Yardi Voyager Useros

Security Deposit Handling



2 Yardi Voyager User o6os Gu

In This Section

0o [ [ 1o ] o P TP 2
S T=Tol U £ D= o0 ]| TR PP P PP PPPPPPP 3
[Rq=ToTo] o [T To [ [o [0 [T To T D T=T 00 1S 1 PP 3
Recording Security DEPOSItS @t IMOVE .INL.......uiiiiiiiiiiiiiie e 5
Processing Payments for SECUNtY DEPOSILS..........cuuuuiiiiiimieeeiieeeetie s e s ser s s e e e e e e e e e e e e amannaaaeaeas 7
Transfers of Security DEPOSIt FUNGS. .........ooi e ee e 11
Processing DeposSit REFUNGS..........uuuiiiiiie st eeeer st e e e e e ettt mnne e e e e e e e eeeeeeeaanna e 18
AdJuStINg DEPOSIt RETUNGAS ... e et e e e e e e s eees e e e e e e e e e e e eaeaeeeean 20
Processing a Non Move Out Security Deposit RefUnd...........ccoooiiiiiiceeiiiiciiee e, 22

08.01.001 Security Deposit Handling.doc Pagel



2 Yardi Voyager User o6os Gu

Introduction

Generally inthe Property Management industrgsidentswill pay a security or holding deposiio secure a
unit. It is important that security deposits are handled correxgiftis moneyis recorded as l&ability owed to
the ResidentHolding deposits paid durirtpe application process can be converted into long term security
deposis. At the time of move out theecurity deposit will either beimbursed oused to payor cleaning,
damages or unpaid charga&/hena residentransfes from oneunit to anotherhrough theJnit Transfer
functionseveral steps need to be taken to handle the trangfersdcurity deposits held by the property. This
chapter explains the procasisrecording transferringandrefundingthe security depositdNote: These steps
areapplicable for 50059, Tax Credit, and Conventional Market residents unless otherwise specified.
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Security Deposits

Security Deposits can be billed at different phases during the leasing workflow. They can be billed at the tim
of applicationwhich istypically referred to as a holding depogihy additional security deposits can be
charged during the Move In process.

Recording Holding Deposits

Holding deposits can be billed the time of applicatiofrom theApplication Chargescreen of théeasing
Steps

Prospect Guest Gard | IS —

First Marne [30hn MI Status Prospect
Last Mame |Brown ~ Property ares3lg Guest Card
i Pref
Address 213 East Main St Unit 123 —
Unit T tudi Dcoupants
| mit1¥pe arstucio Select Unit
City State Zip |Orlando FL & |32305 Fental Options
Tel# Office-Home | | Concessions
Cell# - Fax# | | H—EP—'C" : "Ct‘_ﬁt'm;':?"""'
pplication Charges
DOB - DL#/State | | I—vl Application Status

E-rnail |iamesbrown@abc.com

MNotes

| Contacts || Previous || Hext | | Quote |

Application Charges

Charge Date |S/21/2007 Select Charge Description| Amount

" Application Fee 35.00
- Credit Fee 20.00

i~ Holding Deposit 75.00

Click on the checkbox next to the holding deposit line ftem.
Enter the amount of the holding deposit in the amount field.

1. Charge Date:ln the Application Chargescreen of thé.easing Stepdype the date that the charge will
be applied.

2. Click on the checkbox next to the Holding Deposit line Item.

3. Enter the amount of the deposit in the amount column.

4. Click Next
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5. Click ®©kd Dayoudwish to post application char@és

©oNOo

Microsoft Internet Explorer

9

2

Do you wish bo post application charges ?

[ (a4 ][ Cancel ]

Voyagerwill create theapplicationchargés) which can be viewed on ttagplicant ledger.
Voyager will display thé\pplication Statupage.
To viewthe applicant ledger, clidkedger

Continuewith the remainind_easing Stepas outlined inthé& T r aiffoincv e n tchaptera | 0

(

ol

Date : 5/21/2007

Code
Marne
Address

City St Zip

Date
gf21/zn07
gf21/zn07

too01204
John Brown
213 East Main 5t

Orlando, FL 32806

Description
Application Fee
Holding Deposit

Resident Ledger

Propetty
Unit
Status
Rent
Fhone(0}-

Charge
35,00
75,00

ares3l9
123
applicant
1625

Payment

Lease Fram
Lease Ta
Mave In
Move Out
Fhone(H)-

Balance
35.00
110.00

5/1/z007
5/1/z008
5/1/2007

ChgfRec
13883
13884

Note: These steps are for a Tax Credit Prospect or a Conventional Market Rate Prospect. Per HUD rules
a 50059 prospectpplication fees are not allowed and thewséy deposit amount is billed through Quick

Post.
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Recording Security Deposits at Move In
Securityand other deposits such as pet depaségypically billed at the time of move in.
1. Click the link next to Move Inon theDashboard
2. Voyager displays adt of all pending Move Ins on the bottom section of the Dashboard.

o gk w

© N

Resident Activity

Unit Statistics

Monday, May 21, 2007

Mave In _> 11 .
= Tatal Units 73
- Prop/fList
Mave Out Z Leased Units sz 71.23% ares3is
Deposit & ti 25 ) .
O:D:;C:mun " _2 Occupied Units 42 57.53% Add Guest Quick Guest
- Available Units 23 31.51% f . f f
. 23 L q Special Caily Activity
Expiring Leases {120 days) 34 . =2s1n S = =
Model/Down/admin i} 0% Hot Shest Manitar Report
Scheduled Lease Renewals i} on Hold Units a 0 — Hlonkar Reports
Alerts 17 ’ Mew PO Mew Swc, Reg.
Unit Transfers 3 Print Letters
Maintenance Traffic Open Batches
Pending Make Ready 4 Prospect Pipeline 0 Charges New Charge Batch
Pending Work Requests 13 Today's Showings i .
; Receipt: ip
Completed WO Followup 0 on Waitlist a £ceipts Mew Receipt Batch
Pending Applications 5 Payables MNew Payable Batch
| [ Move In - 5/21/2007 |ReElEieE sl (e
Move In i . Move Adjust Execute
Date ¢ Unit Resident In Dates Cancel Lease
01/15/2004 124  Diane Pucin —_ [ ]
03/05/2004 110  Carlos Baeraa (| — [
03/12/2004 306  Bob Hall — [ (|
03/14/2004 307 Baob Holt [ —_ [
03/20/2004 230 Er;nesto Moneta [
05/16/2004 115 Tarmi Berndt [ [ [
10/20/2006 308 Tom Jones [
04/23/2007 100 Joe June [ — = | Click the Move Inbutton next to the
05/15/2007 1131 Leslie West 1 [ correct future resident’s name.
05/15/2007 21z Conrad Matthews [
05/21/2007 304  Jason Lopez _ | (|
Click theMove Inbuttonnext t o the correct future resi

Voyager dsplays the residemove InScreen
Enter the appropriate security deposit amount irvtbee InAmtcolumn.
For additional deposits, such as a pet deposit, click on the checkbox next to that line item and then en
the amount ilMove In Amtolumn

Click Post

Voyager wil update theResidenstatus to @rrent and bill the charges to tresident ledger.
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9. Cl i Gkt Mave id has been postéd

Code lopjas Property ares319
Mame Jason Lopez Unit 304
Address  Anapamu Yillas Status Future

319 E. Anaparu Rent 1,400.00
City Santa Barbara, Ca& 93101 Telephone (H)

Lease dates

Move In Date 05/21/2007
Lease From Date 05/21/2007

vove In [

Lease From 05/21/2007
Lease To 0S5/31/2008
Maowve In 05/21/2007
Maove Out

w

Click on the Posthution.

Term (# of months) ’127
Lease To Date 05/31/2005 Lease expiration count Enter the Security Deposit Amount in the
Move In Ami column.
Lease Charges
YesfNo  Code Description Lease Amt Move In Amt
l_ deposit |Depasit [ |
l_ rent |rent for 11 days [ |
I rent |Last Month's Rent [ | 0.00
I misc |recurring Charge [ | 0.00
I misc |one Time Charge [ | 0.00
I Conces |Cancession far 11 days [ 0.oo |
d deposit |Security Deposit | | 600.00
I~ pet |Pet Deposit [ | 300.00
[ |:||Cable for 11 days [ |
r |:||Car|:-or‘t for 11 days [ |
r | \ |:||Garage for 11 days [ |
r |storage Locker for 11 days [ |
Totals: | 1,400.00| 2,796.77
| Post ” Save ” Help Click on the Pet Deposit Checkhox & enter the deposit

amount in the Move In Amount colummn.

Note: These steps are for a Conventional Market Rate Unit. For a 50059 unit the security deposit amount

billed throug
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Processing Payments for Security Deposits
Payments for security deposite aecordedhrougha summary or detatleceipt batch.

{Sometimes based on local laws or management policies, security deposits must be deposited into a sep
escrow deposit accountntering a Security Deposit Recetpta separate escrow accoisexactly the same
process asrgering a resident rent receipXCEPTall security deposits will need to be entered into a separate
batch, since the cash and bank accoantdifferent}

{Note: If deposits are entered into the general operating casliatcior a property, the steps are the same
with the exception of #6j. The cash account would be the general operating cash account instead of
security deposit cash account. Also the error message in #11 would notlappear.

1. Tally the total dollar amant and number of security deposit paymédmtsising an adding machine with the
item count function on.

2. Create @etail Receipt BatchChoose Payments> Create Detail Batchfrom theSide Menu

3. Voyagerwill display theBatch Receiptfilter.

4. Enter the deibs of the Batch Receipt:

a.

5. C

@~ooooT

ic

Batch Description Thesystem automatically entetfse user code, date, and time that the batch
was created.

BatchNotes Enterspecific noteso describe the batchuch assecurity deposits

Total of Receipts Enter the ttal dollar amount of the paymeritem theadding machine tape
Number of ReceiptsEnter thetotal numbeiof paymentgchecks)rom theadding machine tape
Deposit Date Enter the date that this depositl be deposited into the bank

Post Month Enter the current post month

Deposit MempEnter additional notes about this batch if needed.

Submit

Batch Description  |05/22/2007 09:42

Batch Motes |Securit1,r Deposits

Total of receipts  |600,00

Mumber of receipts |1

Deposit Date |ns¢z2/2007

Past Manth |o5/2007

Deposit Memo |

| Submit || Help

6. Voyager displays thBetailed Receipéntry sreen.
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7. Complete the following fields on tHieeceiptscreen

a.
. Unit: Enter the unit number or leave blank to selecRbgidentode

Property. Enter property code or accept defaidlue.

ResidentEnt er t h eodeoedidk the Imk t6 shoose from the liSNOTE: Leave this

field blank if a unit numbewas entereth step b. and wish to use the curresgident.

Click theEnter Detailbutton to the right. The program completes the payment details section with
the residentdéds outstanding charges.

Amount Accept the amount or type the correct receipt amount

Payer Ignore this field.

Date ReceivedEnter dgte of the receipt.

Post Month Verify the current accounting month.

Check Num.Ent er the check number. | f resident p
cashierds check number. I f the resi demdr pa
number.

Cash AcctEnsure that the account numbeasash account for Security Deposits.
Payment MethadSelect from the dropdown list box.
I. SelectCheckfor resident checks.
i. SelectCashf or Money Order s (@ashequiCaest)hi er 6s Chec

8. CompleethePayc ol umn by correcting any discrepancies

a.

b.
C.

Verify that there is a Security Deposit charge. Apply this receipt t&doearity Deposit charge.
Security Deposit receipts should never be entered aayremts.

To clear the distributiom the pay columnclick theErase Distributionbutton.

To select a different tenant and clear Rexeiptscreen, click th&®eselect Tenafiutton.

9. Notes Enter a description for what the check is paying.
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10.0nce the recetphas been applied to the correct chargedthe Unappliedpay amountequalszero,

click Save
receipt [N
Property anapamu Yillas Ctrl {new) Unposted Batch 592 r
. Click Reselect Tenant o pate peceived |ns/z2/2007
Unit select a different tenant and

clear the receipt screen. Post Maonth |

. 1 Lop
Resident 2280 Sopes

Status=Current Check Murm. 123
| Reszelect Tenant | . |
Cash Acct 11z0-0000
Amaunt Ut | Eraze Diztribution |
A Payrment Method Check -
Payer . B - . .
Click Erase Distribution e clear Print Receipt B
distribution in the pay column.
Charge Prior I
Pay Code Acct Date Charge Paid Ref Description Chg Department
0.00 deposit 2250-0000 | 05/21/2007 1.400.00 0.00) :MovelIn Unit:304 Deposit 13885
600 deposit 2250-0000 | 05/21/2007 &00.00 0.00) :Moveln Unit:304 | Security Deposit| 135887
0.00 rent 4500-0000 | 05/21/2007 496,77 0.00| :Moveln Unit:304 | Rent for 11 days| 13886
0.00 pet 5610-0000 | 05/21/2007 300.00 0,00 :Moveln Unit:304 Pet Deposit 13588
0.00 prepay 4810-0000 |05/22/2007 Any v
Unapplied <= The Unapplied pay amount should equal zero.
Deposit Information Notes
Mumber Security Deposi
Drate
Merno
| Save | | Help | | Hew Chg. |

11.1f a dialog box displays on the screen sayin@f f set di ffers from cash
changehe CashAccountfield entryto security depascash account

12. A new blankDetailed Receipscreen appears.

13. Enter the next receipt.

14.When the total amount or total number of receipts has been entered, the program automatically retu
to theBatch Receipscreen Manuallyreturn to theBatch Receipscreenby clicking the Batch number
link in the top right corner of the receipt.

Ctrl {(new) Unposted Batch 592

Date Received \05/22/2007

Post Maonth |

15.1f the Total Declaredand IltemsDeclaredmatch theTotal Enteredand ltemsEntered then the batch
may be posted. If they do not match, any errors must be fixed priostmgp Potentially, a check
may have been entered incorrectly or totals may have been calculated and/or entered wrong.
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16. Click Reporton theBatch Receipscreen.

Batch Description |DS,."22,-‘ZDDF" 09:42 Ctrlg 592
Batch Motes |Securit3.r Deposits
Ceposit Date |osszz/2007

Deposit Post Maonth |

Ceposit Merno |

Total Declared |6DD.DD Total Entered |

Itemns Declared |1 Items Enteredl
| Edt |[ Post || Report le |
| Add | | Delete | | Save |
Verify Total and Items Declared match the

Totals and Iters Entered. Click Report for the
Unposted Batch report to display o the screen.

17.RightClick and selecPrint to print the batch report.
18.Review theUnposted Receipt Batalport carefully These transactions wilffectall financial reports.
Reviewresidentname dates, amountandaccount numbenf information needs to be corrected, close

the report andlick Edit. Select the receipt from tr@demenu to edit the traastion.

Unposted Receipt Batch

Total Declared: 600.00
Total Entered: 600.00

Batch #592
Tran # Check # Cash Acct Property Inc Acct Unit Resident Name Status Amount Remarks Date Month
[ R-oes1] 123 [ 11zn-oo0o0 [ ares3io | zzso-0000 | S0d4] lopjas | Lopez, Jason | (Currentd | 600.00] Security Deposit | 05/22/2007 | 05/2007 |
| [ | | | | | 600.00] | |

19. Close theJnposted Receipt Bateeportwhen finished reviewing or printing the report.
20.When each transaction in the batch is cori@litk Post

21.Click ®©kd6 Are youwsure you want to P@ét
22.The screen changes to a blatkeerwith a linkto print the deposit slip for the completed batch.

AYardiVoyager | .

ents  Lervice Reguests m LEpOrts m

=ysterm Home

For Your Information: vour batch has been successfully posted. To view the deposit slip, click HERE
To view a report formatted for viewing click HERE

Reports For a printable version, click HERE
Residents
23.The message readsFor Your | nf &ounbatthihasrbeen successfully posted. To view the

deposit slip, click HEREO® .
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24 {Prnnt 2 copies of the deposit sl}p.

Deposit Slip
#46

Deposit Date - 05/22/2007

ps - Escrow Acocount {Pac Savings)

Acct # - 195-1919-334

Payer Check # Hotes Deposit Amount
Lopez, Jasan 123 Security Deposit £00.00
Howard, Robert & Lucy 6660 Move-In: 1,500.00
2,100.00

25. Click Homeon theTitle Menuto reurn to theDashboardor Menuon theSide Menuo reset the menu.

Transfers of Security Deposit Funds
50059 Residents

The50059 Transfer Unitfunctiontransfers the residentiistoricalinformationfrom the old unito the new

unit. This includes the refent ledger dethand security deposit balancEhe history ofthe previous unit(s)
occupied by the resident can be found in the historical 50059s under the 50059 Data section of the resident
screenHUD regulations require that transfers must be withenasame contract. Transfers between two

different contracts must be treated as a move out from the old unit and a move in to the new unit. Refer to th
AUNit Transfers i Section & chapter for more detailed information.

Market Rate Residents

The Marké RateUnit Transferfunction creates a copy of the residemsiformationin the new unit. This
functionchanges thetatus of theesident in the old untb On Noticeand creates a new future resident in the
new unit.Refer to théiUnit Transfers i Conventionalo chapter to complete thénit Transferfunction.

Follow the steps below to process the Security Deposit Transfer.

[Aspeci al deposit tr adxfedissmeeded to ‘rangjee secumtyddeposit furdiibis a s i
charge code should lieked tothe security deposit clearing accoupt.

Process th®eposit Accountingst ep on t he rThesamduatoiecursy depbsit cradibhdart be
transferred fronthe old unitto the new unit.

1. Click Deposit Accountingrom theDashboard

08.01.001 Security Deposit Handling.doc Pagell
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2. Voyager displays the list of residents with pending deposit accounting.tGé€eposit Acctgutton

next to the resident name to bring up Beposit Accountingcreen.

Resident Activity

Unit Statistics

Tuesday, May 22, 2007

Move In 1 Total Units 73
Mave Out . Z Leased Units 53 72.60% ares3Ls
EED;T Aecounting % CQecupied Units 43 58.90% add Guest Quick Guest
n Motice 2 . . . - - .
Expiring Leases (120 days) 3 Available Units _ 22 3014% Leasing Specials Daily Activity
Model/Down/Admin 0 0% Hot Sheet Monitor Reports
Scheduled Lease Renewals a . —
On Hold Units i} 0%
Alerts Click the Deposit Accounting link  1¢ Mew Sve, Reg.
from the Dashhoard. Unit Transfers 2 Print Letters
Maintenance Traffic Open Batches
Pending Make Ready 24 Prospect Pipeline a Mew Charge Batch
Pending Work Requests 13 Today's Showings i} ]
Cormpleted WO Followup ] on Waitlist o Hew Receipt Batch
Pending Applications 5 Payables MNew Payable Batch
J Deposit Accounting - 5/22/2007
Mowe Dut Date / Unit Resident Depostt l:lgar
Acctg Applicant
01/28/2004 110 Gary Martin (I ~
01/31/2004 218 Guy Hutton [
01/31/2004 111 Daniel McKenzie (|
01/31/2004 119 Kelly Cahill (|
01/31/2004 123 Lauryn Chang [
02/01/2004 218 Anne Cromwell (|
02/15/2004 226 Louis Thomas (I
02/20/2004 206 will Hudson [
0z2/28/2004 130 Peter DePrez 1
0z/28/2004 212 Chris DeMille [
02/28/2004 228 Tara Hayek [
02/28/2004 125 Diane Randall (|
03/15/2004 230 Robert Levine [
03/28/2004 229 M.argaret.Warner [ Click the Deosit Accig bution
03/31/2004 129 Kim Harrison (| next 1o the Resident name to
03/31/2004 126 Matt Defoe [ — display the Deposit Accounting
04/01/2004 201 Barry Krane [ / screei.
05/15/2007 103 Leslie West (|
05/21/2007 112 lason Lopez [ v

3. Voyager displays thBeposit Accountingcreen.
4. Enter any damages and/or clemncharges to the old unit.
5. Look at the amount diSecurity Deposit credit If there are no additional or outstanding charges the
b Secuktynepesit Erahsfed n |irt theeharge

Security Deposit credia mo u n t

amountcolumn.

wi ||

6. If there are additionadnd outstandingharges th@amount entered inth@ Secur i t vy
line in the charge amountolumnwill be the difference between ti&ecurity Deposit credamount
and thebalance othe outstanding chargeslote: There willonly be a Security Deposit Transfer if the

outstanding charges are less thanShkeurity Deposit credamount.

7. 1 f there i
Transfed
unit).

S

Depo

a n Amaudtioftrafuodh, a | e natneoru ntth iisn ads Batance h a |

08.01.001 Security Deposit Handling.doc
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8. I f there is an Anbuhi awedlo n aelntaemo utnhti si na s6Baance r e (
Transfed | (thi;miedicates an outstanding balance that will need to be traetsterd paidby the
resident in the new unit).

Note:  TAmeuntoof refund aAmduntowed s houl d be zero when pos
for a unit transfer.

9. If there is a balance to be transferred other than the Security Deposit, refer itoCtiges &
Adj u st mapter to complete the balance transfer.

Deposit Accounting

Cade t0001179 Property  ares3ig Lease From 10/01/2003
Mare Leslie West Unit 103 Lease To 09/30/2004
Address Anapamu Yillas Status Past Move In 10/04/2002

Rent 1,000.00 Mowve Qut 05/15/2007
City Santa Barbara, CA 93101 Telephone ({805) 555-4776(H)

Forwiarding Address

Address
City
State
Zip

YesfNoChg Code Description Charge Amt Credit
I~ deposit  [:Security Depaosit credit | | ‘\
v rent |[rent]-Basa Rent (05/2007) 15 days | 786.29 0 The difference heiween the total
v misc |cleaning Charge | 100.00 ; U.Ua ::-;' of ou.ismlﬂ.i.ng. charg.es.am‘lﬂle
Security Deposit credit is entered
r misc |C\eaning Charge | 1} | 0.00 in the Security Deposit Transfer
r misc |C\ean|ng Charge | 0 | 0.00 Line.
r maint |Repair Charge | o 0.00
r maint |Repair Charge | o 0.0
r rmaint |Repair Charge | 0 0.00
i sidefer  |Security Deposit Transfer | 13.71/0.00
v baltran  |Ralance Transfer | 0.00 | 0.00
Totals: | |
Amount of refund'i
Armaunt owed,i

I™ Print Staterment

10. Click thePrint Statemet check box at the bottom of tiEeposit Accountingcreen.
11.Click Post
12.Voyager will display the move out statement on the screen. Clicletime button on the Cryal
tool bar to print a statement for the resident
133.The security deposit has now been zeroed out
14To create a cr edi forthe new unit.&JserthBenpleSeanchedtltse ohthed g e r
Dashboardo find the rsident in the new unit.
a. Search by the Residentds wunit, name, code
number.
b. Click Search

08.01.001 Security Deposit Handling.doc Pagel3
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15.Voyager displays a list of residents with the speciiirddrmation provided Click on the Resident
name link forthe esi dent 6s new unit number to go the

16.Usethe Security Deposit Transferamoanb cr eat e a c¢r edi t NaienBalanbee r
Transfer transactions should always net to zero.

Resident Activity Unit Statistics Tuesday, May 22, 2007
Move In i Total Units 73 0 List
M Qut 2 . rop/Lis 319
ove b £ Leased Units 53 72.60% ares
[n} it A ti 25 . .
eposll ceounting == Oceupied Units 43 58.90% Add Guest Quick Guest
on Motice 2 e
- Available Units 2z 30014% : : : -
. £ Leasing Specials Draily Activity
Expiring Leases (120 days) A Madel/Down/Adrmin 1] 0% .
Scheduled Lease Renewals 0 . Hot Sheet Monitor Reports
On Hold Units i] 0%
hlerts 16 ) MNew PO Mew Sve, Rea.
Unit Transfers 2 Print Letters
Maintenance Traffic Open Batches
Pending Make Ready 24 Prospect Pipeling 0 Charges Mew Charge Batch
Pending Work Requests 13 Today's Showinags 0 )
i Receipt Mew Receipt Batch
Completed WO Followup il on Waitlist o SCEIpts Mew Receipt Batch
Pending Applications 5 Payables Mew Payable Batch
Person Search
Unit Name / Phone #s Unit Status Rent Ledger Move In Mowve Out | Lease To
ni -
- Leslie ifest 111 Future 1,375.00 Ledger  05/15/2007 05/31/2008
Mame west Leslie West  (805) 555-4776 103 Past 1,000.00 Ledoer  10/04/2002 05/15/2007 09/30/2004
Code
Fed Id Click on the Resident's name B
Phone Number in the future unit. Person Search Funciion
Ermnail
Auto License

17.Under theFunctionsection, clik Chargeto complete the security deposit transfer

First Mame |Leslie M1 Property Info ~"Functions |
Cancel Move In
Last Mame |west w Resident ID wesles
| |—| Move In
Address | Froperty ares3is Mowve In Calculator

| Unit a1 Adijust Move In Dates
City-5t-Zip | ~| | Status Assign Unit
E-rnail | Legal MSA Charae
p ¢ Method A ye redit Check
Alt. E-mail | A o [—bata
) Payable Method Lease Charges
Office | 2 ¥ -
= Inspection
Harne | Roomrmates
FAX | ~ Click on the Charge link to create Attachment
B the Security Deposit tramsfer Merno
| Save || Hew || Help | charge. Contsct
EFT Setup
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18.Complete theCreate Chargescreen as follows:

®cop o

f.

create charge [N

Resident West (wesles)
Date |os/22/2007
Arnount |-13.71

Charge Code |s.-"d><fer

Notes ITransfer deposit fram L

Category |

Date Enter the transfer date.

Post Montk{if field is displaye$l Enter thecurrent post month.

Amount Enter thetransferamount from prevaus unitas a negative number.

Charge CodeEnter the security deposit transfer charge code.

Notes Ent er fdépostfnrsdmruni t 0 with the previc
Category Leave Blank

19. Click Submit

20. A

screen appe arvourwharmgehasbheecreatmkher® a g €1 6 HEREbnktot h e

see the charge or close this window.
21.Click LedgerunderReportsto review the initial activity on the resident ledger.

Note:If the charges created from the Moveahe not correct, contaflardi Support Stajf as soon as
possible for assistance.

22.Now apply the security deposit transfer credit to the security charge on the new unitsd,emter a
receipt batch with a zero dollar amount.

23.Choose ReceivablesCreate Detail Batchfrom theSide Menu

24.Voyagerdisplays theBatch Receipscreen.

25.Complete théBatch Receipfilter:

a.

@—~pooyT

Batch Description The system automatically enters the user code, date, and time that the batch
was created.

BatchNotes Ent er O6Apply Security Deposit Credito6é
Total Receipts Enter O as there is no value to this receipt batch.

Number of Receiptsl

Deposit Date Enter the current date.

Post Month Enter the current post month

Deposit MempEnter additional notes about this batch if needed.
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26.Click Submit

Batch Description  |05/22/2007

Batch Motes |.ﬁ.|:||:||\,r Security Deposit

Total of receipts  |0.00

Number of receipts |1

Cieposit Date |ns/zz/z007
Post Month |os/z007

Deposit Memo |

| Submit || Help

27.Voyager displays thBetailed Receipentry screen.

28.Complete the following fields on tHeeceiptform:

a. Property Enter property code or accept default value.

b. Unit: Enter the unit number or leave blank to select by Resident code.

C. ResidentEnt er t he r esi ddnktoclsoose foothehe IGHOTE: ILeacekhist h ¢

field blank if a unit numbewas entereth step b. and wish to use the current resident.

d. Click the Enter Detailbutton to the right. The program completes the payment details section
with the nramdingcharges.0s out s
Amount Enter 0 and press TAB
Payer Ignore this field.
Date ReceivedEnter the current date
Post Month Verify the current accounting month.
Check NumiEEnt er fASDTransfero
Cash AcctEnsure that the account number is cash account foari§eDeposits.

k. Payment MethodSelect from the dropdown list box.

1. SelectCheckfor resident checks.

29. Complete thd?aycolumn

h. Enter the amount of the transfer credit on Security Deposit charge linastarpositive number.

i. Enter the amount of the transferedit on Security DepositTransfer charge line itemas a

negative number.

30.Notesent er AApply deposit from unit 0. Enter
31.0nce the receipt is complete dddappliedequals zero, clickave

S@ ™o

— —
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32.1f a dialog box displays on the screenevh s avi ng, sayi

Unapplied

Enter the Security Deposit credit amount as anegative
nunther next to the Security Deposit transfer line.

Deposit Information Notes
Mumber &pply Deposit from Unit 103,
Cate
Merno
| Save | | Help | | Hew Chg. |

33.The program automatically returns to B&tch Receipscreen.
34.Click theReportbutton on théBatch Receipscreen.
35. Click thePrint button on the Crystal toolbar to print the batch report.

ng o00ffset d
on line ; change cash account field entry to security deposit cash account.

Property Anapamu Willas Ctrl {(new) Unposted Batch 617 r
. Cate Received 0s/z2z/2007
Lnit
- Post Month
Resident ,7 Leslie West
Status=Current Check Nurm, none
| Reszelect Tenant | N
Cash Acct 1i1z20-0000
Amount g | Erase Distribution |
Fayrnent Method Checlk -
Parer | . .
Prirt Receipt ™~
Enter the Security Deposit credit amount as a positive number next to the deposit line.
Pay C|I:1:rge ct Date Charge ';';:J; Ref Description Chg Department
13.71 deposit 2250-0000| 05/15/2007 1,375.00 0.00 :Moveln Unit:111 Deposit 13950
rent 4500-0000| 05/15/2007 754,03 0.00) :Moveln Unit:111 Rent for 17 days 13951
-13.71 s/dxfer Z270-0000| 05/22/2007 -13.71 0.00 Unit:111 Transfer deposit from unit| 13249
0.00 prepa 4510-0000/ |06/04/2007 Any w

36.Review theUnposted Receipt Bataleport carefullyby reviewing resident name, dates, amounts and
account numbelClose theUnposted Receipt Bateleportscreen when finished rewing or printing

the report.
37.0ncethe batch is corregctlick the Postbutton.
38.Click @OKd6 Are yowsure you want to P8sb

39.The screen changes to a blank with a link to print the deposit slip for the completed batch.

40. Click Homeon theTitle Menuto retun to theDashboardor Menuon theSide Menuo reset the menu.

08.01.001 Security Deposit Handling.doc

Pagel7



v

Yar di

Voyager

User 0s

Gu

Processing Deposit Refunds

The final step once a resident moves out is the reconciliation of security deposit funds. In Voyager, this is
referred to aPepositAccounting Once a residentals moved out, they will appear on thashboardunder the
DepositAccountindink until this final reconciliation has been completed.

Note: For 50059 residents, the Move Out Quick Post must be posted before performing the Deposit Accountil

step.

1. Click on DepositAccountingfrom theDashboard
2. Voyager displays the list of residents with pending deposit accounting. Clidkeihesit Acctdoutton
next to the resident name to bring up Beposit Accountingcreen.

Resident Activity Unit Statistics Tuesday, May 22, 2007
Move In i0
Move Out H I:;ilejn;:its i — Prop/list  [areszie
Deposit Accounting e Occupied Units 43 58.90% Add Guest Quick Guest
on Natice e Awailable Units 23 31.51%
Expiring Leases (120 days) 34 £ Leasing Specials Daily Activity
Mo del/Down/Admin g 0% Hot Sheet Monitor Reports
Scheduled Lease Renewals 1} on Hold Units o oo e
Alerts Click on the Deposit Accounting 16 . Mew PO New Sve. Req.
link firom the Dashhoard. unit Transfers 2 Print Letters
Maintenance Traffic Open Batches
Pending Make Ready 24 Prospect Pipeline o Charges Mew Charge Batch
Pending Work Requests 13 Today's Showings 1} .
Caompleted WO Fallawup 0 On Waitlist 0 Beceipts Hew Receipt Batch
Pending Applications 5 Payables Mew Payable Batch
J Deposit Accounting - 572272007
Move Dut Date #  Unit Resident D:":’("tsg't Ap';'ﬁf;nt
01/28/2004 110 Gary Martin _ rs
01/31/2004 215 Guy Hutton [
01/31/2004 111 Daniel Mckenzie ]
01/31/2004 119 kelly Cahill [
01/31/2004 123 Lauryn Chang ]
02/01/2004 218 Anne Cromwell [
02/15/2004 226 Louis Thomas ]
02/20/2004 206 Wil Hudson [
0z/28/2004 130 Peter DePrez —_
02/28/2004 212 Chris DeMille [
02/28/2004 225 Tara Hayek ]
02/28/2004 125 Diane Randall [
03/15/2004 230 Robert Levine ]
03/28/2004 223 Margaret Warner [
03/31/2004 129 Kim Harrison = Click on the Deposit Acetg button
03/31/2004 126 Matt Defoe [ """ next iv the Resident name to view
04/01/2004 201 Barry Krane I:I"’/— the Deposit Accounting screen.
05/15/2007 103 Leslie ifest [
05/21/2007 112 Jason Lopez ] v

3. Voyager displays thBepositAccountng screen. Voyager will prorate any resident recurring lease
charges at move oWwerify the rent prorate amount and adjust if nee@ader anycleaning or damage
charges based on the final inspection of the u@itange the default cleaning and damduege
description to a detailed description of the charge.

4. Ent er t h éonRaedmng Abldress 0 s

5. Confirm theAmountof refund If the total is incorrect DO NOT POSTontact Yardi Support Stajf
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Note: The Amountof refundwill be zero if the Residéen6s out st anding chathges
SecurityDepositCredit. An amount in thédmountowedcolumn indicates the regdt owes a balance at
move out andhe security deposit will be forfeited.

6. CheckPrint Statemenat the bottom of th®epositAccountingscreen

7. Click Post
Deposit Accounting |
Code krabar Propetty ares319 Lease From 04/01/2003
Mame  Barry Krane Unit 20 Lease Ta 03/31/2004
Address Anaparnu Villas Status Past Move In 04/06/2003
Rent 1,000.00 Mawve Out 04,/01/2004
City , Telephone (305) 555-3185(H)
Forwarding Address
Address|
|
city |
State |
Zip |
Confirm prorated rent amount
is accurate.
YesfNoChg Code Description \ Charge Amt Credit
v deposit |:Securit\,r Deposit credit |
™ rent |[rent]-Base Rent (04/2004) 1 days 7]\ 33,33 | 0
I misc |Remave Stains from Living Room Carpet | 75.00 0.0a
r misc |Cleaning Charge | 0.00 0.00
~3 misc [Fixed Hole in Master Bedroam wall |l | 125.00 0.0a
r rmisc |Repair Charge ‘l | o 0.00
r s/dafer  |Security Deposit Transfer | o 0.00
Totals: | |
Amount of refund'i
Arnount owedli
I Print Staternent . .
Add any cleaning or damage charges resulting from the move
| Post || Hew | out inspection. Change default description fo a detailed
description.

8. Voyager will apply the deposit to any outstanding chargeswalhctreate a payable to the Resident if
there is an amount to be retied. Voyager will display th®ove Out &atementon the screen. Click
the Print button o the Crystal toolbar to print the statemefi®rint 3 copies of théMove Out
Statemen}

9. {Send a signed copy of the move out statemenheoresidentplace onen the residerss file, and
forward a signed copy of the mowait statement tahe accountingdepartmentfor payment of the
refund}

10. Click Homeon theTitle Menuto return to thédashboardor Menuon theSideMenuto resethe menu.
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Adjusting Deposit Refunds

OccasionallyDeposit Accountingeeds to be modified after it is postédiditional charges may neet be
charged to the tenant or charges may need to be credited because they arer apptiogble As long as the

check has not been written to the residBefposit Accountingan be adjusted through tAdjustDeposit

Accountingfunction.

Note: NEVER reverse a security deposit refund payable or enter additional charges to a past resident after tt
DepositAccountingfunction has been postedlways make corrections through tiAeljustDepositAccounting

function.

1. To Adjust Deposit Accountingamounts,find the resident. Use thBerson Searchfunction on the

Dashboardo find the resident.
a. Search by t
number.
b. Click Search

c. Click on theResidenh 6 s
EORmUNEVanager Dashboard - Anapamu villas

Resident Activity

he

Resi

name.

Unit Statistics

dent 6s uni t,

name,

Tuesday, May 22, 2007

08.01.001 Security Deposit Handling.doc

Mave In 10
= Total Units 73
- Prop/List
Mave Out 2 Leased Units 53 72.60% ares3id
=] t A i 24
O:D::;CEDCDUH N3 _3 Occupied Units 43 58.90% add Guest Quick Guest
- Available Units 23 31.51% i i .
- £ Lessing Specials Doaily Activity
Expiring Leases (120 days) 33 Model/Down/admin ] 0% P
Scheduled Lease Renewals 0 . Hot Sheet Maonitor Reports
n Hold Units ] 0%
Alerts 17 Mew PO Mew Swe. Reg.
Unit Transfers z Print Letters
Maintenance Traffic Open Batches
Pending Make Ready 23 Prospect Pipeling 0 Charges Mew Charge Batch
Pending worl Requests 13 Today's Showings il .
) R pt:
Completed WO Followup i] on Waitlist a eceipts Mew Receipt B atch
pending applications s Payables New Payable Batch
| BEEE PSRRI Person Search {——— Person Search function
Unit I3 Phone #s Unit Status Rent Ledger Move In Move Out Lease To
ni
Barry Krane (805) 555-3185 201 Past 1,000.00 Ledger 04/06/2003  04/01/2004 03/31/2004
Hame |Krane Barry Krane 218 Future 1,625.00 Ledger  06/01/2007 06/01/2008
Code ‘
Fed Id
Phone Nurmber
Ernail
Auto License Click on the Resident's name.
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2. OntheResidenscreen under thEunctiors section, clickAdjustDepositAccounting

First Name  [Barey mo|
Last Mame |Krane hd
Address |
|
City-5t-Zip | vl
E-rmail [
alt, E-mail |
Office [ w
Hame [ta05) 555-3185
Fax | 3
| Save || Hew || Help |

cesiont. N

Property Info _l'.l.l.ﬂl.u_
) Adjust Deposit Acckg
Resident ID krabar ;
Credit Checl
Property ares3le
—'Illlld
Unit 201 Lease Charges
Status Past bt Inspection
Legal NS Roommates
Attach t
Payment Meathod Any w SRS I
Merno
Payable Method Check A Contact
EFT Setup
Click on Adjust Deposit Credit Card Setup
Accounting Resident History
Make Ready
Mew W

Demographics.

3. Voyager displays thadjustDepositAccountingScreen. The current amount of refund or amount owed

is displayed at the top of the screen.

4. Enter any additional charges agttive number in th€hargeAmt column.
a. Either type the charge code into fBkargeCodefield or use the lookup button to the right to

find the correct charge code.
b. Enter a detailed description.

c. Enter the dollar amount of the charge.
5. Enter any creditas a positive number in ti@&edit column.
a. Either type the charge code into tBkargeCodefield or use the lookup button to the right to

find the correct charge code.
b. Enter a detailed description.

c. Enter the dollar amount of the credit.

6. Voyagerwill adjug theamount owed otherefund amount. fie new amounts are displayed at the

bottom of the screen as the amount of refund or the amount owed.
7. CheckPrint Statemenat the bottom of thédjust Deposit Accountingcreen

08.01.001 Security Deposit Handling.doc
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8. Click Post
Adjust Deposit Accounting R
Code krabar Property ares319 Lease From 04/01/2003
Mame Barry Krane Jnit 201 Lease To 0343172004
Address Anapamu Willas Status Past Mowve In 04/06/2003
319 E. Anapamu Rent 1,000.00 Mowve Cut 04012004
City Santa Barbara, CA& 93101 Telephone ({80%5) 555-3185(H)

Forwarding Address
Address |

City

The current refund or amount

/ owed is displayed here.

I
State |
I

Zip

Current Refund Amount 766.67

Chg Code Description Charge Amt Credit
|cleaning J|Clean Kitchen | 100.00 | 0.00
| |l | o] oo
| I | of oo
| 1 | o] oo
| I | o[ oo

Totals: | |
Amount of refund ,7
Armount owed ’7

I Print Staterment

| Post | | Help | The original refund or the amount
owed is adjusted and the new
amount is showed here.

9. Voyager will display tie Move Out &atemenbn the screen. Click tHerint button on the Crystal toolbar
to print the statemen{Print 3 copies of thilove Out Statemet

10.{Send a signed copy of the move out statement to the resident, place one in the residents file, ¢
forward a signed copy of the move out statement to the accounting department for payment of tl
refund.}

Processing a Non Move Out Security Deposit Refund

Occasionally a portion of the deposit may need to be refunded paoestdend sove out The following
steps must be completed in ordeappropriatelyupdate thdResidentedger and security deposit liability.

There ardour steps to refunding Mon Move Outsecurity deposit
1. Enter a negative charge to security deposit charge code for the aramgntédunded.
2. Enter a positive charge to security deposit refund charge code for the amount being refunded.
3. Apply the above charges to each other by entering a zero receipt.
4. Manually create theecurity depositefund payable.

The exact process is asltls:
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1. To reduce the security deposit liabiligreate ecredit (negative chargeto the security deposit charge
code

2. To charge the security deposit clearing account, create a positive charge to the security deposit ref
charge code.

3. OCreate both theagative and the positive charges throud@yetailedReceipt BatchChoose Charges>
Create Detail Batchfrom theSide Menu

4. Complete théBatch Chargdilter:
a. Batch Description Enter a charge batch description.
b. Batch NotesEnterspecific notestodescrb e t he batch, such as 06nc«
refund®
c. Total of Charges Enter 0.(The positivesecuritydeposit refunadharge and the negative
security deposit credwill net to zero.)
d. Number of Charges Enter 2.
5. Click Submitto begin enteringlarges.

6. Complete theChargescreerfor the security deposit credit

Property Property Number.

Unit: Unit Number.

Resident Enter the Resident code dick the Residentink to display theResidentist
Charge CodeEnter theSECURITY DEPOSITcharge code

Amount Enter theamountbeing refundeés aNEGATIVE number

Account Leave blank

A/R AccountLeave blank

Charge Date Enter the date (in the current month)

Post Month Enter the current accounting month

Reference DoNOT E n t :MoveGubd This is important)

k. Notes E n t :8acurity Deposit credit Th(s is important, especially the : at the fron}

S@~eoa0oTy

— —
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7. Click Save

8. Complete th&Chargescreerfor the security deposit refund charge

S@~ooo0oTp

— —

Unit ,7 Status Unpaid

Resident fritay

Charage Code |deposit

charce [N

Property ares31g Ctrl {(New) Unposted Batch 244

Amount -400

Reference |:M0veOut

Category |
Tax MNone w

Account
AFR Account

Property Property Number
Unit: Unit Number

Resident Enter the Resident coae click the Resident link to display the Resident list
Charge CodeEnter the security deposit REFUND charge code
Amount Enter theamount being refundeas a POSTITIVE number.

Account Leave blank

A/R AccountLeave blank

Charge Date Enter the date (ithe current month)
Post Month Enter the current accounting month

Charge Date |04/25/2007 Motes
Post Month 04,/2007 (Security Depasit credit
Hald ™
| Save | | Help
Amount Date Check#

ReferenceEnt er 0 ThR & fmpartaht) esgecially the : at the fronj.

NotesEnt er O Amount Thisc impatant).ef undedod

08.01.001 Security Deposit Handling.doc
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9. Click Save
charge [T
Property ares319 ctrl {(New) Unposted Batch 244
|nit Status Unpaid
Resident fritay
Charge Code |depref
Reference |:Refund
Amoaount 400
Category |
Tax Mane w

Account
AR Bccount

Charge Date |04/25/2007 Motes
Post Month 04,/2007 arnount to be refunded
Hold r
| Save | | Help
Amount Date Check# Motes Rec

10.Return to théBatch Chargescreen.

11.Click Reportto review the batchReview resident name, dates, amounts and account number. If
information needs to be corrected, close the report andititkSelect the charge from the side menu
to edit the transaction.

12.When each transaction in the bats correctclick Post

13.Click ®OK6 Are youw sure you want to P8st

14. Apply the security depositredit to thesecurity depositefundthrough a zero dollar receipt.

15. Create the zero dollar receipt througbBetail Receipt Batch Choose Payments> Create Detall
BatcH from theSide Menu

16.Complete théBatch Receipfilter as follows:

Batch Description Enter a receipt batch description.

Batch NotesEnterspecific notes to describe the batch.

Total of receipts Enter O.

Number of receipts Enter 1.

Deposit Date Enter the first of the current month.

Post Month Enter the current accounting month.

Deposit MemoEnter additional notes about thatch

@roaoop
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17.Click Submit

Batch Description  |ares319 sd refund eh

Batch Motes |

Total of receipts  |0.00

Mumber of receipts |1
Deposit Date |o4/01/2007
Post Month |na/z007

Deposit Mermo |

| Submit || Help |

18. Complete theReceipffilter as follows

a.
b.
C.

S@ ™o

— —

k.
19.Compl

a.

b.

Property Enter property code or accept ddfaalue.

Unit: Enter the unit number or leave blank to seledRbgidentode.

ResidentEnt er the residentds code o0NOTE:ILeaeekhist h e
field blank if a unit numbewas entereth step b. and wish to use the curresgident

Click the Enter Detailbutton to the right. The program completes the payment details section
with the residentds outstanding charges.
Amount Enter O

Payer Leave Blank

Date ReceivedEnter the first of the current month

Post Month Verify the current accounting month.

Check Num: Enteré none o

Cash AcctEnsure that the account numbethscash account for Security Deposits.
PaymentMethod Accept the default

ete thd?aycolumn

Enter the amount afecurity deposias a negative nureb on the deposit line item.
Enter the amount dhe security deposiefundas a positive numben the depsit clearing
(refund) line item.

20.NotesE n t erag Gén MoveOut transfeo .
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21.0nce the zero dollar receipt has been applied to the correct chadygsednapplied pay amount
equals zero, clickave

221 f a dialog box displays on the screen sayi ng
changehe CashAccountfield entry to security deposit cash account.

23.The program automaticalhgturns to théatchReceiptscreen.

24.Click theReporton theBatchReceiptscreen.

25.Right Click and seled®rint to print the batch report.

26.Review theUnpostedReceiptBatchreport carefully looking atesident namegjates, amountg&hould
only be zero)and account numbers.

27.Close thdnposted Receifatchreportwhen finished reviewing or printing the report.

28.1f the batch is correctlick Post

29.Click @Okdt cAredou sure you want to P8sb

30.The screen changes to a blatkeerwith a link to print the dgosit slip for the completed batch.

31.Click Homeon theTitle Menuto return to théashboardor Menuon theSideMenuto reset the menu.

32. Manually create theecurity depositefund payabl¢hrough aPayable BatchChoose Payables>
Create Payable Batglirom theSide Menu.

33.Complete théBatchPayablefilter asfollows:
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