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January 1, 2014

Welcome,
A new 2014 (AMXP) Edition of our apartment management program is now available.
Significant changes include the following:

1. Two Quick Start Guides for Installation cover both “First Time Users Only” & “Upgrade for
Existing Users” reference page 4

2. AMXP automatically backs-up the data file before exit named AptMgrData .acdcb backup.

3. All pop-up reminder dates are your choice: they have changed from fixed to variable.
Pop-up reminders are two (2) days before and two (2) days after the date chosen.

4. A new report details Maintenance performance by percent of work orders completed
along with a breakdown of individual frades, ie: plumbing, electrical, etc.

5. Added a new feature End of the Year Set up for New Year reference page 9

6. Late rent notices conform to the new Superior Court ruling of dual notification as separate
Certificate of Mailing for both tenant and co-tenant (Pre-printed with USPO list).

7. The tenant database now includes email addresses which allows management to send
reminders of past due rent to delinquent accounts.

8. The late rent notice now eliminates postage for a letter when a tenant is already in the
court system and an e-filing has occurred.

9. A more complete list of navigation symbols and a completely new manual.
10. Lastly, there's some bug clean-ups and more importantly, Security improvements.

Please call us with your comments. We can help users with installation and database population.

www.FreeSoftware4Landlords.com

Microsoft Access version 2010 is now Required for the AMXP program to run.
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Section 2 — Installation

Quick Start Guide — First Time Users Only

System Requirements: Operating System Microsoft 7 or later version PLUS Microsoft Access Version 2010

Acronym: The CD Contains: The DVD Contains:
FVA = Full Version of Access AptMgrProgram.accde Overview
AMXP = Apartment Manager XP AptMgrData.accdb Required Modules
TV = Trial Version of AMXP AMXP Manual.pdf Daily Used Modules
QuickStart.pdf Support Modules

The Program.accde and Data.accdb files are both required to run the program

Step 1: Go to: “My Computer” . ..... ... Click (Local Disk) “C”

Step 2: Create “New Folder”. . . . ... Name Folder: “Apts-FVA-TV-2014”

Step 3: Load CD into drive: . . . .. Highlight 4 files on CD & copy to “Apt-FVA-TV-2014”

Step 4: Highlight & Print the Quick Start.pdf

Step 5: Double click the program “AptMgrProgram.accde” . . . . .. Then enter the password “Trial”.

The Program is now loaded and ready for data entry

Step 6: Complete the Company Profile

Legal verbiage is determined by the Landlord Tenant Code for the property jurisdiction.
Step 7: Complete the Property Module

Each unit is a separate entry an active unit is “C” (current).
Step 8: Complete the Tenant Module
All units must have a tenant. If a unit is vacant, a substitute tenant must be entered.

The substitute tenant will be OPEN### (ie: Unit 7 is vacant: Tenant name “OPEN007”
Unit 27 is vacant: Tenant name “OPENO027”, Unit 120 is vacant: Tenant Name “OPEN120”)
** Check the manual for instructions on adding or removing a tenant ** Reference pages 15 +

Print the manual and begin viewing all the features and reports

Quick Start Guide — Upgrade for Existing Users

CAUTION: BACKUP YOUR PROGRAM AND DATA FILE BEFORE STARTING UPGRADE ref pg 7
Step 1: Go to: “My Computer” . ..... ... Click (Local Disk) “C”
Step 2: Go to existing folder . ... ....... Apts-FVA-TV-2014
Step 3: Load CD intodrive . ........... Highlight only the AptMgrProgram.accde . . . .. ONLY!!!!
CAUTION: DO NOT COPY THE EMPTY DATA FILE THIS WILL ERASE YOUR EXISTING DATA
Step 4: Copy AptMgrProgram.accde into the existing folderinstep2........ Apts-FVA-TV-2014
Step 5: Double click the program “AptMgrProgram.accde” . . . . . . Then enter your existing password

Your program is now upgraded to the most current version
Print the manual and review the changes in detail
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OPERATING SYSTEM +

ACCESS + &

Section 2 — Installation

AMXP COMBINATIONS

Windows 7.0 Access 2007 + AMXP 2014
Windows 7.0 Office Pro 2007 + AMXP 2014
These combinations will not work
Windows 8.0 Access 2007 + AMXP 2014
Windows 8.1 Access 2007 + AMXP 2014
Windows 7.0 Access 2010 + AMXP 2014
Windows 7.0 Pro + Office Pro 2010 + AMXP 2014
These combinations will work
Windows 8.0 + Access 2010 + AMXP 2014
Windows 8.1 + Access 2010 + AMXP 2014
11/20/2014 2014 Edition Page 5



Section 3 - Introduction

BpartmentManagerkp

For the Professional Real Estate Property Manager

FEATURES

Easy to understand, minimal need for technical support & detailed illustrated manual

All rents are entered into the General Ledger with one click

All payments are easily entered by choosing either unit or tenant name

Real time accounting of Percent of Month to Date collections with each payment
Court documentation for all late rents are done with one click

Summary of all balances due with one click

Summary of individual statements with two clicks

Financial statistics — Vacancy, Revenue, Expenses, Maintenance by unit or building
Tracks maintenance Requests, Completions, and Charges with minimal input

Easy access to memo pad for office action items

Tracks judgments for pre-program, new and past tenants both open and closed
Prints court paper work to satisfy a judgment

Management of multiple owner properties with individual commission statements
Managing and tracking tenants who have vacated with judgments pending

Differentiate between taxable and non taxable income and expenses
Differentiates between Section 8 tenant’s portion and total rent amount
Tracks previous tenants garnishment payments and court satisfaction
Saves paper - Reports are screen printed for viewing prior to hard copy

No labels needed: All tenant notices easily fit a #10 window envelope

www.FreeSoftware4l.andlords.com
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Section 3 - Introduction

Navigation Symbols

The 2 red Exit’s shown will authorize return to the previous module or home
page or exit the program

=l
The top right corner X’s “are not used” to exit a module or program These X’s are for

i @ o i Program lock up which should not occur. Always use the red EXIT labels shown above
gl Report Wiew
L&y Print Preyiew

Zoom: 100% -
] one Page
B3 Multiple Pages N
O Page Setup...
ozt A right click gives the option to print or close a report
‘ Exrm; 3

Send To »
=2 Close

. Provides real time hints for the input required
~ e |Help | put req

E Add a New Record items control starts a new record All items highlighted in
green require input before using the save button

Change Existing Record control allows editing of a existing record All items
highlighted in yellow can be changed before using the save button The Change button
has limited authority the dark grey items cannot be changed in the record

The Save Record control writes the record to the database file It is the last step after
Save Record new or change action

Note: Other navigation symbols on page 73

11/20/2014 2014 Edition Page 7



Section 3 - Introduction

Main Menu Form — Home Page

Aparingnill n@@em

Cupyrlght 2006
ABC Apartmenh
s

Tenant Pmﬁle -

Trial Version
|J0hn Smith

Birthday

0 K
Pre Program
Tenant Profile

Nnm: & Unit

Statement

Pmpe Profile General Ledger :ﬁ [ ——
)

AMXP gives real time
collection info It also gives
the date and time, will
update every 5 minutes or
can be manually updated

Unit & Addr:.u Name & Unit Charge & Payment Reguest & Record

Judgments

| Rent & Late Rent Owner's Court Info Action Items

Enter License = e e
W TA L L. E ) e R

VErsion |12. 19.13 |2014 Edition Expiration Date| 1/30/2015

S

Data changes IF

AMXP automatically backs up the data file before exiting the program EVaptHarbats.mdbBackup |

Microsoft Access

X

Data database C\AMXP-TESTZ-201 3 AptMarData. mdbBackup has been backed up on 6/17[/2013 11:25:35 AM,

The files below will now be shown once the program exits to the root directory folder

@ﬁiptMgrData.accdb §18/20149:35AM  ACCDB File 4,004 KB . ]

- ) AMXP will automatically
| AptMgrData.accdbBackup 8182014933 AM  ACCDBBACKUP File 4,004 KB backup your data files:
@ AptMarProgram.accdb 818/20149:38 AM  ACCDE File 22 636 KB AptMgrData.accdbBackup

How to Backup your Data

Reminder: Backup data (AptMgrData.accdb) after exiting the program.

Weekly flash drive

Nk v = °

backups can minimize
recovery efforts after

Insert the flash drive into the USB port
fatal computers crashes

Go to: “My Computer” Click (Local Disk) “C”
Go to existing folder Apts-FVA-TV-2014

Highlight AptMgrData.accdb and AptMgrProgram.accde

Click Edit Click “Copy to Folder” Look for flash drive
Click “Copy”

Check the flash drive for the program and data using the details icon

..... (D: removable drive)

11/20/2014

2014 Edition Page 8




Section 4 - Company

It is extremely important that before proceeding to any of the ten (10) modules, the Company Profile
module must be completed in its entirety in order for the other modules to function without errors

4A - Completing Company Module

e A G o

From the AMXP home page click on “Company Profile”

Company Profile _I

Fill in the Owner Name, Address and phone #

Fill in Company Name, Address, City , State, Zip, Phone# and Email Address

Fill in charges based on the applicable state and local laws governing landlord/tenant codes
Fill in legal verbiage based on the state and local laws governing landlord/tenant codes

Fill in the court name and address to where you would normally file landlord cases

Click on the Red “Exit”

Read the 2 message boxes and click YES
A x

Is ALL the infiormation correct? Afterword, the Owner and Company Info wil be locked, no Future changes wil be dlowed, Flease verify that al information is correct ., especially the owner and company. . before exit.

Mo Ve Mo | Canicel |

Enfer Your Company's Profife Note: Do Notcomplete  DATE: 1271072013

unless you have read TIME: [14:16:08
manual.
MANAGEMENT CO. PROFILE DATABASE e ey
Trial Version Expiration Date IM _
Soitwdre Owner-tiser’s fnfo Company o
Mame |John Srnith SerialMo: |‘I 234
Date zoftware iz initialized Im Company Hame |ABC Apartments Change Reminder
Address [123 Yellow Foad Address [456 Yellow Foad Dates before exiting
[wiimingtern | [DE  [13802 [wimingtern— [DE  [13803 form if needed
Phone & |[302]9T54§ Phane # [[302] 123.4555r # af urits [100
File Path [CAaM<P-TEST12.082013 E Mal [apartmers com

Record ear |2U'| E Change Main Pragram Mame: |\AptM grFrogram.mde
Pragram To complete the legal
Fassword .S'efup Paszwaord Data Mame I'\-"'\"I:'th‘lI orD ata. mdb .
Legal verbage for court filing: [Late Rent Motice) verblage check STATE
Main Program Pazsword [pep] |= : 113 (1
| Fage | Landlord-Tenant Code

Pazzward to "add onI_I,J"I***

Password ta changel’“‘“

CSH Passwordl*** ; _
Legal verbaage for rent receipt [Tenant in Cort)

Legal percentage for late fee i Page 2

Legal amaunt far returned check service fee | $25

Maintenance Hourly Rate: [ 330

Minimum kM aintenance Service Charge: |$T
Percentage rate for commissions WZ

Late rent variable amount limit I:B‘IT
G/L #B Dption 3 Callection Goal [ 70 %

Court Cost: | $42  only for past due rent

Constable Cost: | $35 Court Narme ICourt 1
Court Address I?BS Court Lane

 E—

Legal/erbageRentRenawal;
Page 3
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Section 4 - Company

New Year set up must be performed after 1st year of use on December 31st. All the information, in all the
modules, will continue except in the General Ledger which will start with the 1% entry of the new year.

4B - End of the Year Set Up for New Year | This feature is only visible in the Company Profile on 12-31-XX

1. This step has to be performed at the end of December Begin by entering tenant balances carried forward from the

2. From the AMXP home page click on “Company Profile” | previous year before entering January rents.

3. A message box will appear, click no

Mew Year Processed? |

This feature is ONLY AVAILABLE (for
existing users) and should be completed on
ves Mo | December 31 for the New Year.

‘:.T/ Hawe wou performed the Mew Year (Z014) Process wek?

4. Click on the Red New Year Setup label on the top left side of monitor

5. Click Done
New Year Setup ... Page 1 2013 Return to the Main Menu

Special note: Contrary to the title of this module: this module is used to setup the program and data for the 2Znd, 3rd,... yvears

Done I i Mot Done I

Step 2 appears click on the red step 2

7. Click on the red Step 3
Newnr Year Setwp ... Page 2 2013

Coppy cerrrent (2078 3) dafabase fnfo fre rewvw (200 4) folfder Ffor ffre nrew year

|Current wear database 2013

[rMewe vear database 2014

8. A path to the new year folder will appear click OK
|

Enter the new Folder name For new vear:

Quit without processing I

F-TEST-12.04-2001 4

9. Click ok when the instructions message box appear and the instructions will also be printing automatically
=]

The new Folder and data are loaded!

Step 1 - Please exit the currenkt program.

Step 2 - Go ko the new Folder.

Step 3 - Once in Ehe new Folder For Ehe new wear, launch the Aparkmenk program
Step 4 - Input the new path when prompked

Step 5 - Ak the nexk page (Page 41, click 'mMew Year Process'

Step 6 - The program will nows prinkt Ehe Final insktructions For the new wear database.

10. Follow the steps that were printed to complete the new year set up

11/20/2014 2014 Edition Page 10



Section 5 - Property

SA - Adding New Properties (Single Family Units)

1. From the AMXP home page click “Property” Module
Property Profile

Unit & Address
2. Click “Add a New Record”

Add New Record

3. Click “Add Owner” (the owner must be added to the Owner Section first, if the owner is not added

the program will produce error messages and you will not be able to continue any further If it is

your own property your information will also have to be added into the “Add Owner” Section)

Add Owiner

4. Fill in address, City, State, Zip Code, Unit description, Target
5. Click on “Current” for Type

i

PROPERTY MODULE DATABASE Recordvear: 2013

Rent,

version Im
S oo =
C o | new
Existing Record
Select a unit I |
Jrit [020 The Unit # indexes with each new unit dpapltemes Wi fiamzian
Address |'I Fed Avenue Purchase D ate Serial #
[fw/isingtan i Wpsem- Hot water Heater | I [
Floorl‘l_ Heater | | |
Apartmenti Air Conditioner
o | Moo | (U | |
Unit D escription: |3EH 1.2 B4 Home Stove | | |
Target Rent $35 ticrowave | | |
Owuner Mame [$YZ Mamt | AddOwner |m Refrigerator | | |
Duwner Address [P0 123 Washer | | |
[fw/iningtan ] W [Taa0T- Dryer | I [
Owner Work Phonet lm
Owner Cell Phonett [ Water Conservation & Maintenance
Owner Home Phonett l— Ballcock Flush valve
Typelm C}:\;:;: ||jnate C\G-"aar:;;%u;te TubFaucet: KitF aucet: BathFaucet: HeaterFilter: Tech
Comnment: ﬂﬁ I I I
11/20/2014 2014 Edition Page 11



Section 5 - Property

SA - Adding New Properties (Multiunit Buildings)

1. From the AMXP home page click “Property” Module

Uinit & Address

2. Click “Add a New Record” to Add the 1% Unit

%

3. Fill in Address, City, State, Zip Code, Floor, Apartment #, Unit description, Target Rent,

4. Choose the Owner
5. Click on “Current” for Type
Type -

a

Current

.
Select a unit I v I

Unitd (018

Address |21 Fodhey Street
— Each Unit in a Multiunit building must
|W||m|ngtnn IDE I1 350E- have a separate unit ID
Flot |1— ie: Unit #18 = 21 Rodney Street Apt A

Apartmenth I,-'i'-.

Unit 1T |EI1 821 Fodney Street-1- &

Urit Description: IEBH -1 Ba - Apartment

6. Click “Save Record”

7. Follow the above instructions for the 2" Unit in the same building

Select a unit; I v |

Init# {073
Address |21 Fiodney Street
|Wilmingtcun IDE |1 SB0- Each Unit in a Multiunit building must
: have a separate unit ID
Floor [Z” ie: Unit #19 = 21 Rodney Street Apt B

ApartmentH IB

Urit 1 |D1 3-21 Rodney Stest- 2-B

Uit Description: |2 ER - 1B& &partment

8.  If there are more units in this building keep repeating steps 1 thru 6

11/20/2014 2014 Edition Page 12



5B - Updating Existing Property Information

Section 5 - Property

1. Identify the property needing update by using the down arrow next to “select a unit”

Select 3 urik [ =]

2. Click “Change Existing Record”

3. Make the necessary changes (only yellow fields may be changed)

4. Click “Save Record”

ve Record
PROPERTY MODULE DA TABASE Recordvear 2013
[Add New Record il Chang= T T
Existing Record
Select aunit | |
Unit# [004 Appliances Warranty Information
Addiess[2LareAve Purchase Date Modsl # Serial #
[wimington ) [oE [1s801- Hot Wiater Heater | [ [
Floor [T~ Heater | 04/01/200 | [
Apartmentﬂh— Air Condiioner | [ [
Unlt\DlW Dish 'washer | | |
Unit Desciiption: [2BR 162 GAS HEAT Stove [ e/ 7200 | [
Targetﬂanllw Microwave | I I
Owner Namelm Add Owner Im Retrigerator [ [ [
Ounerfddiess[POT23 wiasher | | |
[iwiimington  [oE T30t Diyer | [ [
Duiner Work Phenett [[123) 456-7850
Ouwner Cell Phonett [ Water Conservation & Maintenance
Ovener Home Phonet I— Ballcock Flush valve
Type[Curent =] cﬁ;’ﬁ;i’.'g”ate c\[:::;;%u;.e TubFaueet: KitF aucet: BathFaucet:  Baltens HeaterFiler. Tech
Comment [ [ o4/ot/zo0 [ oasonizono | | | 57172011 9/1/2012 [Mike

5C - Removing an Existing Property (no longer managed)

1. Identify the property by using the down arrow next to “select a unit”

Select a unik =]

2. Click “Change Existing Record”

Change
Existing Record

3. Click on the down arrow next to “type” and Select “Past”

Type o v
4. Click “Save Record”

11/20/2014

2014 Edition
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Section 5 - Property

5D - Property Reports

PR Chorce 7 - PROFPERTY PROAYE D3 T7TA8455

Select an owner: | -

o

__|FF#1 - All Froperty Profile Report
__| PR #Z - All Property Water Conservation & Maintenance Report

PP#1 — All Property Report

Property Profile Report - All 2013
Type=Current
Unitg Address Target Rent Owner Name Description
001 1 Strest 3700 XYZ Mamt JBR1BA
002 1 Btrest 500 KYZ Mgmt ZBR1BA
003 1 Strest 3500 KYZ Mamt 1BR 1BA
204 IlsnzAvs 3700 XYZ Mgmt ZBR 1BA GAS HEAT
32,500
PP#2 — All Property Water Conservation & Maintenance Report
PP #2 - Water Conservation Muaintenance Report 2013

BAHIO In FVHXO Our  Tub Kitchen  Bath SD/CO  Heater
Change Date  Change Date  Fancet Fuucet  Faucet Battery Filter Tech

i : 101142012 10/1/2012 Wike
e e SHM/Z011 92012 Mike
< “

25(2012 402012 GM32012  Sn3zmz

11/20/2014 2014 Edition Page 14



Section 6 — Pre Program Tenant

6A — Adding A New Entry

1.

AN

From the AMXP home page click on “Pre Program Tenant Profile”
Fre Program

Tenant Profile
MName & Unit

Click “Add a New Record”

Add New Record
Type in the Tenant (TID) number which is the same number in the TID box
Type in tenant first, middle initial, and last name
Fill in Unit ID*
Fill in $ past due, $ damages less security deposit and indicate by Y or N if the past due rent or damages
have been paid
ie: Y-Y = past due rent and damaged were paid off
Y-N= past due rent was paid, damages were not paid
N-Y= past due rent was not paid, no damages were charged
N-N= past due rent and damages were not paid off
Click “Save Record”

PRE PROGRAM TEMANT PROFILE DATABASE  RecordYear 2013 version [8.36,13

|2 @d HER™

i ew Rccord l | Chamge e |
Existing Record

0 | T Last number of TID is|

NOTE: =

Pre Program Tenant #'s start at feran Im—

1000 Fist Name [Tabn

FOR USE WITH Middle Inilia\l_ = if unit is not in look up table

Pre Program Tenants with then it must be added into the

Judgements Last Name [Spencer property profile

Frior to purchasing this program UnitlD: [01217 Street- 1- Unit 1D Lookup® |17 Shreet 'I
Type [Past 'I

Maove Out Dake | 03/20/2012  Eviction Date: I § Past Duel 4550 $ Demages - 5D Court FD - DA [N

*To fill in the UnitID you need to go to the Unit ID Lookup box and click on arrow All the unit information would have
been entered in the” Property Profile” When you click on the arrow all entries will appear and you will click on the

address for that particular tenant
NOTE: PRE PROGRAM TENANT TID # ‘s START WITH 10001/NEW TENANT TID #s START WITH 0001

6B — Pre Program Tenant Reports

Tenair

Pre Program Tenants Report 2012
LastNome FirstNaowe UnicdD Move OrDare Past Due

11/20/2014 2014 Edition Page 15



Section 7 — Tenant
7A - Real and Substitute tenants

After purchasing AMXP and completing the Company and Property modules, if any units are vacant they must
be filled with a “substitute tenant”

For each unit there must be a tenant
For each unit which is occupied a real tenant should be entered with a status of current

For each unit which is vacant a substitute tenant must be entered with a status of current
A substitute tenant has a standard format: First Name = OPEN### Last Name = OPEN###
OPEN indicates the substitute tenant occupies a vacant unit
### indicates the substitute tenant occupies unit ID ###
The unit ID ### is a combination of unit ### plus the address

The purpose of entering a “substitute tenant” into a vacant unit is for the General Ledger reports
The substitute tenants identify which units are vacant & the lost rent due to vacancy

HOW TO ENTER A SUBSTITUTE TENANT

1. Identify the vacant unit ID# = ### — address — Apt — floor which is visible from the drop down box
Uit 1D =

. 0O01-1 Street- 1- 1
Unith 00z 1 Street- 2 2

Uit 10| O03-1 Strest- 3- 3

004-2 Lane Awe- 1- 1

T4 005-12 East Strest- 1-

O05-11 Marth Streest- 1-

| vl

Actuall naz 15 | ane Street- 1-
Leaze 4 002-132 Strest- 1-

2. Type the First and Last Name with the unit ID #
Tenantd 00711
First Mam= IW
Middle Initial [T
Last HNams= IW

3. A message box will prompt choosing the unit after step 2
x|

i MNow choose a correct unit because if the unit is already occupied the program will require entering the new tenant
data the second kime.

4. Choose the Unit identified in Step

Lirit 1D -

. O01-1 Streest- 1-1
HUnit ane Steet- 2- 2

Lwit 10| O03-1 Streest- 3- 3

O04-2 Lane &ove- 1- 1

T4 005-12 East Strest- 1-

O0E-11 Horth Street- 1-

| Iyl

Actual

O07F-12 Lans Strest- 1-
Lease { 00213 Street- 1- Actl}al
00914 Strest 1- Unit
011-16 Strest- 1- Rent &
Tenant

5. Fill in the actual rent = $0, Lease Start Date, Tenant Portion = $0, Prospect = none) Portion

Actual Unit Rent I$':I Lease Start Diats I':'?“”:'-I f2013 Eura 5.0 Digpozition |none Tenant P'Jfliﬂﬂl 0 is $0

because
3 13 2
6. Click “Save the Record Lease Start Date is when there is

the unit became vacant no

tenant

OPENO10 is the substitute tenant now occupying the vacant unit 010-15" Street (Single Family Unit)

11/20/2014 2014 Edition Page 16



Section 7 — Tenant

All new tenants must be entered first in this module before you can enter any information into the General Ledger

7B — Adding A New Tenant

1. Click “Add a New Record” Information to be filled in will be highlighted in You will notice that the
only boxes not highlighted are the Unit#, Unit ID, and Target Rent These boxes will be automatically filled in
when you choose the unit in the right hand top box

2. Fill in first name, middle initial and last name

3. The program will now prompt you to choose the unit
zl

§ ) Mowchoose a correct unit becauss If the unit is alteady occupied the program will requirs entering the new tenant
data the second time.

4. Fill in work, cell and home number if any, employer, supervisor, SSN (for security purposes only put in the

actual four digits), and email address

If there is a Co-Tenant fill in the requested information

6. Fill in Actual Unit Rent, Lease Start Date, #Adults, #Children, Security Deposit, Extra Security Deposit if
any,

7. Check the Section 8 Box if the tenant is part of the Section 8 Program A second box will appear where you
may fill in the Section 8 portion The program automatically fills in the tenant potion If the tenant is not on
Section 8 don’t check the box and just enter their rent in the “Tenant Portion”

........................... Secton 8V 58 F'u:urtiu:unl 4750

SEE“DH EI— Tenant Pnrtiunl—m
8. Flll n any bulldlng locks, SDB (Single Dead Bolt), Passage, #'s
9. Please DO NOT fill in Security Deposit Letter Date this will be used later in the program
10. Double check all the information and click “Save Record”

TENMANT PROFILE DATABASE version [5.18.13

| Z c [¢ [+ 7

[Add Wew Record [l change Tenant [ om

b

Existing Record Status
Tenant's Mame Search Iﬁ Record Year: 20 13
Tenantd (0005 Uit |D|DU472 Lane Awe-1-1 |
First Name [Tohn Unfoos
Middle Initial I_ Unit 1D |DD4-2 Lane Ave-1-1
Last Name IW Target Hentl:{;?[l[l— m
Date of Bith: /0571958 Actual Unit Rent [§760 & Tenant Names
Tenant work Phonett m Lease Start Date Im & Open Unit Names
Tenant Cell Phonet |[1 23) 9876543 # Addults I—_I 4 Ehildrenl_ﬂ & Move Out Tenant
Tenant Home Phonett |[1 23) 7834561 ey Pt IWT & Add Mew Tenant
Emplayer IABE Extra Security Deposit IT MI
SR IMaw Prospect - Celld - Deposit |
S54# (D00-00-0000 Section 8
e W Tenant Partion IW
Co-Tenant's First Mame I— Building Lock # IB—
Co-Tenant's Middle Initial I_ Frant SDE/Paszage l?—ls—
Co-Tenant's Last Hame I— Rear SDBE/Passage I—I—
Co Tenant's Date of Bith: I— Secuity deposit letter date I—
Co-Tenant's SS# I— Tenant Type IE_ C=Curent P =Past Change Tenant tbype to Past
CaTenantE kail I—
CaT enant'/Phone: I—
CaTenantCPhone: I—
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7C- Updating an Existing Tenant

Section 7 — Tenant

1. From the AMXP home page click “Tenant” Module

Tenant Profile

Mame & Unit

2. Identify the tenant that needs to be updated by clicking on the down arrow next to “Tenant Name Search”

or simply type their last name

Tenant's Mame Search IEM - I

3. Click “Change Existing Record”

2

Change
Existing Record

4. Make the changes (only fields in yellow may be changed)

bt

Click “Save Record”

TENANT PROFILE DATABASE

£

2

Change

Existing Record

Tenant's Mame Search [J ackson

2013 Edition

version 5,19,13

Tenantt |DDDE

First Marne IFIa_l,J—
Middle Inital [~
Last Marne W
D ate of Birth:
Tenant \Wark Phonet Im
Tenant Cell Phonett Im
Tenant Home Phonet Im
E mployer IAE—
Supervizar IMike—
55# [000-00-0000
Tenant EMail I—

Co-Tenant's First Mame I—
Co-Tenant's Middle Initial [
Co-Tenant's Last Mamne I—
Co Tenant's Date of Birth: I—
Co-Tenant's 554 I—
CaTenantEMail: I—
CoT enantty Fhare: I—
CaTenantCPhare: I—

11/20/2014

Tenant Print Reports |l Bat |
Status
Record Year: 2 0 1 3
Unit IDllJDd-Z Lane fwe-1-1 =
LinitH IDD4

Print Thiz Becord
Unit 1D |DD4-2 Lane Awve-1-1
Target Rent{$700 m

& Tenant Mames

Actual Unit Fent I:BT-"ED
Lease Start Date IDBHD1 2013

& Open Unit Mames

& Mowe Out Tenant

# Adubs[ 1 # Children [ 0
Securty Deposi IiBF’T & Add Mew Tenant
Extra Security Deposit IT M
Extra 5.0, Dispozition |
Section 8
Tenatt Partion IW
Building Lack # |e—
Front SDE/Pazzage IS—IS—
Rear SDB/Paszage I—I—

Security deposit lether datel

Tenant Type [T C=Curent P = Fast  Change Tenart lype to Past

2014 Edition
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Section 7 — Tenant
7D - Changing a Current Tenant to Past

1. From the AMXP home page click “Tenant” Module
Mame & Uinit
2. Identify the tenant that is moving out by clicking on the down arrow next to “Tenant Name Search” or
simply type their last name

Tenant's Mame Search IEM - I

3. Click “Change Existing Record”

2

Change
Existing Record

Complete the Security deposit letter and enter the date of mailing

Click on “Change tenant type”
Security deposit letter dalel 06/01 32013

Tenant T_l,lpeIE— C=Cument P =Past Change Tenant type to Past I
READ THE 5 MESSAGE BOXES for information to be added
7. Fill in Move Out/ Eviction date, Past due Rent, Damages, and if court filings have been made for past due
rent or damages
ie: Y-Y = court filed for past due rent & damages
N-N= no court filing for past due rent or damages
Y-N= Court filed for past due rent and no for damages
N-Y= No Court filed for past due rent but filed for damages
Move Out Date [05/30/2013  EvicionDate [ $PastDue[”  $1  $Damages-SD[  $250 CoutPD-Da [N
Click again on the button “Change tenant type”
9. READ THE 2 MESSAGE BOXES

oos

*

*

Microsoft Office Access g| Microsoft Office Access

Flease click. Change Tenatn type to Past command button, Has copies of the security deposit letter and certificate of mailing been filed?

10. Lease Start Date messaie box will appear click ok for the start of the vacancy period
Lease Start Date

|
Please enter the lease start date For this vacant unit
which is when the last kenant of this unit either mowved
ouk or was evicted T |

11. The program will automatically close the tenant profile and create a new tenant with the name OPENN###
(OPEN = Vacant ### = Unit ID)
12. Check the tenant status box which changes from Green C to Red P

Tenant Tenant
Status Status

When a unit is vacant and has an OPEN### entry, make sure the box titled ‘“Actual Unit Rent” is filled in
with zero “0” (This will ensure that this unit appears as vacant in the G/L Choice #4 — Management

Report — All Units) From Step 7 above the date the unit became available to rent is a help when trying to
fill the unit
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Section 7 — Tenant

All units are automatically given a unit ID when entered in the Property Module When filing a vacant
unit you must know this ID#

7E - Filling a Vacant Unit (OPEN###) with a New Tenant
Special Note:

. Click “Change Existih'g'l_iecord”

Before you can place a new tenant into a specific vacant unit (ie: OPEN012) the specific unit must
be changed from current to past

The purpose of a vacant unit filled with OPEN### is to identify which units are vacant in the
management summary report and how long has the unit has been vacant along with the lost
revenue which is calculated from the target rent in the Property Module

The management summary in the General Ledger must show all units (filled and vacant)

. From AMXP home page click “Tenant Profile”

Tenant Profile
MName & Unit

. Identify the vacant unit by using the “Tenant Name Search” arrow ALL vacant units should be

OPEN### (OPEN =vacant - ###= unit ID#)

Tenant's Marme Search |open =1
OPENDTD OPENDID  a
Tenantt [T ppeno1 1 OPENGT

First Name [FRAASAIE OFENDIZ

2

Change
Existing Record

. Look for the “tenant type” (which is located in the lower right side of your monitor)

Tenant Tupe II: C=Curent P =Fast [Change Tenant bype to Past I

. Change the “C” to a “P”

Tenant T_I,Ipelﬁ C =Cumrent P = Past Change Tenant type to Past |

. Click “Save Record”

. Follow steps 7A for adding a new tenant
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Section 7 — Tenant
7F — Tenant Reports

Fenant Dalfabase Prinf Alernc

TP Choice 1 - Current Tenant Report by Unit ID

TP Choice 1A - Current Tenant Report by Tenany Last Mame
TP Choice 1B - Current Tenant Report by Lease Renswal

TP Choice 1C - Current Tenant Report by Seniority

|
|
|
|

TP Choice 1D - Tenant and Co-Tenant by E Mail

I TP Choice 1.1 - Current Tenant Birthday Report
I TP Choice 1.2 - Current CoTenant Birthday Report
I TP Choice 1.3 - All Current Tenant & CoTenant Birthday Report

TP Choice 24 - Past Tenant Report by Mame
TP Choice 2B - Past Tenant Report by Linit
TP Choice 2C - Past Tenant Report by Date

TP Choice 3 - Mowe Out And Eviction Financials By Month By Year

EEL B (B |5

TP Choice 3 - Print Query for all vears

TP Choice 1 — Current Tenant Report by Unit ID

TP Choice 1 - Current Tenant Report 2008

Tenant Aot - Lok —-
Name Ui JD StaortDate #lde W Phone C Fhone HFhone Rent Bldyg FSDE FPAS
oo1o Wrendy P Tome = 00Z- 11736 west Pth- 1- 1 0401 22008 12 (302 Tad328Y  (30I) 808-5729 FP50 b3 o5 ciz
ootz Princ==zz P Powell 003- 645 Wiest Gth - 1-1 0901 2008 T (2026723909 (302 H57-2099 50 MK oag ciz
ooog Lauren Carey D04 G Wirest Bt - 2-2 02012007 6 (302 TRE-GATE (30203425679 i0 i 13 43
aods CPFENDZ OPERMDS Q645 e s S -5 3 21l
O0oe Sonia Rodriguez O0G-218 WMiest 15 -- 0901 L2006 a1 CR02 9981234 (3020 3466723 200 hE o5 Ci5
ooov Camia Martin 007-525 Morth Jesse - 1-1 104012007 18 (2025272943 (302) TRE-5555 25 w2 034 Ci125
ooog Tommie Flowers 010-525 Morth Jezse- 2- 2 o&i01z2007 0 (302 GEE-SEE1 (3020 TET-TESD Fa05 bt 054 Cizg
Average tenanay 19 memths Toradl  F4070

The above report provides an up to date spreadsheet of tenant phone #’s and key information
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7F — Tenant Reports

TP Choice 11 — Current Tenant Birthday Report

Section 7 — Tenant

TP Choi ; 2010
oice 1.1 - Current Tenant Birthday Report
Tencmt Avtreal
Nane IR Uiy TE2 St Depe #Me W Fhone C Fhone i Fhone  Rewmt
Q09e QF e OPEn 3190 Luna Sieet- 3-2 a0 2 ong 7 1]
o014 Sara Brown 0106 O05-G 45 Miest Oth - 3- 3 /01 2 009 i (3027 G85-5555 Fa00
ooog fonia Rodriguez 0125 OOE-2 12 Wiest 18- D0 2 D06 43 (3027 908-1234 (3020 345-672F 00
oooy Carrie hirtin 03/27 007-528 Marth Jesss - 1-1 100012007 a0 (302 527-8043  (302) TR6-5555 hzh
ooy Brock Stevenson 0420 013-487 March Road- 2- 2 10:/01.2009 G (2457 325-5820 (2450 252-5454 i T
o015 Linda Thompson 0514 014115 Luna Strest- 1-1 D0 2 00a T (454 1548452 (4640 423-1546 Frzh
ooz Princass P Powell 0519 O03-6 45 Vrest 9th - 1- 1 09012008 19 (302)672-3009  (302)557-2009 a0
o016 Richy Lok 0225 012-487 March Road- 1- 1 D0 2 00a T (23 587-4441 (1220 8097-4545 550
ooog Lauren Carey 0925 D045 45 Wirest 9th - 2- 2 o202 007 38 (3020 7O8-6576  (302) 342-5679 FE0
ooog Tommie Flowers 1o 010-528 Morth Jessa - 2-2 e 2007 32 (3023 583-5021  (B0Z) TET-FEED it
ooo Wendy P Torme s 114 O0Z-1136 west 7th - 1-1 D0 2 00e 24 (3027 TE43287 (3020 898-5789 Fra0

The Birthday Report will remind user of the birthdays of the month The user can send a card letting the tenant

know to have a great birthday

TP Choice 2A — Past Tenant Report by Name

8 PD=§ Past Diue Rernt
8 DA=8 Parnages=Secrerity Deposit

TP Choice 2A - Past Tenant Profile Report by Name 2008
ALO=Ndawve Out Ixete EV=FEvictiorn De
Tenamir D Wone Linizr 7D Sreor Dare NAFD ET Dizre # Nadanazh B D Fid Comeppr P00
onos Applegate, Ray 003-645 Wirest Sth - 1-1 O7S31/2007 D67 2008 17 Fr 059 00O RN
oooz Smith, Ban O O0Z-1 136 west Tth- 1- 1 040172003 O2/I2E008 59 0 F0 MM
ooos Thomas, Marne O05-645 Vifest Oth - 2-2 110172007 127022002 14 F1.147 RENS
3 5236 00O
#af #ar
Lo s monIRs EFRD EDa
Forerage normal tenancy 1 50 =20 =20
Foerage total tenant cost fortenants ewvicted pcd 13 F1.618 F250
Awerage pertenant cost of past due rent and damages 3 z8 £1,079 FI67

TP Choice 2B — Past Tenant Report by Unit

TP Choice 2B - Past Tenant Profile Report by Unit 2008
MO=Mave Out Date EV=Eviction Dee
Tenant ID Nane Lt ID St Diate MO EV Dhate # Mowth Ly Lyr CemertFPI-D4
oooz Smith, Ben D 002-1136 west Tth- 1-1 00142003 02222008 ] a1l F21] MM
ooos Aoplegate, Ray 003645 Wiest S -1-1 0743142007 6072008 12 F2,089 500 ¥y
ooos Thomas, hia rie OD5-645 Wiest 8t - 3-3 110142007 12172008 14 F1,147 i3
: 2,136 400
Fuerage nomal tenan oy 1 59 § 21}
Fuerage ol tenant cost ©rianants evicted 113 F1618 250

Fuerage per tenant cost of past due rent and damages 3 §.0m 167
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7F — Tenant Reports

TP — Choice 2C — Past Tenant Report by Date

Section 7 — Tenant

TP Choice 2C - Past Tenarnt Profile Report by Date 2008
ML= ove Ot Date EV=Evicticrn Date
Ternaeet JL Norre Lirze FE2 Skt Dk N EVF Dlee & Neidoreth & FD oA Comerd P00
oooz Smith, Ben O D0Z-1136 west 7th- 1- 1 D<0172003 OZ 222005 a9 0 0 MM
[alaluic) Appleaate, Raw 003-645 wiest oth - 1- 1 073172007 OG0T S 2005 12 Fz 059 FS00 -
o005 Thomas, karie 005-G45 Wiest oth - 3- 3 110172007 12172005 14 1,147 -
3 3,236 F500
months $POR  $Damages
Based an 1 pasttenant the @werage nommal tenancy 50 0 0
Based on 2 evicted tenants the 3werages total tenant cost ©rienants evicted 13 F1IH1S F250
Basedon 2 past and svicted tenants the =werags pertenant cost of past dus rent and damages =) F10792 FIET

The above reports are all from TP choice 3 The first report you will see is the TP 3 — Move Out and Eviction Distribution

Choose the close button to view the next 2 reports

TP 3 Mave Out & Eviction Distribution TP3- Move Out & Eviction $ Damage TP3 - Move Out & Eviction § Past Due
A T TR T A T T 1 Distribution Distribution
Mo omm AW A5 W6 a0 aw Y I I N R R E—
1 2 1 2 1
2 2 1 2 §
| LIRS 1 1 DN 90 B0 yBn
i 1 2 1 1
l 5 : 3 2 CIRFCL 11 1 ] ! TR 1 1 511
. ) ; ) 3 00 1 b 3 IO BELD PBO 520
; ; : 4 3040 31700 : BUED  HBN T
; ; | 1 5 DE0 R 40 5 RN Ll
H 3 3 i ! i BeRn e ; pEomn 0w
8 1 1 1 7 B0 a0 7 BN Gl
n H 1 H i 3 8 B0 S50 §EN B $05300 22800 SROBOND S27TE00
L 1 1 ! i z 8 ED 0o § GHGH N 1] i
12 1 3 2 | 3 2
" P GHN ED W 1 WEED TN WD SESN S0
Tl 1 500 1 noow " WO DSED RED W il 70 v T 3 Y 1)
b H 4] 19,587 13n ALY TE
g a §m ¥ oW W DR RN WD AED HON B SV 13 T O LT I
T3l § 4 a RO HomD mEAT MM H0ES
Tt 1w W R En W
T I BN WA M BN @R Tbwe 0 REOMM R M g CLE D R U
TP Choice 3 — Print Query for all years
M OEWDist Oy 37262013
Month = 2003 Zooa 2005 2006 2007 2008 2009 2010 2011 2012 2013
1 B 2 1 2 1 2 2 2 =
2 2 1 2 1= a1 2 3 1
E s § 2 1 2 2 1 a
4 5 = 3 = 1 2 =
5 2 3 2 2 2 3 5
s E] 1 E E] 1 a
7 L= 1 a a 2 1= 1
1 1 B 1 1 = 2 1
2 u § 2 4 =2 2 = = 2
= = 1 = 2 =2 5 1= 2
1 = 2 = 3 2 a1 1 2 1
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Section 8 — General Ledger

The General Ledge allows the user to automatically enter new rents for the month for all tenants, enter payments or
charges for one tenant, enter late fees for the current month, and print management reports

This module includes database statistics which allow the user to Print the Entire Database, Print a Selected Number of
Entries, G/L Collection Statistics YTD by Unit, YTD Vacancy and Collection Statistics, taxable and non taxable, an Open
Property Report YTD, and an On Time Payment Tenant Report

Accounting for money from Potential Tenants either not yet approved or unit not ready for move-in can easily be handled:
Reference: Section 18 — Deposits Before Move-in

8A - Entering Rents for a New Month

1.

SN

From the AMXP home page click General Ledger
General Ledger

Charge & FPayment

Click on Choice #1 — DATA ENTRY

+

{ ¥ |Choice #1 - DATA EMTRY OMCE A MONTH
(Enter RENT for the MEW MONTH for all apartments)
Click on Load Rent

Rent hasz not been loaded

R ent has been loaded

Type in the date for which month the rent is being charged (ie: 06/01/2013) this will only work as
long as the correct rent was entered in the Tenant Module in the “Actual Rent” box

Rent Entry E|
Enter date For the rent entry
0607 /2014

Hit Enter on your keyboard
The list of all the tenants being charged will be available for printing
Once the rents have been entered “Rent has been loaded” will be highlighted in green

Rent has not been loaded

Rent has been loaded
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Section 8 — General Ledger

8B — Entering Late Fee for Current Month

From the AMXP home page click General Ledger
General Ledger

Charge & FPayment
Click Choice # 3 DATA ENTRY
J Choice #3 - DATA ENTRY OMCE A MOMTH

(Enter LATE FEEs for the current month)
Meed to run choice #4 first

To add a late fee the user will have two of the following options along with setting a limit:
Set past due rent limit for applying fee: I EE

f* Rewview Balance Due for each tenant Before Applying Late Fee €<Option 1

" Mo Review &Option 2

Enter the Late Fee Date (ie: 06/06/2013)

Enker date For the late Fee entry after the Sth of the
TR
OE/0B/201 3

1* Option - Go through each individual tenant and Click “Yes” or “No” for a Late Fee

Confirm, to Add %
Tenant: Marie Jackson Monthly Rent: 700 Tenant Portion: 700 Balance Due: 700 Late Fee: 35

Address: 1 Ave Street

Do wou wank ko load the late Fee into the General Ledger?

2" Option — Click “Load Late Fee”
Late fees have not been loaded
Load Late Fee | Late feez have been loaded
Once all tenants have been checked a printable summary of all tenants who were charged a late fee will
appear on the screen

G/L - Choice #3 - Late fees charged for the new month for all apartments 2013
#YC COMpany Fepaort Date: 06-10-2013 Feport Time: 3:22 P
Owner. xyz company
Entry  Date  Month Tenant Urit 1T Tepe  Amount
00006  QG/06 June NEL L 001-1 Ave Srest 11 C 335 Lzt fzsfor Jurs
Tatal 35

Once the late fees are entered the “late fees have been loaded” will be highlighted in green

— - Late fees have not been loaded
1t
nac A Tee | Late fees have been loaded
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Section 8 — General Ledger

8C - Recording Payments Received

1.

10.

1.

From the AMXP home page click General Ledger
General Ledger

Charge & FPayment
Click Choice # 2 DATA ENTRY

_I Choice #2 - DATA ENTRY DAILY
{Enter payments or charges for one tenant)

Click “Add New Record” (only green fields may be filled)

Select a tenant by using the down arrow next to “Tenant” (search by unit or tenant last name)
You will notice as soon as you select a tenant the grey boxes will be automatically filled

Chooge ByUnit [ Or By Namel Dwnerr
Tenantm =1
Next to “Type” Select “Payment” by using the arrow
You will notice an additional green box automatically appear

Tyo: [N~ Tooe [ <]

ArnoLint |
Smount |
Payment Payment Type Iﬁ

After a tenant is selected a yellow box will
appear helping the user to identify if the
Fill in amount paid property is a M.P. Rent of C.P. Rent.

Select one of the following “Payment Type”

® M.P. Rent is used for rent paid on a managed property and it is automatically entered into the Commission

module

®  Other Payment is used for any payment other than rent (ie: Security Deposit, Utilities)

® Not Applicable may be used for any other type of payment
® (.P. Rent is used for company owned properties

A message box will appear please read and click OK
x|

\ij) After entering any payment, the comment musk start with one of the following: DOCA, DOCK, DOMD, DD, CRedit,
S0, or ETC

Fill in comment box starting with one of the following
e DOCA = Dropped off Cash

DOCK = Dropped of Check

DOMO = Dropped of Money Order

DD = Direct Deposit

Credit = Credit

SD = Security Deposit
e ETC = Water, Maintenance, Court Cost

Click “Save Record”

A Receipt may be viewed and printed by clicking on “Print Receipt”
(View a copy of a receipt in section 8I General Ledger Reports)

Frint Receipt
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Section 8 — General Ledger

8D - Entering New Charges

1. From the AMXP home page click General Ledger
General Ledger

Charge & Payment

2. Click Choice # 2 DATA ENTRY

_I |Ch0ice #2 - DATA ENTRY DAILY
{[Enter payments or charges for ane tenant)

3. Click “Add New Record” (only green fields may be filled)
4. Select a tenant by using the down arrow next to “Tenant” (search by unit or tenant last name)
You will notice as soon as you select a tenant the grey boxes will be automatically filled

Chooze By Unitl Or By Namel Dwnerr

Tenantm =1
5. Next to “Type” select “Charge” by using the arrow
Type | BENE

6. Fill in the amount that is being charged

7. Fill in the comment section If in your state Court Fees are not to be part of rent, the comment section should
begin with “other” (ie: other — Court Fee)

8. Click “Save Record”

version [5,15,13 GENERAL  EDGER DATABASE RecordYear: |2013
WisEdton  Choice #2 - Enter payments or charges for one tenant

L 413

Add New Record Sl Crange _ WliSave Record
Existing Record
Entry$t IW Record Date lm
Entry Datel DEA11/2012 ml
Marth Ir
Choose By Unit | Or  ByMName | Owner f3rZ Mamt
Tenant [Jacksan =1
Tenant Last Name W
Urit# {004

Urit ID [004-2 Lane Ave- 1-1

Tupe IEharge hd I Add Charge Comment |
Aot |$2UU [ Taxable = rent and late rent only

Comment: [Other - Court Fee Charges
Court cost and Comment help
constable cost
must begin wirth
“0Other - * to not
be included in

the late rent Help for Payments
notice.
Help for Charges

| |
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Section 8 — General Ledger

This module allows the user to be well prepared for court The user will be able to obtain the amount that is due
that day It will also show the civil action #, time and date of the court

8E - Printing a Summary for Court

1. From the AMXP home page Click on “General Ledger”

General Ledger

Charge &Pa
2. Chck on “Ch01ce # 501 — Tenant Payment History for Court

{ il|Choice £5.01 - TEMAMT PAYMENT HISTQRY for Court
{Summary of all charges and payments for one tenant)

3. Fill in 3 message boxes

Microsoft Access

Enter Civil Action Nurnber

Enter Court Date Enter Court Time
Cancel Cancel

[#< | Microsoft Access E Microsoft Aiccess

4. Select a tenant using the arrow next to “Select a Tenant™

Select a tenant |

ki

5. A summary is ready for viewing and printing

Workshee fin O ourt Hoarin p
Cemptmtion qf NOTAL STRY DEM ANDED

L - Chodc e #6 01 - Summary sabenend of Al charges and paments for onebenari 009

AEC KMwmpemmn Cn. Fiapoil Oaln. OF-23-200 Faml frrm. 1280 PM
Thoimpol o 'o lernl . fomms Ferems un D. 00 nol'm. 303
Codmmnl . Addem. 3T MHolh oo -2-2 MonhiyRml. jas
Lmoom Thul. 3 110r Wimnglon, DE 1301 - Pm Diam. $13.2
Iy Motk Dohe Nyme Aoy Coniolr Balowre
[0 FILINTY [0 Chigs e EmbOBd B LEwCE Ba OF 24T e
ddid ueon di chags FE Fart for uruiry Sted FL
tdie wueon dia Fasan T DO TO - stk RERTA Gé LeRCE )
[ JF ] ak BT Chig# f Fa#i iof &ly Jodd g
Hill  ab L] LT T ) W To EL]
BT T [ 1] LT T i Patspawi B® blor i Dk =0 OROTD o8 i
Tuled

MPUaiA e o JP 139645
Court Dk T/22008
oIl 5000 AN
Dy for Thiz Mowth T8
e Dion $1933
Rour Do for Tleix Moask tn Dahe 55,13
JODAL SUAY CEWANDED = (F634 £T)
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Section 8 — General Ledger

The DCT Choice allows you to balance check books deposits with daily collections There are 2 ways to
run this report by date or by entry

8F - Using Choice # 9 DCT - Daily Collection Totals — by date

1. From the AMXP home page click “General Ledger”
General Ledger

Charge & Payment

2. Click Choice # 9 “By Date”

Choice #9 -DCT
By Date
3. Fill in 2 message boxes
Enter Start Date (default is today's date]: Enter End Date (default is today's date):
Cancel Cancel
5726720 ‘ [5/26/20
4. Report is ready for viewing and printing
G/L - #9 - DCT - Daily Collection Totals By Date for All Owners Start Date: W2
Z Management Company Fepor DRl (9262014 (g 429PM 2014 EndDate- 32
] ECEe  Enipd LakE Temant UaRID Cper ion ] Tupe Amounl TWTComment
BI04 BEEE014 00EE 05 LewlM 03582 Wes - 1-1 XFZNgm Segemier 0EESH4 P OELWS COCATD
EIEI04 B2eD0i4 00T O3 Hudn, J 0132 MNor Jeckeson - 1-1 XFZINgem. Sagemier CUELO4 P RZON0 COMOTEX
BIFI014 SR04 0ZE TE Cheel K QTE-2T1 M Riiney— XFZIMNgr. Ssgemier OVELO4E P RIED DOCATD
EEFI04 BEEE014 00ES 080 Dalsm G e W AR -1 Jork Croms  Segemier 0ESH4 P BLTTE COCATD
i DOCA 3D TJonss58WT Cush for aSecuriy Depost
DOMQ ETC Water T2IWY Mongy Order for See Dip
GL#0_DCT Report by date
DOCA = Dy Cash, CE = Cheek MO= Momzy Ordk
Stort Date: W2E2014 End Daee: 9262014 D= Mlﬂefﬂm’ % ey traEr
) )  CR=Credit Non Touhis
] COCA Total xR 2 DOCAToE B.707 D= Barprin m‘ﬂ?ﬂ
1] DOCK Total 50 0 DOCK Total 50 ETC= Other Expense, Water 1 12504
1 COMOTotal 52,000 1 DOMOTotal 52000
a 00 Total L U DOToal 0 CP Rents are from Company owned Froperties
a CR Tatal 50 a CR Total -1} VP Ocher M .
a SDTatal 30 0 SDTatal 30 L Lo o e e e
a ETC Tatal 30 0 ETCTotal 30
Grand Total 33835 Grand Total i)
CP Renits & MP Rents CP Rents

11/20/2014

1 column with CP Rents and MP Rents totals
2" column shows just CP Rents totals
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Section 8 — General Ledger

8G - Using Choice # 9 DCT Daily Collection Totals — by last Entry

1. From the AMXP home page click General Ledger
General Ledger

2.
Choice #9 - DCT - Daily Collection Totals by Cash Ched< & Money Order
By Date
By Last Entry Starting Entry: |00457 Ending Entry: 00529
3. A message box appears (AMXP automatically picks up the last payment that was entered, it will only show
ayments after the last report was printed)
Last Entry
The last Entry is: 00457, Please enter a new entry QK
number or click OK to use the last entry. _
Cancel
[DD457] |
4. A summary is ready for viewing and printing
GIL - #9 -DCT - Daily Collection Totals By Last Ensry - for AL Owners 2014 StrtDas 27 EndDor 1008
X¥Z Management Campany Fepof Dater 1003204 (@ 133 PM #
ROge ECak Enip¥ Unk¥ Temant Unk 1D Owner  Month Date Type Amount Comment
S BRR0 EE B Lmil OEEElWemam- 11 XYZIMgrm. Sagemipr (IENW P RS DOCATD
BFI014 BRS04 O0ZT 019 Hude, J 0193 Norh Jescson - 1= 1 XYZNgrm. Sagemipr (RF0W P E2000 DOMOTEX
G4 IRRNI4 OEE T Chel K OTEET MR- XYZNgr. Sagemipr (HIENM P SLED DOCATD
BIFI014 BEES014 O0Z9 B0 Dal= G E-1tEWAR -1 Jark Crosp Sageminr (AFI0W P 51,77 DOCATD
4 Fammis
StrtDatr 2T End Dare: 10082014
G/L#9-DCT by Last Entry
3 DOGATAE 33 DOCA 5D Tlmes 5297 Cash for Securiyy Deposit
0 DO Tail ] DOMOETC Water THWY Money Order for water bille
. DOCA = Drop Off Cash, CE= Check, MO= Mongy Ordr
1 DOMOToEl 2000
= DD = Direes Deposic
0 0D Tetal % CR = Creadit Non Truahlz
0 CR Toial % iD= Sauriy Deposit
0 — - ETC=0fher Expanse, Water { J25W4
0 ETC Tolal ' .
CP Rents are from Company owned Properties
Gand ksl 5,55
CP Rents & MP Rents
Column includes CP Rents & MP Rents totals
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8H — Helpful Tip

Section 8 — General Ledger

* Keep a written log of all rent payments along with date paid, tenant, how paid (cash, check, money order, etc) As
soon as the payment is logged in, write the Entry #” for each payment as a form of backup in case of computer failure

*A rent collection log is a great way to keep a paper backup of any payments received from tenants

*We suggest using this on an ongoing basis along with a daily backup for a minimum of a year just in case of any data

loss

CP RENT STATUS FOR

Day/Date Tenant Name

How
Paid

Amount
Paid

Entry #

Percent
Initials

CP Rent — Company owned properties

MP RENT STATUS FOR

How Amount Percent
Day/Date Tenant Name Paid Paid Entry # Initials
MP Rent — Managed properties
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Section 8 — General Ledger

8I — General Ledger Reports

Rent Receipt
Rent Receipt 2014
Trramr Name [obe Smit
Co-Teman Nome Bapmenr Dags Monday, August 15, 2014
Temaet Addrerr 415 Home
Wimingon, DE 19505-
Baymexr Amower 51 FOILD
- Compute Exey 01827
Rt fr Dase Woncday, Auqust 18,2014 Tenant Copy is Top
Portion - It also shows
Mondt Augqust .
their balance due
Ceir]D 002-415 Homestead Rd-2-2
Commzper DOCA
Ifthers ba @en progseding e process o ox the folowing applics
Tha wil i ry puy : - . u
ctr ol o o o bt et XYZ Maragement Company
T THN [ RN o pro s ing han Been Ml in oot 11:R\'.IE{!-EH”'[
Az o yaur peymant @ wih reseeation = e e (™) r =
:.1ia;=:.:.r:rFE n =k ;c HNET :‘:r:h: conanct comtium " "I“h;l:ﬂ DE 12801
AR Wy T T, P | ST e | 302-123-4567
:.:?:I:-ir‘::n:':::- f.?-:: :-": :: :::mn Thaek Fou fbr pour paymenr.
Tiels & 2 s wrardpe Do penee pa g ALY
. . i Tiad NOT o exrman: o yoar bobaor dar,
Afeer diis payment vowr balance dus s ($13)
- - ' : __Foip
Office Portion to be
[ attached to Check, MO or
415 e Cash
‘Wirigion, DE 13805
Amaunt 51 []Tvmsia = ntans nm ez [] Tuemie = rantane mm rarany
Eney & 027
Commant DOCA
Balaecz: (313)
i manth B0%
i collenren MTD B7H
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Section 8 — General Ledger

8I — General Ledger Reports

Choice # 40 — Summary statement of all rents due and payments collected — by owner

General Ledger Operafions

Choice #4 - Management Report - All Units

Select an owner | ~| Caution: Before choosing owner see note below,

ABC Management

EdJones
John Smith

LAIL

page 2

Far the Open Property report ba function properly:

ID ALL Wacant unitz and Complete the tenant prafile
IE: tenant Laszt Mame = Openl2 andthe actual rent = $0

This report is a summary of all tenants and balances You must first choose an Owner and then the summary statement
below will come up on the screen for viewing or printing You can click on the screen and a larger view will show up

G/L - Choice #4.0 - Summary statem ent of all rents due and payments collected - By Owner
ABC Managemert Company Marth = Jun-2006 Feport Daer 06052006 Feport Time: 422 PM
Qe ABC Mot
ool OPEMA1 915 Homestead Rd- 1-4 . . . .. L L This unitis emptyand needs to be dlled. . . . . . . . .. L
00z Spicer 915 Homestead Rd- 2- B F1250 TGI-58540  G0Z-G655C  652-5355H an F508
003 Christopher 63 Home Rd- 1- & 3620 436-1212H 03 F650
004 Thomas 69 Home Fd- 2- B a0 38812340 99370450 655-9990H a5 i)
005 Abertszon  111wWest dth- 1- A i | G55- 4445 H an Fh0z
006 Adridge 111 Wrestdth-3- B 3650 ST1-456TWN  426.3333H 03 F600
ooy el 111 Wfest 4h-2- C a0 J23-96100 G655-FEVEH a8 HED EES0
00% Harold 111 West 4th-2- 0 T 3248 31
009 Hillary TETUT Wt 1- A 3650 I11-2000W0  367-5462C  BS2-1119H o F650
010 Reeves 222142 WMest-2- B #»m G52-9000y  343-2222H a8 i)
011 Amado 222142 Mest-3- C 4 S59-00000y 7 43-F11TVC anG 0
012 Reeze 333 Wlest dth- 1- A %1230 IBT-TTSEW 4IT-6565H 93 K50 400
013 “Wasquez 333 Wiest 4th-2- B F1251 91z F450
014 Murphy 333 W est dth-3- © 0 T3-FEPTY 37T-9900C0 a2 ®sD 0
015 James 19Wfest Tth- 1- A 69 a5 i)
016 Paula 919 Wrest fth-1- B 3660 G87-2222H 95 5
017 OPEMIT  918West Pth-2-C .. L L This unitis emptyand needs to be dlled. . . . . . . . .. L

You can use this report for collection purposes The tenant’s phone numbers come up as well as the date and amount of
the last payment (last three columns) The second column from the end tells the user if there is an Extra Security Deposit
in place

The other key information is every vacant unit is shown, so the user is always aware of units that need to be filled
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Section 8 — General Ledger

8I — General Ledger Reports

Choice #41 — Summary statement of all rents due and payments collected — All Owners

G/L - Choice #4.1 - Summary statement of all rents due and payments collected - All ODrwmers 2009
ABC Management Co. tanth = Jul-2009 Report Date: 07-28-2009 Repart Time: 1243 Pk
All Dwners 1

o0z Tomes 1136 west Tth - 1-1 1]
oo Powell Gt Wife =t Sth - 1- 1 21
oo4  Carew Gh Wiz st Sth - 2- 2 k1l
o0s  Brown G5 Wife st Bth - 3- 3 k21
006 Rodrguez 9812 West 12 - 1]
ooy hdartin 624 Morth Jesse - 1-1 62 A2T-B043W0  TRE-A5560C kL =00
0o Flowers 425 Morth Jesse - 2-2 (EA05]

Mew balance to collect.............. (F2437

Jul- total charges. e .00

Jul- total paywmnents. L F4.200

% Morth passed.... 93% MTO % collected. ... 1058

WTOtotal charges......on 34,106

YT Otoml payments. . f ] % Collected ¥TD.. 94%

YT O balance to collect.. F1.278

Bad debt. .o o |

This report is a summary of the rents due and payments collected for all the owners

You can use this report for collection purposes The tenant’s phone numbers come up as well as the date and amount of
the last payment (last three columns) The second column from the end tells the user if there is an Extra Security Deposit

in place
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Section 8 — General Ledger

8I — General Ledger Reports

General Ledger Choice 4.11 |2013 version [5.28.13
|2|313 Edition

! Print open units on the repn-rt?‘ép

Print rehab units on the report?ir

Set $ Limit: [ s100 211A Report | S Past Due & Vacancy Report
Set $ Limit: [ $100 Lo Repo..tl % Past Due w/ cell _EMail info

0]

4.11B Report | % Past Due & Court Report

Set $ Limit: I $100
Set $ Limit: I $100

0]

4.11C Report | % Tenants Missing Court Filling

4.11D Report I S MTD YTD Performance Report

0]

for individual owner summaries - Choice #6

Default area code |302

*Less than the $ limit amount, the tenant will not be printed m

Choice # 411 A — Summary of Balances due Vacancy Info — All Owners

il - Choice #4.11.A - BEalances Due - All Owners & = Fon L4

All Owners Morth = Sep-2014 Fieport Diats: Friday. S eptember 26 2001 4 Feport Time: 2:324 Fhd AC - 302 L SPd
035 82 West Sth - 1- 1 5 S543-5842H 1531 SE20
215 3 Morth Jsckson - - 1 2E6-0256H AT 400
oTe 2271 M Rodmew— ¢ ) 0 I-EESEC ATT-2451H 25 SO0
B0 88 Layton Court— Hous=- 2 BR .. Prospect is T Anderson 201514
285 OPENDSS 10 WWest 30th - 1- IBR 1BA .. Prospectis none

Mew balance o collect ... 2E Tenants wiBal due 55 2 wacant 3% 5 Total units
D Units being rehabed

CP & MP Rents - = = or

s b anmgemn ent L om pany Toral Vacanr Targer Renry $1, 750 = Units wmssnt
Last Mame *=12 Tenants are currently in court spstem with total balancs of $17.7 Trpur opern ## renant prospect info into Ternnant Profile

CP Renits are ot Cormpany own ed Properiies
MNP Rernrs are ot offt er owner Manaoed Pro perti es

Choice #411A1 — Balance dues w/ cell E-Mail info — All owners

G/L - Choice#4.11A1 - Balances Duew/ cell EA[ailinfo - All Owners 558 = 2013
Al Swners 1 AC - =ne Maonh = Oc-2013 Fepor Date: 10-04-2013 Repon Time
Drarce LSPd

A ddress PD 5 Tenanr cell = E-puil Co-Tenanr cell =

acant Target Rent $1,900
#&p

ITnpur open erant prospect info inee Tenanr Profile

Last Name == Temast iz corros y iz con rt svstem

Choice # 411B — Court Schedule Dates for Tenants with Past Due Rents — All Owners

(=] - Choice&4. 115 - Court Schedule I¥ates for Tenants with Past Ihne Kents - All Owmners 2074
This report does rnnor include fennanes with balances less than ST00G
v Management Company Month = Sep-2014 Feport Date: 09-26-2014 Fieport Time: 2:37 Phd
Al Owners pe
SPDR Log# 5 Dar File Tirsve Wrir Esicr DDy Action Neo Drate LEPd
053 Milard TIZS WL 4t -2 2 SEB5 21 =2 ERERE] B30 AM JPTE-1 300 AT S100
o04 Wilson 55 Homestesd Rd- 2- 2 1,575 So4 JBT  AIWTAS 5 B30 AN NESESE T L] =583
018 Hudon 3 Morth Jsockson - 1- 1 3Z2.024 SET W2 ISR MZE B30 AM JF13-13-01 T Sa00
New balsnos o collect ... 23,278 38 Tenants wiBal due E5% 2 wacant 3% &5 Total units.
O Units being rehabed
Z Units wsoant
Sep- tots] cha 0
Sep- toml paEvmen s =0 o Payments 0% o Tenants R-PIF 0% 15 Tenants $0-Bal  Z3%
%t Month passed . 8T L colle cb=d MT D
VTD totl charmes S — Inpur scheduled court dare inte judgrmient data
T D to=l payme nis. 75,247 % Collected YTD» 7O
T D balanos o ool $31, 551 C P Renis are_ffom: Comipany onwned Properties
Bad debte ... 2. TS
P B AP Rerrs AP Remnvs are firome offt er owner Managed Properfies
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8I — General Ledger Reports

General Ledger Choice 4.11

Section 8 — General Ledger

{Print open units on the repn-rt?‘gp

Print rehab units on the report?ir

Set S Limit:
Set % Limit:
Set S Limit:
Set S Limit:

[s100
[s100
[s100
[ s100

4.11A Report | % Past Due & WVacancy Report

)

a11a1 Rel“"‘tl % Past Due w/ cell _EMail info

0]

4.11B Report I % Past Due & Court Report

0]

|2013 version [8.25.15

IZD 13 Edition

4.11C Report I % Tenants Missing Court Filling

0]

4.11D Report I S MTD _¥YTD Performance Report

for individual owner summaries - Choice #6

Default area code |302

*Less than the $ limit amount, the tenant will not be printed

Choice #411C — Tenants Missing from Court Filing for Past Due Rents — All Owners

G/L - Choice #4.11C - Tenants Missing from Court Filing for Past Due Rents - All Owners 2014
Tileis report does rnor irnclide rernarnes wiele balances fess tfrarn 5700

= E MM arnmgsment Company Morth = Sep- 2014 Report Dats: 03-26-201 4 Report Tinme: 2041 Ph4
A1l Owners 1
SPIR Tog & 5 Day File Cowere T irswe e FEsice DD Acticrn No
25 Tenants wiBal due 55 = wac ant e =2 T otal units
D Units being rehabed
2 Umnits w= ot
Sep- toal charges.. ... t )
s o Pavments e > Tenams R-FIF e 1S Tenams $0-Bal ZZe
BT v e oolle cted MT

Fraprrer schediuled oo et dare inro jridgrrrerntr dara
% Collscted WTh TOSL CP Renrs are fFome Co g arny o wr ed Properries

AA P Rer s are_ o mwt obft ar owrrer A artagead Pro e rit s

Choice #411D — Monthly Performance Report — All Owners

G/L - Choice #4.11D - MTD & YTD Collection B eport - No SDeposits + No CRedits 2014
¥Z Management Company Marsh = Aug-2014 Fepor Catke 08132014 Fepor Thne: 3226 PM
All Owners
5 dmount Sdmount Zodmount § Amount § Amount %54 mount
Month MID charged MTD paid MTD collected ¥TD charged ¥TD patd ¥TD collected
January §56.5 5439 E0% 5585 5439 T50%
Felman 3450 15 222% S 3554 82.5%
March 3452 3431 9B2% 31487 FZE4 85.5%
Aol 3450 3375 832% 3T FES9 BI%
11/20/2014 2014 Edition
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Section 8 — General Ledger

8I — General Ledger Reports

General Ledger Operalion
Record Year: | 2009

Choice #5 - Tenant Payment History

{* ‘Current Tenants Only |

" Current and Past Tenants

Select a tenant | -l

Exit Page 2

Choice #5 — Summary Statement of all Charges and Payments for one Tenant

G/L - Choice #5 - Summ ary statem ent of all charges and payments for one tenant 2009
ABC Management Co. Feport Date: 07-28-2003 Fepot Tirme: 12:43 P
Thiz reoort iz for tenant: Tommie Flowers Urit(D: 010 I'rfo for: 2003
Co-tenant: Address: 525 Morth Jesse - 2 2 konthiu Rert: $5%
Lesse Start: Si1/2007 Wilmington, DE 13807 Per Diem: $1983
Entry  Month Dz Type Amount Comment Balemice
ooooz January 0o Chame F200 ENDOING BALAMCE A5 OF 2007 200
oooio January 0o Charge F504 Ferit for Januarmy 2008 F7O5
oooi4 January 0104 Paymenit F7A5 OOCATO- JAN RENT 8 BALANCE k2]
oooa0 February 0z Charge Fa05 Rent for February 2003 05
oooa: Februany oz Paymenit F505 OOMOTEX - mailed receipt on 20008 o)
ooosz tularch 03 Chamge FA05 Rent forbarch 2008 o]
oooss iarch 0303 Pavyme it Fa05 DOMOTEY - mailed receipt 3008 0
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Section 8 — General Ledger

8I — General Ledger Reports

General Ledger Operations

Choice #5.1 - Tenant Payment History by Owner

Select an owner | 7| Cautior: Before choosing cwner see note below,
ABC Management
EdJones
John Smith

page 2

Far the Open Praperty repart ta function properly:

Il ALL Wacant unitz and Complete the tenant profile
IE: tenant Last Mame = Openl2 andthe actual rent = $0

Choice #51 Summary statement of all charges and payments for one tenant

G/L - Choice #5.1 - Summary statement of all charges and payments for one tenant

ABC Management Company Fepmt Dae 05082006 Repart Time: 5.5 P
Thiz reoort is for tenant Ed Stevens Address: 001-315 Homestead Rd 1- 4 Information for wear, 2005

Entry Month Dt Type Amount Comrnent Bodegice
oooo1 Janua ry 0101 Charge A6 Balance as of 12/3104 P56
o0z January o011 Charge 515 Rent for January 2005 2
oooag Janua ry 0103 Payment o256 DACHTO P56
oo1es February 0z Charge a5 Rent for February 2005 61
00239 February 0201 Pawnent  §525 REMT PATMENT - DOCKTO 356
00367 March 0301 Charge $625 Renit for March 2005 531
o041 darzh 004 Pawnent 525 OOCKTO s
00532 March 0328 Pawnent  $56 DEDUCT FAUCET CHARGE FROM 50 50
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Section 8 — General Ledger

8I — General Ledger Reports

Choice #6 allows the user to obtain seven (7) different database statistics as shown below

General Ledger Operalions

Choice #b - Database Statistics

Select an owner || _~| Caution: Before choosing owner see note below.
ABC M anagement
EdJones

John Smith

page 2

Faor the Open Property repart ta function properly:

ID ALL Macant unitz and Complete the tenant profile
|E: tenant Lazt Mame = Openls andthe actual rent = $0

G/L - #6 - Options For Database Statistics Record Year: | 2014

Option #1 - Print entire database

Option #14 - Print entire database (choose taxable or non-taxable)

COption #2 - Print a selected number of last entries from the database

Option #£3 - ¥TD charges and colfection totals by Unit (Taxable) No 5D + No CR
Option #4.1 - ¥TD charges and colfection totals (Taxable) o D + No CR

Option #4.2 -¥TD vacancy and collection statistics (Taxable AMD Mon Taxahle)

Option %5 - Open Property Report YTD

Option %5 - On Time Payment Tenant Report

Option #7 - Extra Charges Report (no rent or late fee) For All Owners
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Section 8 — General Ledger

8I — General Ledger Reports

Choice #6 Option 1 — Print Entire Database by Entry#

G/L - #6 - Option 1 - Print Entire Database By Entry#

ABC Managemeri Compay Report Date 06-05-2008 Report Time 5231 P
Owner:  Ed Nowis
Entr@ Unt# Tenant banth Dae Type Amount Comment

poiF: 0f1 Cad danuary [T T 60 BALANCE A5 OF 1272104
poFE 081 Cad danuany oupiaons © 800 RENT DUEFOR JAMUARY
po1Fe 051 Cadl Jdanuary oiANIons P 500 RENT PAYMENT - DOCKT 0BOX
ooFs oS Car Januany O1o62005 C© 0 LATE FEEFOR JaNUARY
pOM17E D52 English Janwary 000s  C 718 BALANCE A5 OF 1202104
o0FT 052  English Januany o1oizmns 4500 RENT DUEFOR JarMULaEY
poMTE  05%  Engksh danany 01082008 P $00 RENT PAYMENT - DOCAT OBOX
p01fe  05%  Engksh <andany oAz P F100 RENT PAVMENT - DOCATO
p0ig0 052 Enghsh Jaruary O1o820058 C 10 LATE FEEFOR JBNUARY
po181 053 Ernie Janwany 000s  © 3550 RENT DUE FOR JaMULRY
D018 05F  Ernie danuary 01042005 P $550 RENT PAMMENT - DOCKT 0BOX
boss 051 Cad danuary oupeaes © 0 5% LATE FEEFOR JANUARY
mogse 05 Canl Sandany e o 500 BOUNCED CHECE

Doze0 051 Cad Jaruany o1anmas C© F25 BOUNCED CHECE CHARGE
poel 051 Cad Janwany oeLzs P 0 &DJTO LAT EFEE . CHARGED T'WICE

MTD  GTC $3,183  G7TP W50 GTD WIEG3

G/L - #6 - Option 1 - Print Entire Database By Entry#
Cwner: EdNowvis

The grand total changed In e databese 55,159 Thksk 86% colleched YTD
The grand o3l collecled In e databese 34411
The grand iotal io collect in e datakbase 5748

Legend: GTC = Grand Total Charged
GTP = Grand Total Payments
GTD = Grand Total Differences

Choice #6 Option 2 — Print Selected Number of Last DB Entries

G/L - #5 - Option 2 - Print Selected Nurmber of Last DE Entries
ABC Management Company Report Date: 06-05-20068 Report Time 537 P
Qwner: Ed Monvis
Entry  Unit& Tenart Ionth Dade Type Amourt Comment
0iz06 D52 English July OFexons P 00 DOCATO
01283 D52 Englizh August ogoiszons C 00 Rent for August 2005
oiza4 053 Ernie August ogoiszons C B850 Rent for August 2005
01307 052 English August 08012008 P $200 DOCATH
01317 043 Ernie Fugust og0zo0s P 50 DOCKTH
01358 042 English Fugust OE0G2005 C $31  Late e frfugust
01374 D62 Englizh FAugust OEexns P #1000 DOCATH
01395 D42 Englizh Fugust OoeE2ns P 00 DOCATH
o401 053 Ernie September 0890152005 P 50 A Payment B4 horth Due - Pd 802905
0460 091 OPENS1 September 080152005 C F0  Rent for September 2005
01461 052 English Septernber 09012005 C 00 Rent for September 2005
01462 043  Ernie Septernber  0901/2005 C 550 Rent for September 2005
01493 042 English September 08052005 P F160 DOCATH
01509 061 Westfield  September 000152005 C 50 1st months rent dus
0510 051 Westfield  September 090152005 C WI0 Security Deposit
o511 0l Wiestield September 0890152005 P W50 DOCATO
01512 051 wiestfield  September 090172005 P A0 Security Deposit pmt
01432 D42 English September 090652005 C $31  Late #e or September
0154y 042 English September 08432005 P F205 DOCATH
01666 042 English September 08222005 P F180 DOCATH
The grandtotal charged in the dashass §15835 Thiziz #19% collected YTD
The grandtotal collected inthe dasbase §12,835
The grandtotal to cdledt in the daakase §2960
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Section 8 — General Ledger

8I — General Ledger Reports

Choice #6 Option 3 — G/L Collection Statistics - YTD

G/ - #6 - Option 3 - Charges and Collectionn by Unir 2014
Owner: Ed Novis (Taxable) No SDeposits + No CRedirs
¥ro ¥ro ¥ro ¥ID» %5
Lnir Unir II» Targer Total Charge Total Collected Goal = TO%
71 O7T1- 415 Homs Foad 34,8200 T4.434 33.3TE TE%
Taxable Totals 54.800 54 434 53375 TE%
Ch arged Collected %5 Collected
Ed Novis

NOTE: RED DESIGNATES THIS UNIT DID NOT MEET THE MANAGEMENT PROFILE G/L #6 - OPTION 3 COLLECTION GOAL (70%)

Choice #6 Option 41 — G/L YTD — Vacancy and Collections (Taxable)

G #6 - Opriown 4.1 - GL ¥1ITr - Charges arnd Collecrions Torals
Owner: Bd WNowvis  (Taxable) No S_Depasr,fs + Wer CRedzfs
Targer Areo o # Dnirs A meo s b=
Nfraria Rz par Chuarged HmerL Collecte o T—'n:-c.r.l.mc'l. Gi?.ﬁe\cmd' Mer
Ty BS00 £ =t [=] E =] L= o pb—
Smorascy = EIET -] o o =4 -2
FMaron BS00 =0 1 =0 gl =] L= L= ]
A f= B0 1 B0 11008 L4 25
LLE Y BS00 E-Ta-al [=] BASD L= ] ===2 o TR
e f= sTIS a sT=s 25 11008, 1z1%
iy f= ] BT -] SRS =2 = 1215
P = BS00 TS [=] =S L= 1008 119
T ol Ave T ool Avg Toral Colleced Toral Collected
Teard Charged Oremn CollecE=d e STotal Charged ATosal Targer
EX ] EE R o_Es $LITS 25 TEw e
Ed MNovis
Choice #6 Option 42 — G/L YTD — Vacancy and Collections (Total)
G #6 - Option 4.2 - G YTID - Vacanqz arnd Collections (Teotal)
Farget v onret # Linfte . Anconnt 5 5
Nontl Rent Charged Opan Coflected Vacﬂucy Colfected et
January F1.750 EXNEE] [ F1500 53 aT EL
Februany $1.750 F1&10 o FAS0 0% 53% 549
tianch $1.750 $1805 o FASO0 0% s50% 549
2ol $1.750 $1.785 o 1230 0% 11% 113%
[ $1.750 $1.150 o 1400 0% 122% 0%
June $1.750 $1.181 o F1280 0% 108% IR
duly $1.750 $1.181 o F1230 0% 108% IR
Sugust $1.750 $1.181 o 1,150 0% o7 56
Septemb er 1,750 $za81 1 F2.208 1% o7 127 %
Fotal Avg Total Avg Total Colected Total Collected
Fodal Charged Opern Collected Opean ~Total Charged ~Total Farget
$15.750 15,835 0.01 2,885 1% B1% s2%
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8I — General Ledger Reports

Choice #6 Option 5 — Open Property Report

G/l #6 - Option 5 - Open Property Report

Exprl Unit FD Last Negne GID TID OQID Entry  Ghyge GManth
OFEN  051-1024 W7 6th - 1- & OPEM 51 FRAT 112 3 01460 09/01/2005  September

Choice #6 Option 6 — On Time Payment Tenant Report

CeF. —HOG - Optiorn 6 — Ot Tirrie Payrrierit Feriarit Reprort
(Mo te: Rirrr East ey o ff eoseFe rrsc redFe)
CMarrrars Ed Mo

Pl e Linir T

Erni=, Hamy O5ZF-102<4 v, Sth - 3- O January

Ernie, Harmuw D52 -1024 . 2th - 3- February

Erni=, Hams O5ZF-102<4 v, Sth - 3- O htarch

Erni=, Hamy O5ZF-102<4 v, Sth - 3- O Spril

Ernie, Harmw D52 -1024 . 2th - 3- Fotay

Erni=, Hamy O5ZF-102<4 v, Sth - 3- O dune

Ernie, Harmw D52 -1024 . 2th - 3- duly

Erni=, Harmy O5ZF-102<4 v, Sth - 3- O SAugqust

Wrestield, Kimberw 051 -102< Wi, Sth - 1- & September

Erni=, Hams O5ZF-102<4 v, Sth - 3- O Septembear

Choice #6 Option 7 — G/L Extra Charges Report

G/'L #6 - Option 7 - G/'L Extra Charges Report
Does not inclide rext or lde fees
Enpy Ameomnr S onr
January
ooo 0z 200 EMDIMG BALAMCE A5 OF 2007
ooo 0 289 EMDIMG BALAMCE A5 OF 2007
] a0 sarvice call for toilat not flushing
STl Fa39
February
000 28 G5 water bill
Sl 54
April
ooovE 750 Security Oe posit
ooo ¥4 A0 1=t months rent due
oooag 40 Other - court fee
o100 40 Other - court fee
Sl 1,580
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8I — General Ledger Reports

Choice # 7 — Print Entire Database by Entry

Section 8 — General Ledger

00522 084

00523 Q85
00524 086
00525 088
00526 036
00527 019
00528  OTE
00529 080

Peirz
Mary

September
Septembser

OFEMDES  September
Dreposit September

Lewi
Hudicon
Chasl

Dzllas

September
September
September
September

G/L - #7 - Option
All Owners both CP Rents & MP Rents

0501201
0501201
0501 201

e e S S N
b T M o e o R Yt O O |

I - Print Entire Database By Entry# 2014

The grand total charged in the database 3151,360
The grand total collected in the database 384,132
The grand total to colled in the database 367 228

FEEE  Rent fbr SepeEmber 2014
200 Rentir Sepember 2014
%) Rent or Sepember 2014
¥0 PRent for Sepember 2014
52545 DOCATO
52000 DOMOTBX
52,762 DOCATOD
51,178 DOCATO
MID GIC 344122 GIP 8885 GID  $35237

Thiz is 38% collected ¥TD
CP Rents are from Company owned Properties
MP Rents are from other owner Managed Properties

Choice# #8 — Total Daily Collections

Drate

Total Daily Collections

Amount

Sub Total Percentage

00 L2005
O& 022005
O&03/ 2005
O& 04 2005
O&' 06 2005

O& 232005
O& 242005
O& 272005
O& 282005

58,888
52,019

4461

58,889 29%%
S10.508 36%
515 365 S0
518,185 60
515,561 G470

TE%
8T
88%
88%
89%
S
S0ee
527628 S1%a
525,213 ST
525,613 ST
S30.478 1000
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Section 8 — General Ledger

8I — General Ledger Reports

CSM2 is for the user only, this report will show changes made to any charges or payments in the General
ledger a password will be needed to view this report

=S| CsrPassword_Frim >

Enter a passwword:
I

CSM2 — General Ledger Log

CSM2 - General Ledger Log
Name Enpry  Tupe Onginal Dare Original § Changed Date New § A Comment
= 2019 c 201 31851 420 D612 AR 51.651 3200 125311 2 balance
R 20a19 c 201 51,283 412 0655 AR 51.263 320 12311 2 balance
00383 c 3650 Q201 ZTIIT AR 522 3628 mentfor Januan 2013 -
F Qoaova c 35 21/2013 448 et 375 34 Re i)
B ) Q0255 = 20 33 a1 5 A 3301 60 COCATO
A e o3t c 201 36 2 Q59 Al 30 35
2k Q0307 = 21 360 20 1) Al 30 C2
4m Q0743 = 3385 458z 2108 P 3 3585 J
B aag = £1820 3 418201 =1 30 3|
o aag 41820 3 41821 31 3
r i aa c 360 323 50 3500 TEMANT TURNED I KEYS
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Section 9 — Maintenance

9A - Adding a New Entry “Tenant Request”

1. From the AMXP home page click on “Maintenance”
Maintenance

Request & Record
2. Click “Add New Entry” only green fields may be filled in
Select a tenant or unit by using the down arrow You will notice the grey boxes will be automatically
filled

»

choose By Llnitl or By Namel

Tenant Last Mame |Jackson e
Jacksan

Unitt [O07
Unit 1D |DD1 -1 &vve Street- 1-1

4. Enter a maintenance work order
Choose a priority (high, medium, low)

bt

P | o High " Medium © Low

6. Click “Save Record”

ALANTENANCE PROFEE O 782455 version [5.25.13
| IlD 13 Edition
o i
= | Z = [=] [=
Add New Record Ml Change oo W new |
Existing Record
Search far entrg: I - I Record Year: |20 13
Entry# [0004
D ate of requestl 0EA11/2013 Add Technician I
Forth of request IJune Add kMaintenance Code I
choose By Unit | or Ey Namel
Tenant Last Mame IJackson =1
IJackson
Unitit [o0# Comment/repairs: this section should be filled in for complete reports
Uit 1D [004-2 Lane Awe- 1- 1
Fequest
leak in bathroom sink.

F'norll_\-l| o O Medium £ Law |

Building Lock. IS
Front SDEI.-"F'assageIS IEI

Home Phone#t [[123) 654-7831

Cell Phoret [[T23] 987 6543
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9B - Preparing a Work for Action by Maintenance Staff

Section 9 — Maintenance

1. From the AMXP home page click on “Maintenance” Module
Maintenance
Request & Record
2. Identify the work order Entry # by using the down arrow next to “Search for Entry”
Search for entry: M w
3. Click on “Print Reports™ on the top of the screen
Print Reports
4. Click on “Choice 1 - Maintenance Request”
"""" Choice 1 - Maintenance Reguest
5. Print Maintenance Request
6. Maintenance technician takes request, performs work, fills the bottom and brings back to the office This
will insure there are no communication errors
M Choice 1 - Maintenance Request 2013
EWC compEn 'y
--v.h-;:-:- DE 18303
2301
E-i:l:|'= a0z P P T
Duare gf Begquiese 08112013 |P’ IHI!{'I'"ngh |
Maonth of Requiest <172
Tenait Lase Name <3000500
Lhir# 001
Ui I 0011 Awe Streg1-1
Fegues [C230 0 oammom gk
Buildng Lods 5 Frowe passae  slblock 5 2
Heome Phons Cdl PRomed (123) 2075343
Repar Dare Technicia name
Camarriee Aciom
Mizeerial
Labor howrs Dare Complered
Chope T o O fircld I=Tenouw O=0wher
Muarerial Amonnt Labor Am e
Seaple receipe b comdeted regues
Taraday, Jover 13, 3013 Fagelafl
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Section 9 — Maintenance

9C - Closing a Work Order

1. From the AMXP home page click on the “Maintenance” Module

Maintenance

Request & Record
2. Identify the work order Entry # by using the down arrow next to “Search for Entry”

Search for entry: M w

3. Click “Change Existing Record”

A

Change
Existing Record

4. Fill in the yellow boxes that appeared on the right side of the screen
5. Select “Close” on the Status

6. Click “Save Record”

7. If this work order was charged to the tenant, click on “Print Reports” and click on ~ “Choice 3 —
Completed Maintenance Request — Ready to Mail” (Report is available to view in Section 9D
Maintenance Reports)

ALINTENANCE PROFILE DA TARASE version [3.26.13
=] | A [2] [=
Add New Record il Chanoe [liSave Record BN BT
Existing Record
Search for entry: Iﬁ Record Year: |20 13
E ntrpdt |DDD4 Record D ate I 06112013
Date of request [ 06/1172013 Technician name [Mak <] Add Technician |
tonth of request IV Maint. Code Iﬁ Add kM aintenance Code
choose By Unit | or Ey Namel Material [p uap
Tenant Last Name [Jackson =1 Laber haurs |—2
W [rate completed IW
Unitit 004 Comment/repairs: thiz section should be filled in for complete reports
Urit 1D [004°2 Lane Ave- 1-1 e s
Request
leak in bathroom sink. Office use only

Charge to [Owner = |

Prioity T Lo | Ik aterial Armount |—$5

Labor Armount F60
Building Lack IB— T atal Armount $E65
Front SOE/Passage IEI—IS— Status M

Home Phone# [[123) 654-7291
Cell Phone# [[123) 987-6543
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Section 9 — Maintenance

9D — Maintenance Report

AL ESI RIS I LI l353 5 i ASerrer
Record Year: 20 13 wersion Im

I Choice 1 - Maintenance Request

Choice 2 - Completed Maintenance Request ready to mail
I Choice 3 - Summary Maintenance Report (Status = Open)
I Choice 4 - Summary Maintenance Report {(Status = Closed)

Enter month for 4.1 and 4.2 Reports ie: Aapril 2013
_I Choice 4,1 - Closed Maintenance Repoarts for all owners for the abowe month
_I Choice 4.2 - Closed Maintenance Reports by owner for the abowve month
Choice 5 - All completed reports for one unit ID only

Choice & - Monthly Maintenance Performance

1
1

Choice 2 — Completed Maintenance Request Ready to Mail

M Choice 2 - Completed Maintenance Reguest 2009

ABC Management Co.

Carey FOB 1234
B45 W ast Oth 5t Apt. 2 Wilmington, DE 19123
Wilmington, DE 19201
Enpryd W17 Repay Date O7.25/2009
Dite of Request 77222000 Techmician nome jim
Momzh of Request July Matenial
Fabor hevers 1
Tenant Last Name Carey Diate Completed 07252009
Lhaiggt 04
Uhat [0 004545 i ezt Oth - 2- 2
Charge to Dwiner Nterial dmewnt $50.00
Stakes Closed Tahoy dmownt F50.00
Total Amewnt F10000

Request  lediinsmall bedroom

Camment
|jirn fi<the le 3¢ & cowered up the hals

Fizase remit the total amamt due of $100

Thamk pou.

ABC Management
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9D — Maintenance Report

Choice 3 — Summary Maintenance Report (Status = Open)

Section 9 — Maintenance

Entry

Summary Maintenance Report (Status = Opeit)

Prianity Tenant Negre

{nit 1D

Regrest Dede Reguiest

0oog
aoin
o1
ooz
0015

Wiatson
Coleman
Wiekster
Withers
Smith

I I I T I

013-333West dth -2-B
0531024 W 8th - 3-C
016-919West fth -1-B
025-2 Moth Rodney --
0439 West Tth--

0601 2003
060352003
06 372003
06A 72003
062252003

GFlin kit keeps shuting off refrigeratar
CHECK SMOKE DETECTORS
EXTERMIMATE -ROACHES

MO HOTWATER -RADIATOR LE AKING
AT unit lesking - she turned everything of f

Choice 3 — Summary Maintenance Report (Status = Closed)

Summary Maintenance Report (Status = Closed)
Fercgit Regirest Corrplete  Totaf
Eratey Negria it 7D Derte Regreast Lhete MEL Cost Charge to

o045 Thomas 004-59 Home Rd-2- 8 DEMS2006  Stopped uptoilet OGBS 006 13 Tenant
oo hiathews 005-111wwest 4th -2- B 09Sr2005  smoke dams in bldg terant cooking fell & 00S2005 F30 T enant
o013 b Lnanagiill 01 4-333Wwest ¢h - 5- C QSMT 2005 LE2&K UMDER SIMK 022520035 0 Crnner
o024 Tapia 0191 Mol Rodney - 1- 2, O7F M 2005 TOILET TARMK LEAKIMG O7FM 052005 125 Tenant
044 Coubowrn 031-555WWest Stho-1- & 09025/2005  Clemn o rese yard and rednstall clothes pod  0926/2005 50 Tenant
ao2s Stewart 052024 W Sth -2-B O7/29/2005 toilgt nt Ailling ugo O7Fr2ar00s F44 e
o2y Bungy 060-1125 %W, $th - 1- 2 07292005 Balry roaches in bathroom OFZ2ar00s o e
Qo040 Rilesy 0631125 Hh - 3-3 09S/2005 LE2&K UMDER BATH SIRK 09092005 F30 e
oo 4 R ar=som 0E6-503 v, Sth -- QE/20/2005 toile nat working part that 1= waer back in 0&22/2005 =2 Crnner
e Toted : 121 Fevrcerrt Foted: 240

For Choice 41 & Choice 42 enter the month you want to print a report for

Enter month for 4.1 and 4.2 Reports

March

Choice 41 — Closed Maintenance Reports for all Owners for the above Month

M Choice 4.1 - All Maintenance Requests Closed in March

Teaani Reguest Complate MEEL
Entry Name Ulnit - Apt % - Floor Date Rewest Cosmment Repairs Datw DIC Cost  Charge do
1w o] Touees 113G west Th- + 1 50 needs rawe siowe pans & goe tenamt 4 nam stowe pars X500 0 Fa0 ABC Manage
oo2T Flowers 525 North Jesse- 222 3GM0 refrigesabor is not cobd encugh peplaced reigerator S0 0 FA0 ABC Manage
oozs Thomgson 115 Luna Steet 4 1 3EM0 prime Beales MSchcey peimed e aber =0 0 0 Tenand
Average Days to Cows plate 0.0
Owater Fodad: 600
Terant Todal: 560
Choice 41 — Closed Maintenance Reports by owner for the above Month
M Choice 4.2 - All Maintenance Regquests Closed by Owner in March
Tenamet Raguest lafe M&EL
Fatry Namme Limit - Ape & - Floor Dade Regpost Comm ant Repairs Date DTC Cost Chargeto
pos Toeres: 1128 wesiTih- 4 1 el iy u) neoeds ness s love pars Gaew fenant 3 mew siove pars S0 o F00 BT Manage
o Flowesrs 525 North Jesoe- 2- 2 S0 refriges soe B notoskd eraugh weplaoed resi gerados IS0 o 00 ABC Manage
Average Days to Complete 00
OwrerTotal: 500
Ternant Total: $90
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9D — Maintenance Report

Choice 5 — All Completed Reports for One Unit ID Only

Please select an Unit

Urit 10 |

Section 9 — Maintenance

1136 west 7th sk
A4S Wesk 9th St

£45 Wesk 9kh St
£45 \Wesk 9kh St
8138 Wesk 18 5t
525 Marth Jesse Sk
525 Marth Jesse Sk
457 March Road

Close
]
002-1136 wesk 7th- 1-1 ooz o1
003-645 West 9th - 1- 1 ooz 1
004-645 Wesk 9th - 2- 2 oot 2
005-645 West 9th - 3- 3 oos 3
00&-818 Wesk 18 -- (u[u]3)
007-525 Morkh Jesse - 1- 1 ooF o1
010-525 Morth Jesse - 2- 2 o1n
012-437 March Road- 1- 1 01z 1

1 A
1
2
3
1
2
1 &

M Choice 5.0 - Maintenance History for 1 unit

645 West Oth - 1- 1

Tenaut R et Complatn MEEL  Chage
Entry Nama Dita Reguest Comm ilﬂfﬂa_pm'm Dake DTC Cost o
oz Fonsparl| 12005 b et e not vaod 1280 v] 0 Cheatit
0045 Possll THED  mewsceean OFEN %0 Tanan

Average Days to Complete 00
Ownar Expense Total: $60
Tenaad E‘I:Pnﬂ Fotal 0

Choice 6 — Monthly Maintenance Performance

MP - Choice #6 Maintenance Performance Report

Go |

Star‘tingDaTE| 11;‘n1;’2n13| Ending Date | 11;’3n;’2n13|

MNP - Choice #6 NMaintenance Performance Report

The number of total workorders received during 11,/1,/2013 and 11/30,/2013 is 30
Total number of workorders completed during 11,1 /2013 and 11,/30,/2013 is 30
%6 completed 100
As of: Thusday. January 16 2004 The # of workorders remaining open is 3

Ma intena nce MTD # MTD 2&

Code Trade Completed Completed
unciassisd 2 724
1 Carperntry 2 73
2 Electrica 1 334
3 P lumbing 4 13%%
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Section 10 — Rent Notice

10A - Printing a Rent Notice

Mail the Rent Notices on the 27" of the month current month for the next month The notice will include
all current rent, past due rent, any maintenance charges and court charged if any

1. From the AMXP home page click on “Notices”

Notices
Rent & Late Rent

2. Click “Choice 1 Print Current Rent Notices”

Chaice 1
Print Current Rent Motices™

3. Print Rent Notice

CURRENT RENT NOTICE 2013

#=o- Current Rent Notices includes rent for
new month, balance for current
e yvEEET R Dos Notion Fas iy FOLD- month, utility and anything extra

CURRENT FENTILUE

LATE RENT AMOUKTDUE 732 3EE - MOTE -3ECTION EELOW

NO Certificate of Mailing

TOTAL AMCOUNTDUE .. 1433

THE AMOTNT DUE MUST EERECEIVEDWITHIN & DAYE OF THE 1ETTER

Mk s check pmahists XYC COmp any

Reminder: - Reneivdue on fie {5 day gfthe mondy
- Alvough fuere i ad day grace period before fie Lot e ivcharged
- Bent recenved on the Tndda f fie month is ke
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Section 10 — Rent Notice

Rent is always due on the 1% - Grace period = Day 2 thru Day 5
Mail Late Rent Notice on the 2" Late Rent Notice will show total rent due as past due.
A Late Rent Notice will not be printed for tenants who are currently in court process.

10B - Printing a Late Rent Notice

1.

From the AMXP home page click “Notice” Module
MNotices

Rent & Late Rent
Click “Choice 2 Print Late Rent Notice”

Chaice 2
Print Late Rent Motices™=

Read & Fill in the 2™ message box that appears on the screen

RentMotice21_Frm RentNaotice22_Frm
Late Rent Notice, Choice 2 Page 1 2013 Late Rent Notice, Choice 2 Page 2 2013
(Court Document Paperwork) (Court Documentation Paperwork)

For the "Balance Due" to be correct: Pleas? 5§at 172y LI 100_ . L2 LLLL
. Rent for the new month must already be entered for printing Late Rent Notices
. Run General Ledger Summary Report ... Choice 4.1 o
Mex
m *Less than this amount, a Late Rent Notice will not be printed

The 1st notices to print will be for the Tenant, 2" a copy for your files, 3rd a list of all the tenants
receiving a notice, 4th and if in your particular state are needed the Co-Tenant Notices, 5™ a copy for
your files and the last to print will be a list of all the Co-Tenants receiving a Notice

VIEW ON THE NEXT PAGE SAMPLES OF THE LATE RENT NOTICES
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10B - Printing a Late Rent Notice

Tenant Late Rent Notice

Section 10 — Rent Notice

Tenant Late Rent Notice — File Copy

LATE RENT NOTICE 2014

XYZ Wenagement Comgany
1123 Head
'Wimhgaon, DE 13801
OfTbe Telenhone & (302) 1234567
104052014
G. Breft
17 West 3rd St
At

Temaat Copy
Witington, OF 13301~ et Copy

-

*## SUBJECT: Cotober 5 DaryLeter for ths Pt Dros Rent -FoL-0

RENT AMOUNT DUE__3535 ZEE- NOTE - SECTION BELOW

e o s o o o e o

TOTAL AMCUNT DUE . _§833

THE AMCUNT DUE MUET BERECETVED WITHDN 3 DAYS OF THLS LETTER.

Makschack priable bz XYZ Meragement Company
112 5 Heald
Wikninggon, DE 19801 Ploms drop o F sarhyd!
= Nt
-
** YOUARF BEFHINDIN YOLR. FENT PAVMENT IN THE ANDUNT OF . 335
TG 4t Sdr fomtr cofma  ofthsn o -
in. " + fn shal' s vthit e . i a0 oo
Bz L aa i PEL G L sina. fice
athe =ce. wt
-

Rle Copy

LATE RENT NOTICE 2014

X¥Z Wenagament Company
1125 Heald
‘Wilmington, OE 19501
Office Tebphone # 302) 1234567
10-052014

G. Brelt

17 West 3nd 51

Apt 3

Texant y
W imningian, DE 19801- Loy

-

## SUBIECT: Cotober § DenyLatier fix the Patt Droa Remt

e

TOT AL AMOUNT DUE

RENT AMOUNT DUE. 35335 EEE- NOTE - SECTION BELO

$585

THE AMOTUNT DUE MIT3T BE RECEIWVED WITHDN 3 DAYS OF THE LETTER.

Maadheck prptia i XYZ Management Compary
1125 Healkd

Wikminggon , DE 19801 Plowss drog o F marid |

= Mot
-

** ¥OUARE BEHIND IN YOUE FENT PAYMENT IN THE AMOUNT OF . 532

w7 thaw mafror hedaes  ziliner  sqotic cremitee-—ent
vl ” fzit W hvae L5 R A T, LR |
k. 7 fib aclic, S v oome adhekr Ao smazh e
oy emtel it

-

Tenant late rent notice is to be sent to the tenant via certificate of mailing
Tenant late rent notice is retained in the office for submission with the court filing for judgment and possession

List of Tenant Receiving a Late Rent Notice t (The pre-printed labels can be taped into the Post Office Mailing book

for the tenants saving time)

Dee L Chrisbbpher & Nancy Ronaid
£5 Home Rd Apt A
AptE
Maric Albertson
111 West 4th St Apt A
~ ‘n‘;v:'iln'ir-;lor. DE 19801-
dusn senses West 4th St AptB t
Wilmington, DE 18801-
Delaware Landlord Framcs g oo Rent Due on the 1°
Tenant Code doesn’t cam iy Rent is late on the 2nd
i 3 irinaton D tagr
require certified return o
. oy 222 172 West 4th St AptC
receipt mailing . Jﬁmw.wwnf: Sor B Late Rent =
aien pauin o PR 1E Past Due Rent
9 tTth St AotB
Rich Blue. &vg O';\li';IIE 1 plus
1 North Rodiney St Apt A oy
e g AMIngtan. DE 19605 Utlllty charges
Winsten O ez TC minus
Gilenn Bladcsone
528 Nork Masioon St Apta “Court Charges”
Gor Bt 444 West 4th St AptC
‘Wilmington, DE 15801-
“ Apt A
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10B - Printing a Late Rent Notice

Co-Tenant Late Rent Notice

Section 10 — Rent Notice

Co-Tenant Late Rent Notice — File Copy

LATE RENT NOTICE 2014

X¥Z Wenagemert Comoany
1125 Headl
‘Wi hgion, DE 15801
Office Telonone # [302) 1234567
10-05-2014
C. Hiton
17 Wvest 3nd 31
A3

Co-Taanr Copy
Wimingion, DE 19501-

#% SUBTECT: Cotobar § DeyLatter for e Pkt Draa Rt -FOL-I

RENT AMOUNT DTUE 3033 ZEE- NOTE - EECTION BELD

TOTAL AMOUNT DUE___£8335

THE AMDUNT DUE MF3T BE RECFIVEDWITHIN © DAYS OF THE LETTER.

Mk mcheck prpile ior XYZ Management Company
1125 Heald

Wikmingion , OE 19301 Fimas drop o F mariyl!

- Moam
-
= VOUARFE BEHIND [N YOLE FENT PAVAENT [N THE AMDUNT OF ... 335
DF wmhave -wimor daiz ™ iling ‘s’ mremd ment
inr Y . dlwr o omE un 't W T om. 4oy v o oo
lemze Boow oaone 7 opmE, aema ek dpe ona. Y
athes 2l

FAie Copy
LATE RENT NOTICE 2014
XYZ Management Company
112 5 Heald

‘wilmingion, DE 19501
Ofica Tebphone # 302)1 234 567
1005204
O. Hilon
17 Wvest 3rd 52
AD3

Co-Tmarr Capy
Wikningion, OE 19501-

-
#% SUEBIECT: Coiober § DeyLatior fr tha Pt Do Rt

RENT AMOUNT DUE __ §835 SEE- NOTE - SECTION BELO

TOT AL AMOUNT DUE 3535

THE AMDUNT DUE MUST BE RECETWVED WITHIN 5 DA'YS OF THE LETTER.

Nk o chock prnptla i XYZ Mamagement Company
12 S Heal

Wikminggon, OE 19801 Plmss drop o Faarhyd!

= Mot
-

** VOUARFE BEHIND IV YOLR FENT PAVAENT 0¥ THE AMODUNT OF ... 335

o O Hiltr  zwe3d frow Azt Hilin Wi b E¥me
B LY o2 orre o2 v L T oa w 4 w L oz¥

k= = oanE: - afor. umen wmsm. rfe. dpe sin, fac]
ot =zCow

-

Tenant late rent notice is to be sent to the tenant via certificate of mailing

Tenant late rent notice is retained in the office for submission with the court filing for judgment and possession

List of Co-Tenant Receiving a Late Rent Notice t (The pre-printed labels can be taped into the Post Office Mailing

book for the tenants saving time)

De= L Chrisiopher & Nancy Rona i
5 Home R4
Wilmington, DE 15805-

Martin Thomas & Frad Thomas
9 Home Rd
Wilmington, DE 15805-

Mario Albartson
111 Wast 4th St
Wilmington. DE 15801-

Jusn Akdridg

West 4th St
Wilmington, DE 19801~
Francis Harold
111 Wast 4th St
Wilmington, DE 15801~
Calia Hillary

1/2 West 4th St

Wilmington, DE 15801-
CherryAmado

222 1/2 West 4th St

Wilmington, DE 15801-
Kevin ames

215 West Tth St

Wilminaton, DE 15801-
Helen Paula

518 West Tth St

Wilminaton, DE 19801-
Rich Blue & Deborah Wall

1 North Rodney St

Wilmington, DE 15805-
Eric Cara

1 North Rodney St

Wilmington, DE 15805-
Glznn Blacksione

525 Nort Madison St

Wilmington, DE 19801-
Garl Biisil

444 West 4th St

Wilmington, DE 19801-
Stan Capons

555 West 5th St

Wilmington, DE 19801-

Apta

Aots

Apta

AptE

AptD

AptA

AntC

AptA

AptB

AptA

Aots

Apta

AptC

Apta

Dual Notification for the
Co-Tenant under separate cover is
now a court requirement everywhere
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Section 10 — Rent Notice

10C - Printing One Late Rent Notice

1. From the AMXP home page click ‘“Notices Module”

Notices
Rent & Late Rent

2. Click “Choice 3 Print One Late Rent Notice”

Choice 3
Print One Late Rent Notices™*=

3. Select the tenant by unit or name using the down arrow next to “Tenant”
By Unit | By Mame |

Tenant | b

4. Fill in Late Rent, Late rent for the month of, and any special note

Notices
(Rent & Late Rent)

Choice 3: One Late Rent Notice

Date 07 /072006 Prink Exit

By Unit | By Mame
Tenart |&lbertson =

Rent =0

Late Renk = $600

Special note for this person [$300s past due rent, $30 is late fee, and $270 balance is For the

iy wall repair|

5. Click on “Print” Next to the Red “Exit”

Print . ﬂ .

6. Late Rent Notice is ready for printing, You would also get a “File Copy” printed as well as the address label
for the Post Office Mailing book to send Certificate of Mailing

PAST DUE RENT REMINDER 2014

M¥Z Management Company

1125Head

W imhgon, DE 15601
Offbe Telepnone ¥ (302} 1234367

10-05-2014
G. Bredt & D. HRon
17 West 3rd 52
ADL3
Wimingion, DE 19801-
-
*4 SUTBIECT - Reminder for Cuoher the et des et & of thaztovedate ~FL O

Your balance is $935 as of 10/8

ks dhack penatls i XYZ Mamagement Com ey
125 Heald
‘Wikmingion, OE 1980

= Mot

Dear G Brett & I Hilion, Pevmentis dus now.
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Section 10 — Rent Notice

10D - Printing One Rent Increase

1. From the AMXP home page click “Notices” Module
Motices

Rent & Late Rent

2. Click Choice 3A Print One Rent Increase Notice

Choice 34
Print One Rent Increase
Motices

3. Select a tenant by unit or name using the down arrow next to “Tenant”
By Unit | By Mame |

Tenant | b

4. Fill in Current Rent, New Rent, Amount of Rent Increase, Month increase effective, Special Note

Notices
{Rent Increase) Record Year: |2013

Choice 3A: One Rentincrease Notice

Date I 03/25/2013
By Unit I By Mame I
Tenant[Benson Bl

Current Rent = I S685

MNew Rent = S700

Amount of Rent Increase = §15
Month increase effective = IMav,- - I 61 - 91 days notice should be given

Special note for this person

5. Click on “Print” Next to the Red “Exit”

Print . E .

6. Notice is ready for printing and mailing

RENT INCREASE NOTICE 2013
ABC Mansgement Company
PO Box 1224
Wilmington, DE

Cffice Telechons #(202) 020-2020

#ame?
July Bzrson & Roy Bemson
West 5t
Aptd
Wilmingten, DE 19801-
The legal Verbiage for the Rent
. CRECT e s e o Increase must comply with the
Landlord Tenant Code in your area
CURFENTRENTDLE ...

SEE - NOTE - SECTION BELOW

THE NEW RENT AMOUNT MUST BE RECEIVED THE FIRST DAY OF Mzy

o:  ABC Mansgement Company
PO Box 1224
Wilmington, DE Plemzdropoffzarly!

** Notz:
-

** YOUR NEW RENT WITH THE INCREASE IS ... 8700

Fill in Verbage For Rent Renawal Harz
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Section 10 — Rent Notice

10E - Printing One Special Notice

Special Notice are used for sending water bills, electric/gas bills, etc

2.

bt

From the AMXP home page click “Notices Module”

Notices
Rent & Late Rent

Click “Choice 6 Special Notice 1 + Tenant”

Choice 6
Special Motice to 1+ tenant

Choose one or multiple tenants from the list by unit or name

By Lkt | By Mame |

QPEMOOZ oz 0021 Street- 2- 2
OPEMOO: 003 0031 Street- 3- 3
Jackzon no4 004-2 Lane Awe-1-1

Fill in Subject
Fill in Special Notice
Click “Print” next to the Red “Exit”

Print . ﬂ .

Letter is ready for printing

Notices Record Year:
(Rent & Late Rent) [2013

Choice 6: Special Notice to One Tenant

Date 06/12f2013 Print . g ! .
By Unit I By Namel

Tenant

Tenant[ OPENDD2 002 002-1 Street- 2- 2
OPENOO3 003 (0031 Sheet- 3-3
Jackson 004 (004-2 Lane dove-

Multiple select

Subject [vater Bil

Spedial note for this person Enclosed is a copy of your current Water Bill in the amount of $50.

Please enter reminder note: please
limit your notes to no more than §
lines; use Ctrl+Enter to start a new
paragraph; press Enter key when
finished.

Payment is due upon receipt of this bill,

Thank you.|
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Section 11 — Commission

Commissions Module is used to keep track of properties managed by your company for another Owner

11A - Entering a Commission from General Ledger

1.

From the AMXP home page click General Ledger
General Ledger

Charge & FPayment
Click Choice # 2 DATA ENTRY

_I Choice #2 - DATA ENTRY DAILY
{Enter payments or charges for one tenant)

Click “Add New Record” (only green fields may be filled)

ﬂ

Add Mew Record
Select a tenant by using the down arrow next to “Tenant” (search by unit or tenant last name)

You will notice as soon as you select a tenant the grey boxes will be automatically filled
Choose By Unitl Or By Namel Dwnerr

Tenantm =1

Next to “Type” Select “Payment” by using the arrow
You will notice an additional green box automatically appear

T-Irlpe |::|"I-E|ll]: - Type I‘m
Armount |
Amount |

Faypment Papmert Type [ =]
Fill in amount paid
In the “Payment Type” box select “Rent Payment” this will automatically enter the payment in the
commission module subtracting the commission percentage
Payment Type [Fent Payment - |
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Section 11 — Commission
11B - Entering Charges/Payment

1. From the AMXP home page click on “Commissions”
Commissions

Owner's Statement

2. Click “Add New Record”

B

Add New Record
3. Select a tenant by name or unit using the down arrow next to “Tenant” You will notice the grey boxes
will automatically get filled

Tenant| ]
4. Select “Charge” or “Payment” in the “Type” box
Tope | BEETE

5. Fill in $ amount
6. Enter a comment (to the left side of the screen there are comment help options, double click on one and
it will appear on the comment box)

Comment Help Add Camment I

Prepare, copy + e-file paperz $75 -
Court fee $42

Court appearance $50+530/hr
Prepare, copy + e-file for ewviction
Constable fee $35

Meet constable & lock chg $30
Prepare debt filing + del $115
Prepare garnish paper + del $100
Feet tenant 1 tirme far poss renos
M ove-out/Move-in video $50/a
Craig's List w/photos [enter & mai
Gern Frop Cleanup

Lawyer Fee

Elec & Gas - YWacancy
Sdvertizing 1255wk

=tra Freshen up 2 shows

MHews Ten, Comm.

LOM CO% FEE

Aks CHECE. TO OwHER

D eduction from owners ck

kd gintenance Repair

Mow lawn . [
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Section 11 — Commission

11C - Printing Commission Statement

1. From the AMXP home page click on “Commission” Module
Commissions
Owner's Statement

2. Click “Print Reports”

3. Select a month by using the down arrow next to “Select a Month”

Select a month Imar! - I

4. User will have 2 of the following options to run a commission report:
Select a tenani| i |

Salect a owner | |

5. Message Box will appear, fill in with year (ie: 2010)
21 x|

Enker wear

|z010

Option 1 - Commission Owner Statement (tenant’s Payment — Owner Charged) for 1 Unit

Commissions - Owners Statement *(Tenant's Payments - Owner's Charges) for 1 Unit 2010
ABC Management Repart Date: 03-12-2010 Report Time: 4:01 P
Thiz report is for tenant: Sonia Rodriauez Address: 006-818 West 18 - Information far vear: 2010
Entry  Month Dege Type Amount  Cormment Balegice
oo o0z harch 0301 Payment  §721 G/L Entry# D0 197 Rent Payment - Commission = S00-80 (E7E1Y

Option 2 - Commission Owner Statement (tenant’s Payment — Owner Charged) by Owner

Commissions - Owners Statement *(Tenant's Pavments - Owner’'s Charges) by Unit 2013
owner: ABC Momt Feport Date: 10-04-201 3 Repart Time: 206 P

Thiz repart iz for tenant: Wil Smith Addreszs: 005-12 East Street- 1- Information for year: 2013
Entry  Month Date Type Amount Comment 5T Balanc

000 Owtober v Payment 01 &L EningE 03024 Rent Payment - Commission = 1000-100 001

Rents Collected for ABC Mgmt during October, 2013........ $900.
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Section 11 — Commission

11D - Commission Sample Page 1 of 2

XYZ Management Company S EPE

P.O. Box 123 Denver, CO 12345

:1.;;.‘1.% o, 2013

Re: Maonthly Closing Stetarment for Property Rentals
Mont: U i, dond - Jone 30, Q013

Proparty 1 -

Apt 1 - First FIoos . .o A
Apt 2 - Second Fioor Fromt_.__.._.....

Agt 3 - Sacond Floor Rear.. ...
Apt 4 - Third Floor.. ... -

REVENUE MINUS EXPENSES

Any quesfions, please call the office.

HONTRLY OWNERS STATEMENT

THIS WORD DOCUMENT IS A SUMMARY OF REVENUE MINUS W/O EXPENSE
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Section 11 — Commission

Page 2 of 2

11D - Commission Sample

1L iy anrag Ay mung = 38 § Fitar i dnrr Sdveear
. BUIOEO ITN0M TRLIATHODY
@ INTHTLVLS SUTMMO ATHLNOK
R e ]
aEpg MR
o _a_r._.__.__b._h__.ru_.u._..l.ﬂ.u il
W—— {1 0 TlEE Pl S pITI A ke S e 0E
S @ Elw Vi iy el il iy i paiaons
— G0 DR i e Bt ' sl
— g 1§ CALE FackEn) s eeh
e W WL LS
— G0 0 EELG Ve i, i g
iy ey Jpg Mg TR T
slwyy  TER Apty
TI0Z FEN S MY 2N hmw Fagoy ) %@Nﬁ?ﬂmw FIUTEFIUTIOE] ITF = £ 39108 W

COMPLETED WORK ORDERS FOR 1 OWNER DURING THE PREVIOUS MONTH

Page 62
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Section 12 — Judgments

The Judgment Module keeps track of all judgments for past and present tenants

12A - Adding a New Entry
1. From the AMXP home page click on “Judgment” Module
Judgments
Court Info
2. Read message box click OK The steps in this module are
p—— x| similar to the General Ledger
Updating Judgment file from Tenant profile for Type and MOJEY date.
3. Click “Add New Record”
K
Add New Record
4. Select a Judgment Reason by using the down arrow next to “Judgment Reason”
5. Select a Tenant by using the down arrow next to “Tenant Profile” you will notice the grey boxes will be
automatically filled
Judgrent Reazon W
6. Fill in the 5 Day Date & Court File Date if you chose Past Due Rent for the Judgment Reason If you
chose Damages fill in the “Court File Date”
5 Day Date &/
Court File Date 0B 2413
7. Click “Save Record”
Record vear: [2073 JUDGMENT DATABASE |20 13
- |2 Gl E =
{Add New Record | fﬁn‘.’gﬁ | bat |
Search for Judgment logH Iﬁ Search by Tenant Iﬁ
Enlryﬁ'ﬁ
Judgment Lag ﬂl—z Judgrment Heasonlm m & Definitions
Tenant Profile # 2. Property Unit # IW Froperty Address: |EII3371 Street- 3- 3
Tenant Mame  [Marie Jacksan DOE  [3/12/1988 S5AM  [000-00-0000
Co- Terant Name | ooe | 554N | Judgment Tracking
Civil Axctiort | BDayDate[ 06702 From: 5 Day Letter
Court Fils Date[— 08/11/13 . s g0
ot e —————— Thru: Eviction Day
Sch. Court Time
Judgment Datel Sch. Wit Date
Orig. Judgment Amaount I— Sch. Ewvict D atel
Court Cost IT Pursuing Garnishment [~
Perdiem I— Mowe Out Date I— Eviction DateI— Constable Cost |$4—2
Total Judament Amount I—
Tenant Typelm m
Judgment Type Im & How to close judgment
Court Motification Im Court Motification D ate I— Print 5 atigfaction Letter |
Print This Record -
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Section 12 — Judgments

12B - Updating Existing Record

1. From the AMXP home page click on “Judgment” Module
Judgments

Court Info

2. Read message box click OK
x

Updating Judgment file from Tenant profile for Type and MOJEY date.

3. Identify the tenant by searching the Log# or tenant Last Name

Search for Judgrent log | = Search by Tenantl - I

4. Click “Change Existing Record”

2

Change
Existing Record

Only yellow fields may be updated or changed
6. Click “Save Record”

bt

Record Year: [2013 JUDGMENT DATABASE 2013
.|z oo
|Add New Record i | Bat |

J ment

Search for Judgment logh I 1= I Search by Tenantl - I

E ntrpdt

ool

Judgment Log # 1

Tenant Profile ttl 2 'I

Judgrment Fieasoan'ast Due Rent =1 m & Definitions

Froperty Unit & IDl33 Froperty Address: |Dl33-‘| Street- 3- 3

Tenant Mame |Marie Jacksan

DoB |3.-’1 241988 S5AN IDDD-DD-DDDD

Co - Tenant Name |

Doe | SSAN |

Civwil Actionﬂl

Judagrient Datel Sch. Wit Date

Orig. Judgrent Anmourt

I—
Court Cost IW
I—
I—

Perdiem

Total Judgment Amovnt

G Day Date 05/02
Coutt File Date[ 057413
Sch. Court Date
Sch. Court Tirme

Sch. Evict Date
Pursuing Garnishment [~

tove Out D ate I 051642013  Ewiction Datel Constable Cost | 42

Tenant T}'PEIF’ast - I m
Judgment T}'DEIDDen = I & How to close judgment |

Court Motification IDpen b I Court Matification Datel Print 5 atisfaction Letter
Print This Record m
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Section 12 — Judgments

12C - Closing an Existing Record

1.

From the AMXP home page click on “Judgment” Module

Judgments
Court Info

Read message box click OK
x

Updating Judgment file from Tenant profile for Type and MOJEY date.

Identify the tenant by searching the Log# or tenant Last Name

Search for Judgment logt | =] Search by Tenantl - I

Click “Change Existing Record”

Z|

Change
Existing Record

Select “Closed” in “Judgment Type” & in “Court Notification”

Judgment Type IEIDsed = I
Court Matification m

Fill in when court was notified in the “Court Notification Box”
Court Motification D ate | 061 2/2013
Click “Save Record”

A Satisfaction Letter may be printed by clicking “Print Satisfaction Letter”

Print S atizfaction Letter
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Section 12 — Judgments

12D - Judgments Reports

version (7.3.14 - Sudgment Dalabase FPrint Menu Record Year: |20 14
Current Tenants
Cheice #1 Court Schedule for Tenants In Process for Past Due Rent Past Due Rent
Choice #2 Summary of Judgment (Tenant = Current & Court=Closed) Past Due Rent
Past Tenants
Choice #3 Summary of Judgment (Tenant = Past & Court = Open) Past Due Rent
Choice #3A Same as choice #3 with garnishment status Past Due Rent
Choice #38 Summary of Judgment (Tenant = Past & Court = Open) - by Date Past Due Rent (Same as 3)
Choice #4 Summary of Judgment (Tenant = Past & Court = Open) Damages
Choice #44 Summary of Judgment (Tenant = Past & Court = Open) - by Date Damages (Same as 4)
Chuoice #5 Summary of Judgment (Tenant = Past & Court = Closed) Past Due Rent
Choice #6 Summary of Judgment (Tenant = Past & Court = Closed) Damages
All Tenants
Choice #7 Summary of Judgment (All) - By Unit ID f Address [ Tenant Name
Choice #8 Summary of Judagment (All) - By Unit ID f Address [ Tenant Name - Open Only
Choice #9 Summary of Judgment (All) - By Entry# - Log File# - Open & Closed
Choice #9.5 Summary of Judgment (All) - By Entry# - Log File# - Open Only
Chaice #10 Open & In process PDR judgments for current tenants with court schedule
Choice #11 Unsatisfied Damage Judgments for Past Tenants
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Section 12 — Judgments

12D - Judgments Reports

Choice #1 — PDR Judgments (Tenants = Current & Court = Open)

PDR Judgements (Tenant = Current & Court = Open)

JR=Judgment Reason PDR=Past Due Rent DAM=Damages DIS=Dismissed *=Eviction Dafe
PDRONLY Judgment MG orEV Judgment Court
Entry Tenant Unit ID Date Civil Action# JR § OJ4Date §TI4 Tipe Notification
002 Ash D18-515 West Tth - 2- D 0E/01/2006  J DBOTES FOR 353000 Open Open

Total $630.00 Total

Choice #2 — PDR Judgment (Tenant = Current & Court = Closed)

J Choice 2 - PDR Judgments (Tenant = Current & Court = Closed) 2013

JR=Judgment Reason PDR=Past Due Rent DIS=Dismissed *=Eviction Date

Once a
judgment is
satisfied or a
new case will
be filed, the

previous
entry needs
to be closed
to make sure
a tenant does
not appear
twice on a
report

Judgment MQor EV Judgment Court
Entry Tenant Unit ID Date Civil Action# JR  § 0J4 Date $T74 Tvpe Notification
873 M kon 001-415 Horesser - Rd- 1-1 T D) RE R B B ) PDR  5216.0D Closad Closed
B34 Minda.. D01-415ii 2l wRd- 1-1 ONOZI0NL P FLR Closad Closed

Choice #3 — Summary of Judgment (Tenant = Past & Court = Open)

J Choice # 3 Open PDRent Judgments for Past Tenants 2013

JR=Tudgment Reason PDR=Past Due Rent DIS=Dismissed *=Fviction Date

Judgment MOQor EV Court
Entry Tenant Unit ID Date § 04 Date 5 TJ4 Notification

DAM=Damages

Chal Action

34 Tz

Choice #8 — Summary of Judgment (All) by unit ID/ Address/ Tenant Name — Open Only

When a
garnishment
is paid up, the
case need to
be closed in
the judgment
module and
satisfaction
letter mailed
out to the
appropriate
parties

2013

*=FEviction Dare

J Choice 8 - Summary of Judgments (All by unit, tenant) - Open Only

JR=Tudgment Reason PDR=Past Due Rent DAM=Damages DIS=Dismissed

MO or EV
Civil Actiont JR  § OJ4 Date

Judgment Court
5774 Type Notification

2012 Judgment
Entry Tenant Unit ID Date

254 EERH

[N R R )
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Section 13 — Garnishment

The Garnishment Module allows you to track the payments from the past tenant against the total of the
judgment you do not have to re-enter the judgment data. The Garnishment Module pulls the judgment
information into this part of the program

13A - Adding a New Entry
1. From the AMXP home page click “Garnishment Module”
Payments
2. Click on “Choice #1 — Enter payments or Charges for One Tenant”
Data entry for one charge and payments

i | Choice #1 - Enter payments or charges for one tenant

3. Click “Add New Record”

=
4. Select tenant by using the arrow next to “Tenant ID”

Tenant 1D | [
R S riith John 001-1 Ave Street- 1- 1 FDH 1
5. There may be more than one judgment on a specific tenant, choose the correct one by using the arrow

next to “Judgment” the grey boxes will automatically fill in

ludgernent || e
6. Fill in Payment Date, Amount, Payment Type (Payment or Charge), and Comment
Fayment [ ate 06122013 Amount |$50 Fayment Type |[Pavment A

Cormrnent |F'a_l,lment - Pizza Place - Check #1090

7. Click “Save Record”

=

13B- Changing an Existing Record
1. From the AMXP home page click “Garnishment Module”
Payments
2. Click on “Choice #1 — Enter payments or Charges for One Tenant”
Data entry for one charge and payments

i § Choice #1 - Enter payments or charges for one tenant

3. Click “Change Existing Record”

Existing Record

Change or update any of the yellow fields
Click “Save Record”

Nl
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Section 13 — Garnishment

13C - Garnishment Report

Choice #2 — Summary statement of all charges and payments collected

Garnishment Operation Report
Management Report - All
Choice #2 - Summary statement of all charges and payments collected

Ak Management Company Feport Date: 06052006 Feport Time 312 PM
Ck on 002 1% Homestead Rd- 2- B BAL= F1,106 Judge Log: i O2A2006 POR G2 006 B0
bz 015- 29 West Tth - 1- 4 BAL = F2G0 Judge Log: 3z 07121099 D04
Total Charges..... §1 749 Totl Paymerts. it % Collected ¥TOL. 228

Choice #3 — Summary statement of all charges and payments for one tenant

Gamishment Operation Report
Sarnishment Paym ent History - 1
Choice #3 - Summary statem ent of all charges and payments for one tenant

AKS b anagement Company FReport Date: 06 05 2005 Feport Time:  3:17 Phd
Thiz remart is For benank b < Addrmss MEEL Wiest FHh - Lnbre rnatioe For usar 2ITIS
Civif Acticre# JFP13-9' 34 071 21998  Fudoerrerst Lag # 34 [N (] Stctres

Fretry AL raitfs Far-d Ty cArrerisrit A OIPIFFRCTIL Ferferica

ooood Januare o1 Charae FHI0 BALAHCE A5 OF 12212004 F2I0

oooz1 Janua 01.04 Payment F20 Prt - COWS - Che ot 15405 FB00

o003 danuary o141 Paument 20 PAVRAENT - COWr - CK OATE 0141 105 FFE0

ooozs Janua s o142 Pavment 20 PANTAENMT - COWY - CK DATE 14205 FFE0

oooa7T January 0125 Payment $=0 PAYIMENT - COW - CK DaTE 012505 F7a0
ooozs February: oz Payment F=0 PAYIMENT - COW - CK DATE 020 12005 F7z0

00040 February 0208 Payment 20 PAYVRAENT - COW - CK OATE 02082005 FFO0

oooa1 Februars 0zAS Pavment 20 PANTAENMT - COWY - CK DATE 024 52005 FoE0

oooaz Februars [-F-21 Pavment 20 FANTAENT - COWY - CK DATE 2242005 FoE0
ooodd kdarch (=¥ ] Pavment 20 PAYRAEMT - COWy - CK DATE 34405 FoA0
oopas Raarch ERD Payment F=0 PAYMENT - COW - CK DT E D3 0,2005 $Ez0
ooo4s kdarsh 0315 Payment 20 PAYVRAENT - COur - CK DATE 0345085 FH00

oooag Miarch o222 Pavment 20 PANTAENMT - COWY - CK DATE 32205 520

ooos1 Razrch 0331 Payment $=0 FPAYIMENT - COW - CK DATE D30G 12005 $550

Choice# #4 — Summary statement of charges and payments collected

Garnishment Oper ation Report
MManagement Report - Garnishment payments
GER Choice #4 - Summary statement of all char ges and payments collected

2008

ABC Managemert Co Report Date: 03-06 2003 Report Tine: 2:33 PM
Negne JL#  Eptrylt Pt Dege Cherge Pt Stus J Ragson
Applegate, Ray z o001 & 12/26/2006 F112 =} POR
Applegate, Ray z 0000z O7/28/200% 2,089 a PDR
Applegate, Ray z o000 DEDHZ00E F10z2 =} POR
Applegate, Ray z 00004 D8/15/2008 F125 a PDR
Applegate, Ray z o0 s D801 2008 F115 =} POR
Applegate, Ray z 00006 09/01/2008 F06 a PDR
Applegate, Ray z oo o 104272008 F106 =} POR
Applegate, Ray z 00007 1042742008 FI67 a PDR
Applenate, Ray z o000 3 104272008 1z =} POR
Foplenate, Ray z 0000E 1042742008 a3 [a} PDR
Appleate, Ray 2 ooot A 12/08/2008 122 a PDR
Foplenate, Ray z oootz 12/08/2008 F114 a PDR
Appleate, Ray 2 ooot 12/08/2008 F126 a PDR
Applegate, Ray z oo 4 12082008 F126 s} POR
Applenats, Ray 2 oooty¥ 12/26/2008 F125 a PDR
Ppplegate, Ray z oot s 1242642008 107 s} POR
Sultml o pmym enzs 1776

Tatal Chares..... Frpea

Tatal Faviments..... F1TVE

% Collected ¥TD...  25%
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Section 14 — Office

The Office Module allows the user to track open action items related to property management
14A - Adding a New Entry

1. From the AMXP home page click on “Office” Module

Office
Action Items

2. Click “Add New Record”

=

Add New Record
3. Fill in the fields in green, along with choosing a priority (high, medium or low)
Friority | & .
® High € Medum © Low OFFICE ACTION ITEMS DATABASE
4. Click “Save Record” 2]
e T
- Record vear: [2013
ppppp [
Fax [T
Diate Completed [T
tus [GpeATT
14B - Changing/ Closing an Existing Record
1. From the AMXP home page click “Office” Module
Office
Action Items
2. Identify the entry by using the arrow next to “Search for Entry”
Search for entiyi w
3. Click “Change Existing Record”
Existing Record
4. Update or change only fields in yellow
5. If closing the entry select “Close” in the Status box
Status [EEEN v OFFICE ACTION [TEMS DATABASE
6. Click “Save Record” =] A
T
- Search for eniryit [00001 2 Record Year: (2013
O | Tuday‘f;‘:l: = 0671272013
ave Re(nrd Action [Mail Water Bills
Fhone [
Fas[
Date. Eﬂm::jj v[lS/\ 2/2m
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14C - Office Reports

Choice #1 — Individual Open Office Action Item

Section 14 — Office

AEC PEEgeEmert oo,

QAar-1 OFFICE ACTION ITEMS REFORT

ReportDae ;| O3-D52009

FepomThe: 243 PF N

2008

Tod=Ey's DFEke 03202005

At (pdaE offbe proce O es

[N =17

Fax

Compethy

Dae Complkkd

=Ems O

Choice #2 — Open Office Action Items

-

OAI-2 Open Office Action Ifems 2008
Entny ILhte Friorily Ackem Phove Fax &=
oozl 011 H fle on POR terant= u]
o166 D414 b Goto Postoffice to picdoup mal [u]
oooxs 1206 hd record phone messages and call people back u]
o012 oxa L update office procadunes u]

Choice #3 — Closed Office Action Items
0AI-3 Closed Office Actiont fterms 2008
Cornplete

Dyt Action Phone Fax Completion Dt Stetues
oM 4zZo0e Filz complant &r POR on Spplegate & Thomas 01232002 c
o10s2008 do billz and mal 0ZAM 22002 c
012352008 goto bank and deposit rent money 012302002 c
01/23/2008 chkan offic: for mesting @ <4320 O Z00s [
01252008 send out rent notices 01s28/2002 c
0Z/01/2008 prepare late rent notices to mail on Sat 27208 0Z/042002 c
02062008 enter |ate fes for £bruary 0zAM9/2002 c
DRFZTIZ005 =zend rent notices 03012005 [
02012008 enter rents for klarch 0z/01/2002 c
03M 22008 File POR f©or Ray Applgate he cameto drop offa check 041 42002 [
O3/20/2008 mun wendytaco application. 1136 is ready 00172003 [
02272008 send rent notices OZ/27/2002 c
O04Z2008 send letter to dow er= about loud noise D1 2002 c
O22/2008 send rent notices Dz22/2002 c
O282005 orderink for the printer & need more paper 05092003 c
05062008 enter |ate Ees OS/0G6/2002 c
05222008 Call phone company DG/27 /2003 [
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Section 15 — Licensing Process
15A - Application for AMXP License Form Part 1

APPLICATION FOR AMXP LICENSED VERSION

|To: @ Co. Date

Enter information below for a registered license & serial number.
Owner - User Information

Name First Last
Address

City

State Zip Phone #

Company Information

Co.

Address

City # Units
State Zip Phone #

Email Address

Security Questions: Mother’'s maiden name?

Make, model & color of 15t car?

The license & Serial numbers for your owner and company are:
License Number

Serial Number

WARNING: Before entering the above numbers for a licensed edition, please insure that the owner and
company info in the Management Profile is exactly as shown above (including all, or .).

Any message boxes, call FreeS4L at 866-707-1212. The boxes must be the same as in the Management Profile.

From: FreeSoftware4Lanlords.com Date
File: c:/1-AMXP-Sales Literature/AMXP License Form.doc
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Section 15 — Licensing Process

15B - Converting to a License Program Part 2

An AMXP trial version is only good for a certain amount of time. At that time reminder messages will
appear prompting the user to purchase the license version or the program will no longer function.

1. When ready to purchase AMXP please complete the above “Application for AMXP License Form”

2. On the lower left corner of the AMXP home page click the gray box “Enter License Code”

Enter License
Code

3. Click “Print this page” next to the red exit sign and Print the form Printthis page

License Form - FreeSoftwaredlLanlords 866-707-1212
Warning: Do not enter a serial number or license code without contacting
FreeSoftwaredlLanlords. Otherwise the program will crash and possible data loss.

This is a critical step. Contact FreeSoftwared4lLandlords for the info sheet which must be
completed prior to starting the licensing process.
Data entry typing errors cannot be made during this operation. "case sensitive”
Attempt to falsify entries will result in data loss and program lock-out.
For accuracy this process will be completed live with FreeSoftwaredLandlords support
personnel. You have 3 attempts to correctly complete the process.

Customer's First Name: [John Customer's Last Name: [Smith

Customer's # of Units:

Company Name: |)(YZ Management Company

Company Street Address: [112 S Heald
Company City Address: |Wilminaton State: |DE Zip Code: [19801

Telephone #[(302) 123-4567
All fields are required

1. Please enter the serial number:

2. Please enter the license code (VOC):

AN

Enter License
Code

7. Enter the correct serial and license number

8. Hit the Enter on your keyboard

9. Accept the Software Licensing Agreement

10. The program will shut down and program restart is needed

- E - Print this page

Fax the completed Application for AMXP License Form and the printed license form to 302-984-0266
The AMXP Application License Form will be returned to the user with a serial and license number
On the lower left corner of the AMXP home page click the gray box “Enter License Code”

11. When starting the program please check for License Version which replace Trial version right above the

owner name

12. Enter the password to enter the program
13. The program is now licensed to the user and ready to use
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Section 16 — Trouble Shooting

16A - Linking Tables
Linking tables is only required when the AMXP prompts the user to complete

From the Home page click “External Data” on the tool bar
Click on “Linked Table Manager”

Click Select All

Click OK

Tables are linked

Nk W=

Section 17 — Important Notes

(While in the Company Module a new password can be created)

BEFORE ENTERING ANY DATA

We strongly recommend: View the DVD for the overview and 3 required modules
At a minimum print the Company, Property & Tenant modules from the manual

To effectively use all modules in this program, two management criteria must be followed:

1 All lease agreements must be prorated to start rent due at the 1* of the month

2 For managed properties, the summary of rents, commissions, and maintenance charges must cover a 30
or 31day period starting from the 1%

(ie, June rents are collected from 6/1 to 6/30)

(ie, June maintenance expenses are summarized from 6/1 to 6/30)

(ie, June Owners statements for 6/1 to 6/30 are usually mailed before 7/15)

The accumulation of rent collected and maintenance expenses have matching calendar periods
Commission statements are programmed for THE SAME monthly period, starting from the 1* for both
rent collected and maintenance charges

For the most up to date Program & Manual visit www.FreeSoftware4Landlords.com & download a free copy
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Section 17 — Important Notes

17 — Navigation Symbols - Cont’d

Navigation Symbols — Cont’d

Renminder =]
A ) memindsr: Backup data (AREMarDats.mdb) aFtsr S:ENG Hhe progran.
This is a message box reminder
Microsoft Access =]

Data database S AMXP-TESTZ2-20131AptMarData.mdbBackup has been backsd up on 6§ 17§2013 11:25:35 AM.

This is a message box with a
comment for the user

Are you sure all information are correck?

This message box requires an input from the user

—m— ) ——

There are many types of message boxes: Most contain a comment for the user, a reminder for future action or simply
FYlie Is info correct? means check you work before leaving a page which will be written into the database

Select a unit [ =] This is a drop box

= This is the activation button for drop box control It will show the content available for selection

AddOwner | 7his is the “Add Content” control for the drop box This adds choices to the drop box

Many drop boxes are used in the software The content needs only to be added ‘1 time” Afterward the content is
available as a choice whenever the activation button is highlited

Uit D [004-2 Lane Ave-1-1 |

Wi Information with a gray background cannot be changed
Unit D {004-2 Lane Awe- 1-1
P
& The Print Reports controls the choice of reports within a specific module
(ie: maintenance module reports are for maintenance reports only)

C P C & P are only in the Tenant Module and indicate the tenant in the
record shown is either current or past
Status Status
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Section 18 — Deposits Before Move-in

18. Accounting for money from Potential Tenants either not yet approved or unit not ready for move-in

A property and a tenant must be identified as a location for money received from prospective tenants
which has not been entered into the tenant database

PROPERTY DATABASE

« 4 |

Record Year: |2014
= I,

" o |
Existing Record
Select a unit; | Rt s
Urit} {028
Address ,m f
|W'i|mington ’T |198IJ1- Hot %/ ater Heater |_
Floor|— ’ Heater |—
ApartmentH l— Air Conditioner |—
Unit 1D |088-Praspective Tenant- Dish'Washer [
Uit Description: |Deposits bd Moveln Stove |—
TargetHent,iw Microwave |—
Duner Name 4vZ Mrmt, v | Add Ouner m Refrigerator [

Create a Fictitious Property

From the AMXP home page click on
the Property Module

Enter this fictitious property address
and information

Address: Prospective Tenant

City, State Zip

Unit Description: Deposits b4 move-in
Target Rent: $0

Owner: Choose yourself

Type: Current

Click Save the Record

TENMANT DATABASE

= /] @&

Add New Record Change
Existing Record

c |- v

Tenant Print Reports Jll EBxit |

Status

Tenant's Hame Search ’7\, Record Year: 20 14
Tenart W Unit 10 |088-Prospective Tenant-- v
First Mame IW Uriiti ’%8—
Middle Initial |— Unit 1D |E|88-Prospective Tenant--
Last Name IDBDT Target Rent I:wi
Date of Birth: ’7 Actual Unit Rent I:wi
Tenant Work Phonet ’7 Lease Start D ate lm

Create a Substitute tenant

From the AMXP Home page click the
Tenant Module

Enter this fictitious tenant

First Name: 2holdUnit

Last Name: Deposit

Unit ID: Select the property created
above (Prospective Tenant)

Lease Start Date: January 1st

Tenant Portion: $0

Click Save the Record

Location for all earnest money received prior to move-in:
Property address: prospective tenant

Tenant first name: 2.hold.unit
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Section 18 — Deposits Before Move-in

18. Accounting for money from Potential Tenants either not yet approved or unit not ready for move-in

After the PROSPECTIVE tenant has viewed and selected a unit, while the credit check is being processed
and earnest money is received the payment must be accounted for in the daily receipts even though it is
not associated with a specific unit or tenant currently in the database

GENERAL LEDGER DATABASE Recordvear: 2014

Choice #2 - Enter payments or charges for one tenant

N A E

Add Niew Record Jll  Change print Reports Jll Bt |

Existing Record
Entryt |00457 Record Date | D2/27/2014
Entry Date l_m

Month |February

Choose ByUnit | Or By MName | Owner [5YZ Mgmt.

Tenant |Deposit v

Tenant Last Name |Deposit
Unitt |088

Unit 1D |088-Prospective Tenant--
Type |Payrnent W
Amount |$200 [T Taxable = rent and late rent anly

Payment Type |C.0. RENT v | For [£¢Z Mgmt.

Frint Receipt

Comment: |DOCA - L Johngon - 11 %an Buren -

OpenlE0

Enter Earnest Money Received as a Deposit

1. From the AMXP Home page click the
General Ledger Module

2. Click on Choice # 2 — Enter payments or
charges for one tenant

3. Click Add New Record

4. Select the last name created above ‘“Tenants

5. Select Payment for Type

6. Enter $ amount

7. Select CO Rent for Payment Type

In the comment section enter the type of
payment, perpective tenant,address,unit#SD
DOCA - L Johnson-11 S Van Buren-
Open040

8. Unlick the Taxable Box

9. Click Save the Record

G/L - #9 - CSM Report by Last Entry
#Z Management Company Feport Dater 02-27-2014

RDate EDate

Feport Time: 4:19 P
Entngt  Uni#¥ Tenant Unit ID Cwner Menth

2014 Start Date: 2027201
End Date: 2/Z7/201

Date Type Amount Comment

02272014 Q2ZT2014 00457 088 Tenants, Prospective 0BE-Prospect Lane. 1-

1 DOCATotal 3200

o DO CK Tofal 50

o DONO Total 50

o DD Total 50

o CR Total 0

o SD Total 0

o ETC Total 50

The grand total collected in the database 200
MNet Deposit (DD-CR) 5300

XYZMgmt Februany

QZETZ04  F $800 DOCATO - Larry Johnson - 11Van Buren - Opendal - 5D

DOCA = Drop Off Cash
DOCK = Drop Off Check
DOMO = Dvop Off Money
Order

DD = Direct Deposit

CR = Credit Non Taxable
SD = Securnity Deposit
ETC = None of the above

For the daily collection the CSM report will now include the Earnest money received as a deposit
payment from the prospective tenant with the unit the prospective tenant has chosen.
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Section 18 — Deposits Before Move-in

18. Accounting for money from Potential Tenants either not yet approved or unit not ready for move-in

The unit is ready, the credit has been completed and the prospective tenant has been approved.

TENMANT DATABASE
% Va ] & g
Chomee Tenat [ o |
Existing Record Status
Tenant's Mame Search i]ﬁﬂmﬁmﬁ W Record Year: 20 14
Tenant (0365 Unit 1D {04011 § WVanBuren - v
First Mame |OPENO40 Unit# 040
Middle Iritial |— Unit |0 {04011 5 VanBuren -
Last Name [OPENO4D Target Rent|$550
D ate of Birth: Actual Unit Rent |$0
Tenant Work Phonett Lease Stark Date [12/20/2013
Tamant Call Phanatt

1. Change the open unit to past

B

TENMANT DATABASE

/] &

c |[s| [®

The tenant is approved and ready to
move-in to the selected unit

1. From the AMXP home page click on
the Tenant Module

}‘::::: = 2. Enter the new tenant information
Tenant'sMame Seach|  [] RecordYear: | 9()14
Tenant# [0476 Unit 10 |040-11 5 YanBuren - =
First Narne W Unitt {040
Middle Iritial |_ Uit 1Dy |U4U-‘]‘] S YanBuren -
Last Marme W Target Rent ’$E|507
DatectBithc [ Actual Unit Rent [§800
Tenant Work Phonedt Ii Lease Start Date ,m
Tt Pl il e [
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Section 18 — Deposits Before Move-in

18. Accounting for money from Potential Tenants either not yet approved or unit not ready for move-in

GENERAL L EDGER DATABASE RecordYear: (3014

Choice #2 - Enter payments or charges for one tenant

oV

(Add New Record Change Print Reports m

Existing Record
Entry# |00453 Record Date | 02/27/2014
Enty Date [ EENERIERE

Morth |February

Choose ByUrit | Or  ByMame | Owner [3YZ Momt.

Tenant [Johnsan v

Tenant Last Name |Johnson

Uit | 040

Frint Receipt

Unit ID|040-11 5 WanBuren

Type |Charge w
Amount {$800 ¥ Taxable = rent and late rent only

Add Charge Comment

Comment: |1 st months rent due Charges |

Type [Charge =

Armount |$E}I:II:I [ Ta=able = rent and

Comrment: |Securit_l..l Creposit

Teps |Papment ot

Aok |$8|:||:| [ Taxahle =rent an

Fayment Type |C.0. REMT we | For [=52 bdgmt.

Comrnemt: |I:rec|it - Papment was received on 270

Type |F"a_l..lmer'|t '

Aot |$EIIZIIZI [+ Ta=able =rent ar

FPavrment Tyupe |I:.I:I. BENT wa | FoOr |.‘->§."r"Z kA gmt.

Cormrnemnt: |DE|E.&.TEI - 1=t oz rent

Enter Charges and Payments

1. Go to the General Ledger and enter
two charges first month’s rent and the
Security Deposit

2. In the General Ledger enter the
Security Deposit as a credit and the
first month’s rent as payment

3. Inthe General Ledger enter a
charge for Security Deposit to zero
the SD received earlier

4. Run the CSM report which will
include the Security Deposit as a
credit and the first month rent as a
payment.

Tenant Profile 2™ Charge — Security Deposit

Tenant Profile 1 Payment — Credit for Security Deposit

Tenant Profile 2" Payment — 1*' month’s rent
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Section 18 — Deposits Before Move-in

18. Accounting for money from Potential Tenants either not yet approved or unit not ready for move-in

G/L - #9 - CSM Report by Date 2014 Start Date: 02127120
#vZ Managemert Company Report Date: 02-23-2014 Report Time: 10019 Ak End Date- 2/25i201
RDate EDate Entngt Unit# Tenant Unit 1D Ohwner M onth Date Type Amount T/NT Comment
02272014 0227114 00445 088 Deposit, 2. hold Unit OE8E-Prospective Tenant— XYZMgmt February 022714 P 5:}3 NT DOCATO - Lammy Johnson - 11 5 Van Buren -
Opend40 - S0
00450 08B Deposit, 2. hold Unit OE8E-Prospective Tenant— XYZMgmt Februany P FEDD NT DOCATO - John Doe - 10W . 20th - Opend8s -
00451 a7 Alesandar, R. 07 1-4121 North Union -~ Chris Jones Febrsany P 3400 DOMOTO
00455 040 Johinson, Larry 040-11 S VanBuren — XYZMgmt Februany P FEDD NT Credit - Payment was received on 240
00456 04D Johinson, Larry 040-11 S VanBuren — XYZMgmt Februany P 80D DOCATO - 1st mos rent
00457 08B Deposit, 2. hold Unit OE8E-Prospective Tenant— XYZMgmt Februany P FEDD NT DOCA - L Johnson - 11%an Buren - OpendEd
4 DO CA Total 52,800 DOCA = Drop Off Cash
0 DOCK Total 0 gg%= 1:;0'? Oﬂ"f‘?;eck
! = Drop Off Money
1 DOMO Total 5400 Order xr :
0 DD Tetal S0 DD = Direct Deposit
1 CR Total =800 CR = Credit Non Tavable
SD = Security Deposit
o 5D Total 50 ETC =None af the above
0 ETC Total =0 NT = Mo Tavahls
The grand total collected 24,100

GENERAL LEDGER DATABASE RecordYear: (9014

Choice #2 - Enter payments or charges for one tenant

=

Change

Add New Record
Extisting Record

prin Reports Jl Bt |

¢

Entryit |00452 Record Date | 02/27/2014
Eritry Date I_M

Month |February

Choose By Unit ‘ Or By Name| Owiner 2 Mamt.

Tenant |Deposit

Tenant Last Mame |Deposit

Urit# 088

W

Urit I | 088-Praspective Tenant-

Tupe |Charge "
Amaunt {$200 [ Tawable = rent and late rent only

Comment: |Mr. Johhson moves into Yan Buren

Add Charge Comment

Frint Receipt

Charges |

This charge will zero out the balance in the prospective tenant location for 2.hold.unit deposit
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