŘōύΩ ƻǊ Ψ5ŀǘŀ CƛƭŜǎ όŘŀǘύ ǳƴŘŜǊ Ψ/ƻǇȅ ²Ƙŀǘ 

¢ȅǇŜ ƻŦ CƛƭŜǎΩ, highlight the files of your choice under Ψ/ƘƻƻǎŜ CƛƭŜǎ ǘƻ w9{¢hw9Ω. 

When you are ready to restore your files, select the button Ψ{ǘŀǊǘ /ƻǇȅκwŜǎǘƻǊŜ 

bh²ΩΦ  ¢ƘŜ ǎŜƭŜŎǘƛƻƴ ǳƴŘŜǊ Ψ/ƘƻƻǎŜ ŦƛƭŜǎ ǘƻ w9{¢hw9Ω ƛǎ dependent upon whether 

ȅƻǳ ǿŀƴǘ ǘƻ ǊŜǎǘƻǊŜ ǘƘŜ Ψ5ŀǘŀōŀǎŜ CƛƭŜǎΩ ƻǊ ǘƘŜ Ψ5ŀǘŀ CƛƭŜǎΩΦ  ¢ƘŜǎŜ ǘǿƻ Ƴǳǎǘ ōŜ ŘƻƴŜ 

separately.  

How often do you want to be reminded to backup?  This 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 backup at least once a week. We also suggest 

that you set up separate weekly and monthly folders on your flash drive, external 

drive, etc. ŦƻǊ ȅƻǳǊ ōŀŎƪǳǇǎ ǎƻ ǘƘŀǘ ȅƻǳ ŘƻƴΩǘ ŀƭǿŀȅǎ ƻǾŜǊǿǊƛǘŜ ȅƻǳǊ ƭŀǎǘ ōŀŎƪǳǇ ǿƛǘƘ 

a new backup. (If your database corrupts, you might accidentally overwrite your last 

good backup!) 

Important note:  If you Restore files into your current program, you will overwrite 

the existing file of the same name. This 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 backup. Make sure you want to 

ǊŜǇƭŀŎŜ ȅƻǳǊ ŜȄƛǎǘƛƴƎ ŘŀǘŀΦ  .Ŝ ǾŜǊȅ ŎŀǊŜŦǳƭ ǿƛǘƘ ǘƘŜ ǇǊƻŎŜǎǎ ƻŦ Ψ/ƻǇȅƛƴƎ ŦƛƭŜǎ ǘƻΩ ŀƴŘ 

ΨwŜǎǘƻǊƛƴƎ ŦƛƭŜǎ ŦǊƻƳΩ ōŜŎŀǳǎŜ this action is non-reversible. 

Caution: If multiple users have access to the program, do 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 

 

The POSTING button from the Main Menu brings up a number of actions that will 

post accounting transactions into the Tenant File. 

 

POSTING MENU  

 

AUTOMATIC POSTING (POSTING > AUTOMATIC 

POSTING) 
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¢ƘŜ Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ŦŜŀǘǳǊŜ ǿƛǘƘƛƴ ǘƘŜ ¢Ŝƴŀƴǘ CƛƭŜ is a very powerful and time 

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, consolidate the checks created if needed, and post to vacant units. Simply 

click on the option you wish to activate. 

tƭŜŀǎŜ bƻǘŜΥ  ¢ƘŜ Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ŦǳƴŎǘƛƻƴ ǿƛƭƭ ŎǊŜŀǘŜ ŎƘŜŎƪǎ hb[¸ ǘƻ ǘƘŜ aŀƛƴ 

Operating Account ς the first Bank Account in your system. 

You can post the rent 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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ƛƴŘƛǾƛŘǳŀƭ ΨwŜŎǳǊǊƛƴƎ CƛŜƭŘǎΩ ƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴ ƛƴǎǘŜŀŘ ƻŦ ǘƘŜ ΨwŜŎǳǊǊƛƴƎ CƛŜƭŘ tƻǎǘƛƴƎΩ 

ǎŜŎǘƛƻƴΦ  ¢ƘƻǳƎƘ ǘƘƛǎ ǎŜŎǘƛƻƴ ǿƛƭƭ ƻƴƭȅ ŀƭƭƻǿ ȅƻǳ ǘƻ Ǉƻǎǘ ƻƴŜ ΨwŜŎǳǊǊƛƴƎ CŜŜΩ ŦƛŜƭŘ ŀǘ ŀ 

time, it will let you create a check for the postings.  That check will be created in the 

Main Operating Account. 

 

Note:  As mentioned, some of the operations that can be posted here (such as 

ΨwŜŎǳǊǊƛƴƎ CƛŜƭŘ tƻǎǘƛƴƎΩΣ ǇƻǎǘƛƴƎ Ψ[ŀǘŜ CŜŜǎΩΣ ΨhǿƴŜǊ tŀȅƳŜƴǘǎΩΣ ŜǘŎΦύ ƘŀǾŜ remained 

in the program; however, those functions have been greatly improved in recent 

ǾŜǊǎƛƻƴǎ ŀƴŘ Ŏŀƴ ōŜ ǇƻǎǘŜŘ ŜƭǎŜǿƘŜǊŜ ƛƴ ǘƘŜ ǇǊƻƎǊŀƳΦ {ŜŀǊŎƘ ȅƻǳǊ ¦ǎŜǊΩǎ DǳƛŘŜ ŦƻǊ 

info on the specific action you want to post. 

In addition to the types of postings available, you will need to indicate various 

ΨtƻǎǘƛƴƎ hǇǘƛƻƴǎΩ as follows: 

Skip Checks under $5.00 - If you are printing checks, this feature will not print checks 

with an amount below $5.00. 

Issue Checks for Postings - This will create a check for 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.  

tƭŜŀǎŜ bƻǘŜΥ  ¢ƘŜ Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ŦǳƴŎǘƛƻƴ will create checks ONLY to the Main 

Operating Account ς the first Bank Account set up in your system. 

Consolidate Checks created - If you are paying Owners or making a check to a single 

ǇŀȅŜŜΣ ǘƘŜƴ ŀ ΨǎǇƭƛǘ ŎƘŜŎƪΩ ǿƛƭƭ ōŜ ŎǊŜŀǘŜŘΣ ƛƴǎǘŜŀŘ ƻŦ ƳǳƭǘƛǇƭŜ ŎƘŜŎƪǎ ǘƻ ǘƘŜ ǎŀƳŜ 

ǇŀȅŜŜΦ  ¦ǎŜ ǘƘƛǎ ŦŜŀǘǳǊŜ ƛŦ ȅƻǳ ŀǊŜ ǇƻǎǘƛƴƎ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎΩ ǳƴŘŜǊ ǘƘƛǎ ǎŜŎǘƛƻƴ ŀƴŘ 

creating a check for those postings.  This would allow the individual postings with one 

ŎƘŜŎƪ ŎǊŜŀǘŜŘ ǎƘƻǿƛƴƎ ǘƘŜ ΨǎǇƭƛǘ ǘǊŀƴǎŀŎǘƛƻƴǎΩ ŦƻǊ ŜŀŎƘ ΨaŀƴŀƎŜƳŜƴǘ CŜŜΩ ŎƘŀǊƎŜŘ 

rather than multiple checks for each individual Management Fee posted. 

Post to VACANT Units - Normally, 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 AVAILABLE: 

Post RENT amount - This option will pull the information entered in the 'Rent 

tŀȅƳŜƴǘϥ ŦƛŜƭŘ ƛƴ ȅƻǳǊ ¢Ŝƴŀƴǘ [ŜŘƎŜǊ ŀƴŘ ŎǊŜŀǘŜ ŀ ΨwŜƴǘ /ƘŀǊƎŜŘΩ ǘǊŀƴǎŀŎǘƛƻƴ ǘƻ ŜŀŎƘ 
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tenant.  Even though this feature remains for previous versions, the easiest way to 

charge rent is through the POST RENT button from the Main Menu. 

Post FIXED amount - You can post any fixed amount to any ledger as needed. 

Post % of RENT amount - This 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 Balance - This 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 balance. Enter the percentage amount (example: 10%) 

when prompted. 

Post MANAGEMENT Fee - This option will post a Management Fee to your ledgers 

according to the ΨManagement FeeΩ ŦƛŜƭŘ entered in your Owner Ledgers. There are 

ƻǘƘŜǊ ǿŀȅǎ ǘƻ Ǉƻǎǘ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎΩ in the Tenant File; so be sure this is the option 

ŦƻǊ ȅƻǳΦ  LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƘƛǎ ƻǇǘƛƻƴΣ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ŎƘŀǊƎŜ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎΩ ǘƻ 

each Unit based on all rental income received within a given date range.  This method 

is often used if the Property Management Company wants to create one check at the 

end of the month ŦƻǊ ŀƭƭ ΨaŀƴŀƎŜƳŜƴǘ CŜŜǎΩ ŎƘŀǊƎŜŘ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ƳƻƴǘƘ όƻǊ ŀƴȅ 

date range).  If you choose this method, you would run the procedure, create the 

ŎƘŜŎƪ ŀƴŘ ǇǊƛƴǘ ǘƘŜ ŎƘŜŎƪ όǘƻ ŀƭƭƻǿ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ǘƻ Ǉƻǎǘύ ǇǊƛƻǊ ǘƻ ǊǳƴƴƛƴƎ ǘƘŜ Ψtŀȅ 

hǿƴŜǊǎΩ ǇǊƻŎŜŘǳǊŜΦ   

Post Rental Fee - This option will post a Rental Fee according to the 'Rent%' entered 

ƛƴ ǘƘŜ hǿƴŜǊ [ŜŘƎŜǊΦ ¢Ƙƛǎ ƛǎ ƴƻǊƳŀƭƭȅ ŀ ǇŜǊŎŜƴǘŀƎŜ ƻŦ ǘƘŜ ŦƛǊǎǘ ƳƻƴǘƘΩǎ ǊŜƴǘΦ 

Post LATE Fee - This option will post a Late Fee according to the 'Late Fee' setup in 

your Tenant Ledgers. The 'Late Fee' posting can either 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 Balance' rather than 'Post Late Fee' but still select 

your 'Account to Use' as the 'Late Fee' Expense.  Again, this feature remains in this 

section for compliance with previous versions; however, the program can now 
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ŀǳǘƻƳŀǘƛŎŀƭƭȅ ŎƘŀǊƎŜ Ψ[ŀǘŜ CŜŜǎΩ όōƻǘƘ ŦƻǊ ǘƘƻǎŜ ǳǎŜǊǎ ǘƘŀǘ ŎƘŀǊƎŜ ƻƴŜ Ψ[ŀǘŜ CŜŜΩ ǇŜǊ 

ƳƻƴǘƘ ŀƴŘ ǘƘƻǎŜ ǘƘŀǘ ŎƘŀǊƎŜ Ψ5ŀƛƭȅ [ŀǘŜ CŜŜǎΩύΦ  For globally posting late fees, you 

should instead use the 'Charge Late Fees' option under POSTING from the Main 

aŜƴǳΦ  ¢ƻ ǎŜǘ ǳǇ ŀǳǘƻƳŀǘƛŎ ƭŀǘŜ ŦŜŜǎΣ ŎƭƛŎƪ ƛƴǘƻ ǘƘŜ Ψ{ŜǘǳǇκ±ƛŜǿ CŜŜǎΩ ƛƴ ŜŀŎƘ 

Tenant Ledger. 

Post Recurring Charges (1 - 6) - This option will allow you to post whatever ΨwŜŎǳǊǊƛƴƎ 

CŜŜǎΩ have been entered in the 'Recurring (1 - 6)' fields as found under POSTING from 

ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ǘƘŜƴ ΨwŜŎǳǊǊƛƴƎ tƻǎǘƛƴƎΩΦ ¢Ƙƛǎ ΨwŜŎǳǊǊƛƴƎ /ƘŀǊƎŜΩ Ƴŀȅ ōŜ ŀ fixed 

amount (enter a number, no dollar signs, such as 35.25), a percentage of the payment 

field (a number followed by a percent sign, such as 15%), or a percentage of the 

payment field plus a fixed amount (such as 15% + 35.25). You must enter the same 

type of recurring charge for each unit. For example, if you are using Recurring Field 1 

to enter a ΨtŀǊƪƛƴƎ CŜŜ', then all entries in Recurring Field 1 have to be a 'Parking Fee'.  

NOTE: The Tenant File includes ŀ ǎŜǇŀǊŀǘŜ ǎŎǊŜŜƴ ŦƻǊ ǇƻǎǘƛƴƎ ΨwŜŎǳǊǊƛƴƎ CŜŜǎΩΦ ¢Ƙƛǎ 

allows you to set up your recurring field labels and to assign specific charges and 

ŀŎŎƻǳƴǘǎ ŦƻǊ ŜŀŎƘ ƻƴŜΦ  Lƴ ŀŘŘƛǘƛƻƴΣ ȅƻǳ Ŏŀƴ Ǉƻǎǘ ƳǳƭǘƛǇƭŜ ΨwŜŎǳǊǊƛƴƎ CŜŜǎΩ ŀǘ ǘƘŜ 

same time when ȅƻǳ Ǉƻǎǘ ȅƻǳǊ ΨwŜŎǳǊǊƛƴƎ /ƘŀǊƎŜǎΩ ŦǊƻƳ POSTING > Recurring Field 

Posting from the Tenant File Main Menu.   

Post Owner Payments - This option ǳƴŘŜǊ Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ is retained to remain 

compatible with older versions of the Tenant File. For the easiest way to pay Owners, 

use the PAY OWNERS button on the Tenant File Main Menu.  This 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 to post the net income 

due to the Owner. If you are managing single-family residential homes, 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 

and multiple units, you should post 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 Owners 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 will by-pass 

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 

ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ ƻǘƘŜǊ ŎƘŜŎƪǎ ƛƴ ȅƻǳǊ Ψ9ƴǘŜǊŜŘ CƛƭŜΩ ǿƘŜƴ ǘƘŜȅ ŀǊŜ ǇǊƛƴǘŜŘΦ tƻǎǘƛƴƎǎ ŦƻǊ 

Owner Payments where checks are issued will not show up on your transaction 

ƭŜŘƎŜǊǎ ǳƴǘƛƭ ǘƘŜ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪǎΩ ŀǊŜ ǇǊƛƴǘŜŘ ŀƴŘ ǘƘŜǊŜŦƻǊŜ ǇƻǎǘŜŘΦ /ƘŜŎƪǎ ǘƘŀǘ ŀǊŜ 

to be issued and posted to the Unit or Property Ledgers can be consolidated into one 

check with split postings by selecting the option 'Consolidate Checks Created'. This 

will allow you to print one check per Owner with postings being split among his/her 

ƳǳƭǘƛǇƭŜ tǊƻǇŜǊǘƛŜǎ ƻǊ ¦ƴƛǘǎΦ  tƭŜŀǎŜ bƻǘŜΥ  ¢ƘŜ Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ŦǳƴŎǘƛƻƴ ǿƛƭƭ 

create checks ONLY to the Main Operating Account. 

For each 'Posting Option' that you select, you will be required to select the Income or 

Expense Account by pressing the Ψ{ŜƭŜŎǘ !ŎŎƻǳƴǘ ǘƻ ¦ǎŜΩ button and highlighting the 

name of the Income or Expense that you want to use for this posting. You can then 

enter a 'Remark to Use' and 'Date to Use'. The date will always default to the current 

date. If you are issuing checks for your postings, you may want to change this date. 

Post ONLY to this due date - Use 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 Ledgers that have a 'Due Date' of the 5th of the month. 
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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 Range - You may limit your postings to a specific group, normally using a 

range of Owner last names, Property names, Unit addresses, or Tenant last names. 

This Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ feature is for multiple postings.  If you wish to post to only a 

few ledgers, you may choose instead to post directly to the ledger, use the ΨQuick 

PostingΩ section, utilize the PAY OWNERS section or use the POST RENT option. 



119 

 

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 

Ψtƻǎǘ ¢ƘƛǎΩΣ ǎƪƛǇ ǇƻǎǘƛƴƎǎ ōȅ ŎƭƛŎƪƛƴƎ Ψ{ƪƛǇ ¢ƘƛǎΩΣ ŎƘŀƴƎŜ ŀƴ ŀƳƻǳƴǘΣ ƻǊ ƘŀǾŜ ǘƘŜ ¢Ŝƴŀƴǘ 

File post everything automatically according to the information entered by hitting the 

Ψtƻǎǘ !ƭƭΩ ōǳǘǘƻƴΦ  
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QUICK POSTING (POSTING > QUICK POSTING) 

The Quick Posting Screen as found under POSTING from the Main Menu and then 

ΨvǳƛŎƪ tƻǎǘƛƴƎΩ is a method of posting transactions from one screen without creating 

checks; this feature remains in this section for compliance with previous versions. 

¢ƘŜ ΨQuick PostingΩ ǎŎǊŜŜƴ allows you to perform repetitive posting jobs (to the 

ledgers) without creating a check or deposit. Note: 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 section. ¢ƘŜ ΨvǳƛŎƪ tostingΩ ƻǇǘƛƻƴ is 

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 destination of each transaction. Also, ǘƘŜ ΨQuick PostingΩ ǎŎǊŜŜƴ 

carries forward the information from one transaction to another, which can be an 

extreme time-saver in repetitive situations. Remaining on this screen does not allow 

you to see the other existing postings in each ledger, as 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 would need to delete the entire line and re-enter the info. We 

Řƻ ƴƻǘ ǊŜŎƻƳƳŜƴŘ ǘƘŀǘ ȅƻǳ ǳǎŜ ΨvǳƛŎƪ tƻǎǘƛƴƎΩ ǘƻ Ǉƻǎǘ ǊŜƴǘ ŎƘŀǊƎŜǎ ƻǊ ŎǊŜŘƛǘǎΣ ǎƛƴŎŜ 

using the POST RENT button on the Main Menu screen does that more efficiently. 
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CAM CHARGES (POSTING > CAM CHARGES) 

 

CAM (Common Area Maintenance) Charges can be set up and posted by clicking into 

POSTING ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ǎŜƭŜŎǘƛƴƎ Ψ/!a /ƘŀǊƎŜǎΩΦ  ¢ƘŜ CAM Charges are 

usually expenses such as building maintenance, insurance, or taxes that are divided 

amount a group of Tenants.  ¢ƘŜ Ψ/!a /ƘŀǊƎŜΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ¢Ŝƴŀƴǘ CƛƭŜ ƛǎ ǎƻ 

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. 

Ψ/ƻƳƳƻƴ !ǊŜŀ aŀƛƴǘŜƴŀƴŎŜ /ƘŀǊƎŜǎΩ ŀǊŜ ŦƻǊ ǇƻǎǘƛƴƎ ǘƻ ǘƘŜ Ψ¢Ŝƴŀƴǘ hƴƭȅΩΦ  ¢ƘŜ ƻƴƭȅ 

account categories that are available are accounts that are posted to the Tenant 

Ledger, so be sure you have at least one CAM account set up under SETTINGS > 

Ψ!ŘŘκ9Řƛǘ !ccountsΩ selection from the Main Menu. The charges are allocated by 

Owner; therefore if the Owner has only one Rental Unit, the full charge will be 
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processed against that one Tenant.  However, if another Owner has four Rental Units, 

ǘƘŜ ŎƘŀǊƎŜ ǿƛƭƭ ōŜ ŘƛǾƛŘŜŘ ōŜǘǿŜŜƴ ǘƘŜ ŦƻǳǊ ǎŜǇŀǊŀǘŜ Ψ¢Ŝƴŀƴǘ [ŜŘƎŜǊǎΩΦ 

Select how to allocate the CAM charges: There are several ways to divide the 

charges. If you choose to use a Recurring Field (1 through 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 

ōŜ ŀ ǇŜǊŎŜƴǘŀƎŜ ƻŦ ǘƘŜ ¢ŜƴŀƴǘΩǎ ǇŀȅƳŜƴǘ ŀƳƻǳƴǘΤ otherwise, the amount posted will 

be a flat fee. 

Charge to: You have the option to charge the CAM Charge only 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 Information: When you click the 'Choose Account' button, you will 

ǎŜŜ ǘƘŜ ŀŎŎƻǳƴǘǎ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ǎŜǘ ǳǇ ŦƻǊ /!a ǇƻǎǘƛƴƎ όŀƎŀƛƴ ǘƘŜǎŜ Ƴǳǎǘ ōŜ Ψ¢Ŝƴŀƴǘ 

hƴƭȅΩ ŀŎŎƻǳƴǘǎύΦ  /ƭƛŎƪ ƻƴ ŀ ǎǇŜŎƛŦƛŎ !ŎŎƻǳƴǘ /ŀǘŜƎƻǊȅ όƴƻǘ ǘƘŜ ŎƘŜŎƪōƻȄύ ǘƻ ǾƛŜǿ ǘƘŜ 

details for that specific account. Click on the checkbox to create or delete an account. 

For each account you select, the Tenant File will make a separate charge to the 

¢ŜƴŀƴǘΩǎ [ŜŘƎŜǊΦ LŦ ȅƻǳ ǿŀƴǘ ǎŜǇŀǊŀǘŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ŦƻǊ ƳƻǊŜ ŘŜǘŀƛƭŜŘ ǊŜǇƻǊǘƛƴƎΣ ȅƻǳ 

can create 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 

ŀƴŘ Ψ/!a /ƘŀǊƎŜǎΩ ŀƴŘ ǘƘŜƴ Ψ/ǊŜŀǘŜ ŀ bŜǿ /!a /ƘŀǊƎŜΩΦ  ¸ƻǳ ǿƻǳƭŘ ŦƛǊǎǘ ŎǊŜŀǘŜ ŀ 

CAM Charge Name. For example, if yƻǳ ŎƘŀǊƎŜ ŀ ǎǇŜŎƛŦƛŎ hǿƴŜǊΩǎ ǘŜƴŀƴǘǎ ŦƻǊ 

ΨMaintenance, Taxes, and InsuranceΩ once a month, you would enter a CAM Charge 

name similar to the fee. If the yearly charge for this fee for all 3 combined is $12,000 

(i.e. Maintenance, Taxes and Insurance), and you have 6 tenants for this owner, that 

would indicate that each month a charge for $1,000 (12k / 12 months) would be 

divided amount those six tenants. Under Step 1 - ΩSelect how to allocate the CAM 

Charge', you would choose if you want that Cam Charge divided evenly among the 6 

¢ŜƴŀƴǘǎΣ ōŀǎŜ ƛǘ ƻƴ ŜŀŎƘ ¢ŜƴŀƴǘΩǎ ǘƻǘŀƭ ƻŦ ǘƘŜ ǘƻǘŀƭ ǎǉǳŀǊŜ ŦƻƻǘŀƎŜ or leased units, 

etc.  Under Step 2 - 'Charge to' you would choose 'All Tenants of one or more OwnersΩ 

and ŎƘƻƻǎŜ ǘƘŜ hǿƴŜǊΩǎ ƴŀƳŜ ŦǊƻƳ ǘƘŜ ƭƛǎǘΦ 
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On Step 3 you 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 chargeΦ  9ƴǘŜǊ ǘƘŜ Ψ/!a /ƘŀǊƎŜ !ƳƻǳƴǘΩ ŀƴŘ Ψ/!a wŜƳŀǊƪΩ, using the 

amount $1,000. ό¢ƘŜ !ŎŎƻǳƴǘ ƛǎ ǘƻ ōŜ ǎŜǘ ǳǇ ǇǊŜǾƛƻǳǎƭȅ ǳƴŘŜǊ {9¢¢LbD{ Ҕ Ψ!ŘŘκ9Řƛǘ 

!ŎŎƻǳƴǘǎΩΦύ 

#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 

accounts. 9ƴǘŜǊ ǘƘŜ Ψ/!a /ƘŀǊƎŜ !ƳƻǳƴǘΩ ŀƴŘ Ψ/!a wŜƳŀǊƪΩ, using the total amount 

for all three of $1,000. You will see that total next to the 'TOTAL amount to be 

allocated' field. ό¢ƘŜ !ŎŎƻǳƴǘǎ ŀǊŜ ǘƻ ōŜ ǎŜǘ ǳǇ ǇǊŜǾƛƻǳǎƭȅ ǳƴŘŜǊ {9¢¢LbD{ Ҕ Ψ!ŘŘκ9Řƛǘ 

!ŎŎƻǳƴǘǎΩΦύ 

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) 

 

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 show the exact name 

of the Income or Expense. 

First, click into POSTING from the Main Menu ŀƴŘ ΨwŜŎǳǊǊƛƴƎ tƻǎǘƛƴƎΩΦ  /ƘƻƻǎŜ ƻƴŜ ƻŦ 

ǘƘŜ ǎƛȄ ŦƛŜƭŘǎ ǘƻ ǳǎŜΣ ǘȅǇŜ ƛƴ ǘƘŜ ƴŀƳŜ ƻŦ ǘƘŜ ŦŜŜ ƻǊ ǘƘŜ ΨƭŀōŜƭΩ ŦƻǊ ǘƘŀǘ ŦƛŜƭŘΣ ŀƴŘ ǎŜƭŜŎǘ 

the correct Income or Expense Account to use for the posting. The Accounts will need 

ǘƻ ōŜ ǎŜǘ ǇǊƛƻǊ ǘƻ ŎǊŜŀǘƛƴƎ ŀ ΨwŜŎǳǊǊƛƴƎ tƻǎǘƛƴƎΩ ōȅ ŎƭƛŎƪƛƴƎ ƛƴǘƻ {9¢¢LbD{ ŦǊƻƳ ǘƘŜ aŀƛƴ 

aŜƴǳ ŀƴŘ ǘƘŜƴ Ψ!ŘŘκ9Řƛǘ !ŎŎƻǳƴǘǎΩΦ 

Once you have labeled the fields and selected the accounts, go to each Unit and enter 

the amount for that particular expense under the field that is to be posted to the 

ǊŜƭŀǘŜŘ ¢Ŝƴŀƴǘ ƻǊ ¦ƴƛǘΦ  LŦ ȅƻǳ ŜƴǘŜǊ ŀ ƴǳƳōŜǊ όŘƻ ƴƻǘ ŜƴǘŜǊ ǘƘŜ ŘƻƭƭŀǊ ǎƛƎƴύ ŀ ΨŦƭŀǘ ŦŜŜΩ 

will be posted.  If you enter a ƴǳƳōŜǊ ǿƛǘƘ ŀ ΨǇŜǊŎŜƴǘŀƎŜ ǎƛƎƴΩ όǎǳŎƘ ŀǎ мл҈ύΣ ǘƘŜ 

ǇǊƻƎǊŀƳ ǿƛƭƭ ƪƴƻǿ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ Ǉƻǎǘ ŀ ǇŜǊŎŜƴǘŀƎŜ ƻŦ ǘƘŜ ΨwŜƴǘ tŀȅƳŜƴǘΩ ŦƛŜƭŘ 

entered in the related Tenant Ledger. You can also enter a percentage plus an 

additional amount (for example 10% + 10).  This would charge 10% of the payment 

amount plus an additional $10.00. 
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When you are ready to post ǘƘŜ ΨwŜŎǳǊǊƛƴƎ CŜŜǎΩΣ Ǝƻ ǘƻ POSTING > ΨwŜŎǳǊǊƛƴƎ tƻǎǘƛƴƎΩ 

ŀƴŘ ŎƘƻƻǎŜ ǘƘŜ ŎƻǊǊŜŎǘ ΨwŜŎǳǊǊƛƴƎ CƛŜƭŘόǎύΩ ǘƻ ǇƻǎǘΦ  9ƴǘŜǊ ŀ ΨwŜƳŀǊƪΩΣ ǘƘŜ Ψ5ŀǘŜ ŦƻǊ 

tƻǎǘƛƴƎǎΩ ŀƴŘ ŎƭƛŎƪ Ψtƻǎǘ ŀƭƭ ǎŜƭŜŎǘŜŘ wŜŎǳǊǊƛƴƎ CƛŜƭŘǎ bƻǿΩΦ  ¢ƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ ǇǊƻŎŜǎǎ 

the postings for the individual amounts (as entered in the Unit Ledger Information 

sections) to the corresponding Unit, Tenant or Both (according to the Account pre-

ǎŜƭŜŎǘŜŘύΦ  Lƴ ǘƘƛǎ ǎŜŎǘƛƻƴΣ ȅƻǳ Ŏŀƴ Ǉƻǎǘ ƳǳƭǘƛǇƭŜ ΨwŜŎǳǊǊƛƴƎ CŜŜǎΩ ŀǘ ǘƘŜ ǎŀƳŜ ǘƛƳŜ 

with just one click. 

CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ ƴŜŜŘ ǘƻ ǎŜǘ ǳǇ ŀ ΨwŜŎǳǊǊƛƴƎ CƛŜƭŘΩ ŦƻǊ ŀ cleaning fee to be charged 

to a select number of your tenants, you would first create the field label called 

ΨMonthly Cleaning FeeΩ όas indicated ƛƴ ΨwŜŎǳǊǊƛƴƎ CƛŜƭŘΩ І1).   Select the 

ŎƻǊǊŜǎǇƻƴŘƛƴƎ ŀŎŎƻǳƴǘ ǘƻ ōŜ ȅƻǳǊ ΨGeneral CleaningΩ ŀŎŎƻǳƴǘΦ  ¢ƘŜƴ Ǝƻ ǘƻ ǘƘŜ ¦ƴƛǘ 

LƴŦƻǊƳŀǘƛƻƴ ǎŜŎǘƛƻƴ ŦƻǊ ŜǾŜǊȅ ǘŜƴŀƴǘ ǘƘŀǘ ƛǎ ǘƻ ōŜ ŎƘŀǊƎŜŘ ŀ ΨGeneral CleaningΩ charge 

and enter the individual amounts for each rental unit in that field. When you are 

ready to process the charge, click into POSTING Ҕ wŜŎǳǊǊƛƴƎ CƛŜƭŘ tƻǎǘƛƴƎΩΣ ǎŜƭŜŎǘ ǘƘŜ 

ΨMonthly Cleaning FeeΩ ǊŜŎǳǊǊƛƴƎ ŦƛŜƭŘ ŀƴŘ Ǉƻǎǘ ǘƘŜ charge for ΨGeneral CleaningΩΦ  Lǘ 
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will process a charge for every Tenant that has an amount entered under that 

ǇŀǊǘƛŎǳƭŀǊ ΨwŜŎǳǊǊƛƴƎ CŜŜΩ ŦƛŜƭŘΦ   

Note: ¢ƘŜ ΨwŜŎǳǊǊƛƴƎ CƛŜƭŘ tƻǎǘƛƴƎΩ ǿŀǎ ƻǊƛƎƛƴŀƭƭȅ ǇǊƻŎŜǎǎŜŘ ǳƴŘŜǊ POSTING > 

Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ƛƴ ŜŀǊƭƛŜǊ ǾŜǊǎƛƻƴǎΣ ǿƘƛŎƘ Ŏŀƴ ǎǘƛƭƭ ōŜ ŘƻƴŜ ƛƴ ƻǊŘŜǊ ǘƻ ǊŜǘŀƛƴ 

compatibility, however, we recommend using the screen above instead.  This new 

method allows for multiple fees to be posted at the same time.  

¦ǘƛƭƛȊƛƴƎ ǘƘŜ ΨwŜŎǳǊǊƛƴƎ tƻǎǘƛƴƎΩ ǎŜŎǘƛƻƴ ǿƛƭƭ ƴƻǘ ŎǊŜŀǘŜ ŀ ŎƘŜŎƪ ŦƻǊ ǘƘŜ ŎƘŀǊƎŜǎΦ  ¢Ƙƛǎ 

ǎŜŎǘƛƻƴ ƛǎ ŀ ƎƻƻŘ ǘƻƻƭ ǘƻ ǳǎŜ ƛŦ ȅƻǳ ƘŀǾŜ ŎƘŀǊƎŜǎ ΨŀŎǊƻǎǎ ǘƘŜ ōƻŀǊŘΩ ŦƻǊ ŜȄǇŜƴǎŜǎ ǘƻ 

ȅƻǳǊ ǘŜƴŀƴǘǎ όƻǘƘŜǊ ǘƘŀƴ ΨwŜƴǘ /ƘŀǊƎŜŘΩ ƻǊ Ψ[ŀǘŜ CŜŜǎ /ƘŀǊƎŜŘΩύΦ   
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DIRECT PAY (POSTING > DIRECTPAY) 

The DirectPAY option lets your Tenants pay their rent online with transactions being 

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 use. For additional information on this Option, 

please see our website at www.TenantFile.com > PRODUCTS > DirectPAY ACH 

Payments. 

 

  

http://www.tenantfile.com/


129 

 

CHARGE LATE FEES (POSTING > CHARGE LATE 

FEES) 

 

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 the POSTING > Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ǇǊƻƎǊŀƳΣ ǿƘƛŎƘ ƛǎ 

ŎƻǾŜǊŜŘ ƛƴ ǘƘŜ Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ ¦ǎŜǊ DǳƛŘŜΤ ƘƻǿŜǾŜǊΣ ǘƘŜ ƴŜǿ Ψ[ŀǘŜ 

CŜŜ tƻǎǘƛƴƎΩ ƳŜǘƘƻŘ ƛǎ ŜŀǎƛŜǊ ŀƴŘ Ŏŀƴ ōŜ ŎƻƳǇƭŜǘŜƭȅ ŀǳǘƻƳŀǘŜŘΦ  

The image shown above was developed to allow users to set up late fees with more 

ƻǇǘƛƻƴǎ ǘƘŀƴ ǘƘŜ Ψ!ǳǘƻƳŀǘƛŎ tƻǎǘƛƴƎΩ ƳŜǘƘƻŘΦ ¢Ƙƛǎ ǎŎǊŜŜƴ ƛǎ ŀŎŎŜǎǎŜŘ ŦǊƻƳ the Main 

Menu by clicking into POSTING ŀƴŘ ǎŜƭŜŎǘƛƴƎ Ψ/ƘŀǊƎŜ [ŀǘŜ CŜŜǎΩΦ This Ψ[ŀǘŜ CŜŜΩ screen 



130 

 

is 'Global', meaning that you will be setting up a consistent method for charging all of 

ȅƻǳǊ ¢ŜƴŀƴǘΩǎ ƭŀǘŜ ŦŜŜǎΦ For example, if you charge a 10% late fee to all of your 

tenants after five daysΣ ȅƻǳ Ŏŀƴ ǎŜǘ ǘƘŜ ΨDƭƻōŀƭΩ [ŀǘŜ CŜŜ ŀƴŘ ǘƘŜƴ ƛƴǎŜǊǘ ǘƘƛǎ ΨDƭƻōŀƭΩ 

fee in each Tenant Ledger.  Once 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 

ǘƘŜ 9·L¢ ōǳǘǘƻƴύ ǘƻ ƘŀǾŜ ǘƘƛǎ ΨƎƭƻōŀƭ ǎŜǘǘƛƴƎΩ ƛƴǎŜǊǘŜŘ ƛƴǘƻ ŜŀŎƘ ¢Ŝƴŀƴǘ [ŜŘƎŜǊ Ŧƻr you. 

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 

ƛƴŘƛǾƛŘǳŀƭ ƭŜŘƎŜǊ ŀƴŘ ǎŜǘ ǘƘŜ ΨDƭƻōŀƭ [ŀǘŜ CŜŜΩ ǳƴŘŜǊ Ψ{9¢¦tκ±L9² C99{ΩΦ  

LŦ ȅƻǳ ƘŀǾŜ ǾŀǊƛƻǳǎ Ψ[ŀǘŜ /ƘŀǊƎŜǎΩ ŀƴŘκƻǊ Ψ5ŀƛƭȅ CŜŜǎΩ (for different Owners for 

example); ȅƻǳ ǿƻǳƭŘ ƴƻǘ ōŜ ŀōƭŜ ǘƻ ǳǎŜ ǘƘŜ ΨDƭƻōŀƭΩ ǎŜǘǘƛƴƎ. In that case, you will set 

ǳǇ ŜŀŎƘ ǘŜƴŀƴǘΩǎ ƭŀǘŜ ŦŜŜ ƛƴŘƛǾƛŘǳŀƭ ƛƴ ǘƘŜ ¢Ŝƴŀƴǘ [ŜŘƎŜǊ ƛƴŦƻǊƳŀǘƛƻƴ ōȅ ŎƭƛŎƪƛƴƎ ƻƴǘƻ 

Ψ{9¢¦tκ±L9² C99{ΩΦ hnce you enter your settings 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 

Ψ[ŀǘŜ CŜŜǎΩ ōȅ ǎŜǘǘƛƴƎ ǘƘŀǘ ƻǇǘƛƻƴ ǳƴŘŜǊ {9¢¢LbD{ Ҕ Ψ[ŀǘŜ CŜŜ {ŜǘǘƛƴƎǎΩ or (if you 

choose) you can initiate the charges each time you want to charge late fees. If you do 

not want to set the program to charge your late fees automatically, once you are 

ready to prompt the program to charge the fees, Ǝƻ ǘƻ th{¢LbD Ҕ Ψ/ƘŀǊƎŜ [ŀǘŜ CŜŜǎΩΣ 

and click on the button 'Post Late Fees Now'. The Tenant File will take you through 

each Tenant, giving you a chance to skip or post the fee. 

IŜǊŜ ŀǊŜ ǘƘŜ ǾŀǊƛƻǳǎ ƻǇǘƛƻƴǎ ǘƘŀǘ ŀǊŜ ŀǾŀƛƭŀōƭŜ ǘƻ ŎƘŀǊƎŜ ǘƘŜ Ψ[ŀǘŜ CŜŜΩ ǘƻ ǘƘŜ 

¢ŜƴŀƴǘΩǎ [ŜŘƎŜǊΥ  

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 

percentage ƻŦ ǘƘŜ ΨwŜƴǘ tŀȅƳŜƴǘΩ ŦƛŜƭŘ to be charged instead of a flat amount, such as 

мл҈ ƻŦ ǘƘŜ ¢ŜƴŀƴǘΩǎ rent charge. You'll need 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 fees 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 

ŘŀƛƭȅΣ ǎǳŎƘ ŀǎ м҈ ƻŦ ǘƘŜ ¢ŜƴŀƴǘΩǎ rent amount per day. Use a % sign after the number 

if you are entering a percentage; otherwise enter a number only, without a dollar 

ǎƛƎƴΣ ǎǳŎƘ ŀǎ р όŦƭŀǘ ŦŜŜύ ƻǊ м҈ όǇŜǊŎŜƴǘύΦ  {ŜŜ ǘƘŜ Ψ!ǳǘƻƳŀǘŜŘ [ŀǘŜ CŜŜΩ ǎŜŎǘƛƻƴ ƛŦ ȅƻǳ 

ŎƘŀǊƎŜ ŀ Ψ5ŀƛƭȅ CŜŜΩ ǘƻ ȅƻǳǊ ¢ŜƴŀƴǘǎΦ 

Fixed Charge plus Daily Charge 

This allows you to have a combination of a fixed charge and 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 

¢Ƙƛǎ ŘŀǘŜ ǿƛƭƭ ōŜ ǘƘŜ ŘŀǘŜ ǳǎŜŘ ŦƻǊ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴ ǘƘŀǘ ǿƛƭƭ ōŜ ǇƻǎǘŜŘ ǘƻ ǘƘŜ ¢ŜƴŀƴǘΩǎ 

ledger. The rent due is calculated by comparing ALL 'Rent Charged' to ALL '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 means that rent due 

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  

¸ƻǳ Ƴŀȅ ƴƻǘ ǿŀƴǘ ǘƻ ŎƘŀǊƎŜ ŀ ƭŀǘŜ ŦŜŜ ǳƴƭŜǎǎ ŀ Ŧǳƭƭ ƳƻƴǘƘΩǎ ǊŜƴǘ ƛǎ ƻǿŜŘΦ IŜǊŜ ȅƻǳ 

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 the month, you have the option to NOT charge a late fee unless they owe 

ǘƘŜ Ŧǳƭƭ ƳƻƴǘƘΩǎ ǊŜƴǘΦ 

If Percent, Charge Based on What? 

If you are charging a percentage instead of a flat fee, you can select what that 

ǇŜǊŎŜƴǘŀƎŜ ƛǎ ōŀǎŜŘ ƻƴΥ ǘƘŜ ¢ŜƴŀƴǘΩǎ ŎǳǊǊŜƴǘ ōŀƭŀƴŎŜΣ ǘƘŜ ¢ŜƴŀƴǘΩǎ ŎǳǊǊŜƴǘ ǊŜƴǘ ŘǳŜΣ 

ƻǊ Ŧǳƭƭ ǊŜƴǘ ŀƳƻǳƴǘ ƻŦ ǘƘŜ ¢ŜƴŀƴǘΩǎ ǊŜƴǘ ǇŀȅƳŜƴǘ όǿƘŜǘƘŜǊ ƻǊ ƴƻǘ ƛǘ Ƙŀǎ ōŜŜƴ ǇŀǊǘƛŀƭƭȅ 
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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 begin. You may choose to begin the daily charges starting the next day 

after the rent was due or you can choose to give the tenant a few days 'grace' prior to 

beginning the charges. Whatever number you enter here (1-31), it will be 'added to' 

the due date. For example, if the Tenant rent is due on the 1st and you want the fees 

to be charged starting on the 5th, you would enter a 4 here - the due date (1) plus (4) 

days. If the rent is considered late on the 2nd of the month, you would enter a (1). If 

the rent is past due if not paid on the due date of the 1st (day the rent is due), enter a 

όлύΦ ¢ƘŜ ¢Ŝƴŀƴǘ CƛƭŜ ǿƛƭƭ ǘŀƪŜ ǘƘŜ ¢ŜƴŀƴǘΩǎ ŘǳŜ ŘŀǘŜ ƛƴǘƻ ŀŎŎƻǳƴǘΣ ǎƻ ƛŦ ȅƻǳ ŀǊŜ 

charging late fees on the 5th, and the Tenant has a due date beyond the 5th, the late 

fee will not be charged.  Lǘ ƛǎ ǾŜǊȅ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ƘŀǾŜ ŜƴǘŜǊŜŘ ŀ ΨwŜƴǘ tŀȅƳŜƴǘΩ 

ŀƳƻǳƴǘ ŀƴŘ ŀ Ψ5ǳŜ 5ŀǘŜΩ ƛƴ ŜŀŎƘ ¢ŜƴŀƴǘΩǎ [ŜŘƎŜǊ ƛƴ ƻǊŘŜǊ ŦƻǊ ǘƘŜ ǇǊƻƎǊŀƳ ǘƻ process 

the Late Fee Charges.  If the information is not entered, the Late Fee will not be 

charged. 

Late Fee Limits 

Some states have a 'Maximum' late fee charge. Regardless of what fee is set 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 of the remaining rent due, which 

could be a small amount. 

Once you have entered all of your settings, have checked to make sure that you have 

ŀ ΨtŀȅƳŜƴǘ CƛŜƭŘΩ ŀƴŘ ŀ Ψ5ǳŜ 5ŀǘŜΩ ŦƛŜƭŘ ŎƻƳǇƭŜǘŜŘ ŦƻǊ ŜŀŎƘ ǘŜƴŀƴǘΣ click on 'Post Late 

CŜŜǎ bƻǿϥ ǘƻ Ǉƻǎǘ ǘƘŜ Ψ[ŀǘŜ CŜŜΩ tǊŀƴǎŀŎǘƛƻƴǎ ǘƻ ǘƘŜ ¢ŜƴŀƴǘΩǎ [ŜŘƎŜǊǎΦ ¸ƻǳ can choose 

ǘƻ Ψtƻǎǘ [ŀǘŜ CŜŜǎ ƻƴŜ ōȅ ƻƴŜΩ ǎƻ ǘƘŀǘ ȅƻǳ Ŏŀƴ view the information on each Tenant 

that is due a late fee (and be given the chance to post or skip) prior to any posting or 

ǘƻ Ψtƻǎǘ ŀƭƭ ŦŜŜǎ ŀǳǘƻƳŀǘƛŎŀƭƭȅΩ. 



133 

 

The Tenant File will allow you to set the program to automatically Ǉƻǎǘ Ψ[ŀǘŜ CŜŜ 

/ƘŀǊƎŜΩ ǘǊŀƴǎŀŎǘƛƻƴǎ ƛƴ ŜŀŎƘ ǘŜƴŀƴǘ ƭŜŘƎŜǊ ǿƘŜƴ ǘƘŜȅ ŀǊŜ ŎƻƴǎƛŘŜǊŜŘ Ǉŀǎǘ ŘǳŜΦ  This is 

a good tool to use if you charge daily fees to your tenants.  To set the program to 

automatically charge Late Fees, see the information under SETTINGS > Ψ[ŀǘŜ CŜŜ 

{ŜǘǘƛƴƎǎΩ ƛƴ ǘƘƛǎ ¦ǎŜǊ DǳƛŘŜΦ 
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POSTING SPECIAL RENTS (DAILY, WEEKLY, ETC - 

POSTING > SPECIAL RENT CHARGES) 

This section allows you to post Ψ{ǇŜŎƛŀƭ wŜƴǘǎΩ ǎǳŎƘ ŀǎ ŘŀƛƭȅΣ ǿŜŜƪƭȅΣ ōƛǿŜŜƪƭȅ ƻǊ ŀƴȅ 

time interval.  If all of your rents are due monthly (on a particular day each month) 

you will not use this 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 overview. To use this feature, click onto 

POSTING from the Main Menu and ΨSpecial Rent ChargesΩ. The columns shown of 

ΨhǿƴŜǊΩΣ ΨtǊƻǇŜǊǘȅΩΣ ΨwŜƴǘŀƭ ¦ƴƛǘ !ŘŘǊŜǎǎΩΣ Ψ¢ŜƴŀƴǘΩΣ ΨtŀȅƳŜƴǘΩ ŀƴŘ Ψ5ǳŜΩ are pulled 

from your individual ledgers. 

Repeat - Enter 7 for weekly rents (charges rent every 7 days), 14 for bi-weekly, etc. 

Start Date - This is the date that you want this feature to start charging rent. 

End Date - This is the date that you want this feature to end charging rent.  

Last Posted - This is the last time rent was posted automatically. 

Active - ¢Ƙƛǎ Ƴǳǎǘ ōŜ Ψ¸Ω ƛŦ ȅƻǳ ǿŀƴǘ ǘƻ ǳǎŜ ǘƘƛǎ ŦŜŀǘǳǊŜΦ   
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Important Note: In order to use this feature, you MUST set the Tenant File for 

automatic charging of rent ŀƴŘ ŘŜƭŜǘŜ ǘƘŜ Ψ5ǳŜ 5ŀǘŜΩ ƛƴ ǘƘŜ ¢Ŝƴŀƴǘ [ŜŘƎŜǊόǎύ ǘƘŀǘ 

ȅƻǳ ǿŀƴǘ ǘƻ ǎŜǘ ǳǇ ǿƛǘƘ Ψ{ǇŜŎƛŀƭ wŜƴǘ tƻǎǘƛƴƎǎΩΦ To do so, click into POST RENT from 

ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ ΨI want to CHARGE RENT to all of my TenantsΩ. Place a 

ŎƘŜŎƪƳŀǊƪ ƛƴ ŦǊƻƴǘ ƻŦ Ψ/ƘŀǊƎŜ ǊŜƴǘǎ !¦¢ha!¢L/![[¸ ƻƴ ŜŀŎƘ ¢ŜƴŀƴǘΩǎ 5ǳŜ 5ŀǘŜ ǿƛǘƘ 

bh ¦{9w Lb¢9w!/¢LhbΩΦ That means if you have monthly rents, those will also be 

charged automatically. 
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PRINT CHECKS (POSTING > PRINT CHECKS) 

 

The transactions associated with a check are not posted to the ledgers until you 

actually print the checks. When you are ready to print checks that are in your 

Ψ9ƴǘŜǊŜŘ /ƘŜŎƪ CƛƭŜΩΣ click into th{¢LbD ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ǘƘŜƴ ΨtǊƛƴǘ /ƘŜŎƪǎΩΦ  

(You can also choose to print your checks by clicking onto CHECKS/DEPOSITS from the 

Main Menu and then clicking onto the button on the bottom of the screen called 

ΨtǊƛƴǘ /ƘŜŎƪǎ).  {ŜƭŜŎǘ ǘƘŜ ŎƻǊǊŜŎǘ Ψ.ŀƴƪ !ŎŎƻǳƴǘΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ-down list on the top 

of the screen. ¢ƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǇǊŜǎŜƴǘŜŘ ƛƴ ǘƘŜ ΨtǊƛƴǘ /ƘŜŎƪΩ ǎŎǊŜŜƴ ǿƛƭƭ ƛƴŎƭǳŘŜ all of 

the entries in the 'Entered Check' file. You can sort the list different ways by changing 

ǘƘŜ ǎŜǘǘƛƴƎ ƛƴ ǘƘŜ Ω{ƻǊǘ ōȅϥ ōƻȄΦ ¢ƻ ǎŜƭŜŎǘ ƻǊ ŘŜ-select all checks, click the correct 

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. 

 

Starting Check Number to use: The Tenant File will remember the last check number 

printed, but be sure to look at your check stock in your printer, and start with the 

next check number by entering the correct number here. 

Starting Date to use: You can choose to leave this field blank, and the program will 

use the date previously entered when the check was created. You can enter a 

different date in this field if you choose. 
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Print Check Number on Check: If 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 normally 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 

ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ Ψ.ŀƴƪ wŜƎƛǎǘŜǊΩ ǿƛƭƭ ǳǎŜ ǘƘƛǎ ŦǳƴŎǘƛƻƴΦ 

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.  

hƴŎŜ ȅƻǳǊ ŎƘŜŎƪǎ ƘŀǾŜ ǇǊƛƴǘŜŘΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀ ΨǇƻǇ-ǳǇΩ ǎŎǊŜŜƴ ƛƴŘƛŎŀǘƛƴƎ Ψ/ƘŜŎƪǎ ǿŜǊŜ 

printed ς Do you need to re-ǇǊƛƴǘΚΩ ƛƴ ŎŀǎŜ ȅƻǳǊ ǇǊƛƴǘŜǊ ŘƛŘƴΩǘ ǇǊƛƴǘ ǘƘŜ ŎƘŜŎƪǎ 

correctly or you want to modify the check(s). If you click YES that you need to reprint, 

all of the checks will revert back as if you had not initiated the print, remain in the 

Ψ9ƴǘŜǊŜŘ /ƘŜŎƪ CƛƭŜΩ and the transactions will not be posted to your ledgers.  Make 

the necessary changes and reprint the checks. If you answer 'No' (to not reprint), all 

selected checks will be transferred to the 'Printed' check file and you will not be able 

edit or ǊŜǇǊƛƴǘΦ  hƴŎŜ ƳƻǾŜŘ ǘƻ ǘƘŜ ϥtǊƛƴǘŜŘΩ ŎƘŜŎƪ ŦƛƭŜΣ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ǿƛƭƭ ōŜ posted 

to the ledgers.   
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SECURITY DEPOSIT DISPOSITION (POSTING > SEC 

DEP DISPOSITION) 

This section will allow you to post a Security Deposit disposition to your tenants when 

they have vacated the Rental Unit. To use this feature, click on POSTING from the 

Main Menu and Ψ{ŜŎ 5ŜǇ 5ƛǎǇƻǎƛǘƛƻƴΩ. You will see the following screen: 

 

Simply click the dropdown ŀǊǊƻǿ ƛƴ ǘƘŜ Ψ{ŜƭŜŎǘ ǘƘŜ ¢Ŝƴŀƴǘ ǘƘŀǘ ƛǎ ƳƻǾƛƴƎ ƻǳǘΩ ŦƛŜƭŘ 

and select the tenant that you need to refund or forfeit the Security Deposit for.  

Once the correct tenant is selected, the currently entered security deposit will be 

filled in for you. This information is pulled from your Tenant Ledger information under 

Ψ5ŜǇƻǎƛǘ мΩ ŀƴŘ Ψ5ŜǇƻǎƛǘ нΩ, therefore if the information does not show to be correct, 

exit and view the ledger.  It is very important that you make sure that all of the 

information and accounts shown on your screen are correct prior to continuing.  The 

settings on the screen are below: 
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Transfer Security Deposit into Tenant Ledger: This will show the Security Deposit 

amount that you are currently holding in Escrow for the tenant. Typically, this is the 

full amount of the Security Deposit (unless you had previously used part of the 

Security Deposit amount for tenant expenses). The purpose is to show that money 

ǿŀǎ ǘǊŀƴǎŦŜǊǊŜŘ ƻǳǘ ƻŦ ŜǎŎǊƻǿ ŀƴŘ ōŀŎƪ ƛƴǘƻ ǘƘŜ ¢ŜƴŀƴǘΩǎ [ŜŘƎŜǊΦ Note: If you use 

ǇŀǊǘ ƻŦ ǘƘŜ ǘŜƴŀƴǘΩǎ {ŜŎǳǊƛǘȅ 5ŜǇƻǎƛǘ ǇǊƛƻǊ ǘƻ ƘŜκǎƘŜ ƳƻǾŜǎ ƻǳǘΣ ȅƻǳ ǿƻǳƭŘ ƴŜŜŘ ǘƻ 

ŜŘƛǘ ǘƘŜ Ψ5ŜǇƻǎƛǘ мΩ ƻǊ Ψ5ŜǇƻǎƛǘ нΩ ŦƛŜƭŘ ŀŎŎƻǊŘƛƴƎƭȅΦ 

Subtract any amount that you want to charge the Tenant: If you have ΨƳƻǾŜ ƻǳǘΩ 

expenses for this tenant and have not yet posted those expenses into the Tenant 

[ŜŘƎŜǊ όŀƴŘ ŘƻƴΩǘ Ǉƭŀƴ ǘƻ by creating a vendor check), this will allow you to subtract 

the amount of any expenses that you want to deduct from the Security Deposit 

before refunding it. You also have the option to forfeit the remaining Security Deposit 

and post a refund amount into the Unit Ledger (owners accounting) if you wish. 

Refund the remaining Security Deposit to the Tenant Ledger: This is the final amount 

to be refunded to the tenant. If you want the Tenant File to create a check to the 

ǘŜƴŀƴǘΣ ŎƭƛŎƪ ǘƘŜ Ψ/ǊŜŀǘŜ ¢Ŝƴŀƴǘ ŎƘŜŎƪΩ ōƻȄ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ǘŜƴŀƴǘ ƴŀƳŜ ŀƴŘ ŀƴȅ 

remark that you want to show. 

Some managers hold all of the Security Deposit funds in ŀ ǎŜǇŀǊŀǘŜ Ψ¢ǊǳǎǘΩ .ank 

Account, but only ǿǊƛǘŜ ŎƘŜŎƪǎ ŦǊƻƳ ŀƴ ΨƻǇŜǊŀǘƛƴƎ ŀŎŎƻǳƴǘΩΦ  ¸ƻǳ Ŏŀƴ ŀŎŎƻƳƳƻŘŀǘŜ 

ǘƘŀǘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ ƻǇǘƛƻƴ ōǳǘǘƻƴ ƭŀōŜƭŜŘ ΨI first transfer from escrow to another 

accountΩ ǳƴŘŜǊ ΨHow do you handle your security deposits?Ω ¢Ƙƛǎ ǿƛƭƭ ŘƛǎǇƭŀȅ ƻǘƘŜǊ 

options on the screen allowing you to show the transfer and then complete the 

disposition of the Security Deposit.  
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VENDOR PAYMENTS (POSTING > VENDOR 

PAYMENTS) 

To ŎǊŜŀǘŜ ΨǇǊŜ-ǎŜǘΩ ǇŀȅƳŜƴǘǎ ǘƻ your vendors, select POSTING from the Main Menu 

and then 'Vendor Payments'. When you choose this option, you will need to have 

already set up all payments for the Vendors under VENDORS from the Main Menu 

ŀƴŘ ǘƘŜƴ Ψ!ŘŘκ9Řƛǘ tŀȅƳŜƴǘǎΩ. This option will create all vendor checks and place 

ǘƘŜƳ ƛƴ ǘƘŜ Ψ9ƴǘŜǊŜŘΩ ŎƘŜŎƪ ŦƛƭŜ όǿŀƛǘƛƴƎ ǘƻ ōŜ ǇǊƛƴǘŜŘύΦ  ¢ƘŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ŦƻǊ ȅƻǳǊ 

Ψ±ŜƴŘƻǊ tŀȅƳŜƴǘǎΩ ǿƛƭƭ ƴƻǘ ōŜ ǇƻǎǘŜŘ ǳƴǘƛƭ ȅƻǳ ŎƘƻƻǎŜ ǘƻ ǇǊƛƴǘ ǘƘŜ ŎƘŜŎƪǎ ŎǊŜŀǘŜŘΦ  Lǘ 

is very important that you create your Ψ±ŜƴŘƻǊ tŀȅƳŜƴǘǎΩ ŀƴŘ PRINT the vendor 

checks prior to paying your Owners. 
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When you are ready to create your Vendor Checks, you must select your Bank 

Account from the drop-down Menu on the top of the screen.  The Default account 

ǿƛƭƭ ŀƭǿŀȅǎ ōŜ ȅƻǳǊ ŦƛǊǎǘ Ψaŀƛƴ hǇŜǊŀǘƛƴƎ !ŎŎƻǳƴǘΩΦ   

¸ƻǳ ŀǊŜ ƎƛǾŜƴ ǘƘŜ ƻǇǘƛƻƴ ǘƻ Ω{ŜƭŜŎǘ !ƭƭ ±ŜƴŘƻǊ tŀȅƳŜƴǘǎϥ ƻǊ ŀ Ω{ŜƭŜŎǘŜŘ ±ŜƴŘƻǊ 

tŀȅƳŜƴǘǎϥ ŎŀǘŜƎƻǊȅΦ LŦ ȅƻǳ ŎƭƛŎƪ ƻƴ Ω{ŜƭŜŎǘŜŘ ±ŜƴŘƻǊ tŀȅƳŜƴǘǎϥΣ ƳƻǾe your mouse to 

'Vendor Type to Use' and click on the down arrow to list your Vendor Categories. 

Once your category has been selected, enter the date you wish to print on the checks. 

/ƭƛŎƪ ǘƘŜ ōƻȄ ǘƻ ŘŜǘŜǊƳƛƴŜ ǿƘŜǘƘŜǊ ȅƻǳ ǿŀƴǘ ǘƻ Ψ²ǊƛǘŜ ƛƴŘƛǾƛŘǳŀƭ ŎƘŜŎƪǎΩ ƻǊ 

Ψ/ƻƴǎƻƭƛŘŀǘŜŘ όǎǇƭƛǘǎύ ŎƘŜŎƪǎΩΦ LŦ ȅƻǳ Řƻ ƴƻǘ Ŏlick ǘƻ Ψ/ƻƴǎƻƭƛŘŀǘŜ /ƘŜŎƪǎΩΣ ǘƘŜ ǇǊƻƎǊŀƳ 

will create multiple Vendor Checks for posting to individual ledgers. 

!ǘ ǘƘƛǎ ǇƻƛƴǘΣ ȅƻǳ ƘŀǾŜ ǘƘŜ ƻǇǘƛƻƴ όǳƴŘŜǊ ΨtǊƻŎŜǎǎƛƴƎ hǇǘƛƻƴǎύ ǘƻ ƘŀǾŜ ǘƘŜ ǇǊƻƎǊŀƳ 

Ψ/ǊŜŀǘŜ /I9/Y{ ƛƴ ǘƘŜ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪǎΩ ŦƛƭŜ ǘƻ ōŜ ǇǊƛƴǘŜŘ ƭŀǘŜǊΩΦ LŦ ȅƻǳ ŎƘƻƻǎŜ ǘƘƛǎ 

ƻǇǘƛƻƴΣ ǘƘŜ ŎƘŜŎƪǎ ǿƛƭƭ ōŜ ŎǊŜŀǘŜŘ ŀƴŘ ǇƭŀŎŜŘ ƛƴ ǘƘŜ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪ CƛƭŜΩ ŦƻǊ ǇǊƛƴǘƛƴƎΦ  

Transactions will not be posted until the checks are created.  If your bank is set up to 

Ǉŀȅ ȅƻǳǊ ǾŜƴŘƻǊǎ ƻƴƭƛƴŜΣ ȅƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ΨtǊƻŎŜǎǎ ǘƘŜ ǇŀȅƳŜƴǘǎ ƛƳƳŜŘƛŀǘŜƭȅΦ ¢ƘŜ 

ǇŀȅƳŜƴǘǎ ǿƛƭƭ ōŜ ƛƴ ǘƘŜ wŜƎƛǎǘŜǊ ŀƴŘ ǇƻǎǘŜŘ ǘƻ ǘƘŜ ƭŜŘƎŜǊǎΦΩ  ¢Ƙƛǎ ƻǇǘƛƻƴ ŘƻŜǎ ƴƻǘ 

create a check for printing; however, the vendor payment check will be in your 

register and posted to your ledgers. When of your options are selected, click on 

ΩProcess Payments Now' and your vendor payments are completed. 

¸ƻǳ Ŏŀƴ ǾƛŜǿ ȅƻǳǊ Ψ9ƴǘŜǊŜŘΩ ŎƘŜŎƪǎ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ CHECKS/DEPOSIT button from the 

Main Menu. Remember, you MUST print the checks created in order for them to post 

to the ledgers. You can also ǾƛŜǿ ŀƴȅ ŎƘŜŎƪǎ ǘƘŀǘ ŀǊŜ ƛƴ ǘƘŜ Ψ9ƴǘŜǊŜŘ /ƘŜŎƪ CƛƭŜΩ ōȅ 

selecting the REGISTER button 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 

 

From the Main Menu, you'll find the ADD-ONS button. This will open a selection of 

choices to run.  ¢ƘŜ ±ƛǊǘǳŀƭ {ŜǊǾŜǊ ǎǳōǎŎǊƛǇǘƛƻƴǎ ƛƴŎƭǳŘŜ ǘƘŜǎŜ Ψ!ŘŘ-ƻƴǎΩ ŀǘ ƴƻ 

additional cost.  

ADD-ONS MENU 
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WORK ORDER PROGRAM (ADD-ONS > WORK 

ORDER PROGRAM) 

 

WORK ORDER MAIN MENU 

 

 

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 technical support, 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 select Entry 

Form' to enter or browse full work order information, select 'Listing' to see 

ŀ ΩǎǇǊŜŀŘǎƘŜŜǘ ƭƛƪŜϥ ƭƛǎǘƛƴƎ ƻŦ ŀƭƭ ǿƻǊƪ ƻǊŘŜǊǎΣ 'Create Checks' to issue 

checks for completed work orders, or 'Reports' for a variety of report 
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options.  Although the program 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. 

 

 

Description of the buttons on the right-hand 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 

ŎƭƛŎƪƛƴƎ ƻƴ ΨLƳŀƎŜǎΩ ŦǊƻƳ ǘƘŜ ²ƻǊƪ hǊŘŜǊ aŀƛƴ aŜƴǳΦ 

Exit:  Exits back to the Work Order Main 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 was ordered, and the Work Order 

submitted. 

Completed:  The date that the Work Order was returned, and work was 

completed. 

Entry Status:  A short description of the method of entry to the rental unit. 

Submitted By:  ¢ƘŜ ǇŜǊǎƻƴΩǎ ƴŀƳŜ ƻǊ ƛƴƛǘƛŀƭǎ ǘƘŀǘ ǊŜŎŜƛǾŜŘ όƻǊ ŀǇǇǊƻǾŜŘύ 

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 enter the Property Name in this 

field. 

Location:  A drop-down list 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.  If it is a Property, a list of Properties 
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will appear.  If it is 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 50-character 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 Charges:  Total Labor charge plus Total Materials charged. 
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 LISTING 

 

 

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 

quickness.  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 

ǎƻǊǘŜŘΦ ¢ƘŜǊŜ ŀǊŜ ǉǳƛǘŜ ŀ ŦŜǿ ŎƘƻƛŎŜǎΣ ƛƴŎƭǳŘƛƴƎ ǘƘŜ р ŎƘŀǊŀŎǘŜǊ Ψ{ƻǊǘ L5Ω 

which is a field that you can use to custom group your Work Orders. For 

example, the Sort ID could identify a city (HOU for Houston, AUS for 

Austin, etc) or an area of the city (NE for Northeast, SW for Southwest, 

etc). 

Work Status:  This will determine the current status of all the Work Orders 

ƭƛǎǘŜŘΦ ¢ƘŜǊŜ ƛǎ ŀƴ Ψ!ƭƭΩ ǎŜƭŜŎǘƛƻƴ ƛƴ ŎŀǎŜ ȅƻǳ ǿŀƴǘ ǘƻ ǎŜŜ ŀƭƭ ²ƻǊƪ hǊŘŜǊǎΣ 

regardless of the current status. 
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Enter Starting/Ending Range Below:  The starting and ending range can be 

ǎŜƭŜŎǘŜŘ ŎƻƴǘƛƴƎŜƴǘ ǳǇƻƴ ǘƘŜ ΩǎƻǊǘ ōȅϥ ǎŜƭŜŎǘƛƻƴǎΦ  CƻǊ ŜȄŀƳǇƭŜΣ ȅƻǳ Ŏŀƴ 

pull up a list of all Work Orders for a certain Vendor by selecting Vendor in 

ǘƘŜ ΩǎƻǊǘ ōȅϥ ŦƛŜƭŘ ŀƴŘ ǘƘŜƴ ŜƴǘŜǊ ǘƘŜ ±ŜƴŘƻǊΩǎ ƴŀƳŜ ƛƴ ǘƘŜ ǎǘŀǊǘƛƴƎ ŦƛŜƭŘ 

and the ending field. 

Delete All Items Shown:  Be very careful using this button, as it will delete 

ŀƭƭ ƻŦ ǘƘŜ ΨŘƛǎǇƭŀȅŜŘΩ ²ƻǊƪ hǊŘŜǊǎΣ ŀƴŘ ǘƘŜǊŜ ƛǎ ƴƻ ǿŀȅ ǘƻ ƎŜǘ ǘƘŜƳ ōŀŎƪ 

other than restoring a backup, which might not include recent Work 

Orders. However, you should delete all previous year Work Orders when 

ȅƻǳ ŎƭƻǎŜ ƻǳǘ ǘƘŜ ȅŜŀǊΣ ǎƛƴŎŜ ȅƻǳΩƭƭ ōŜ ŀōƭŜ ǘƻ ŀŎŎŜǎǎ ǘƘŜƳ ƛƴ ȅƻǳǊ ΨǎŀǾŜŘΩ 

ƭŀǎǘ ȅŜŀǊΩǎ ŦƻƭŘŜǊ όōŜ ǎǳǊŜ ǘƻ Ŧƻƭƭƻǿ ȅŜŀǊ ŜƴŘ ƛƴǎǘǊǳŎǘƛƻƴǎ ǘƻ Řƻ ǘƘŀǘύΦ 

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 

 

 

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 Orders to print.  You will need to first 

select the correct Bank Account from the drop-down list prior to selecting 

the Work Orders to pay. 
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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 ledgers.  Additionally, 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. 
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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 detail. 

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.   

Sort By:  ¢ƘŜ Ψ{ƻǊǘ ōȅΩ ŀǊŜŀ ǿƛǘƘƛƴ ǘƘŜ wŜǇƻǊǘǎ ŀƭƭƻǿǎ ȅƻǳ ǘƻ ŎǊŜŀǘŜ ŀ 

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 Range:  This is where you can select a range of names or other 

ŎǊƛǘŜǊƛŀ ŦƻǊ ȅƻǳǊ ǊŜǇƻǊǘΦ Lǘ ƛǎ ǘƛŜŘ ǘƻ ǘƘŜ Ψ{ƻǊǘ .ȅΩ ǎŜƭŜŎǘƛƻƴΣ ŀƴŘ Ƴŀȅ ƛƴŎƭǳŘŜ 

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 set up through 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 account signup. 

 

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) 
ǎƻ ȅƻǳǊ ǘŜƴŀƴǘǎ Ŏŀƴ ǎǳōƳƛǘ ²ƻǊƪ hǊŘŜǊǎΦ ¸ƻǳΩƭƭ ŀƭǎƻ ƴŜŜŘ ǘƻ ƎƛǾŜ 
them their unique T# to match their name and address to the correct 
²ƻǊƪ hǊŘŜǊΦ ¢ƘŜ Ψ¢ІΩ ŦƻǊ ŜŀŎƘ ǘŜƴŀƴǘ ƛǎ ŦƻǳƴŘ ǳƴŘŜǊ ΨSettings > File 
Operations > Tenant File Links in the Tenant File. 

2. Your tenants submit a Work Order request and attach with up to 3 
images. 

https://www.tenantfile.com/rentalwiz-signup.html
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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. 

 

 

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 

 

 

When your 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 

ŘƻǿƴƭƻŀŘΣ Ƨǳǎǘ ŎƭƛŎƪ Ψ9ȄƛǘΩ ŀƴŘ ƴƻǘƘƛƴƎ ǿƛƭƭ ōŜ changed.  
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SHOW REQUESTS 

 

 

Once the images are 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 

ƻƴ ǘƘŜ ΨLƳǇƻǊǘ {ŜƭŜŎǘŜŘ ²ƻǊƪ hǊŘŜǊ ΧΩ ōǳǘǘƻƴΣ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ǘŀƪŜƴ ǘƻ 

the next screen to provide some more information and continue.  
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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.  

²ƘŜƴ ȅƻǳ ƘŀǾŜ ƳŀŘŜ ȅƻǳǊ ŎƘƻƛŎŜǎΣ Ƨǳǎǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨLƳǇƻǊǘ bh²Ω ōǳǘǘƻƴ 

to create a new Work Order and to transfer the Work Order Request 

information into that Work Order.   
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SHOW FILES 

 

 

 

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 (WOFiles) is in your Tenant File folder. 

SHOW IMAGES 

 

 

 

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 
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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 

 

 

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 

 

 

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 should make a complete backup of your 

Tenant File folder before running this utility.  

WORK ORDER EXAMPLE 

If you choose to not allow your tenants to submit their Work Order 

requests online, you can enter your Work Orders manually.  For example, 

you are ǎƛǘǘƛƴƎ ŀǘ ȅƻǳǊ ŘŜǎƪ ŀƴŘ ǘƘŜ ǇƘƻƴŜ ǊƛƴƎǎΦ  LǘΩǎ ȅƻǳǊ ǘŜƴŀƴǘ ŀǘ мрр 

Elm 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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Select 'Entry 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) 

The date Reported ǿƛƭƭ Ŏƻƴǘŀƛƴ ǘƻŘŀȅΩǎ ŘŀǘŜ ŀƭǊŜŀŘȅΣ ŀƴŘ ǘƘŜ Status or the 

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 the Entry Status. 

Enter your name or initial under Submitted by. 

You mark up all invoices by 10% as a service charge; so enter 10% in the 

Markup field. 

Next, click on the Location button and find 155 Elm Street.  When that is 

ǎŜƭŜŎǘŜŘΣ ȅƻǳ ǿƛƭƭ ŀƭǎƻ ǎŜŜ ǘƘŜ ¢ŜƴŀƴǘΩǎ ƴŀƳŜ ŀƴŘ ǇƘƻƴŜ ƴǳƳōŜǊǎ ƻƴ ǘƘŜ 

Work Order. 

Click the Vendor ōǳǘǘƻƴ ŀƴŘ ŦƛƴŘ ȅƻǳǊ ǇƭǳƳōŜǊΩǎ ŎƻƳǇŀƴȅ ƴŀƳŜΦ  ²ƘŜƴ 

ǘƘŀǘ ƛǎ ǎŜƭŜŎǘŜŘΣ ȅƻǳ ǿƛƭƭ ŀƭǎƻ ǎŜŜ ǘƘŜ ±ŜƴŘƻǊΩǎ ǇƘƻƴŜ ƴǳƳōŜǊǎΣ ƛƴŎƭǳŘƛƴƎ 

pagers, mobile phones, etc. 

Click the Account button and select 'Plumbing Repairs'. 

Ask the tenant if there is a certain time of the day preferred and enter that 

information under the Entry Notes field. 

If you want to log the name of the service person, enter that under Assign 

To. 
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Type in a short remark to describe the work to be done in the Remark 

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 

under Job Description. 

Now your Work Order is complete.  Select Print to 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 the Email button 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 the Status to '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 Order Status to '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, select 'Create 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 on the Create 

Checks button.  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 other printed 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 Work Order. 
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WORD PROCESSOR PROGRAM (ADD-ONS > WORD 

PROCESSOR) 

 
The Word Processor Program is an additional add-on included with your Virtual 

Server Subscription that includes over 100 sample letters and forms that can be 

edited, saved, and printed. The Word Processor is accessed by clicking onto ADD-ONS 

ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ Ψ²ƻǊŘ tǊƻŎŜǎǎƻǊΩΦ You can view additional information 

about the Tenant File Work Processor Program by accessing our website at 

www.TenantFile.com > PRODUCTS > WORD PROCESSOR. 

http://www.tenantfile.com/
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Here is a brief description how it works: 

The Tenant File Word Processor comes with over 100 pre-designed reports that you 

can modify and save as templates. You can also import documents or RTF (Rich Text 

Format) files from other popular word processing programs into the Tenant File Word 

Processor, or create your own documents. 

 

With the Tenant File Word Processor, you can insert select fields from your Tenant 

File information, such as Owner and Tenant names, Rental Addresses, Tenant 

balances, select Vendor information and 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 Ledgers, your Tenant/Unit Ledgers or your 

Vendor File.  



167 

 

 

There are over 100 excellent forms included with your Work Processor for 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 to: https://www.tenantfile.com/word-

processor.html 

 

  

https://www.tenantfile.com/word-processor.html
https://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 capabilities. You 

are able to run your credit reports and screening checks right from the Tenant File by 

clicking onto ADD-hb{ ŀƴŘ ǘƘŜƴ Ψ¢Ŝƴŀƴǘ {ŎǊŜŜƴƛƴƎΩΦ  To get further information, 

please go to: https://www.tenantfile.com/tenant-screening.html 

 

  

https://www.tenantfile.com/tenant-screening.html
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INSURANCE (ADD-ONS > INSURANCE) 

You can get great rates through the Tenant File on insurance for your property 

management business, your rentals, and renter's insurance for you tenants. To set up 

your company or offer your tenants with great rates or just to view more information, 

click into ADD-hb{ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ǘƘŜƴ ΨLƴǎǳǊŀƴŎŜΩ ƻǊ go to: 

https://www.tenantfile.com/renters-insurance.html 

 

  

https://www.tenantfile.com/renters-insurance.html
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RENTALWIZ SERVICE (ADD-ONS > RENTALWIZ 

SERVICE 

 

The RentalWIZ software makes it easy for you to connect with the Internet to display 

your currently vacated units. The program is fully integrated with the Tenant File and 

will allow you to upload vacancies with just a few clicks.   

 

All of your information from the Tenant File Features section 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.  

You can sign up for RentalWIZ at: https://www.tenantfile.com/rentalwiz-service.html 

  

https://www.tenantfile.com/rentalwiz-service.html
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1099 MISC PROGRAM (ADD-ONS > 1099 MISC 

PROGRAM) 

The Tenant File 1099MISC Program is an optional add-on to the Tenant File with an 

annual update fee. The 1099 MISC Program prints on the pre-printed IRS forms and 

reports for Owners, Vendors and Contractors. This information, which is gathered 

between any two dates from your existing Tenant File database, can also be exported 

to a CSV (comma separated), SRC (pipe delimited), or TXT (tab delimited) for e-Filing 

your information through a third party. 
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The features of the Tenant File 1099 MISC Program are: 

1. Uses standard Laser 1099MISC forms readily available from your office supply 

store or the IRS. 

2. Flexible and powerful reports allow printing to screen or printer. 

3. You can sort information 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 

income posted for the year to any Tenant File income account. 

6. Uses information from the Tenant File ΨtǊƛƴǘŜŘ /heckΩ file to consolidate 

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. Export to: CSV (comma separated), SRC (pipe delimited), or TXT (tab 

delimited). 

For additional information on this option and to purchase the Tenant File 1099 MISC 

Program or the Tenant File 1099MISC Renewal Program, click onto ADD-ONS from the 

aŀƛƴ aŜƴǳ ŀƴŘ ǘƘŜƴ ΨhǊŘŜǊ млфф tǊƻƎǊŀƳ ƻǊ go to: 

https://www.tenantfile.com/1099-misc-program.html 

 

  

https://www.tenantfile.com/1099-misc-program.html
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CUSTOMER PROGRAMS (ADD-ONS > CUSTOMER 

PROGRAMS) 

When you click onto ADD-hb{ ŀƴŘ ǘƘŜƴ Ψ/ǳǎǘƻƳŜǊ tǊƻƎǊŀƳǎΩΣ ȅƻǳ ǿƛƭƭ ōŜ ŀōƭŜ ǘƻ ǎŜŜ 

various topics of interest including the Tenant File .ƭƻƎΣ ǿƘƛŎƘ ƛƴŎƭǳŘŜǎ Ψ¢ƛǇǎ ŀƴŘ 

¢ǊƛŎƪǎΩ ŦƻǊ ǳǎƛƴƎ ǘƘŜ ǇǊƻƎǊŀƳΦ Lƴ ŀŘŘƛǘƛƻƴΣ ȅƻǳ Ŏŀƴ ǾƛŜǿ recent happenings with the 

Tenant File including pending updates, special pricing, Articles of interest, events, and 

other helpful information. To check out the latest, please visit: 

https://www.tenantfile.com/news.html 

 
 

  

https://www.tenantfile.com/news.html
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RENTAL APPLICATIONS (ADD-ONS > RENTAL 

APPLICATION) 

With the Tenant File, your prospective tenants can complete and pay for a Rental 

Applications online. Simply click into ADD-hb{ ŀƴŘ ǘƘŜƴ ΨwŜƴǘŀƭ !ǇǇƭƛŎŀǘƛƻƴΩ ŦƻǊ 

information on our partnership with Zip Reports that allows for this cost-effective 

Tenant Screening and application processing.  For more information, please visit: 

https://www.tenantfile.com/application.html 

 

  

https://www.tenantfile.com/application.html
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MISC 

 

MISCELLANEOUS MENU OPTIONS 

 

Under MISC from the Main Menu, you will find a selection of important 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 send an email to your Owners, Tenants or Vendors. 

To send a group email to all of your Tenants, for example, you would click into MISC 

from the Main Menu and choose ΨEasy EmailΩΦ hƴŎŜ ȅƻǳ ŀǊŜ ƛƴ ǘƘŜ Ψ9ŀǎȅ 9ƳŀƛƭΩ ǎŎǊŜŜƴΣ 

click on 'Tenants' under the 'Choose One' option. All of the Tenants with email 

addresses will be highlighted. The email addresses are pulled from the individual 

Tenant Ledger information. Next, you simply type your email at the bottom of the 

window and ŎƭƛŎƪ Ψ{end 9Ƴŀƛƭ ǘƻ ![[ {ŜƭŜŎǘŜŘ bŀƳŜǎ bƻǿΩ. 

 

Since you can input two separate email addresses for your Tenants, Owners and 

Vendors, you 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.  

Lƴ ƻǊŘŜǊ ǘƻ ƪŜŜǇ ŀ ǊŜŎƻǊŘ ƻŦ ǘƘŜ ŜƳŀƛƭǎ ǎŜƴǘΣ ȅƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ŎƭƛŎƪ ǘƘŜ Ψ{ŜƴŘ .// ǘƻ 

ƳŜΩΦ ! ŎƻǇȅ ƻŦ ǘƘŜ ŜƳŀƛƭ ǿƛƭƭ ōŜ ǎŜƴǘ ǘƻ your email address that you have entered 

ǳƴŘŜǊ {9¢¢LbD{ Ҕ Ψ/ƻƳǇŀƴȅ LƴŦƻǊƳŀǘƛƻƴΩΦ  

¸ƻǳ Ŏŀƴ ŀƭǎƻ ǎŜƴŘ ǳǇ ǘƻ ǘǿƻ ǎŜǇŀǊŀǘŜ 9Ƴŀƛƭ ŀǘǘŀŎƘƳŜƴǘǎ ǘƘǊƻǳƎƘ ǘƘŜ Ψ9ŀǎȅ 9ƳŀƛƭΩ 

ƻǇǘƛƻƴΦ  {ƛƳǇƭȅ ŎƭƛŎƪ ƻƴǘƻ ǘƘŜ Ψ!ǘǘŀŎƘƳŜƴǘ мΩ ōǳǘǘƻƴ ŀƴŘ ǎŜŀǊŎƘ ȅƻǳǊ ŎƻƳǇǳǘŜǊ ŦƻǊ 

the document that you would like to attach. 

If you choose, you can save the email text for later use. That way, you can store 

emails such as routine reminders for your Tenants, Owners or Vendors. It 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 feature can be found under ǘƘŜ ΨMƛǎŎŜƭƭŀƴŜƻǳǎΩ ŘǊƻǇ-down from the Main Menu 

(see top of the screen). The Ψ9Ƴŀƛƭ [ƛǎǘΩ Ŏŀƴ ōŜ used to create email 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 the 'Easy Email' feature. ΨEasy 

EmailΩ can be found at MISC from the Main Menu.  

 
¢ƘŜ Ψ9Ƴŀƛƭ [ƛǎǘΩ feature will allow you to compile a list of email addresses from your 

Tenant File information. Email Addresses can be entered in various places throughout 

the program including directly in each Owner, Property, Unit and Tenant Ledger in 
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addition to the Vendor file. To enter email addresses in the Ledgers, click on the 

Ψ9ƳŀƛƭΩ ōǳǘǘƻƴ ǿƘŜƴ ƭƻƻƪƛƴƎ ŀǘ ǘƘŜ hǿƴŜǊΣ tǊƻǇŜǊǘȅΣ Unit, Tenant or Vendor 

information.  You can also enter addresses in the 'Easy Email' selection.  

In addition to the above email address areas, you can 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 

email within your computer for mass mailings. There 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.com. Properties and Units do not have phone numbers. 

²ƘŜƴ ȅƻǳ ŜƴǘŜǊ ŀƴ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴǘƻ ǘƘŜ ΨbƻǘŜǎΩ ŀǊŜŀΣ ȅƻǳ Ƴǳǎǘ ǳǎŜ ŀ ǎǇŜŎƛŦƛŎ 

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, but you should use the Ψ9ƳŀƛƭΩ ōǳǘǘƻƴ ƛƴ Ƴƻǎǘ ŎŀǎŜǎΦ  ¢ƘŜ ŦƻǊƳŀǘ ƛǎ ŀǎ 

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, 

Tenants, or 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 

Ω{ŜƴŘϥΦ ¢ƻ ŎƻǇȅΣ ƘƛƎƘƭƛƎƘǘ ŀƴȅ ƻǊ ŀƭƭ ƻŦ ǘƘŜ ƴŀƳŜǎ ƛƴ ǘƘŜ ōƻȄ όōȅ ƘƻƭŘƛƴƎ Řƻǿƴ ȅƻǳǊ ƭŜŦǘ 

mouse button and dragging the mouse over the names) and press Ctrl-C. Next, start 

ȅƻǳǊ ŜƳŀƛƭ ǇǊƻƎǊŀƳ ŀƴŘ ǇŀǎǘŜ ǘƘŜ ƴŀƳŜǎ ƛƴǘƻ ǘƘŜ Ω{ŜƴŘ ¢ƻϥ ŀǊŜŀ ōȅ ǇǊŜǎǎƛƴƎ /ǘǊƭ-V. 

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) 

 

Within each Rental Unit and Property set up in your Tenant File program, you have 

ǘƘŜ ŀōƛƭƛǘȅ ǘƻ ŜƴǘŜǊ ǘƘŜ ΨCŜŀǘǳǊŜǎΩ ƻŦ ǘƘŀǘ ǊŜƴǘŀƭΦ  ¢ƘŜ ΨCŜŀǘǳǊŜǎΩ ǎŜŎǘƛƻƴ ǿƛƭƭ ŀƭƭƻǿ ȅƻǳ 

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 your Tenant File Virtual Server Subscription. Once 

the information is entered for your rentals, as needed, you can create a report that 

searches up to five specific features related to your rental unit by clicking into MISC > 

ΨCŜŀǘǳǊŜ {ŜŀǊŎƘΩΦ  CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ȅƻǳ need to search your rentals to find all 3-

bedroom houses, with 2 baths, a 2 car garage, microwave, and near a specific school - 

the Tenant File can find it for you and print the information. To create your search: 
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Step 1: Pick a Search Choice ς You have five separate search choices that you can 

select. /ƘƻƻǎŜ Ψ{Ŝǘ ǎŜŀǊŎƘ ŎƘƻƛŎŜ ƴǳƳōŜǊ мΩ and select the information to include.  

¸ƻǳ Ŏŀƴ ƘŀǾŜ ǘƘŜ ǇǊƻƎǊŀƳ ǎŜŀǊŎƘ ŦƻǊ Ψ!ƭƭ ¦ƴƛǘǎΩ ƻǊ Ψ±ŀŎŀƴǘ ¦ƴƛǘǎ hƴƭȅΩ ōȅ ǎŜƭŜŎǘƛƴƎ ǘƘŜ 

option. 

Step 2: Select a MAJOR category - The Tenant File allows you to have 4 MAJOR 

feature categories. ¢ƘŜ ŘŜŦŀǳƭǘ ΨaŀƧƻǊ /ŀǘŜƎƻǊƛŜǎΩ ŀǊŜ LƴǘŜǊƛƻǊΣ 9ȄǘŜǊƛƻǊΣ !ǇǇƭƛŀƴŎŜǎ 

and General.  These can be changed on the onset of setting up your program by 

ŎƭƛŎƪƛƴƎ ƻƴ ǘƻ {9¢¢LbD{ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ΨCŜŀǘǳǊŜ 5ŜŦŀǳƭǘǎΩ. Once you have 

ŎƭƛŎƪŜŘ ǘƻ Ψ{Ŝǘ ǎŜŀǊŎƘ ŎƘƻƛŎŜ ƴǳƳōŜǊ мΩΣ ǎelect one of the four major categories for 

this Search Choice. 

Step 3: Select a SUB category ς Once you have selected the MAJOR category, a listing 

ƻŦ ΨSUB CategorƛŜǎΩ ǿƛƭƭ ŘƛǎǇƭŀȅ, which can include up to 15 items. Select from the 

Ψ{¦. /ŀǘŜƎƻǊȅ [ƛǎǘΩ ŦƻǊ ȅƻǳǊ Ψ/ƘƻƛŎŜ ƴǳƳōŜǊ мΩ ǎŜŀǊŎƘΦ 

 Step 4: Select your Keyword to match ς 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, two, three, four, or five.  Another example 

ǿƻǳƭŘ ōŜΣ ŦƻǊ ϥ!ƛǊ /ƻƴŘƛǘƛƻƴƛƴƎϥ ȅƻǳ Ƴŀȅ ƘŀǾŜ ŜƴǘŜǊŜŘ ŀ ōǊŀƴŘ ǎǳŎƘ ŀǎ ΨD9ΩΣ Ψ¢ǊŀƴŜΩΣ 

ƻǊ Ψ²ŜǎǘƛƴƎƘƻǳǎŜΩΣ ƻǊ ȅƻǳ Ƴŀȅ ƘŀǾŜ ǳǎŜŘ ŀ ƎŜƴŜǊƛŎ ŘŜǎŎǊƛǇǘƛƻƴ ǎǳŎƘ ŀǎ ϥ/ŜƴǘǊŀƭ !ƛǊϥ ƻǊ 

'Window Units'. In any case, the keyword that you enter here will find and match 

ŀƴȅǘƘƛƴƎ ȅƻǳ Ƴŀȅ ƘŀǾŜ ŜƴǘŜǊŜŘΦ Lǘ Ŏŀƴ ōŜ ŜƛǘƘŜǊ ǳǇǇŜǊ ƻǊ ƭƻǿŜǊ ŎŀǎŜΣ ƛǘ ŘƻŜǎƴΩǘ 

matter. For example, ȅƻǳ ǿƻǳƭŘ ǘȅǇŜ ǘƘŜ ƴǳƳōŜǊ о ŀǎ ȅƻǳǊ ΨYŜȅǿƻǊŘΩ ǎƻ ǘƘŜ ǊŜǇƻǊǘ 

will include all three-bedroom rentals. 

Once you have ŜƴǘŜǊŜŘ ǘƘŜ ΨYŜȅǿƻǊŘΩΣ ȅƻǳǊ ŦƛǊǎǘ Ψ/ƘƻƛŎŜ м {ŜŀǊŎƘΩ ƛǎ ŎƻƳǇƭŜǘŜΦ  ¸ƻǳ 

ǿƻǳƭŘ ǘƘŜƴ ŎƻƴǘƛƴǳŜ ǘƘŜ ǇǊƻŎŜǎǎ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƻ ΨSearch Choice number 2Ω (and so 

on), ǘƻ ŀŘŘ ŀŘŘƛǘƛƻƴŀƭ ŎǊƛǘŜǊƛŀ ŦƻǊ ȅƻǳǊ ǎŜŀǊŎƘΦ Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ŎƭƛŎƪ ƻƴ Ψ{ŜŀǊŎƘ 

/ƘƻƛŎŜ ƴǳƳōŜǊ нΩ ŀŦǘŜǊ ŎƻƳǇƭŜǘƛƴƎ ȅƻǳǊ ŦƛǊǎǘ ŎƘƻƛŎŜΤ otherwise, you will overwrite 

your previous selections. 

Note: The more consistent you are with your entries, the better the search will work. 

That is why we suggest that you create 'Feature Defaults' as found under SETTINGS 



183 

 

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 window. ²ƘŜƴ ȅƻǳ ƘŀǾŜ ŜƴǘŜǊŜŘ ŀƭƭ ƻŦ ǘƘŜ Ψ/ƘƻƛŎŜǎΩ ǘƘŀǘ ȅƻǳ ǿƻǳƭŘ ƭƛƪŜ ǘƻ ǎŜŜ 

ƻƴ ȅƻǳǊ ǊŜǇƻǊǘΣ ŎƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ŎŀƭƭŜŘ Ψ{Ƙƻǿ wŜǎǳƭǘǎ bƻǿΩ ǘƻ ǾƛŜǿ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴΦ ¢ƻ 

print the reportΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨtǊƛƴǘŜǊ ƛŎƻƴΩ ŀǘ ǘƘŜ ǘƻǇ ƻŦ ǘƘŜ ǎŎǊŜŜƴΦ 

  



184 

 

FEATURE LISTING (MISC > FEATURE LISTING) 

¢ƘŜ ΨCŜŀǘǳǊŜ [ƛǎǘƛƴƎΩ located under MISC from the Main Menu shows you all of the 

features that you have entered in your rentals on one screen. The features 

ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǘƻ ōŜ ŜƴǘŜǊŜŘ ƛƴ ŜŀŎƘ wŜƴǘŀƭ ¦ƴƛǘ ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƻ ΨCŜŀǘǳǊŜǎΩΦ  In this 

section, you can edit the information on one or all rental units without having to 

access each separate ledger. Much of this information will be used to market your 

vacancies. This info is automatically used by the RentalWIZ option for the Tenant File 

to market your vacancies over the Internet and on your web page. RentalWIZ is an 

Add-On feature available at no charge with your Virtual Server Subscription.   

 

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 commonly done for each Rental Unit within your 

program ōȅ ŘƛǎǇƭŀȅƛƴƎ ŀ ¦ƴƛǘ ƻǊ ¢Ŝƴŀƴǘ ŀƴŘ ŎƭƛŎƪƛƴƎ ǘƘŜ ΨCŜŀǘǳǊŜǎΩ button. (When you 

enter any feature it is automatically activated). 

If you want to automatically activate all rental units so that you can quickly enter 

ǘƘŜƛǊ ŦŜŀǘǳǊŜǎΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŎǘƛǾŀǘŜ ![[ ¦ƴƛǘ ŦŜŀǘǳǊŜǎΩ ōǳǘǘƻƴΦ ¢Ƙƛǎ ǿƛƭƭ ǎƘƻǿ ŀƭƭ ǊŜƴǘŀƭ 



185 

 

units and activate them so that you can enter their features on one screen. This 

cannot be undone, so be sure you want to activate all of your rental units before 

proceeding. If you have entered information in your separate ledgers under the 

ΨCŜŀǘǳǊŜǎΩ ǎŜŎǘƛƻƴ, this action will change the information within the rental units. 

BUTTON DESCRIPTIONS: 

Search:  Enter all or part of a rental unit address in the box to the left that you want 

to search for and ŎƭƛŎƪ ǘƘŜ Ψ{ŜŀǊŎƘΩ ōǳǘǘƻƴΦ ¢Ƙƛǎ ǿƛƭƭ ǘŀƪŜ ȅƻǳ ǘƻ ǘƘŜ row of the rental 

unit and the first occurrence of the search term. 

Update Description: This 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 tenant. Once you have entered the 

ƛƴŦƻǊƳŀǘƛƻƴΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ¦ǇŘŀǘŜ 5ŜǎŎǊƛǇǘƛƻƴΩ ōǳǘǘƻƴΦ 

Change ALL entries in the selected column NOW: To change an entire column of 

data, just enter the data that you want in the entry box on the bottom of the screen 

ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨƘŜŀŘŜǊΩ ƻŦ ǘƘŜ ŎƻƭǳƳƴ ǿƘŜǊŜ ȅƻǳ ǿƛǎƘ ǘƻ ƛƴǎŜǊǘ ǘƘŜ ŘŀǘŀΦ ¢ƘŜ 

entire column will highlight. CƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƘŀƴƎŜ ![[ ŜƴǘǊƛŜǎ ƛƴ ǘƘŜ ǎŜƭŜŎǘŜŘ ŎƻƭǳƳƴ 

bh²Ω ōǳǘǘƻƴ ǘƻ ƛƴǎŜǊǘ ǘƘŜ Řŀǘŀ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ ŎƻƭǳƳƴΦ  CƻǊ ŜȄŀƳǇƭŜΣ ƛŦ ŀƭƭ ƻŦ ȅƻǳǊ 

¦ƴƛǘǎ ƘŀǾŜ ǿƻƻŘ ŦƭƻƻǊƛƴƎΣ ǘȅǇŜ ǘƘŜ ǿƻǊŘǎ Ψ²ƻƻŘ CƭƻƻǊƛƴƎΩ ƛƴ ǘƘŜ ōƻȄ ƻƴ ǘƘŜ ōƻǘǘƻƳ 

of the screen, ǎŜƭŜŎǘ ǘƘŜ ŎƻƭǳƳƴ ŎŀƭƭŜŘ ΨCƭƻƻǊƛƴƎΩ όŦǊƻƳ ƻǳǊ ŜȄŀƳǇƭŜύ ŀƴŘ ŎƭƛŎƪ ǘƘŜ 

Ψ/ƘŀƴƎŜ ŀƭƭ 9ƴǘǊƛŜǎ ƛƴ ǘƘŜ {ŜƭŜŎǘŜŘ /ƻƭǳƳƴ bƻǿΩΦ  ¢Ƙƛǎ ǿƛƭƭ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ƛƴǎŜǊǘ ǘƘŜ 

ŘŜǎŎǊƛǇǘƛƻƴ Ψ²ƻƻŘ CƭƻƻǊƛƴƎΩ ƛƴ ŜŀŎƘ ƻŦ ǘƘŜ ¦ƴƛǘǎ ǳƴŘŜǊ ǘƘŜ ŎƻƭǳƳƴ ǘƛǘƭŜŘ ΨCƭƻƻǊƛƴƎΩΦ 

This option should be used if you are managing an Apartment Complex that consists 

of apartments with similar features. 

Activate ALL Unit Features: Normally a rental unit is activated when you go into the 

!ŎǘƛǾƛǘƛŜǎ ǎŎǊŜŜƴ ŀƴŘ ŎƭƛŎƪ ƻƴ ǘƘŜ ΨCŜŀǘǳǊŜǎΩ ōǳǘǘƻƴ ǘƻ ŀŘŘ ŦŜŀǘǳǊŜǎ ŦƻǊ ǘƘŀǘ ǊŜƴǘŀƭ ǳƴƛǘΦ 

The purpose is 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 

ǎȅǎǘŜƳ ŀǘ ƻƴŎŜΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ!ŎǘƛǾŀǘŜ ![[ ¦ƴƛǘ CŜŀǘǳǊŜǎΩ ōǳǘǘƻƴΦ ¢Ƙŀǘ ǿƛƭƭ ŜƴŀōƭŜ ȅƻǳ 

to work with all 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 Columns: The 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 available. 

¢ƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ǘƘŀǘ ȅƻǳ ŜƴǘŜǊ ƛƴ ǘƘƛǎ ΨCŜŀǘǳǊŜǎΩ ǎŜŎǘƛƻƴ Ŏŀƴ ōŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ 

uploaded (for all vacant Units) to your own personal website with the RentalWIZ 

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 at https://www.tenantfile.com/rentalwiz-service.html for 

more information. 

  

https://www.tenantfile.com/rentalwiz-service.html
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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 File by clicking into MISC from the Main Menu or you can schedule the rent 

ƛƴŎǊŜŀǎŜǎ όǎŜŜ ƴŜȄǘ ǎŜŎǘƛƻƴ ǳƴŘŜǊ aL{/ Ҕ Ψ{ŎƘŜŘǳƭŜŘ LƴŎǊŜŀǎŜǎΩύ ŦƻǊ ŀ ŦǳǘǳǊŜ ŘŀǘŜ. In 

this section, you simply choose 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 specify Tenant. 

 

Note:  If you need to increase one or more of the rental amounts for your tenants, 

you can choose to simply edit the 'Rent Payment' field in each Tenant Information 

area. 
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SCHEDULED INCREASES (MISC > SCHEDULED 

INCREASES) 

To schedule rent increases for your Tenants for future dates, click into MISC from the 

aŀƛƴ aŜƴǳ ŀƴŘ ǎŜƭŜŎǘ Ψ{ŎƘŜŘǳƭŜŘ wŜƴǘ LƴŎǊŜŀǎŜǎΩΦ ¢ƘŜǎŜ ƛƴŎǊŜŀǎŜǎ ŀǊŜ ǇǊƻŎŜǎǎŜŘ 

automatically in accordance with the entered date, but you will be notified with a 

pop-up screen when the increases take effect.  

 

 

¢ƻ ŜƴǘŜǊ ŀ Ψ{ŎƘŜŘǳƭŜŘ wŜƴǘ LƴŎǊŜŀǎŜΩ ŦƻǊ ŀ ǇŀǊǘƛŎǳƭŀǊ ¢ŜƴŀƴǘΣ click into MISC > 

Ψ{ŎƘŜŘǳƭŜŘ wŜƴǘ LƴŎǊŜŀǎŜǎΩ ŀƴŘ select the Tenant Name from the drop-down list.  

Enter the amount of the new rent amount or enter the dollar amount that you will 

ƴŜŜŘ ǘƻ ƛƴŎǊŜŀǎŜ ǘƘŜ ΨwŜƴǘ tŀȅƳŜƴǘΩ ǘƻΦ  ¢ƻ ŜƴǘŜǊ ŀ percentage ƻŦ ǘƘŜ ŎǳǊǊŜƴǘ ΨwŜƴǘ 

tŀȅƳŜƴǘΩ, enter the whole amount of the percentage in the correct field (for example 

10 for 10% of the current rent amount) and then click the box below the line called 

ΨLƴŎǊŜŀǎŜ ōȅ ǇŜǊŎŜƴǘŀƎŜΩΦ  5ƻ ƴƻǘ ŜƴǘŜǊ ŀ ΨǇŜǊŎŜƴǘ ǎƛƎƴΩ ƛƴ ǘƘŜ ŦƛŜƭŘΦ  9ƴǘŜǊ ǘƘŜ ŘŀǘŜ 

ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƘŜ ƛƴŎǊŜŀǎŜ ǘƻ ōŜ ǎŎƘŜŘǳƭŜŘ ŦƻǊ όŦǳǘǳǊŜ ŘŀǘŜύΦ  /ƭƛŎƪ ǘƘŜ Ψ/ǊŜŀǘŜ ŀ bŜǿ 

LƴŎǊŜŀǎŜΩ ōǳǘǘƻƴΦ  ¸ƻǳ Ŏŀƴ ŜƴǘŜǊ ŀǎ Ƴŀƴȅ ƛƴŎǊŜŀǎŜǎ ŦƻǊ ȅƻǳǊ ǘŜƴŀƴǘǎ ŦƻǊ ŦǳǘǳǊŜ ŘŀǘŜǎ 

as you need.  You can even create multiple increases for the same rental unit.  
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If you need to update ŀ ǇǊŜǾƛƻǳǎƭȅ ŜƴǘŜǊŜŘ Ψ{ŎƘŜŘǳƭŜŘ wŜƴǘ LƴŎǊŜŀǎŜΩΣ ŎƭƛŎƪ ǘƘŜ ŘǊƻǇ-

down list to locate and select the Tenant, edit the amount and/or date and then click 

Ψ¦ǇŘŀǘŜ ǘƘƛǎ LƴŎǊŜŀǎŜΩΦ  ¢ƻ delete ŀ ǇǊŜǾƛƻǳǎƭȅ Ψ{ŎƘŜŘǳƭŜŘ wŜƴǘ LƴŎǊŜŀǎŜΩΣ ǎŜƭŜŎǘ ǘƘŜ 

Tenant from the drop-Řƻǿƴ ƭƛǎǘ ŀƴŘ ŎƭƛŎƪ ǘƘŜ Ψ5ŜƭŜǘŜ ǘƘƛǎ LƴŎǊŜŀǎŜΩ ōǳǘǘƻƴΦ  ¢Ƙƛǎ ŀŎǘƛƻƴ 

of deleting the increase is not reversible. 

Remember: The increases will take place on the date that you enter ƛƴ ǘƘŜ Ψ5ŀǘŜΩ ŦƛŜƭŘ 

(once you access your Tenant File program on or after the date).  The program will 

ǇƻǇ ǳǇ ŀ ΨbƻǘƛŎŜ ƻŦ LƴŎǊŜŀǎŜΩ ƛƴŦƻǊƳŀǘƛƻƴ ǎŎǊŜŜƴΣ ǿƘƛŎƘ Ŏŀƴ ōŜ ǇǊƛƴǘŜŘΦ  LŦ ȅƻǳ ƴŜŜŘ ǘƻ 

ƳƻŘƛŦȅ ŀ ǇǊŜǾƛƻǳǎƭȅ Ψ{ŎƘŜŘǳƭŜŘ LƴŎǊŜŀǎŜΩ ǎƘƻǿƛƴƎ ƻƴ ǘƘŜ ƭƛǎǘΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŀŎŎŜǎǎ 

the Tenant Ledger and make the changes. You cannot edit the list once 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 percentage of the current balance 

(which we do not recommend), you will need to check the postings when the 

increases are processed to be sure they are correct. 

  



190 

 

TRANSACTION FINDER (MISC > TRANSACTION 

FINDER) 

¢ƘŜ Ψ¢ǊŀƴǎŀŎǘƛƻƴ CƛƴŘŜǊΩ ǿƘƛŎƘ ƛǎ ƭƻŎŀǘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ƛƴǘƻ aL{/ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ 

and then ΨTǊŀƴǎŀŎǘƛƻƴ CƛƴŘŜǊΩ, is a great tool to use when you need to search 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, the amount, or 

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 backup first. Once you choose to 

delete a listing of transactions, the action is not reversible. If you need to delete a 

large number of transactions made in error, we highly suggest that you first make a 

backup of your database file by clicking into the BACKUPS button from the Main 

aŜƴǳ ŀƴŘ ǘƘŜƴ Ψ.ŀŎƪǳǇǎΩΦ   

bƻǘŜΥ  ²ƘŜƴ ǎŜŀǊŎƘƛƴƎ ōȅ Ψ!ŎŎƻǳƴǘΩΣ ȅƻǳ a¦{¢ ǘȅǇŜ ƛƴ ǘƘŜ ŜȄŀŎǘ ƴŀƳŜ ƻŦ ǘƘŜ ŀŎŎƻǳƴǘ 

(case sensitive).  For example, if you are searching for all transactions posted using 

ǘƘŜ 9ȄǇŜƴǎŜ !ŎŎƻǳƴǘ ŎŀƭƭŜŘ ΨaƻǊǘƎŀƎŜ tƳǘΩΣ ȅƻǳ ǿƻǳƭŘ ŎƭƛŎƪ ƛƴǘƻ ǘƘŜ Ψ{ŜŀǊŎƘ ¢ŜȄǘΩ 

field and type the words Mortgage PmtΣ ǘƘŜƴ ŎƭƛŎƪ ƻƴǘƻ Ψ!ŎŎƻǳƴǘΩ ǳƴŘŜǊ ǘƘŜ ƘŜŀŘƛƴƎ 

Ψ{ŜƭŜŎǘ ǘƘŜ LǘŜƳ ōŜƭƻǿ ǘƻ ǎǘŀǊǘ ǎŜŀǊŎƘΩΦ  ¢Ƙƛǎ ǿƛƭƭ ōǊƛƴƎ ǳǇ ŀƭƭ ǘǊŀƴǎŀŎǘƛƻƴǎ ǇƻǎǘŜŘ ǘƻ 

that particular account.  If you misspell the name or enter an extra space in the name 

(for example), the program will not locate the transactions ς it must be exact.  

Once the listing is shown on the screen, yƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ Ψ{ŜƭŜŎǘ !ƭƭΩ transactions 

(they will be highlighted) and then Ψ5ŜƭŜǘŜ ŀƭƭ {ŜƭŜŎǘŜŘ ¢ǊŀƴǎŀŎǘƛƻƴǎΩ.  If you want to 

delete a select number of transactions, you can individually select the rows by 

ǇǊŜǎǎƛƴƎ ǘƘŜ Ψ/ǘǊƭ YŜȅΩ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘ ǿƘƛƭŜ ŎƭƛŎƪƛƴƎ ƛƴǘƻ ǘƘŜ Ψ{9[9/¢hwΩ ǊƻǿΦ  hƴŎŜ 

ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴǎ ŀǊŜ ƘƛƎƘƭƛƎƘǘŜŘ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ŘŜƭŜǘŜΣ Ƙƛǘ ǘƘŜ Ψ5ŜƭŜǘŜΩ ƪŜȅ ƻƴ ȅƻǳǊ 

keyboard.  Be very careful when deleting transactions because this procedure is non-

reversible. 

If you need to delete transactions that are related to printed checks or posted 

deposits, you should ALWAYS delete those transactions by clicking onto 

CHECKS/DEPOSIT from the Main Menu rather than deleting from this menu so that 

your ledgers and register will remain in balance.  
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SCHEDULER (MISC > SCHEDULER) 

The Tenant File Scheduler, found under MISC > Ψ{ŎƘŜŘǳƭŜǊΩΣ allows you to quickly 

enter and display important dates, such as repair dates, open houses, or booking 

dates for a reservation system. ¢ƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ Ψ{ŎƘŜŘǳƭŜǊΩ ǿƛƭƭ ōŜ 

included in your wŜƳƛƴŘŜǊǎ ŀǎ ŀ Ψ¢ƻ 5ƻΩ ŀǎ ǎŜŜƴ ōȅ ŎƭƛŎƪƛƴƎ w9aLb59w{ ŦǊƻƳ ǘƘŜ aŀƛƴ 

Menu. 

 

HOW TO ADD A NEW ENTRY IN THE SCHEDULER 

hƴŎŜ ȅƻǳ ŎƭƛŎƪ ƛƴǘƻ Ψ{ŎƘŜŘǳƭŜǊΩΣ choose the Rental Unit Address from the drop-down 

list that you want to schedule a date or a range of dates for. 
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Choose one or more days on the calendar. You can choose a range of dates by holding 

down your left mouse button and dragging through the dates on the calendar. 

²ƘŜƴ ǘƘŜ ŎƻǊǊŜŎǘ ŘŀǘŜǎ ŀǊŜ ƘƛƎƘƭƛƎƘǘŜŘΣ ŎƭƛŎƪ ǘƘŜ ΨLƴǎŜǊǘ 5ŀǘŜ wŀƴƎŜΩ ōǳǘǘƻƴΦ ¢Ƙƛǎ ǿƛƭƭ 

enter the dates in the information on the left side of the window. 

Enter ŀ ΨaŜƳƻΩ ǘƻ ŘŜǎŎǊƛōŜ ǘƘŜ ǎŎƘŜŘǳƭŜŘ ŜǾŜƴǘΦ  !ŘŘ ŀŘŘƛǘƛƻƴŀƭ information in the 

Ψ9ȄǘǊŀ CƛŜƭŘǎΩ ǎŜŎǘƛƻƴ όƴƻǘ ǊŜǉǳƛǊŜŘύ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƘŜ Ψ/ǊŜŀǘŜ ŀ b9² 9ƴǘǊȅΩ ōǳǘǘƻƴ ǘƻ 

save the entry. ¢ƘƻǎŜ ŘŀǘŜǎ ǿƛƭƭ ōŜ ΨƘƛƎƘƭƛƎƘǘŜŘΩ ƻƴ ǘƘŜ ŎŀƭŜƴŘŀǊ ŦƻǊ ŦǳǘǳǊŜ ǾƛŜǿƛƴƎ 

ǿƘŜƴ ȅƻǳ ŎƭƛŎƪ ƛƴǘƻ Ψ{ŎƘŜŘǳƭŜǊΩ ŀƴŘ ǎŜƭŜŎǘ ǘƘŜ ŎƻǊǊŜŎǘ ǊŜƴŀƭ ǳƴƛǘΦ 

 

HOW TO VIEW OR EDIT AN ENTRY IN THE 

SCHEDULER 

To view or edit a previously recorded entryΣ ŎƭƛŎƪ ƛƴǘƻ aL{/ Ҕ Ψ{ŎƘŜŘǳƭŜǊΩ from the 

Main Menu and choose the Rental Unit Address that you want to view. 

Scroll to the correct month and click on to one of the highlighted dates on the 

calendar or any date within a date range to view the Entry. 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 17th thru October 19th, click on any day within that range to view the 

information.  If you have a second Entry for the same Unit that is within the same 

date range, click a second time to see the second Entry. 

Make any necessary changes to the screen to the Memo, Dates and/or Extra Fields as 

needed.  If you need to edit any of the dates, click into the Ψ9ƴǘǊȅΩΣ Ψ!ŎǘƛƻƴΩΣ Ψ{ǘŀǊǘƛƴƎΩ 

ƻǊ Ψ9ƴŘƛƴƎΩ 5ate fields and type in the correct date (do not insert the date from the 

calendar). 

/ƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴ ǘƻ Ψ¦ǇŘŀǘŜ ǘƘŜ 9ƴǘǊȅ 5ƛǎǇƭŀȅŜŘΩΦ 

HOW TO DELETE AN ENTRY IN THE SCHEDULER 

Once you click into MISC > Ψ{ŎƘŜŘǳƭŜǊΩΣ ŎƘƻƻǎŜ ǘƘŜ wŜƴǘŀƭ ¦ƴƛǘ !ŘŘǊŜǎǎ ǘƘŀǘ ȅƻǳ ǿŀƴǘ 

to view a previously recorded Entry. 
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Scroll to the correct month on the calendar and click 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 

second Entry, etc.  For example, if you have an Entry scheduled for October 17th thru 

October 19th, click on the 17th (or any day in the range) to 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 second Entry. 

Once you have the correct entry on your screen, cƭƛŎƪ ƻƴ ǘƘŜ ōǳǘǘƻƴ ǘƻ Ψ5ŜƭŜǘŜ ǘƘŜ 

9ƴǘǊȅ 5ƛǎǇƭŀȅŜŘΩΦ 

BELOW IS A DETAILED DESCRIPTION OF THE FIELDS: 

Rental Unit Address: The rental unit that you would select from the drop-down list to 

ŎǊŜŀǘŜΣ ŜŘƛǘ ƻǊ ŘŜƭŜǘŜ ŀ ΨwŜƳƛƴŘŜǊΩ ŜƴǘǊȅ ŦƻǊΦ 

Entry Date: The date you entered this schedule. Since each schedule is part of the 

ΨReminder SystemΩ, you can view by the Ψ9ntry DateΩ ƻƴŎŜ ȅƻǳ ŎƭƛŎƪ ƛƴǘƻ w9aLb59w{ 

from the Main Menu. 

Action Date: The date that you enter when the ΨŀŎǘƛƻƴΩ ƛǎ ǘƻ ǘŀƪŜ ǇƭŀŎŜΦ  Lƴ ǘƘŜ 

ΨReminder SystemΩ, you will be able to set when this will start showing up, such as 30, 

40, or 60 days prior to the Ψ!ction DateΩ. For example, if you need to notify a tenant of 

his/her requirement to sign a new lease on the 1st day of February, 2024, you would 

have the entry of 02/01/2024 in this field. 

Memo: This is a free-form field for anything you wish to enter. 

Starting Date: This entry indicates the first day of the scheduled date range. Dates 

within this range will show up in bold text. 

Ending Date: This entry indicates the last day of the scheduled date range.  Dates 

within this range will show up in bold text. 

Extra Fields: These are five fields that you can use to enter any information 

ŎƻƴŎŜǊƴƛƴƎ ǘƘƛǎ Ψ{ŎƘŜŘǳƭŜΩ. We suggest that you consistently use each of the fields for 

the same item if you are using the Ψ{chedulerΩ for booking dates. For example, field 
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one could be the customer name, field two could be the contact phone, field three 

could be the email address, etc. 

Create a NEW Entry: Use this button to save a new Ψ{chedulerΩ entry. 

Update the Entry Displayed: hƴŎŜ ȅƻǳ ƘŀǾŜ ƭƻŎŀǘŜŘ ǘƘŜ ŎƻǊǊŜŎǘ Ψ{ŎƘŜŘǳƭŜǊΩ ŘŀǘŜ ŀƴŘ 

made changes to the entries, use this button to save your changes. 

Delete the Entry Displayed: hƴŎŜ ȅƻǳ ƘŀǾŜ ƭƻŎŀǘŜŘ ǘƘŜ ŎƻǊǊŜŎǘ Ψ{ŎƘŜŘǳƭŜǊΩ ŘŀǘŜΣ ȅƻǳ 

can click this button to delete all information for the selected Ψ{cheduleΩ. 

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, select REMINDERS from 

the Main Menu, click on to activate the Ψ¢ƻ Dƻ wŜƳƛƴŘŜǊΩ list, ǎŜƭŜŎǘ ȅƻǳǊ Ψ{ƻǊǘ ByΩ ƻŦ 

ŜƛǘƘŜǊ Ψ9ƴǘǊȅ 5ŀǘŜΩ ƻǊ Ψ!Ŏǘƛƻƴ 5ŀǘŜΩΣ ŜƴǘŜǊ ǘƘŜ ƴǳƳōŜǊ ƻŦ Řŀȅǎ ΨtǊƛƻǊ ǘƻ !Ŏǘƛƻƴ 5ŀǘŜΩ ƻǊ 

ǎŜƭŜŎǘ ǘƻ Ψ{Ƙƻǿ !ƭƭ wŜƳƛƴŘŜǊǎΩΦ 

¸ƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ŘŜƭŜǘŜ Ψ{ŎƘŜŘǳƭŜŘΩ ŜƴǘǊƛŜǎ ƛƴ ǘƘŜ ΨwŜƳƛƴŘŜǊ {ȅǎǘŜƳΩ ōȅ ƭƻŎŀǘƛƴƎ ǘƘŜ 

correct entry, highlighting the row (by clicking onto the 'record selector' column 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 is non-reversible.   
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MONTHLY CHECKLIST (MISC > MONTHLY 

CHECKLIST) 

 
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. 

¢Ƙƛǎ ƻǇǘƛƻƴ ƛǎ ŦƻǳƴŘ ǳƴŘŜǊ aL{/ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ ŀƴŘ ǘƘŜƴ ΨaƻƴǘƘƭȅ /ƘŜŎƪƭƛǎǘΩΦ 

 As you complete each task during the month, you can put a checkmark in the box in 

ŦǊƻƴǘ ƻŦ ǘƘŜ ŎƻƳǇƭŜǘŜŘ ŀŎǘƛƻƴ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƻ Ψ9·L¢ΩΦ ¢he Tenant File will keep track 

of your progress.  ̧ ƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ŀŎŎŜǎǎ ǘƘƛǎ ΨaƻƴǘƘƭȅ /ƘŜŎƪƭƛǎǘΩ ǘƘǊƻǳƎƘƻǳǘ ǘƘŜ 

ƳƻƴǘƘ ŀƴŘ ΨŎƘŜŎƪ ƻŦŦΩ ŜŀŎƘ ŀŎǘƛƻƴΦ !ǘ ǘƘŜ ŜƴŘ ƻŦ ǘƘŜ ƳƻƴǘƘΣ ȅƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ŎƭƛŎƪ 

ǘƻ Ψ/ƭŜŀǊ !ƭƭ .ƻȄŜǎΩΦ Each suggested action has information on the location of the task 

in the program along with a 'Help Topic'. ¢ƻ ŦƛƴŘ ǘƘŜ ΨIŜƭǇ ¢ƻǇƛŎΩΣ Ǝƻ ǘƻ IŜƭǇ (or click 

ǘƘŜ ΨΚΩ ƻƴ ǘƘŜ ōƻǘǘƻƳ ǊƛƎƘǘ ŎƻǊƴŜǊ ƻŦ ǘƘŜ aŀƛƴ aŜƴǳύ > ΨUser GuideΩΦ ¦se Ctrl-F (or 

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 

hǿƴŜǊǎΣ tǊƻǇŜǊǘƛŜǎ ŀƴŘ ¦ƴƛǘǎ ǘƻ ƳŀƴŀƎŜΣ ŀŎŎŜǎǎ Ψ9ŀǎȅ {ŜǘǳǇΩ ŦǊƻƳ ǘƘŜ aL{/ ƻǇǘƛƻƴ 

on the Main Menu for a quick and easy way to set up the basic information. Once you 

enter the minimum information required ǿƛǘƘƛƴ ǘƘŜ Ψ9ŀǎȅ {ŜǘǳǇΩ ǎŎǊŜŜƴ, you can go 

to each Ledger created and fill in the detailed information by clicking on Owner, 

Property, Unit or Tenant from the Main Menu. 

 

What do you want to create? Simply choose what you are adding here. To create a 

new OǿƴŜǊΣ ǎŜƭŜŎǘ ǘƘŜ ΨbŜǿ h²b9wΩ ƻǇǘƛƻƴ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ 

the right of the box. Click the ōǳǘǘƻƴ ǘƻ Ψ/ǊŜŀǘŜ ƴŜǿ hǿƴŜǊΣ tǊƻǇŜǊǘȅΣ ¦ƴƛǘ ŀƴŘ 

TŜƴŀƴǘ bh²Ω. To see a view of all previously set up Owners, Properties, Units and 

Tenants, click the '(Show all)' selection. 
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¸ƻǳ Ŏŀƴ ŎƻƳǇƭŜǘŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ ƻƴ ǘƘŜ ƴŜǿ hǿƴŜǊΩǎ ŦƛǊǎǘ tǊƻǇŜǊǘȅ ŀƭƻƴƎ ǿƛǘƘ ǘƘŜ 

ŦƛǊǎǘ ¦ƴƛǘ ŀƴŘ ¢Ŝƴŀƴǘ ŀƭƭ ƻƴ ǘƘŜ ǎŀƳŜ ǎŎǊŜŜƴ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ǘƻ Ψ/ǊŜŀǘŜ ƴŜǿ hǿƴŜǊΣ 

tǊƻǇŜǊǘȅΣ ¦ƴƛǘ ŀƴŘ ¢Ŝƴŀƴǘ bh²ΩΦ 

 To set up Properties for your ΨbŜǿ hǿƴŜǊΩ ƻǊ ǇǊŜǾƛƻǳǎƭȅ ŜƴǘŜǊŜŘ hwners, click the 

ǎŜƭŜŎǘƛƻƴ ǳƴŘŜǊ Ψ²Ƙŀǘ Řƻ ȅƻǳ ǿŀƴǘ ǘƻ /ǊŜŀǘŜΚΩ ŎŀƭƭŜŘ ΨbŜǿ twht9w¢¸κ.¦L[5LbD ŦƻǊ 

ŜȄƛǎǘƛƴƎ hǿƴŜǊΩΦ Once you choose ΨbŜǿ twht9w¢¸ΩΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƭƭ hǿƴŜǊǎ ŘƛǎǇƭŀȅŜŘ 

in the box below. Select the correct Owner that you are adding the Property to from 

the tree view of all Owners and enter the required information on the right side of 

the screen for that Property. CƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ǘƻ Ψ/ǊŜŀǘŜ ƴŜǿ hǿƴŜǊΣ Property, Unit 

ŀƴŘ ¢Ŝƴŀƴǘ bh²ΩΦ 

¢ƻ ǎŜǘ ǳǇ ¦ƴƛǘǎ ŦƻǊ ȅƻǳǊ ΨbŜǿ twht9w¢¸κ.¦L[5LbD b!a9Ω ƻǊ ǿƛǘƘƛƴ ǇǊŜǾƛƻǳǎƭȅ 

ŜƴǘŜǊŜŘ tǊƻǇŜǊǘƛŜǎΣ ŎƭƛŎƪ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ǳƴŘŜǊ Ψ²Ƙŀǘ Řƻ ȅƻǳ ǿŀƴǘ ǘƻ /ǊŜŀǘŜΚΩ ŎŀƭƭŜŘ 

ΨbŜǿ ¦bL¢κ¢9b!b¢ ŦƻǊ ŜȄƛǎǘƛƴƎ tǊƻǇŜǊǘȅκ.ǳƛƭŘƛƴƎΩΦ Once you choose ΨbŜǿ ¦bL¢ΩΣ ȅƻǳ 

will see the tree view of all Owners ŀƴŘ tǊƻǇŜǊǘƛŜǎΦ  {ŜƭŜŎǘ ǘƘŜ ŎƻǊǊŜŎǘ ΨtǊƻǇŜǊǘȅΩ ǘƘŀǘ 

you are adding the Unit to and enter the required information on the right side of the 

screen for that Unit. If you have available the information on the Tenant that will be 

in the reƴǘŀƭ ǳƴƛǘΣ ȅƻǳ Ŏŀƴ ŜƴǘŜǊ ǘƘŜ Ψ¢Ŝƴŀƴǘ CƛǊǎǘ bŀƳŜΩΣ Ψ¢Ŝƴŀƴǘ [ŀǎǘ bŀƳŜ ƻǊ 

/ƻƳǇŀƴȅΩΣ ΨwŜƴǘ tŀȅƳŜƴǘΩ ŀƴŘ Ψ5ǳŜ 5ŀǘŜΩΦ  CƭƛŎƪ ǘƘŜ ōǳǘǘƻƴ ǘƻ Ψ/ǊŜŀǘŜ ƴŜǿ hǿƴŜǊΣ 

tǊƻǇŜǊǘȅΣ ¦ƴƛǘ ŀƴŘ ¢Ŝƴŀƴǘ bh²ΩΦ 

ThŜ Ψ9ŀǎȅ {ŜǘǳǇΩ option is helpful if you manage a Property that is an Apartment 

complex that includes multiple apartmentsΦ  hƴŎŜ ȅƻǳ ƘŀǾŜ ŜƴǘŜǊŜŘ ǘƘŜ ŦƛǊǎǘ ΨwŜƴǘŀƭ 

¦ƴƛǘ !ŘŘǊŜǎǎΩ ŦƛŜƭŘΣ ȅƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ǳǎŜ ǘƘŜ ŎƻǇȅ ŦŜŀǘǳǊŜǎ ǿƛǘƘƛƴ ²ƛƴŘƻǿǎ ǘƻ 

highlight the address and then clicking on Ctrl-C (or Control-C) to copy the address. 

Complete the Unit information, click to add a second Unit to the same Property and 

press Ctrl-C (or Control-C) to paste the Rental Unit address into the second Unit. 

Once you have completed adding new Owners, Properties, Units and Tenants, you 

would need to go to the Main Menu and click on one of the Owner, Property, Unit, or 

Tenant buttons to see your entry and to complete the detailed information. 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 File Year End Closing 
Instructions for Virtual Server Users 

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 30-MINUTE 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 THERE ARE 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 easy access. 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.  

http://www.tenantfile.com/store/p35/Tenant_File_Phone_Support_-_up_to_30_minutes_.html
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It's a good idea to keep a copy of your 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 óPrevious Yearô backup:  

 
1. Log in to your TFVS using the Username and Password provided. 

2. Dƻ ǘƻ Ψ.ŀŎƪǳǇǎΩ ƛƴ ǘƘŜ ¢Ŝƴŀƴǘ CƛƭŜΦ 

3. Select all of the database files (*.MDB) on the left. 

4. /ƭƛŎƪ ǘƘŜ Ψ{ǘŀǊǘ /ƻǇȅκwŜǎǘƻǊŜ bh²Ω ōǳǘǘƻƴΦ This action will 

automatically save the files selected to your download folder. 

5. ¦ƴŘŜǊ Ψ/ƻǇȅ ²Ƙŀǘ ¢ȅǇŜ ƻŦ CƛƭŜǎΩΣ ŎƘŀƴƎŜ ƛǘ ǘƻ 5ŀǘŀ CƛƭŜǎ όŘŀǘύΦ 

6. Select all of the data files (*.DAT) on the left. 

7. /ƭƛŎƪ ǘƘŜ Ψ{ǘŀǊǘ /ƻǇȅκwŜǎǘƻǊŜ bh²Ω ōǳǘǘƻƴΦ This action will 
automatically save the files selected to your download folder. 
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Note: At this point, you have saved your Tenant File files to your 

ŎƻƳǇǳǘŜǊΩǎ 5h²b[h!5 ŦƻƭŘŜǊΦ CǊƻƳ ǘƘŜǊŜΣ ȅƻǳ Ŏŀƴ ŎƻǇȅ ŀƭƭ ƻŦ ǘƘŜ ŦƛƭŜǎ 

to a removable medium. If you have a Tenant File Version 9 folder from 

previous years, you can COPY that folder and rename it to identify the 

ōŀŎƪǳǇ ŦƛƭŜǎΣ ǎǳŎƘ ŀǎ Ψ¢CнлноΩ ƻǊ Ψ¢Cнлнм ς ¢CнлноΩΦ ²Ƙŀǘ ȅƻǳ ƴŀƳŜ ƛǘ ƛǎ 

up to you. Then, copy ALL of the DOWNLOAD files into that folder, 

overwriting the old data. LŦ ȅƻǳ ǿŀƴǘ ǘƻ ǎŀǾŜ ŀƭƭ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ ŦƛƭŜǎΣ ȅƻǳ 

would need to create 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 a 30-minute 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). 

https://www.tenantfile.com/store/p35/Tenant_File_Phone_Support_%2F_Remote_Connection_-_up_to_30_minutes_.html
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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, you can ŎƻƳǇƭŜǘŜ ǘƘŜ Ψ¸ŜŀǊ 9ƴŘ 
/ƭƻǎƛƴƎΩ ǇǊƻŎŜŘǳǊŜ ŦƻǊ ȅƻǳǊ ¢Ŝƴŀƴǘ CƛƭŜǎΦ ¢Ƙƛǎ Ψ¸ŜŀǊ 9ƴŘ /ƭƻǎƛƴƎΩ ǇǊƻŎŜŘǳǊŜ 
is designed to purge all transactions within the given date range, 
therefore you must make backups and print reports for the year prior to 
ǇŜǊŦƻǊƳƛƴƎ ŀƴȅ Ψ¸ŜŀǊ 9ƴŘ /ƭƻǎƛƴƎΩ ǇǊƻŎŜŘǳǊŜǎ.  
 
¢ƘŜ Ψ¸ŜŀǊ 9ƴŘ /ƭƻǎƛƴƎΩ ǇǊƻŎŜŘǳǊŜΣ ŦƻǳƴŘ ǳƴŘŜǊ aL{/ Ҕ Ψ¸ŜŀǊ 9ƴŘ /ƭƻǎƛƴƎΩΣ 
will clear all of the transactions in each ledger within the given date range. 
If you choose, the ending balance that is in each ledger (prior to close-out) 
ǿƛƭƭ ōŜ ŎŀǊǊƛŜŘ ŦƻǊǿŀǊŘ ƛƴǘƻ ǘƘŜ Ψ{ǘŀǊǘƛƴƎ .ŀƭŀƴŎŜΩ ŦƛŜƭŘ ŦƻǊ ǘƘŜ ΨƴŜǿ ȅŜŀǊΩ 
into each separate ledger. The Tenant File is not tied to a calendar year, so 
you can close out your files at any time by entering your own specific 
Ψ{ǘŀǊǘƛƴƎΩ ŀƴŘ Ψ9ƴŘƛƴƎΩ ŎƭƻǎŜ ƻǳǘ ŘŀǘŜǎΦ Remember, this action is 
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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TƘŜ Řŀǘŀ ŜƴǘŜǊŜŘ ƛƴ ǘƘŜ Ψ{ǘŀǊǘƛƴƎ ŀƴŘ 9ƴŘƛƴƎ /ƭƻǎŜ-ƻǳǘ 5ŀǘŜǎΩ ǿƛƭƭ 
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 
ǇƭŀŎŜ ŀ ŎƘŜŎƪƳŀǊƪ ƛƴ ǘƘŜ Ψ/ŀǊǊȅ ŦƻǊǿŀǊŘΩ options box for the separate 
ƭŜŘƎŜǊ ǘȅǇŜǎΣ ǘƘŜ ǊŀƴƎŜ ǘƻǘŀƭ ǿƛƭƭ ōŜ ǇƭŀŎŜŘ ƛƴǘƻ ǘƘŜ ŎƻǊǊŜǎǇƻƴŘƛƴƎ Ψ{ǘŀǊǘƛƴƎ 
.ŀƭŀƴŎŜΩ ŦƻǊ ǘƘŜ new year in those ledgers. 
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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 those amounts. 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 of the new year and have 
ƴƻǘ ȅŜǘ ŎƻƳǇƭŜǘŜŘ ǘƘŜ Ψ¸ŜŀǊ 9ƴŘ /ƭƻǎƛƴƎΩ ǇǊƻŎŜŘǳǊŜΣ ȅƻǳ Ŏŀƴ ǎŜǘ ǘƘŜ 
Starting and Ending Close-out 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 carried forward 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 2023, you need to make sure that you do not have 
transactions in your program prior to 2023. Those transactions should have 
ōŜŜƴ ǇǳǊƎŜŘ ƛƴ ǘƘŜ ǇǊŜǾƛƻǳǎ ȅŜŀǊΩǎ Ψ/ƭƻǎŜ-ƻǳǘΩΦ ¸ƻǳ Ŏŀƴ ŎƘƻƻǎŜ ǘƻ ǇǊƛƴǘ ŀ 
Ψ¢Ǌǳǎǘ wŜǇƻǊǘΩ ŦƻǳƴŘ ƛƴ ȅƻǳǊ ǇǊƻƎǊŀƳǎ ǳƴŘŜǊ w9thw¢{ ŦǊƻƳ ǘƘŜ Main 
Menu > General Reports > Trust Report. Use the date starting with 
01/01/0100 (enter as 01010100) and ending 12/31/9999 (enter as 
12319999) to see all transactions possible in the Tenant File ledgers. This 
report will indicate if you have any transactions prior to the current year or 
after the end of the current year. 
 
The New Starting Date Bal. Date is your new date of the Starting Balances. 
  
Here are some other guidelines for closing out the year:  
 
hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ǘƘŜ Ψ¸ŜŀǊ 9ƴŘ /ƭƻǎƛƴƎΩ ǇǊƻŎŜŘǳǊŜΣ ƛǘ ƛǎ ǘƛƳŜ ǘƻ 
ŘŜƭŜǘŜ ŀƴȅ ǳƴǳǎŜŘ Ψ!ŎŎƻǳƴǘ /ŀǘŜƎƻǊƛŜǎΩ ƻǊ ŜŘƛǘ ǎŀƛŘ ŎŀǘŜƎƻǊƛŜǎ. If you have 
!b¸ ǘǊŀƴǎŀŎǘƛƻƴǎ ǳǎƛƴƎ ǘƘŜǎŜ ŀŎŎƻǳƴǘǎ ƛƴ ȅƻǳǊ ƭŜŘƎŜǊ ŘƻƴΩǘ ƳŀƪŜ ŀƴȅ 
changes to your accounts.  Editing or deleting an Income or Expense 
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account that is currently being used in your program will greatly affect 
your data. 
 
¢ƘŜ Ψ¸ŜŀǊ 9ƴŘ /ƭƻǎƛƴƎΩ ǇǊƻŎŜŘǳǊŜ ǇǳǊƎŜǎ ȅƻǳǊ ǘǊŀƴǎŀŎǘƛƻƴǎ ōŜǘǿŜŜƴ ǘƘŜ 
two given dates but does not affect your Bank RegisterΦ ²Ŝ ŘƻƴΩǘ 
recommend deleting these, since any changes could affect your bank 
balances. 
 
wŜǇƻǊǘǎ ȅƻǳ ƴŜŜŘ ǘƻ ǊǳƴΧ  
 
The most helpful reports that relate directly to Year End Closing are the 
Ledger Balances, Listings, Owner Statements (detailed), Income/Expense 
Reports, Profit and Loss Reports and the Account Reports.  
 
5ŜƭŜǘƛƴƎ ¦ƴǳǎŜŘ hǿƴŜǊΣ tǊƻǇŜǊǘƛŜǎΣ ¦ƴƛǘǎΣ ŀƴŘ ¢ŜƴŀƴǘǎΧ  
 
hƴŎŜ ȅƻǳ ƘŀǾŜ ŎƻƳǇƭŜǘŜŘ ȅƻǳǊ ōŀŎƪǳǇǎΣ ǊŜǇƻǊǘƛƴƎ ŀƴŘ Ψ¸ŜŀǊ 9ƴŘ /ƭƻǎƛƴƎΩΣ 
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 
ƳŀƴŀƎŜ ǎƘƻǳƭŘ ƘŀǾŜ ōŜŜƴ ǘǊŀƴǎŦŜǊǊŜŘ ǘƻ ǘƘŜ ΨLƴŀŎǘƛǾŜ 5ŀǘŀōŀǎŜΩ ǇǊƛƻǊ ǘƻ 
year-end. You would not want to delete your Owners, Properties and Units 
until after you close out. If you delete ledgers prior to close-out, your 
Ψ{ǘŀǊǘƛƴƎ .ŀƭŀƴŎŜǎΩ ǿƛƭƭ ōŜ ƛƴŎƻǊǊŜŎǘΦ Lǘ ƛǎ ƛƳǇƻǊǘŀƴǘ ǘƘŀǘ ȅƻǳ ŀƭǎƻ Ǌǳƴ ŀƭƭ ƻŦ 
the appropriate information reports, financial reports, and statements that 
you need for the Owners along with completing your 1099MISC forms 
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 ledgers and post that amount in the 
hǿƴŜǊΩǎ ƭŜŘƎŜǊΣ ǘƻ ǇǊŜǾŜƴǘ ȅƻǳǊ ǘƻǘŀƭǎ ŦǊƻƳ ōŜƛƴƎ ƻǳǘ ƻŦ ōŀƭŀƴŎŜΦ ²Ŝ 
ǎǳƎƎŜǎǘ ǘƘŀǘ ȅƻǳ ƛƴŎƭǳŘŜ ŀ ǊŜƳŀǊƪ ǿƛǘƘ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴ ǎǳŎƘ ŀǎ Ψ.ŀƭŀƴŎŜ 
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ŦǊƻƳ ŘŜƭŜǘŜŘ ¦ƴƛǘ ·¸½ΩΦ   
 
5ŀǘŀōŀǎŜ aŀƛƴǘŜƴŀƴŎŜΧ  
 
Any time you make a lot of changes in your Tenant File database, as in the 
Ψ¸ŜŀǊ 9ƴŘ /ƭƻǎƛƴƎΩΣ ȅƻǳ ǎƘƻǳƭŘ ŎƻƳǇŀŎǘ ǘƘŜ ŘŀǘŀōŀǎŜ ǘƻ ϥǊŜŎƭŀƛƳϥ ƭƻǎǘ ǎǇŀŎŜ 
and speed up the program. Refer to 'Database Maintenance' in your Help 
file or manual. Click into SETTING{ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳΣ ΨCƛƭŜ hǇŜǊŀǘƛƻƴǎΩ 
ŀƴŘ Ψ5ŀǘŀōŀǎŜ aŀƛƴǘŜƴŀƴŎŜΩ ǘƻ Ǌǳƴ ǘƘŜ /hat!/¢ CL[9{ ŀƴŘ ǘƘŜƴ ǘƘŜ 
REPAIR FILES procedure for both the Active and Inactive Files. Also, you 
should click the button to CHECK FOR LINK PROBLEMS. This will check for 
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 guidelines, you can purchase phone support from 
our website (https://tenantfile.com  ǳƴŘŜǊ Ψ{ǳǇǇƻǊǘΩύΦ 
After ordering, call to set up an appointment. We are busy 
at this time of the year answering questions, so please be 
patient.  Thank you for your continued support of the 
Tenant File.   

 

  

https://tenantfile.com/
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SETTINGS 

 

Under the Main Menu, the SETTINGS button allows users to enter settings for their 

Income/Expense Accounts, Bank Accounts, Company, etc. along with actions to 

properly maintain the Tenant File along with preferences. 

SETTINGS MENU 
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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 add your own, but before you do, you should read all 

ƻŦ ǘƘŜ ŘƻŎǳƳŜƴǘŀǘƛƻƴ ǘƘƻǊƻǳƎƘƭȅ ŀƴŘ ōŜ ŦŀƳƛƭƛŀǊ ǿƛǘƘ ǘƘŜ ¢Ŝƴŀƴǘ CƛƭŜΩǎ ŀŎŎƻǳƴǘƛƴƎ 

section. For the most part, they should already be sufficient to use as they are. 

 To add a new account, go to SETTINGS from the Main aŜƴǳΣ ŎƘƻƻǎŜ Ψ!ŘŘκ9Řƛǘ 

!ŎŎƻǳƴǘǎΩΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ƭŀǎǘ ōƭŀƴƪ ƭƛƴŜ όǿƛǘƘ ǘƘŜ ŀǎǘŜǊƛǎƪύ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ŀŎŎƻǳƴǘ 

information. Click down to the next line to save your entry. If you are changing an 

LƴŎƻƳŜ ƻǊ ŀƴ 9ȄǇŜƴǎŜ ŀŎŎƻǳƴǘΣ ȅƻǳ Ƴŀȅ ƴŜŜŘ ǘƻ ŎƭƛŎƪ ƻƴ ŜƛǘƘŜǊ Ψ{Ƙƻǿ LƴŎƻƳŜΩ ƻǊ 

Ψ{Ƙƻǿ 9ȄǇŜƴǎŜǎΩ ŀǘ ǘƘŜ ōƻǘǘƻƳ to view your accounts. 
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For each account you will have an Account Name (15 characters, which will show up 

ƛƴ ŀƭƭ ǘǊŀƴǎŀŎǘƛƻƴ ǊŜǇƻǊǘǎύΣ ŀ ƭŜƴƎǘƘȅ !ŎŎƻǳƴǘ 5ŜǎŎǊƛǇǘƛƻƴΣ Ψtƻǎǘ ¢ƻΩ ƛƴŦƻǊƳŀǘƛƻƴ όǎŜŜ 

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 

transaction ledgers 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 you have used an account previously in the ledgers, you should not change the 

account. You should never delete an Income or Expense Account you have used 

previously in postings.  This will cause errors in your ledgers, your Check and Deposit 

detail and reports.  

bƻǘŜΥ LŦ ȅƻǳ ŜŘƛǘ ǘƘŜ Ψtƻǎǘ ¢ƻΩ {ǘŀǘǳǎΣ the change will not be reflected in previously 

posted transactions - ƻƴƭȅ Ψ!ŎŎƻǳƴǘ bŀƳŜΩ ŎƘŀƴƎŜǎ ŀǊŜ ǊŜŦƭŜŎǘŜŘΦ  ¢ƘŜǊŜŦƻǊŜΣ ƛŦ ȅƻǳ 

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 (Tenant and Unit). ¢ƘŜ Ψ{ǘŀǘǳǎΩ {ŜǘǘƛƴƎ ǿƛǘƘƛƴ ŜŀŎƘ ǎŜǇŀǊŀǘŜ ŀŎŎƻǳƴǘ 

determines whether the account will be available within the ledger for posting 

ǘǊŀƴǎŀŎǘƛƻƴǎ ŀƭƻƴƎ ǿƛǘƘ Ψ{Ǉƭƛǘ 5ŜǘŀƛƭΩ ǇƻǎǘƛƴƎǎ ǿƛǘƘƛƴ ȅƻǳǊ ŎƘŜŎƪ ŀƴŘ ŘŜǇƻǎƛǘ ŜƴǘǊƛŜǎΦ 

Status 'G' (General) - Transactions 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 example, a ΨRepair ChargeΩ might be posted to the Unit or might be 

posted to the Tenant (if the Tenant is responsible for the charge). If you create a 

ǘǊŀƴǎŀŎǘƛƻƴ ǿƘƛŎƘ ǳǎŜǎ ŀƴ ŀŎŎƻǳƴǘ ǿƛǘƘ ǘƘŜ ǎǘŀǘǳǎ ΨDΩΣ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴ ǿƛƭƭ ōŜ ǇƻǎǘŜŘ 

using whatever type of Ledger you are in at the 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 accounting code only in 

hǿƴŜǊ [ŜŘƎŜǊǎΦ ¢ƘŜ hǿƴŜǊ [ŜŘƎŜǊ ƛǎ ǘȅǇƛŎŀƭƭȅ ǳǎŜŘ ƻƴƭȅ ŦƻǊ ǘǊŀƴǎŀŎǘƛƻƴǎ ΨǘƻΩ ŀƴŘ 
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ΨŦǊƻƳΩ ǘƘŜ hǿƴŜǊΣ ǎǳŎƘ ŀǎ ΨtŀƛŘ ǘƻ hǿƴŜǊΩ ŎƘŜŎƪǎ ƻǊ ΨCǳƴŘǎ ŦǊƻƳ hǿƴŜǊǎΩ όƳƻƴŜȅ ǘƘŜ 

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 user to only 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 account only 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 repairs to a specific rental unit. 

{ǘŀǘǳǎ Ψ¢Ω ό¢Ŝƴŀƴǘύ ς Transactions using this status may only be posted to a Tenant 

Ledger.  User this status to force the user to use this account only for Tenant related 

ǘǊŀƴǎŀŎǘƛƻƴǎΦ  ¢Ŝƴŀƴǘ [ŜŘƎŜǊ ǘǊŀƴǎŀŎǘƛƻƴǎ ǿƛǘƘ ŀ ǎǘŀǘǳǎ ƻŦ Ψ¢Ω ŀǊŜ ŦƻǊ ǘƘŜ ¢ŜƴŀƴǘΩǎ 

ŀŎŎƻǳƴǘ ƻƴƭȅ ŀƴŘ Řƻ ƴƻǘ ŀŦŦŜŎǘ ǘƘŜ hǿƴŜǊΩǎ ŀŎŎƻǳƴǘƛƴƎΦ  CƻǊ ŜȄŀƳǇƭŜΣ ǘƘŜ ΨwŜƴǘ 

/ƘŀǊƎŜŘΩ ƛǎ ǇƻǎǘŜŘ ǘƻ ǘƘŜ ¢Ŝƴŀƴǘ hb[¸Φ Lƴ ŀŘŘƛǘƛƻƴΣ ƛƴ Ƴƻǎǘ ƛƴǎǘŀƴŎŜǎΣ ǘƘŜ Ψ{ŜŎǳǊƛǘȅ 

5ŜǇƻǎƛǘ /ƘŀǊƎŜŘΩ ŀƴŘ ǘƘŜ Ψ{ŜŎǳǊƛǘȅ 5ŜǇƻǎƛǘ wŜŎŜƛǾŜŘΩ ǿƛƭƭ ōŜ ǇƻǎǘŜŘ ǘƻ ǘƘŜ ¢Ŝƴŀƴǘ 

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 to BOTH the Tenant Ledger and the Unit Ledger. This is typically used for 

ΨwŜƴǘ wŜŎŜƛǾŜŘΩ ƻǊ ΨtŀȅƳŜƴǘ wŜŎŜƛǾŜŘΩ ŀŎŎƻǳƴǘ ŎƻŘŜǎ ƻƴƭȅΦ 

Deleting AccountsΥ !ŎŎƻǳƴǘǎ ǎƘƻǳƭŘ ƴƻǘ ōŜ ŘŜƭŜǘŜŘ όƻǊ ǘƘŜ Ψtƻǎǘ ¢ƻΩ ǎŜǘǘƛƴƎs 

changed) once they have been used in your program. This will result in transactions 

and checks left without a valid account and cause errors in your ledgers, checks, 

deposits and reports. Edit 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 

(you can usŜ ǘƘŜ Ψ¢ǊŀƴǎŀŎǘƛƻƴ CƛƴŘŜǊΩύΣ ŀƴŘ ǘƘŜƴ ŘŜƭŜǘŜ ǘƘŜ ƻƭŘ ŀŎŎƻǳƴǘΦ ¢ƻ ŘŜƭŜǘŜ ŀƴ 

account, go to SETTINGS from the Main MenuΣ ŎƘƻƻǎŜ ΨAdd/9Řƛǘ !ŎŎƻǳƴǘǎΩΣ ŎƭƛŎƪ ƻƴ 

ǘƘŜ ǊŜŎƻǊŘ ǎŜƭŜŎǘƻǊ ƻŦ ǘƘŜ ŘŜǎƛǊŜŘ ǊƻǿΣ ǘƘŜƴ ǇǊŜǎǎ ǘƘŜ Ψ5ŜƭŜǘŜΩ ƪŜȅ ƻƴ ȅƻǳǊ ƪŜȅōƻŀǊŘΦ 
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If you delete an account and do not follow the prior instructions, those transactions 

will NOT be included in your reports.  This process is non-reversible. 

 

ACCOUNT DEFAULTS (SETTINGS > 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 

Tenant File has one location where you will need to set which accounts you use for 

these various tasks. Since the Tenant File allows you the flexibility to create and edit 

Account Categories, you are to choose the categories that you want to use by clicking 

ƛƴǘƻ {9¢¢LbD{ Ҕ Ψ9Řƛǘ !ŎŎƻǳƴǘ 5ŜŦŀǳƭǘǎΩ.  It is very important that you have the correct 

accounts set up for the automated functions of the program to post correctly. Do not 

skip this setup! 

Lƴ ŀŘŘƛǘƛƻƴ ǘƻ ǎŜƭŜŎǘƛƴƎ ǘƘŜ ŎƻǊǊŜŎǘ Ψ5ŜŦŀǳƭǘ !ŎŎƻǳƴǘǎΩΣ ƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴ ȅou have the 

option to type a standardized remark to use in most postings throughout the Tenant 

File. CƻǊ ŜȄŀƳǇƭŜΣ ǿƘŜƴ ȅƻǳ ŎƘŀǊƎŜ ǊŜƴǘΣ ȅƻǳ ŎƻǳƭŘ ǳǎŜ ŀ ǊŜƳŀǊƪ ǎǳŎƘ ŀǎ ΨwŜƴǘ 

tǊƻŎŜŜŘǎ ŦƻǊ WŀƴǳŀǊȅΩ ƻǊ ΨWŀƴǳŀǊȅ wŜƴǘ tŀƛŘ ōȅ ¢ŜƴŀƴǘΩΣ ƻǊ Ƨǳǎǘ ΨwŜƴǘ tǊƻŎŜŜŘǎΩΦ LŦ ȅƻǳ 

want the program to insert the current month, simply type the word MONTH (all 

caps) anywhere in the remark field and the Tenant File will substitute the current 

month in the remark field when you are posting the related account. For the first two 

ŜȄŀƳǇƭŜǎ ŀōƻǾŜΣ ȅƻǳ ǿƻǳƭŘ ǘȅǇŜ ΨwŜƴǘ tǊƻŎŜŜŘǎ ŦƻǊ ahb¢IΩ ŀƴŘ Ψahb¢I wŜƴǘ tŀƛŘ 

ōȅ ¢ŜƴŀƴǘΩΦ 

Be sure that if you make any changes to your account categories under SETTINGS > 

Ψ!ŘŘκ9Řƛǘ !ŎŎƻǳƴǘǎΩΣ ǘƘŀǘ ȅƻǳ ǊŜǘǳǊƴ ǘƻ ǘƘŜ !ŎŎƻǳƴǘ 5ŜŦŀǳƭǘǎ ǎŎǊŜŜƴ ŀƴŘ ǊŜ-select any 

accounts that are affected. (Again, you should never change an Account Category if 

you have used it in previous postings). 
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Here is a summary of the Account Defaults:  

 

Rent Income Received: This is the account that you will use to post rent income from 

your tenant. This is typically used through the POST RENT button to post rent income, 

by creating a bank deposit, or by posting manually into the Tenant Ledger. It is posted 

ǘƻ Ψ.ƻǘƘΩ ǘƘŜ ¢Ŝƴŀƴǘ ŀƴŘ ¦ƴƛǘ [ŜŘƎŜǊΣ ǎƻ ǘƘŀǘ ƛǘ ŎǊŜŘƛǘǎ ǘƘŜ ǘŜƴŀƴǘ ǿƛǘƘ ǊŜƴǘ ǇŀƛŘΣ ŀƴŘ 

the owner with rent income. 

 

Rent Charged: This is the account that you will use when posting rent charges to your 

tenant. This is typically done using the POST RENT button to charge rent, by setting 

the program to automatically charge rent, or by posting manually into the Tenant 

[ŜŘƎŜǊΦ ¸ƻǳ Ŏŀƴ ƻƴƭȅ Ǉƻǎǘ ΨwŜƴǘ /ƘŀǊƎŜŘΩ ǘƻ ǘƘŜ ¢Ŝƴŀƴǘ [ŜŘƎŜǊΦ 
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Management Fee Received:  Most 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 Charged: This is the account that you will use when posting 

aŀƴŀƎŜƳŜƴǘ CŜŜ ŎƘŀǊƎŜǎ ǘƻ ǘƘŜ ƻǿƴŜǊΦ ¢Ƙƛǎ ƛǎ ǘȅǇƛŎŀƭƭȅ ǘƘŜ ƴŜȄǘ ƭƛƴŜ ŀŦǘŜǊ ΨwŜƴǘ 

wŜŎŜƛǾŜŘΩΣ ŀƴŘ Ŏŀƴ ōŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǇƻǎǘŜŘ ƛƴ ǘƘŜ POST RENT selection. This 

transaction is only posted to the Unit Ledger, which is the owner accounting for a 

specific rental unit. 

 

Late Fee Received: This is 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 

Ψ[ŀǘŜ CŜŜ /ƘŀǊƎŜΩ ŀƭǊŜŀŘȅ ǇƻǎǘŜŘΦ ¢ƘŜ ǇǊƻƎǊŀƳ ŘŜŦŀǳƭǘ ǳǇƻƴ ƛƴǎǘŀƭƭŀǘƛƻƴ Ƙŀǎ ǘƘŜ Ψ[ŀǘŜ 

CŜŜ wŜŎŜƛǾŜŘΩ ǎŜǘ ǘƻ Ǉƻǎǘ ǘƻ ǘƘŜ Ψ¢Ŝƴŀƴǘ ƻƴƭȅΩΦ  ¢Ƙŀǘ ƛǎ ŘǳŜ ǘƻ ǘƘŜ ŦŀŎǘ ǘƘŀǘ ǿŜ ƘŀǾŜ 

found that most Management Companies will retain that income and not pass it on to 

the Owners. If your Management Agreement states that the Owners are to receive 

the late fee income (or you are the Owner of all Properties), the Ψ[ŀǘŜ CŜŜ wŜŎŜƛǾŜŘΩ 

account (under SETTINGS > ΨAdd/Edit AccountΩύ Ƴǳǎǘ ōŜ ŎƘŀƴƎŜŘ ǘƻ Ǉƻǎǘ ǘƻ Ψ.ƻǘƘ 

ό¢Ŝƴŀƴǘ ŀƴŘ ¦ƴƛǘύΩ ǎƻ ǘƘŀǘ ǘƘŜ ƭŀǘŜ ŦŜŜ ƛƴŎƻƳŜ ŎǊŜŘƛǘǎ ōƻǘƘ ǘƘŜ ¢Ŝƴŀƴǘ [ŜŘƎŜǊ όǘŜƴŀƴǘ 

accounting) and the Unit Ledger (owner accounting). If the Management Company 

ǊŜǘŀƛƴǎ ǘƘŜ ƭŀǘŜ ŦŜŜ ƛƴŎƻƳŜΣ ǘƘŜ Ψ[ŀǘŜ CŜŜ wŜŎŜƛǾŜŘΩ ŀŎŎƻǳƴǘ ǎƘƻǳƭŘ ōŜ ƭŜŦǘ ƻƴ ǘƘŜ 

default to post to the Tenant Ledger only. 

 

Late Fee ChargedΥ ¢Ƙƛǎ ƛǎ ǘƘŜ ŀŎŎƻǳƴǘ ǘƘŀǘ ȅƻǳ ǿƛƭƭ ǳǎŜ ǿƘŜƴ ǇƻǎǘƛƴƎ Ψ[ŀǘŜ CŜŜǎ 

/ƘŀǊƎŜŘΩ to the tenant. 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 chapter on Late Fee Posting to find out what 

options are available. 

 

Owner Proceeds Received: This 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 payment that 

ŎƻǾŜǊǎ ŀƭƭ ƻŦ ǘƘŜ ƻǿƴŜǊΩǎ ǊŜƴǘŀƭ ǇǊƻǇŜǊǘȅΦ IƻǿŜǾŜǊΣ ƛŦ ǘƘŜ hǿƴŜǊ ǎŜƴŘǎ ŀ ǇŀȅƳŜƴǘ ŦƻǊ 

a particular Property or Unit, it can be set to post to a specific Property or rental unit.  

The default is set to post to the Owner Ledger. 
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Proceeds Paid to Owner: This is the account to use when you (as Property Manager) 

Ǉŀȅ ǘƘŜ ƻǿƴŜǊ ŦƻǊ ǘƘŜ ƴŜǘ ƛƴŎƻƳŜ ƻƴ ǘƘŜ ƻǿƴŜǊΩǎ ǊŜƴǘŀƭ ǇǊƻǇŜǊǘies. This is also 

typically posted to the Owner Ledger, as it would normally be one payment for all of 

ǘƘŀǘ ƻǿƴŜǊΩǎ ǊŜƴǘŀƭ ǇǊƻǇŜǊǘȅΦ 

 

Security Deposit Received: This is the account that you will use when posting security 

deposit funds that you receive from the tenant. ¢Ƙƛǎ ƛǎ ǇƻǎǘŜŘ ŀŦǘŜǊ ǘƘŜ Ψ{ŜŎǳǊƛǘȅ 

5ŜǇƻǎƛǘ /ƘŀǊƎŜΩ ƛǎ ǇƻǎǘŜŘΦ The account is set to post to the Tenant 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 

ǘƘŀǘ ŎŀǎŜ ǘƘƛǎ ŀŎŎƻǳƴǘ ǿƻǳƭŘ ƴŜŜŘ ǘƻ Ǉƻǎǘ ǘƻ Ψ.ƻǘƘΩ ǘƘŜ ¢Ŝƴŀƴǘ [ŜŘƎŜr and the Unit 

Ledger so the funds will be available to transfer to the owner. However, if you hold 

ǘƘŜ Ψ{ŜŎǳǊƛǘȅ 5ŜǇƻǎƛǘ wŜŎŜƛǾŜŘΩ ƛƴ ŀ ǎŜǇŀǊŀǘŜ ¢Ǌǳǎǘ !ŎŎƻǳƴǘ ŀƴŘ Řƻ ƴƻǘ Ǉŀǎǎ ǘƘŜ ŦǳƴŘǎ 

ƻƴ ǘƻ ǘƘŜ ƻǿƴŜǊǎΣ ȅƻǳ ǿƻǳƭŘ ƭŜŀǾŜ ǘƘŜ ŘŜŦŀǳƭǘ ŀǎ Ψ¢Ŝƴŀƴǘ hƴƭȅΩΦ 

 

Security Deposit Charged: When 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 Ψ{ŜŎǳǊƛǘȅ 5ŜǇƻǎƛǘ wŜŎŜƛǾŜŘΩ ǘǊŀƴǎŀŎǘƛƻƴ. Those two 

postings ǿƛƭƭ ΨȊŜǊƻ ƻǳǘΩΣ ōǳǘ ƛǎ ƴŜŎŜǎǎŀǊȅ ǘƻ ƘŀǾŜ ŀ ǘǊŀƛƭ ƻŦ ǘƘŜ ǘǊŀƴǎŀŎǘƛƻƴΣ Ǉƭǳǎ ȅƻǳ ǿƛƭƭ 

be able to run reports to show the total security deposits on hand. This account is 

also posted to the Tenant Ledger since it is an expense that only applies to the tenant. 

 

Security Deposit Refund to Tenant: This is the account that you will use to show a 

refund of the Security Deposit to the tenant once they have decided to vacate the 

unit, either full or partial. Many times, this is a check that you are writing to pay the 

tenant for a refund of the Security Deposit that you were holding in escrow. This is an 

expense to the Tenant Ledger. See additional information in this manual under 

POSTING > Ψ{ŜŎ 5ŜǇ 5ƛǎǇƻǎƛǘƛƻƴΩ ŦƻǊ ǊŜŦǳƴŘƛƴƎ ǘƘŜ ǘŜƴŀƴǘΩǎ {ŜŎurity Deposit held.  

 

Security Deposit Expenses: This is the account that you will use if you are deducting 

ŜȄǇŜƴǎŜǎ ŦǊƻƳ ǘƘŜ ǘŜƴŀƴǘΩǎ {ŜŎǳǊƛǘȅ 5ŜǇƻǎƛǘ ŀǘ ǘƘŜ ǘƛƳŜ ƻŦ ŘƛǎǇƻǎƛǘƛƻƴ ƻŦ ǘƘŜ ŘŜǇƻǎƛǘΦ 

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 account. This account can be 

ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǳǎŜŘ ǿƘŜƴ ȅƻǳ ŀǊŜ ŎƻƳǇƭŜǘƛƴƎ ǘƘŜ Ψ{ŜŎǳǊƛǘȅ 5ƛǎǇƻǎƛǘƛƻƴΩ ǇǊƻŎŜŘǳǊŜΦ 
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Deposit Forfeited to Owner: This 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 

ƻǿƴŜǊΩǎ ŀŎŎƻǳƴǘƛƴƎ ŀƴŘ ƛǎ ǇƻǎǘŜŘ ƛƴǘƻ ǘƘŜ individual Unit Ledger of the owner.  This 

ŀŎŎƻǳƴǘ Ŏŀƴ ōŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǳǎŜŘ ǿƘŜƴ ȅƻǳ ŀǊŜ ŎƻƳǇƭŜǘƛƴƎ ǘƘŜ Ψ{ŜŎǳǊƛǘȅ 5ƛǎǇƻǎƛǘƛƻƴΩ 

procedure. 

 

Transfer from Escrow to Operating: In some cases, your state law may not allow the 

Security Deposit money (held in escrow for the tenant) to be mixed with the Property 

aŀƴŀƎŜƳŜƴǘ /ƻƳǇŀƴȅΩǎ ΨhǇŜǊŀǘƛƴƎ .ŀƴƪ !ŎŎƻǳƴǘΩ. So, when the Security Deposit is 

ǊŜŦǳƴŘŜŘ ǘƻ ǘƘŜ ǘŜƴŀƴǘΣ ƛǘ Ƴŀȅ ƴŜŜŘ ǘƻ ōŜ ŦƛǊǎǘ ǘǊŀƴǎŦŜǊǊŜŘ ǘƻ ǘƘŜ ΨhǇŜǊŀǘƛƴƎ !ŎŎƻǳƴǘΩ 

and then a check can be written from the operating account. This account can be 

ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǳǎŜŘ ǿƘŜƴ ȅƻǳ ŀǊŜ ŎƻƳǇƭŜǘƛƴƎ ǘƘŜ Ψ{ŜŎǳǊƛǘȅ 5ƛǎǇƻǎƛǘƛƻƴΩ ǇǊƻŎŜŘǳǊŜΦ 

Transfer from Escrow to Tenant: This account is used to show the transfer of funds 

ŦǊƻƳ ǘƘŜ {ŜŎǳǊƛǘȅ 5ŜǇƻǎƛǘ ŀŎŎƻǳƴǘ όǿƘŜǘƘŜǊ ŀƴ Ψ9ǎŎǊƻǿ !ŎŎƻǳƴǘΩ ƻǊ ΨhǇŜǊŀǘƛƴƎ 

!ŎŎƻǳƴǘΩύ ōŀŎƪ ƛƴǘƻ ǘƘŜ ¢Ŝƴŀƴǘ [ŜŘƎŜǊΦ ¢Ƙƛǎ ǿƛƭƭ ŎǊŜŀǘŜ ŀƴ ƛƴŎƻƳŜ ƛƴ ǘƘŜ ǘŜƴŀƴǘΩǎ 

accounting, which will then allow you to refund the amount (either full or partial) to 

the tenant and/or post any expenses against the ledger. This account can be 

ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǳǎŜŘ ǿƘŜƴ ȅƻǳ ŀǊŜ ŎƻƳǇƭŜǘƛƴƎ ǘƘŜ Ψ{ŜŎǳǊƛǘȅ 5ƛǎǇƻǎƛǘƛƻƴΩ ǇǊƻŎŜŘǳǊŜΦ 
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BANK INFORMATION (SETTINGS > BANK 

INFORMATION) 

 

The Tenant File maintains up to ten bank accounts within each installation. These ten 

ōŀƴƪ ŀŎŎƻǳƴǘǎ ƛƴŎƭǳŘŜ ȅƻǳǊ ΨtǊƛƳŀǊȅ .ŀƴƪ !ŎŎƻǳƴǘΩ όƻǊ ΨhǇŜǊŀǘƛƴƎ !ŎŎƻǳƴǘΩύ, which is 

ŀƭǿŀȅǎ ŎƻƴǎƛŘŜǊŜŘ ȅƻǳǊ Ψ5ŜŦŀǳƭǘΩ ŀŎŎƻǳƴǘ and nine other Bank Accounts. Your 

ΨtǊƛƳŀǊȅ .ŀƴƪ !ŎŎƻǳƴǘΩ ǎƘƻǳƭŘ ōŜ ǳǎŜŘ ŦƻǊ ŀƭƭ ǇǊƛƳŀǊȅ Property Management 

activities. The other accounts can be used for bank activities that must be kept 

ǎŜǇŀǊŀǘŜ ŦǊƻƳ ȅƻǳǊ ƳŀƴŀƎŜƳŜƴǘ ŀŎŎƻǳƴǘΣ ǎǳŎƘ ŀǎ ƘƻƭŘƛƴƎ ȅƻǳǊ ǘŜƴŀƴǘΩǎ ŘŜǇƻǎƛǘǎ ŀƴŘ 

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 in postings throughout the program.  Remember that each posting 

ǎŜŎǘƛƻƴ ǿƛƭƭ ŀƭǿŀȅǎ ŘŜŦŀǳƭǘ ǘƻ ǘƘŜ ΨtǊƛƳŀǊȅ .ŀƴƪ !ŎŎƻǳƴǘΩ ŀƴŘ ȅƻǳ ǿƛƭƭ ōŜ ǊŜǉǳƛǊŜŘ ǘƻ 

select a different account from the drop-down selections (within each posting 

section) to change the account.  
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The Bank Setup is found under SETTINGS > BANK INFORMATION.  Complete each field 

oƴ ǘƘŜ ǎŎǊŜŜƴΣ ǘƘŜƴ ŎƭƛŎƪ Ω{ŀǾŜ ¢Ƙƛǎϥ ǘƻ ǎŀǾŜ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴΦ /ƭƛŎƪ ƻƴ ǘƘŜ ϥbŜȄǘϥ ōǳǘǘƻƴ 

to add an additional Bank Account.  Repeat the process as needed.   
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COMPANY INFORMATION (SETTINGS > COMPANY 

INFORMATION) 

 
 

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¢¢LbD{ ŦǊƻƳ ǘƘŜ aŀƛƴ aŜƴǳ Ҕ Ψ/ƻƳǇŀƴȅ LƴŦƻǊƳŀǘƛƻƴΩ ŀƴŘ ŜƴǘŜǊ ǘƘŜ ƛƴŦƻǊƳŀǘƛƻƴ 
for your Property Management Company (not the Owners). You are able to input 
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multiple company names in this section by editing the first Company Name (the 
ǇǊƻƎǊŀƳ ǿƛƭƭ ƛƴǎǘŀƭƭ ǿƛǘƘ ƻƴŜ /ƻƳǇŀƴȅ bŀƳŜύ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪƛƴƎ Ψ!ŘŘ bŜǿΩ.  
 
LŦ ȅƻǳ Ǉƭŀƴ ƻƴ ǳǘƛƭƛȊƛƴƎ ǘƘŜ 9Ƴŀƛƭ ŦǳƴŎǘƛƻƴǎ ŀǾŀƛƭŀōƭŜ ǿƛǘƘƛƴ ǘƘŜ ǇǊƻƎǊŀƳΣ ǎǳŎƘ ŀǎ Ψ9ŀǎȅ 
9ƳŀƛƭΩ ƻǊ ŜƳŀƛƭƛƴƎ ǊŜǇƻǊǘǎ ǘƻ ȅƻǳǊ hǿƴŜǊǎΣ ¢Ŝƴŀƴǘǎ ƻǊ ±ŜƴŘƻǊǎΣ ƛǘ ƛǎ ǊŜǉǳƛǊŜŘ ǘƘŀǘ ȅƻǳ 
ŜƴǘŜǊ ȅƻǳǊ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ƛƴ ǘƘŜ ΨCwha 9Ƴŀƛƭ !ŘŘǊŜǎǎΩ ǿƛǘƘƛƴ ǘƘƛǎ ǎŜŎǘƛƻƴΦ 5ƻŎǳƳŜnts 
and reports will not be sent if this field is not completed. 
 
The Main default heading information that you enter will appear on each report 
ǇǊƻǾƛŘŜŘ ǘƘŀǘ ȅƻǳ ŎƭƛŎƪ Ψ¸ŜǎΩ ǳƴŘŜǊ ǘƘŜ ΨIŜŀŘƛƴƎΩ ǎŜƭŜŎǘƛƻƴ ǿƛǘƘƛƴ ǘƘŜ wŜǇƻǊǘ aŜƴǳΦ 
While in the reports, ȅƻǳ Ŏŀƴ ŎƭƛŎƪ ǘƻ ŎƘŀƴƎŜ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ǳƴŘŜǊ ǘƘŜ Ψ/ƻƳǇŀƴȅ 
IŜŀŘƛƴƎΩ ŘǊƻǇ-down ǘƻ ŎƘƻƻǎŜ ŀ ǎŜŎƻƴŘŀǊȅ Ψ/ƻƳǇŀƴȅΩ ǘƘŀǘ ȅƻǳ ǿƻǳƭŘ ǎŜǘ ǳǇ ƛƴ ǘƘƛǎ 
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 
Ψ{ŀƳǇƭŜΩ /ƻƳǇŀƴȅ bŀƳŜΦ  ¸ƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŜŘƛǘ ǘƘŀǘ ƛƴŦƻǊƳŀǘƛƻƴ ǘƻ ǎƘƻǿ ǘƘŜ ŎƻǊǊŜŎǘ 
name, address, phone, and email for your Property Management Company. 
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COLOR SETTINGS (SETTINGS > COLORS) 

The Tenant File offers choices for the background color of the program. You can use 

ŀƴȅ ƭƛǎǘŜŘ ŎƻƭƻǊ ƻǊ ŎƘƻƻǎŜ ǘƘŜ ǎȅǎǘŜƳ ŎƻƭƻǊ ŦƻǊ ȅƻǳǊ ƻǿƴ ŎƻƳǇǳǘŜǊΩǎ ŘŜŦŀǳƭǘ ǎȅǎǘŜƳ 

color.  Simply choose a color and a background to see the change. If you want to 

ŎƘŀƴƎŜ ǘƘŜ Ψ²ƛƴŘƻǿ ŎƻƭƻǊΩΣ ŎƭƛŎƪ ƻƴ ϥ/ƘƻƻǎŜ ²ƛƴŘƻǿ /ƻƭƻǊϥ ǘƻ ǎŜe a selection.  Click 

ǘƘŜ ŎƻƭƻǊ ƻŦ ȅƻǳǊ ŎƘƻƛŎŜ ŀƴŘ ǘƘŜƴ ŎƭƛŎƪ ΨhYΩΦ   
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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 

ǳǎŜ ǘƘƛǎ ŦŜŀǘǳǊŜΣ ȅƻǳ ǿƛƭƭ ƴŜŜŘ ǘƻ ŦƛǊǎǘ ŎǊŜŀǘŜ ŀ ΨƎƭƻōŀƭΩ ŦŜŜ ŀƴŘ ƛƴǎŜǊǘ ǘƘŀǘ ŦŜŜ ƛƴǘƻ 

ŜŀŎƘ ¢ŜƴŀƴǘΩǎ [ŜŘƎŜǊ όth{¢LbD Ҕ Ψ/ƘŀǊƎŜ [ŀǘŜ CŜŜǎΩ).  hƴŎŜ ȅƻǳǊ Ψ[ŀǘŜ CŜŜǎΩ ŀǊŜ ǎŜǘ 

όŜƛǘƘŜǊ ōȅ ƛƴǎŜǊǘƛƴƎ ǘƘŜ ΨDƭƻōŀƭ CŜŜΩ ƻǊ ōȅ ŜƴǘŜǊƛƴƎ ŜŀŎƘ ǎŜǇŀǊŀǘŜ [ŀǘŜ CŜŜ {ŜǘǳǇ 

ǳƴŘŜǊ Ψ{9¢¦tκ±L9² C99{Ω ǿƛǘƘƛƴ ŜŀŎƘ ¢Ŝƴŀƴǘ [ŜŘƎŜǊ), you would set the program to 

Ψ/ƘƻƻǎŜ ǘƘŜ 5ŀȅ ƻŦ aƻƴǘƘ ǘƻ /ƘŜŎƪ ŦƻǊ [ŀǘŜ wŜƴǘǎΩ ǳƴŘŜǊ {9¢¢LbD{ Ҕ Ψ[ŀǘŜ CŜŜ 

{ŜǘǘƛƴƎǎΩΦ 

 

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 

Ψ/ƘŜŎƪ ŜǾŜǊȅ Řŀȅ ŦƻǊ ƭŀǘŜ ŦŜŜǎ ǿƘŜƴ ǘƘŜ ǇǊƻƎǊŀƳ ƻǇŜƴǎΩ ƻǊ ȅƻǳ Ŏŀƴ ǎŜǘ ŦƻǳǊ ǎŜǇŀǊŀǘŜ 
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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 

Ψ/ƘŜŎƪ ŜǾŜǊȅ ŘŀȅΩ ŀƴŘ ǘƘŜ ǇǊƻƎǊŀƳ ǿƛƭƭ ŎƘŀǊƎŜ ǘƘŜ ŦŜŜǎ ƻƴ ǘƘŜ ŎƻǊǊŜŎǘ Řŀȅ ƛƴ 

accordance to hƻǿ ȅƻǳ ƘŀǾŜ ǘƘŜ [ŀǘŜ CŜŜ ǎŜǘǳǇ ǳƴŘŜǊ th{¢LbD Ҕ Ψ/ƘŀǊƎŜ [ŀǘŜ CŜŜǎΩ 

or you can set the exact day of the month. LŦ ȅƻǳ ƘŀǾŜ Ψ5ŀƛƭȅ CŜŜǎΩΣ ǘƘƛǎ ƻǇǘƛƻƴ ǿƛƭƭ 

check every day that you access the program. 

¢ƻ ǎŜŜ ǘƘŜ ƭŀǘŜ ŦŜŜǎ ŎǳǊǊŜƴǘƭȅ ƻǿŜŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ Ψ/ƘŜŎƪ ƻǊ /ƘŀǊƎŜ [ŀǘŜ CŜŜǎ bƻǿΩ 

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 

όǿƘƛŎƘ ǿŜ 5h bh¢ w9/haa9b5ύΣ ǿŜ ƘƛƎƘƭȅ ǎǳƎƎŜǎǘ ǘƘŀǘ ȅƻǳ ǇǊƛƴǘ ǘƘŜ Ψ[ŀǘŜ CŜŜ 

tƻǎǘƛƴƎΩ ǎŎǊŜŜƴ (as shown below) before you actually make the postings. This will give 

you the current balance ΨǇǊƛƻǊΩ ǘƻ ǘƘŜ ǇƻǎǘƛƴƎΣ ǿƘƛŎƘ ƛǎ ǿƘŀǘ ǘƘŜ ŦŜŜ ƛǎ ōŀǎŜŘ ƻƴΦ LŦ 

ȅƻǳ ŎƘŀǊƎŜ ŀ Řŀƛƭȅ ŦŜŜ ōŀǎŜŘ ƻƴ ǘƘŜ Ψ/ǳǊǊŜƴǘ wŜƴǘ !Ƴƻǳƴǘ 5ǳŜΩ ǿŜ ǎǳƎƎŜǎǘ ǘƘŀǘ ȅƻǳ 

ǇǊƛƴǘ ǘƘŜ Ψ[ŀǘŜ wŜƴǘ κ [ŀǘŜ CŜŜǎ 5ǳŜ wŜǇƻǊǘΩ ŦƻǳƴŘ ǳƴŘŜǊ w9thw¢{ Ҕ ¢9b!b¢ 

REPORTS to be sure everything is posted correctly.  This report will detail the current 

rent amounts due along with the late fees due. 

The screen shot below is the pop-up screen that will indicate what the program is set 

to charge your individual Tenants for the Late Fees owed.  This information is in 

ŀŎŎƻǊŘŀƴŎŜ ǿƛǘƘ ȅƻǳǊ Ψ[ŀǘŜ CŜŜ {ŜǘǘƛƴƎǎΩ ȅƻǳ ǿƛƭƭ set up in your program (and when 

the program is to check for fees). You are able to exit without posting, make changes, 

or post everything shown ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ9ȄƛǘΩ ōǳǘǘƻƴ.  
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Keep in mind that there are two different types of late fee charges, even though they 

ōƻǘƘ ǳǎŜ ǘƘŜ ǎŀƳŜ ŀŎŎƻǳƴǘ ŎŀǘŜƎƻǊȅΣ ǘȅǇƛŎŀƭƭȅ Ψ[ŀǘŜ CŜŜ /ƘŀǊƎŜŘΩΦ ¢ƘŜǊŜ ǘǿƻ ǘȅǇŜǎ 

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 next month. If ȅƻǳ Ƴŀƴǳŀƭƭȅ ŘŜƭŜǘŜ ǘƘŜ Ψ[ŀǘŜ CŜŜ /ƘŀǊƎŜΩ transaction from the 

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 example, if you were to set the program to charge a 

daily fee of $5 per day ǎǘŀǊǘƛƴƎ р Řŀȅǎ ŀŦǘŜǊ ǘƘŜ Ψ5ǳŜ 5ŀǘŜΩΣ ǘhe $5.00 charge will 

process on the first day that it is set to post (for example on the 10th of the month). If 

the Tenant still owes rent the next time it checks (the next day or after the weekend 

for example), it will re-calculate the daily amount and post the new late fee owed. 

IƻǿŜǾŜǊΣ ƛǘ ŘƻŜǎƴΩǘ Ǉƻǎǘ ΨŀƴƻǘƘŜǊΩ ƭŀǘŜ ŦŜŜ ŎƘŀǊƎŜ όǿƘƛŎƘ ǿƻǳƭŘ ǊŜǎǳƭǘ ƛƴ ƳǳƭǘƛǇƭŜ 

confusing postings). It simply updates the existing daily charge and changes the date 

to the current date.  If your ¢Ŝƴŀƴǘǎ ŀǊŜ ǎŜǘǳǇ ŦƻǊ Ψ5ŀƛƭȅ CŜŜǎΩΣ ǘƘƛǎ ǿƛƭƭ ƘŀǇǇŜƴ ŜŀŎƘ 

day that you enter into the program. Please note:  This setup will start over at the 

beginning of each month. 
















































































































































