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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 trades, 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. 

 

www.FreeSoftware4Landlords.com 
866-707-1212 
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Section 2 – Installation 
  

Quick Start Guide – First Time Users Only 
    

    
 
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 
 

    
 

 
   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 “OPEN027”, 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 into drive . . . . . . . . . . . .  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 folder in step 2 . . . . . . . . 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  
 
 
 

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

The Program.accde and Data.accdb files are both required to run the program 
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Section 2 – Installation 

OPERATING SYSTEM +  

ACCESS + &   

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 
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Section 3 - Introduction 

Copyright 2006 

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.FreeSoftware4Landlords.com 
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Section 3 - Introduction 
 

 
Navigation Symbols 

 

  
 

 

  
 
 

             
 

 

     
 
 

 

 
 
 

 

 
 
 

 
 

 
Note: Other navigation symbols on page 73 

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

A right click gives the option to print or close a report 

Provides real time hints for the input required 

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

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 top right corner X’s “are not used” to exit a module or program  These X’s are for 
Program lock up which should not occur. Always use the red EXIT labels shown above 
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Section 3 - Introduction    

                            Main Menu Form – Home Page 

 
 

AMXP automatically backs up the data file before exiting the program  

 
 

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

              
 

 
 
 
 
 
 
 
 

 

AMXP gives real time 
collection info It also gives 

the date and time, will 
update every 5 minutes or 
can be manually updated 

AMXP will automatically 
backup your data files: 

AptMgrData.accdbBackup 

How to Backup your Data 

 
 

1. Insert the flash drive into the USB port  

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

4. Highlight AptMgrData.accdb and AptMgrProgram.accde 

5. Click Edit . . . . . Click “Copy to Folder” . . . . . Look for flash drive . . .  . .(D: removable drive)  

6. Click “Copy” 

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

 

Weekly flash drive 
backups can minimize 
recovery efforts after 

fatal computers crashes 
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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 
 

1. From the AMXP home page click on “Company Profile” 

2.  
3. Fill in the Owner Name, Address and phone # 

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

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

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

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

8. Click on the Red “Exit” 

 
9. Read the 2 message boxes  and click YES 

    

            

 

Change Reminder 
Dates before exiting 

form if needed 

To complete the legal 
verbiage check STATE 

“Landlord-Tenant Code” 
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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 1st entry of the new year. 
 
4B – End of the Year Set Up for New Year 
 

1. This step has to be performed at the end of  December 

2. From the AMXP home page click on “Company Profile” 

3. A message box will appear, click no 

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

 
5. Click Done 

 
6. Step 2 appears click on the red step 2 

 
7. Click on the red Step 3 

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

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

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

 

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

This feature is only visible in the Company Profile on 12-31-XX 

Begin by entering tenant balances carried forward from the 
previous year before entering January rents. 
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Section 5 - Property 
 
5A – Adding New Properties (Single Family Units) 
 

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

 
2. Click “Add a 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) 

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

 
6. Click “Save Record” 

 
 

                  

 

 

The Unit ID is a combination 
of the Unit # and address  

 

The Unit # indexes with each new unit 
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Section 5 - Property 
 
5A – Adding New Properties (Multiunit Buildings) 
 

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

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

  
 

   
 

6. Click “Save Record” 

     

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

                   
 

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

 

Each Unit in a Multiunit building must 
have a separate unit ID 

ie: Unit #18 = 21 Rodney Street Apt A 

Each Unit in a Multiunit building must 
have a separate unit ID 

ie: Unit #19 = 21 Rodney Street Apt B 
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Section 5 - Property 
5B – Updating Existing Property Information 
  

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

 
2. Click “Change Existing Record” 

 
3. Make the necessary changes (only yellow fields may be changed) 
4. Click “Save Record” 

 
 

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

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

 
2. Click “Change Existing Record” 

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

 
4. Click “Save Record” 
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Section 5 - Property 
5D – Property Reports 
 

 
 
 
PP#1 – All Property Report 

 
 
PP#2 – All Property Water Conservation & Maintenance Report 
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Section 6 – Pre Program Tenant 
6A – Adding A New Entry 

 

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

 
2. Click “Add a New Record” 

 
3. Type in the Tenant (TID) number which is the same number in the TID box 
4. Type in tenant first, middle initial, and last name  
5.  Fill in Unit ID* 
6.  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  

7. Click “Save Record” 

 

 
 
*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 
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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 

 
2. Type the First and Last Name with the unit ID # 

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

  
4. Choose the Unit  identified  in Step 1 

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

    
6. Click “Save the Record” 

       
    OPEN010 is the substitute tenant now occupying the vacant unit 010-15th Street (Single Family Unit)  

 
 

Lease Start Date is when 
the unit became vacant 

Actual 
Unit 

Rent & 
Tenant 
Portion 

is $0 
because 
there is 

no 
tenant 
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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 green 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 

 
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 
5. 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” 

   
8. Fill in any building 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” 

 
 

 
 



 11/20/2014                                2014 Edition                           Page 18 

Section 7 – Tenant 
7C– Updating an Existing Tenant 
 

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

 
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 

 
3. Click “Change Existing Record” 

 
4. Make the changes (only fields in yellow may be changed) 
5. Click “Save Record” 
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Section 7 – Tenant 
7D – Changing a Current Tenant to Past 
 

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

 
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 

 
3. Click “Change Existing Record” 

 
4. Complete the Security deposit letter and enter the date of mailing 
5. Click on “Change tenant type”  

 
6. 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 

 
8. Click again on the button “Change tenant type” 
9. READ THE 2 MESSAGE BOXES 

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

 
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 

       
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:  

• 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) 
 

1. From AMXP home page click “Tenant Profile” 

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

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

 
3. Click “Change Existing Record” 

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

 
5. Change the “C” to a “P” 

 
6. Click “Save Record” 

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

                             

 
 
 
TP Choice 1 – Current Tenant Report by Unit ID 
 

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

            
TP Choice 11 – Current Tenant Birthday Report 
 

 
 
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 
 

 
 
TP Choice 2B – Past Tenant Report by Unit 
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Section 7 – Tenant 
7F – Tenant Reports 
 

TP – Choice 2C – Past Tenant Report by Date 

 

 
 
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 Choice 3 – Print Query for all years 
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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. From the AMXP home page click General Ledger 

 
2. Click on Choice #1 – DATA ENTRY 

 
3. Click on Load Rent 

  
4. 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  

 
5. Hit Enter on your keyboard 
6. The list of all the tenants being charged will be available for printing 
7. Once the rents have been entered  “Rent has been loaded” will be highlighted in green  
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  Section 8 – General Ledger 
 

8B – Entering Late Fee for Current Month  
 

1. From the AMXP home page click General Ledger 

 
2. Click Choice # 3 DATA ENTRY 

3.  
4. To add a late fee the user will have two of the following options along with setting a limit:   

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

 
6. 1st Option - Go through each individual tenant and Click “Yes” or “No” for a Late Fee 

 
2nd Option – Click “Load Late Fee” 

 
7. Once all tenants have been checked a printable summary of all tenants who were charged a late fee will 

appear on the screen 

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

 
 
 
 
 

 

 

����Option 1 

����Option 2 
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Section 8 – General Ledger 

8C – Recording Payments Received  
 

1. From the AMXP home page click General Ledger 

 
2. Click Choice # 2 DATA ENTRY 

 
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 

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

   
6. Fill in amount paid 
7. 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   

• C.P. Rent is used for company owned properties   

8. A message box will appear please read and click OK 

 
9. Fill in comment box starting with one of the following 

• DOCA = Dropped off Cash  

• DOCK = Dropped of Check 

• DOMO = Dropped of Money Order 

• DD = Direct Deposit 

• Credit = Credit  

• SD = Security Deposit 

• ETC = Water, Maintenance, Court Cost 
10. Click “Save Record” 

 
11. A Receipt may be viewed and printed by clicking on “Print Receipt” 

(View a copy of a receipt in section 8I General Ledger Reports) 

 

          
 

After a tenant is selected a yellow box will 
appear helping the user to identify if the 
property is a M.P. Rent of C.P. Rent.  
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Section 8 – General Ledger 

8D – Entering New Charges 
 

1. From the AMXP home page click General Ledger 

 
2. Click Choice # 2 DATA ENTRY 

 
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 

 
5. Next to “Type” select “Charge” by using the arrow 

 
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” 
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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” 

 
2. Click on “Choice # 501 – Tenant Payment History for Court 

 
3. Fill in 3 message boxes 

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

 
5. A summary is ready for viewing and printing 
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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” 

 
2. Click Choice # 9 “By Date” 

 
3. Fill in 2 message boxes 

  
4. Report is ready for viewing and printing 
 

 
 
 
 
 
 
 
 
 

 

1 column with CP Rents and MP Rents totals  
 2nd 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 

 
2. Click Choice # 9 “By Last Entry” 

 
3. A message box appears (AMXP automatically picks up the last payment that was entered, it will only show 

payments after the last report was printed) 

 
4. A summary is ready for viewing and printing 

 
 

                    
              

 

 

 

 

 

Column includes CP Rents & MP Rents totals  
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Section 8 – General Ledger 

8H – Helpful Tip 
 

* 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 – Company owned properties 

MP Rent – Managed properties 
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Section 8 – General Ledger 

8I – General Ledger Reports          
         

    

             
 
 

   
 
 
      

 

 

Tenant Copy is Top 
Portion – It also shows 

their balance due 

Office Portion to be 
attached to Check, MO or 

Cash 

Rent Receipt 
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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 
 

 
 
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 

 
 
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 
 

 
 
 
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 
 

 
 

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

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

 
 
Choice # 411B – Court Schedule Dates for Tenants with Past Due Rents – All Owners 
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Section 8 – General Ledger 

 
8I – General Ledger Reports 

                  

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

 

 
 
Choice #411D – Monthly Performance Report – All Owners 
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Section 8 – General Ledger 

 
8I – General Ledger Reports 
               

 
 
 

Choice #5 – Summary Statement of all Charges and Payments for one Tenant 
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Section 8 – General Ledger 
 
8I – General Ledger Reports 

      

 
 
Choice #51 Summary statement of all charges and payments for one tenant   
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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 
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Section 8 – General Ledger 

 
8I – General Ledger Reports      
 
Choice #6 Option 1 – Print Entire Database by Entry# 
 

  
   Legend: GTC =  Grand Total Charged 

         GTP =  Grand Total Payments 
         GTD =  Grand Total Differences 
 

Choice #6 Option 2 – Print Selected Number of Last DB Entries 
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Section 8 – General Ledger 

 
8I – General Ledger Reports  
 
Choice #6 Option 3 – G/L Collection Statistics - YTD 
 

 
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)            
 

 
 
Choice #6 Option 42 – G/L YTD – Vacancy and Collections (Total) 
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Section 8 – General Ledger 

 
8I – General Ledger Reports  
 
Choice #6 Option 5 – Open Property Report 
 

 
 
Choice #6 Option 6 – On Time Payment Tenant Report 
 

 
 
Choice #6 Option 7 – G/L Extra Charges Report 
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Section 8 – General Ledger 

 
8I – General Ledger Reports  
 
Choice # 7 – Print Entire Database by Entry 
 

  
                  
                   
Choice# #8 – Total Daily Collections 
 

 
 
 
 

             

 



 11/20/2014                                2014 Edition                           Page 44 

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 
                     
 

 

 
CSM2 – General Ledger Log 
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Section 9 – Maintenance 

 
9A – Adding a New Entry “Tenant Request” 
 

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

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

filled 

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

 
6. Click “Save Record” 
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Section 9 – Maintenance 
 
9B – Preparing a Work for Action by Maintenance Staff 
 

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

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

 
3. Click on “Print Reports” on the top of the screen 

 
4. Click on “Choice 1  - Maintenance Request” 

 
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   
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Section 9 – Maintenance 
 
9C – Closing a Work Order 
 

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

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

 
3. Click “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) 
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Section 9 – Maintenance 
 
9D – Maintenance Report 

                        

 
 
Choice 2 – Completed Maintenance Request Ready to Mail 
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Section 9 – Maintenance 
 
9D – Maintenance Report 
 
Choice 3 – Summary Maintenance Report (Status = Open) 
 

 
 
Choice 3 – Summary Maintenance Report (Status = Closed) 
 

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

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

 
 
Choice 41 – Closed Maintenance Reports by owner for the above Month 
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Section 9 – Maintenance 
 9D – Maintenance Report 
 
Choice 5 – All Completed Reports for One Unit ID Only 

                       

 
 

 
 

Choice 6 – Monthly Maintenance Performance 
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Section 10 – Rent Notice 
10A – Printing a Rent Notice 
 
Mail the Rent Notices on the 27th 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” 

 
2. Click  “Choice 1 Print Current Rent Notices” 

 
3. Print Rent Notice 

 
 

 
 
 
 

 
 

Current Rent Notices includes rent for 
new month, balance for current 

month, utility and anything extra 

NO Certificate of Mailing 
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Section 10 – Rent Notice 
 
Rent is always due on the 1st - Grace period = Day 2 thru Day 5 
Mail Late Rent Notice on the 2nd 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 

 
2. Click “Choice 2 Print Late Rent Notice” 

 
3. Read & Fill in the  2nd message box that appears on the screen 

  
4. The 1st notices to print will be for the Tenant, 2nd 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, 5th 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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Section 10 – Rent Notice 
10B – Printing a Late Rent Notice 
 
Tenant Late Rent Notice   Tenant Late Rent Notice – File Copy 
 

      
 
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) 
 

                

Rent Due on the 1st 
Rent is late on the 2nd 

Late Rent = 
Past Due Rent 

plus 
Utility charges 

minus  
“Court Charges” 

Delaware Landlord 
Tenant Code doesn’t 

require certified return 
receipt mailing 
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Section 10 – Rent Notice 
 
10B – Printing a Late Rent Notice  

                             
Co-Tenant Late Rent Notice                         Co-Tenant Late Rent Notice – File Copy 
 

          
 
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)  
 
 

 

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” 

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

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

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

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

 
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 
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Section 10 – Rent Notice 
10D – Printing One Rent Increase  
 

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

 
2. Click Choice 3A Print One Rent Increase Notice 

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

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

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

 
6. Notice is ready for printing and mailing 

 

       
  

The legal Verbiage for the Rent 
Increase must comply with the 

Landlord Tenant Code in your area 
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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 
 

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

  
2. Click  “Choice 6 Special Notice 1 + Tenant” 

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

 
4. Fill in Subject 
5. Fill in Special Notice  
6. Click “Print” next to the Red “Exit” 

 
7. Letter is ready for printing 
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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 

 
2. Click Choice # 2 DATA ENTRY 

 
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 

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

   
6. Fill in amount paid 
7. In the “Payment Type” box select “Rent Payment” this will automatically enter the payment in the 

commission module subtracting the commission percentage 
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Section 11 – Commission  

11B – Entering Charges/Payment  
 

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

 
2. Click “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 

 
4. Select “Charge” or “Payment” in the “Type” box 

 
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) 
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Section 11 – Commission 
             

11C – Printing Commission Statement 
 

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

 
2. Click “Print Reports” 

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

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

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

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

 

 
 
 Option 2 - Commission Owner Statement (tenant’s Payment – Owner Charged) by Owner 
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Section 11 – Commission 
 

11D – Commission Sample  
 
 

 

                                                                                   
 

                    
 

Page 1 of 2 

THIS WORD DOCUMENT IS A SUMMARY OF REVENUE MINUS W/O EXPENSE 

XYZ Management Company 
P.O. Box 123 Denver, CO 12345  
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Section 11 – Commission 
 

11D – Commission Sample 
 
 

                     
  

        

 

Page 2 of 2 

COMPLETED WORK ORDERS FOR 1 OWNER DURING THE PREVIOUS MONTH 
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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 

 
2. Read message box click OK 

 
3. Click “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 

 
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” 

 
7. Click “Save Record” 

 
 

               

 

The steps in this module are 
similar to the General Ledger 

Judgment Tracking  
From: 5 Day Letter 
Thru: Eviction Day 
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Section 12 – Judgments 

12B – Updating Existing Record 
 

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

 
2. Read message box click OK 

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

 
4. Click “Change Existing Record” 

 
5. Only yellow fields may be updated or changed  
6. Click “Save Record” 
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Section 12 – Judgments 

 
12C – Closing an Existing Record 
 

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

 
2. Read message box click OK 

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

 
4. Click “Change Existing Record” 

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

 
6. Fill in when court was notified in the “Court Notification Box” 

 
7. Click “Save Record” 

 
8. A Satisfaction Letter may be printed by clicking “Print Satisfaction Letter” 
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Section 12 – Judgments 

 
12D – Judgments Reports 
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Section 12 – Judgments 

              
12D – Judgments Reports 
 
Choice #1 – PDR Judgments (Tenants = Current & Court = Open) 

 

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

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

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

 
 

                               

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 

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 
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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” 

 
2. Click on “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” 

 
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 

 
6. Fill in Payment Date, Amount, Payment Type (Payment or Charge), and Comment 

 
7. Click “Save Record” 

 
  

 13B– Changing an Existing Record 

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

 
2. Click on “Choice #1 – Enter payments or Charges for One Tenant” 

                  
3. Click “Change Existing Record” 

 
4. Change or update any of the yellow fields 
5. Click “Save Record” 
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Section 13 – Garnishment 

 13C – Garnishment Report 
 
 
Choice #2 – Summary statement of all charges and payments collected 
 

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

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

 
2. Click “Add New Record” 

 
3. Fill in the fields in green, along with choosing a priority (high, medium or low) 

 
4. Click “Save Record” 

 
           
 
 
 
14B – Changing/ Closing an Existing Record 
 

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

 
2. Identify the entry by using the arrow next to “Search for Entry” 

 
3. Click “Change Existing Record” 

 
4. Update or change only fields in yellow 
5. If closing the entry select “Close” in the Status box 

 
6. Click “Save Record” 
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Section 14 – Office 

14C – Office Reports 

 
Choice #1 – Individual Open Office Action Item 
 

 
 
Choice #2 – Open Office Action Items 
 

 
 
Choice #3 – Closed Office Action Items 
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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 1st 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”  

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

 
 

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

1. From the Home page click “External Data” on the tool bar 
2. Click on “Linked Table Manager” 
3. Click Select All 
4. Click OK 
5. Tables are linked 

 

 

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 1st 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 1st 
(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 1st 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 

 

 
 

 
 

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

 
 

 
 

     

 
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  
 
 

 
 
 
   

 
 
 

 
 

 
 
 
 
 
 
 
 
 
 

This is a message box reminder 

This is a message box with a 
comment for the user 

This message box requires an input from the user 

This is a drop box 

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

This is the “Add Content” control for the drop box This adds choices to the drop box 

The Print Reports controls the choice of reports within a specific module  
(ie: maintenance module reports are for maintenance reports only) 

C & P are only in the Tenant Module and indicate the tenant in the 
record shown is either current or past 

Information with a gray background cannot be changed 
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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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Create a fictitious property 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 

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

Tenant first name: 2.hold.unit       Tenant last name: deposit 

 

 

 

 

Create a Fictitious Property 
 

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

2. 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  

3. Click Save the Record 

 

 

Create a Substitute tenant 
 

1. From the AMXP Home page click the 
Tenant Module 

2. 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 

3. Click Save the Record 
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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 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

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. 

 

 

 

 

 

 

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

 

 

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 

 

1. Change the open unit to past 
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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. In the 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 2nd Charge – Security Deposit 

Tenant Profile 1st Payment – Credit for Security Deposit 

Tenant Profile 2nd Payment – 1st month’s rent 



 11/20/2014                                2014 Edition                           Page 80 

Section 18 – Deposits Before Move-in 
 
18. Accounting for money from Potential Tenants either not yet approved or unit not ready for move-in 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
This charge will zero out the balance in the prospective tenant location for 2.hold.unit deposit 

 

 


