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Account Journal / Owner Statement (Report #1A)

This Report is used to generate the monthly Accounting Statement to

be sent to the Owner.

This Report can be generated for a statement for a specific owner or

many statements, all for different owners, in mass.

The recommended file format for this report is as a PDF (.pdf) file,

however, you can also generate a Word (.doc) file or an Excel (.xls)

file

e As a Word (.doc) file the statement will generate for (1) owner per
page

e As an Excel (.xls) file this will place the information in cell
formatting for each statement. Can be used for .csv file imports.

e As a PDF (.pdf) file this will appear the same as the Word (.doc) file
format, but will not be editable.

Click Here to Watch a Video Tutorial on "How to Generate a
Report"
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Report - 1A

Reports

BACK CMDCTR

Select A Report Below

og Out (CA2) Report Description: Account Journal/Owner Statement

‘Command Center " " " "
Tablet Menu
(' (42) 1089 Misc Form - Owner O (7) Daily Balance ) (15) Owner Balances () (53) Resident Revenue Delail
(3 (41) 1089 Misc Form - Vendor O (9) Deposit Detail ) (30) Owner Retain O (77) Security Deposit Ledger
() (32) 205 Pay Lease O {10) Deposit Summary ) (16) Rent Post Summary O (17) Security Deposits Held
—
(® [1A) Account JoumaliOwner Simt. () (62) Franchise Tax Board Statement () (75) Rent Roll O (52) Trust Account Statement
{2) Account Summary O (76) General Ledger O (47) Rental Analysis O (18) Uncut Checks

Help & Training

‘CA2 Website

Web Property Search
M1 Client Portal

M1 Updates

A O (3) Blue Account Overview O (11) Gold Account Overview O (46) Rental Summary O (194) Vendor 1099 CSV
: O (4 Check Cumulative O (13) Income Mot Posted O (48A) Reprint Owner Checks O (19) Vendor 1099 Statements
Print Cart O (5) Check Trans Detail O (12) Income Transactions © (488) Reprint Resident Checks O (20) Vendor Checks
BETA - Late Fees B B
' (6) Check Vs. Entry O (33) Ledger Code Analysis (' (48C) Reprint Vendor Checks O (22) Vendor Total
ACCT Payable ) (23) Code Summary O (18A) Outstanding Checks (CUT) ) (48D} Reprint Vendor Consol. Checks () (21) Voided Entries
ACCT Receivable ) (43) Code Summary Exception O (14A) Owner 1099 CSV O (51) Resident Expense Detail
Email (' (15v2) Current Day Ovner Balances ) (14) Owner 1099 Statements () (50) Resident Expense Summary
— T T R T
P O (57) AIS History O (39) Annual Inspeciion O (25b) CRM Owmer List O (27) Lease Expiration
) O (70) A1S Records O (79 Close Out O (63) NPO New Accounts, Monthly O (56) Resident Balances
Maintenance O (71) Call Log Entry Summary O (a) Inactive Property Details © (64) NPO New Accounts, Weekly O (60) Resident Eviction Ledger
Marketing O (31) Prospective Resident List O (40) Monthly Exterior Inspection O (66) NPO New Property Owners Ledger O (80) Resident Ledger
Owner (O (28) Resident Rented O (72) Monthly Exterior Results C (68) NPO Referral Call Annual O (26) Resident List
FreoE () (69) Signed Leases O (49) Property List () (65) NPQ Referral Call Ledger () (58A) Resident Statement (whalance)
O (78) Rehab Log () (67) NPO Signed Accounts Annual O (59) Scheduled Move Ouls
zzrEE O (61) Sevice Ledger ' (24) Owner Expiration O (74) Security Deposit Disbursement
l REPU“S ) O (73) Violation History O (25) Owner List
Management J (O (38) Owner Portal Notification

P'i"t Car

Date From Date To
—_—

11/01/2015 | 11/01/2015 °
—_—

Training

Vendors

Your Doc

Load Properties - use criteria below to load specific properties or just click load without criteria for the full list of properties

Check Cut-Date
LO No Paylease O Paylease @ a1l [J Mun‘runilommJ

(=SELECT FROMTIIST -
A aloma, CA 91752 |

A iverside , CA 92501

A iverside , CA 92503

A ‘\ve Corona , CA 92880
A 1a, CA 92879

»et Riverside , CA 92509

Select Output Options And Run Report {And Export Where Applicable)

e
O poc O x5 ® POF °

[ To FOF Frint Cart

Solutions Property Inc. All ights reserved.

From the Tree View:

1. Expand Reports
2. Select Reports
3. Select Report (1A) Account Journal/Owner Stmt.
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4. Enter in the Date Range to show on the Statement

5. Enter in the Check Cut Date

6. Filter the Search by selecting either No Paylease, Paylease, All,
or Multi-Unit Only; Then click LOAD

7. Select from the List that Generates; You can either select one or
many (Hold the Ctrl button down while selecting or Hold the Shift
key to select groups)

8. Select the File Format (either, Word DOC, Excel XLS, or PDF)

9. Then, click SEARCH to run the Report

Note:

* For a refined search, you can enter in a specific Owner's Last Name,
Rental Street Name, City, or Zip

- A separate window will open where you can View, Print or Save the
document.

Accounting Manual
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Report - Account Journal / Owner Statement

Y —

a
"
s anagement One Corona b
“-'
—_
Management [eEELIN-E
—Jomt_—] Phone: Fax

B Account Statement
:

Subject Property

000

1

2| 10M0E20E
ER R T
4 | 1nERME
g | 1062015
& | 110222018 |

i N

1l

Ir ‘\_/'
|Dm | it| [PayeelP:
10172015

| Description
mantnly [Fwn sendca
rent for progerty
Management Fea
Sent To Bank
Fayleasa Fee

trip charge

\J

Mira Loma,CA 91752

Report Navigation:

Cument Rental Rate: §1.550.00 Current Tenant

1. Account Owner Name & Mailing Address

2. Account Subject Property Address

3. Line Number

Accounting Manual
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4. Date of Ledger Line Item

5. Unit Number

6. Name of Payee or Payer

7. Line Item Transaction Description

8. Reference Description (Work Order #, Inv. #, Month, etc.)
9. Hyperlink to file cabinet documents referenced

10. Check # for issued payment

11. Income Amount

12. Expense Amount

13. Ledger Running Balance

Header & Footer Information:

a. Company Logo
b. Office Name and Contact information
C. Report Name

d. Date the Report was Run / Printed
e. Account Lease Information

f. Page Number of Report
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Account Summary (Report #2)

This Report is used to generate an Account Summary for a specified

date range, to be sent to the Owner.

This Report can be generated for a statement for a specific owner or

many statements, all for different owners, in mass.

The recommended file format for this report is as a PDF (.pdf) file,

however, you can also generate a Word (.doc) file or an Excel (.xls)

file

e As a Word (.doc) file the statement will generate for (1) owner per
page

e As an Excel (.xls) file this will place the information in cell
formatting for each statement. Can be used for .csv file imports.

e As a PDF (.pdf) file this will appear the same as the Word (.doc) file
format, but will not be editable.
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Log Out (CA2)
‘Command Center
Tablet Menu
Help & Training
'CA2 Website
Web Property Search
M1 Client Portal
M1 Updates
Doc Drop Search
Print Cart
BETA - Late Fees
ACCT Payable
ACCT Receivable
Email
Leasing
Letters
Maintenance
Marketing
‘Owner
Property
Reconcile
Reports
Management Control ..
Cart

Resident
Setup

Training

Reports

BACK CMDCTR

Report Description: Account Summary/Owner Statement

© (42) 1098 Misc Form - Owner O (7) Daily Balance

© (41) 1098 Misc Form - Vendor © (9) Deposit Detail

© (32) 205 Pay Lease © (10) Deposit Summary

© (1A) Account Joumaliowner Stmt. O (62) Franchise Tax Board Statement
@ (2) Account Summary O (76) General Ledger

(@] (3) Blue Account Overview Q (11) Gold Account Overview

O (4) Check Cumulative © (13) Income Mot Posted

O (5) Check Trans Detail © (12) Income Transactions

© (6) Check Vs. Entry © (33) Ledger Code Analysis

O (23) Code Summary © (12A) Outstanding Checks (CUT)

© (43) Code Summary Exception © (14A) Owner 1099 CSV

© (15v2) Current Day Ovmer Balances ) (14) Owner 1099 Statements

Select A Report Below

O (53) Resident Revenue Detail
O (77) Security Deposit Ledger
© (17) Security Deposits Held
O (52) Trust Account Statement
© (18) Uncut Checks

© (19A) Vendor 1099 CSV

© (19) Vendor 1099 Statements

O (15) Owner Balances

© (30) Owner Retain

© (16) Rent Post Summary

O (75) Rent Roll

O (47) Rental Analysis

© (46) Rental Summary

O (48A) Reprint Owner Checks
O (48B) Reprint Resident Checks © (20) Vendor Checks
© (48C) Reprint Vendor Checks © (22) vendor Total
O (48D) Reprint Vendor Consol. Checks O (21) Voided Entries
O (51) Resident Expense Detail

o] {50) Resident Expense Summary

T R R [

© (39) Annual Inspection

O (79) Close Out

© (44) Inactive Property Details
© (40) Monthly Exterior Inspection
© (72) Monthly Exterior Results
© (49) Property List

© (78) Rehab Log

O (81) Service Ledger

© (73) Violation History

© (57) AIS History

O (70) AIS Records

© (71) Call Log Entry Summary
© (31) Prospective Resident List
© (28) Resident Rented

© (89) Signed Leases

Date From Date To
—_—
11022015 |11/02/2015

Last Name

o

Check Cut-Date

Load Properties - use criteria below to load specific properties or just click load without criteria for the full list of properties

© (25b) CRM Ovmer List O (27) Lease Expiration

O (63) NPO New Accounts, Monithly O (56) Resident Balances

© (64) NPO New Accounts, Weekly © (60) Resident Eviction Ledger

© (66) NPO New Property Ovmers Ledger ) (80) Resident Ledger

O (68) NFO Referral Call Annual O (26) Resident List

@] {65) NPO Referral Call Ledger O (58A) Resident Statement (w/balance)
© (67) NPO Signed Accounts Annual © (59) Scheduled Move Outs

O (24) Owner Expiration O (74) Security Deposit Disbursement
O (25) Owner List

© (38) Owner Portal Notification

Report Criteria

le | T Mo Paytease O Paylease ® a1 L] Mumumomm
é?!mmmb

1 Mira Loma , CA 91752

et Riverside , CA 92501

>t Riverside , CA 92503

ria Ave Corona , CA 92880
orona , CA 92879

Street Riverside , CA 92509

(-]

PPPPPEY

Select Output Options And Run Report (And Export Where Ap

poc O xs ® ppF e
To PDF Print Cart

=

From the Tree View:

1. Expand Reports
2. Select Reports
3. Select Report (2) Account Summary

Accounting Manual
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Enter in the Date Range to show on the Statement

Enter in the Last Name

Enter in the Check Cut Date

Filter the Search by selecting either No Paylease, Paylease, All,

or Multi-Unit Only; Then click LOAD

8. Select from the List that Generates; You can either select one or
many (Hold the Ctrl button down while selecting or Hold the Shift
key to select groups)

9. Select the File Format (either, Word DOC, Excel XLS, or PDF)

10. Then, click SEARCH to run the Report

No v

Accounting Manual
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Report - Account Summary

S Account Summary Statemen
d

a
a2
.
3 = Management One Corona b
‘ =
M ent
a.m.gdgm : Gorona, GA B2578
L — Fhone Fax

Property Managernent

' L

Subject Property

Mira Loma,CA 91752

10/01/2015 to 11/01/2015 o
Y .

(-

Income Summary Total
RENT FOR FROFERTY $1,550.00
Total $1,550.00
Non Included Income \°,
Expense Summary Total °
4
MANAGEMENT FEE F155.00
MONTHLY LAWMN SERVICE $24.50
PAYLEASE FEE $2.00
TRIF CHARGE $40.00
Total £231.50
Non Included Epenses Total °
St
X BENT TO OWNER 51,358.50
Total $1,358.50
Total Income: $1,550.00 ° ltems prefaced with an X are not included in the income and
expense calculations.
Total Expense: $231.50 e
Met Income {loss): $1,318.50

Report Navigation:

1. Account Owner Name & Mailing Address
2. Account Subject Property Address
3. Date Range for the Account Summary

Accounting Manual Page |15
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Income Summary

Non included Income Items
Expense Summary

Non included Expense Items
Account Summary Breakdown

o NGO R

Header & Footer Information:

a. Company Logo
b. Office Name and Contact information
C. Report Name

d. Date the Report was Run / Printed

e. Page Number of Report

Accounting Manual Page | 16
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Owner 1099 Statements (Report #14)

This Report is used to generate the 1099 owner information and
Amounts, for each Property, in mass, for the Date Range selected.
e This Report will generate at the bottom of the Reports screen

Report - 14

ml

lutions™

Log Out (CA2)
Command Center
Tablet Menu
Help & Training
CA2 Website
Web Property Search
M1 Client Portal
M1 Updates
Doc Drop Search
Print Cart
BETA - Late Fees
CCT Payable
ACCT Receivable
Email
Leasing
Letters
Maintenance
Marketing
Owner
Property
Reconcile
Reports
Management Control|
Print Cart
Reports
Resident
Setup

Vendors

Reports

BACK = TRAINING

CMD CTR

Select A Report Below

Report

Owner 1099

O (42) 1099 Misc Form - Owner
O {41) 1099 Misc Form - Viendor

O (32) 205 Pay Lease

O {1A) Account JournaliOwner Stmt.

@] (2) Account Summary
@] (3) Blue Account Overview
O (4) Check Cumulative

O (5) Check Trans Detail
O (6) Check Vs. Entry

O {23) Code Summary

O {43) Code Summary Exception

O {7) Daily Balance
O {9) Deposit Detail
Q (10) Deposit Summary

O {62) Franchise Tax Board Statement

Q (76) General Ledger

Q (11) Gold Account Overview

O (13) Income Not Posted

Q (12) Income Transactions

O {33) Ledger Code Analysis

O {18A) Outstanding Checks (CUT)
(O (14A) Owner 1099 CSV

O {15v2) Current Day Owner Balan, o-@ 14) Owner 1099 Statements

Leasing

O (57) A% History
O (70) A8 Records

O (71) call Log Entry Summary
@] (31) Prospective Resident List

O (28) Resident Rented
O (69) Signed Leases

Report Criteri

Date From Date To
111812015 11/18/2015 o
N——

Property

Q (39) Annual Inspection

O (79) Close Out

O {(44) Inactive Property Details
Q (40) Monthly Exterior Inspection
O {72) Monthly Exterior Results
O (49) Property List

O (78)Rehab Log

O {61) Service Ledger

O (73) violation History

O {15) Owner Balances O (53) Resident Revenue Detail
O {77) Security Deposit Ledger
@] (17) Security Deposits Held
O {52) Trust Account Statement
O (18) Uncut Checks

O (194} Vendor 1099 CEV

O (19) Vendor 1099 Statements
O (20) Vendor Checks

O (22) Vendor Total

O {30) Owner Retain

Q (16) Rent Post Summary

O (75) Rent Rall

O (47) Rental Analysis

Q (46) Rental Summary

(O (48A) Reprint Owner Checks
Q (48B) Reprint Resident Checks
O {48C) Reprint Vendor Checks
O {48D) Reprint Vendor Consol. Checks O {21) Voided Entries
O (51) Resident Expense Detail

O (50) Resident Expense Summary

O (25b) CRM Owner List O (27) Lease Expiration

O (63) NPO New Accounts, Manthly O (56) Resident Balances

O {64) NPO New Accounts, Weekly O (60) Resident Eviction Ledger

Q (66) NPO New Property Owners Ledger @] (80) Resident Ledger

O (68) NPO Referral Call Annual O (80A) Resident Ledger - Non-Rent Owed
O (26) Resident List

O (58A) Resident Statement (w/balance)

O {65) NPO Referral Call Ledger

@] {67) NPO Signed Accounts Annual
O (59) Scheduled Move Quts

@] (74) Security Deposit Disbursement

O {24) Owner Expiration
O (25) Qwner List
O (38) Owner Portal Notification

Select Output Options And Run Report (And Export Where Applicable)

QETS T

MONEYONE ~ MONEY TWO
165.02 0.00
142500 0.00

232.50 0.00
1822.00

NAME

TRADE NAME

STREET cmy
Vancouver
Torrance
Las Vegas

ST ZIP E-ZIP VENDOR#
WA 98685 160

CA 90505 229

NV 89635 2957

Copyright @ 2015 M1 Solutions Property Management, Inc. All rights reserved

From the Tree View:

1. Expand Reports
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2. Select Reports

3. Select Report (14) Owner 1099 Statements
4. Select the Date Range

5. Then, click SEARCH to run the Report

* Note: The Report Information will generate at the bottom of the
page.
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How to Add a New Owner

Click here to Watch Video Tutorial

From the Tree View:
Expand Owner

1.

2
3.
4

7.

. Select Add Owner
Enter all of the owner information and Check the boxes that apply
. Check Mark- 1099 (this box should always be checked for year end

statements)

Check Mark- VIP (only if, the owner has multiple properties or has

referred other clients)

estate agent)
Click SAVE at the bottom of the Owner Information column

Owner Detail

Log Out
Command Center
Tablet Menu
Help & Training
CA3 Website
Web Property Search
M1 Client Portal
M1 Updates
Doc Drop Search
Print Cart
ACCT Payable
ACCT Receivable
Email
Leasing
Letters

Maintenance
ing
o
Add Owner
Add Prosp. Owner
Add Rental Analysis

Add Secondary Owng

Owners

Prosp. Owner
Rental Analysis
Secondary Owners

Owner Detail

. Check Mark- Protected (only if, the owner was referred by a real

BACK PREVITEM HEXTITEM TRAIMING CMDCTR JOBEST PROPERTIES W/ORD

Owner Informatign Bank Information

Status ° ° e Referral Notes
ACTIVE Eﬁmﬁw mecwad

Fitst Name Last Name °
| —

Phone1 Phone2 Home Phone Home Fax

55N or EIN Drivers Licenze  Name Contral
Email Addrass1

First Mame (Sec}  Last Name Fhonst

Email Address2

Street Number

Streat Name °
—

City State Zipode Country
usa

Portal Acct. Name  Portal Acct. Ped.  Investor Acoount

<SELECT FR{w) m
Portal Latter

Check to Bank Paylease
Institution Name Contact First Name Last Nams

Strest Number Strest Name

City State Zipoode Country

usa

Routing Number Acoount Number

Fhone

Motes.

Ounerpora Acess isory

Accounting Manual
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Owner Portal Access Setup

mI Sc

Log Out
Command Center
Tablet Menu
Help & Training
CAZ Website
\Web Property Search
M1 Client Portal
M1 Updates
Doc Drop Search
Print Cart
ACCT Payable
ACCT Receivable
Email
Leasing
Letters
Maintenance
Marketing
Owmer
Add Cwner
Add Prosp. Owner
Add Rental Analysis

Add Secondary Ownd

Owners

Prosp. Owner
Rental Analysis
Secondary Owners

Owner Detail

BACK PREVITEM NEXTITEM TRAINING CMDCTR JOBEST PROPERTIES W/ORD

‘Owner Information Bank Information

Check to Bank Payleass
Institution Name

Status Refemal Notes.

acve [ s [ wip Frotected

Contact First Name Last Name

Strest Number Streat Name

First Name
|

Phonet Phons2

Last Name

Home Fhone Home Fax City State Zipoode Country

Usa
SSNor EIN

Drivers License Name Control

Routing Number Account Numbar

Email Address1 Phane

First Mame (S=¢) Last Name Phanet Notes

Email Address2

Street Number Street Name

Sawve

City State Zipoode Country
usa

Fortal Acct. Name  Portal Acct. Pwd _ Investor Account

.o_:SELECT == I
N

Portal Letter °
Owner Hotes Owner Portal Access History

To provide the owner with Owner Portal access...

1. The Portal Account Name and the Portal Account Password
will prefill in from the system when the owner account is created
from the initial SAVE.

2. Click Portal Letter (then their user access instructions and
credentials will be provided to the owner)

Accounting Manual
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Owner Monthly Check Setup

Bank Information
Check to Bank Payleass o

Institution Name CoontsCT Eirat MName Last Nams

Streset Mumbsr Streat Name

City State Fipoode Country
USA

Riouting Mumber Acocount Number

Mates

:

Owner Monthly Check Setup

If the owner is having their monthly checks sent directly to their bank
account...

Continue to the Bank Information column on the right side of the
Owner Detail.

1.

Check the box that applies, either Check to Bank* or

Paylease* *,

Fill in the Owner's Bank Routing Number and Account Number
. Fill in the Institutional Bank information; Name, Address, Phone

Number

Accounting Manual
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4. Then click SAVE

Note:

*Checkmark Check to Bank: if the owner is having a hardcopy check
mailed directly to their bank

**Checkmark Paylease: if the owner is having their checks sent
electronically

e If the owner is on Paylease, the institution’s address and phone
number are not required.

e If the owner is on Check to Bank, the institution’s phone number
is not required.
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Address Changes For Owners

There are many ways to access the owner from the M1 Software. The
most commonly method used is the following:
1. Command Center

2. Select the PROPERTY or OWNER and SEARCH
3. Click onto the OWNER DETAIL, make necessary changes and save
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How to Add/Pay Pending Payables

Click here to Watch Video Tutorial

From the Tree View:
1. Expand ACCT Payable

2. Click on Ledger
3. Search for the property (either by Property Street Name, City, or
Owner Last Name)

4. Click SEARCH

5. Click on Ledger link of the appropriate Property

Get to the Proper Property Ledger to Add a Pending Payable

I'I"I1 Solutions

Log Cut

Command Center
Tablet Menu

Help & Training

CA3 Website

Web Property Search
M1 Client Portal

M1 Updates

Doc Drop Search

Print Cart

o ACCT Paya blE@
Bulk Check Post
Bulk Expense Post
Bulk Invoice Post
Bulk Pendjag Post
Ledger
Pay Batch
Print Checks

ACCT Receivable

° Ledger List

BACK  TRAINING CHD CTR

Property Strest Property Zip

MName

Wanager

Property City

Property® Check Mumbsr

STATUS PROPERTY ID ADDRESS
A 571
A 588
A 545

Copyright = 2016 Preolsion Eusiness Rohnology Ino. A0 righis reserved.

Craner Last Nams, a’*ﬁrar Numbser

Status

<BELECT FR{x] ﬂ-o/

Dietai Eed'ger:ﬁsﬂ.ﬂﬂ ens«e_List
Detail "Cedger: . se_List
Detail Ledger$124.80 Expense List

Dizposit ey
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Add Payable from the Ledger

Property Ledger
m1 5-:'

—_— . BACK  PREV ITEM NEXT ITEM  TRAIMING CMD CTR

Log Qut

S _ e

Tablet Menu
<SELECT FROM LIST>

Help & Training

Ven/Sec.Own: | <SEL EGT FROM LIST>

] E@

CA3 Website
Web Property Search Resident: <SELECT FROM LIST>
WA Client Portal PAYABLE TO PRIMARY OWNER
W1 Updates ot
Doc Drop Search M1 v <SELECT FROM LIST> [=]
Print Cart Non-M1 Inv:  Ven. Imeéé M1 WO#
Oveid
ACCT Payable s
Amcunt:

Bulk Check Post

Image: Browse_ | No file selectzd °'
Bulk Expense Post === &4

Bulk Invoice Post ° Pending Payableﬂg

Bulk Pending Post

Ledger Ledger Load Range Editable Items Listed Below | Add Invoice To Expense Below
[ send Email

Pay Batch ® 2months © enentns © 1vesr O vro © an LISV

Click here to Watch Video Tutorial

OWNER POSTEXP  POSTINV  PPTY DETAIL / STATUS  W/ORD
2553 - Property# 571

Balance:§1,320.00 Minimum:§1,300.00 Lease Up:$395.00 Rent:$1,070.00 Paylease:No

Code: <SELECT FROM LIST> E Payable °
Freent [ g
eceivable

Resident: <SELECT FROM LIST>
Motes:

Gold#:

Amount

Received:  lg7/08/2015

o file selected Add Invoice

1. Enter in the Expense information (Code, Vendor, WO, Notes &

Amount)
Upload an image, if preferred

Then click POST

nhRwn

Transactions

Check Pending Payable box

You will see the pending payable item under Pending
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From the Ledger: How to Pay Pending Payables

Property Ledger

BACK PREVITEM NEXTITEM  TRAINING CMDCTR EXPLIST JOBEST NEWVWORD  OWNER POST EXP POSTINYV  PPTY DETAIL/ $TATUS  VWORD RESIDENT

- Froperty# 834
Batance:$0.00 MINIMUM:$250.00 Leass Up:$395.00 Papsase:No

Ledger PENDING axp I 413 40
e e e
Cose 201-Management Fea ] ©oe <SELECT FROM LIST> =
Vien'Ses.Own |:_| ProoThontt | yre |;| Post Chacke g to Ledger
Reslenl | smecTFROMUSTS [] Pt smecTeRoMUST- =] %?/
[ sz rosmmmsmy onmen. 5% APPLY CODE UNIT VENIOWWNITEN REF. NOTES AMOUNT IMAGE

Nozs: ol 0EIZSZOIS 201 $150.00 Deists
M inc <SELECT SROM LST- L] et ° Tetat 515000

Nondinc Venine | M1Gs Reces psosaois _

—
e 7 ) Upazte mems Listed Selow Pust Checked Rems 1o Leoger
) Pending Reoela'ue
.
= o fllz selesied APPLY DATE  CODE UNIT VENIOUUNITEN INWIPRF  REF. NOTES AMOUNT POST
| 08272013 140 TNT: 7773, VIOLATION VIOLATION =501 000 gy | Dalsts
. : ]
Pa-ungparaue O VIOLATION
MODULE
QU203 140 TNT: 7777, VIOLATION VIOLATION =501 000 gy | Dalsts
VIOLATION
MODULE
122013 140 TNT: 7777, VIOLATION VIOLATION =501 000 gy | Dalsts
VIOLATION
MODULE

Ledger Load Range Statement Editable Items Listed Below | Add Invoice To Expense Below
@ 3wz O sz O v O yro © o— Mo flle selected

CHK# 5T% EXPCODE NT GOLDID INVIPRF M1INV EXP. INC. BAL. NOTES PAYBCH# DEP# DEPDATE 5
Crwner Stement Message

Click here to Watch Video Tutorial

1. Check the Apply box to the left of the item
2. Then click POST (the item will show paid against the ledger)
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From the Tree View: How to Pay Pending Payables

E Bulk Payable Posting
m|

Log Out W Fress LOAD below to list sll Pending Fayable ltems.

! . . o ; ;
BT TR Chedk individual or chedk all items to be posted to the comesponding ledgers

Tablet Menu W Click POST. Those items will be applied to the property ledger

Help & Training W The system will notify you if some items failed to be posted az 5 result of insufficient ledger funds.

CA3 Website
e @1 IO

M1 Client Portal Chedk All
M1 Updates °/ APPLY DATE CODE ADDRESS VEN/OWNITEN REF NOTES BALANCE AMOUNT IMAGE

Doc Drop Search
Print Cart
o ACCT Payable

=| Copright @ 3015 Precision Business Technology Inc. Al rights rsssrved.
Bulk Check Post
Bulk Expense Post
Bulk Invoice Post
Bulk Pending Post
Ledger
Pay Batch
Print Checks

ACCT Receivable

Click here to Watch Video Tutorial

From the Tree View:

Expand ACCT Payable

Select Bulk Pending Post

Click LOAD

Check Mark all Properties that you want to pay
Then click POST and items will be paid against the
ledger

nhRwnE
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How to Process Pay Batch Checks

Click here to Watch Video Tutorial

From the Tree View:

1.
2.
3.

4,

5.
6.

Expand ACCT Payable
Select Pay Batch

Check the Process items that will be included in the batch or select

the Check All box

Check Include the 260 transaction fee if you want to include a
processing fee

Check the Process Checked box

Then click PROCESS

Note:

Items will be assignhed a common “batch key” that will then be
referenced in the property ledgers

Click EXPORT to save your output file (this file can also be
retrieved from accounting reports per the batch number/date)
Import the file into Paylease to auto-sync it, otherwise you can
manually enter the items into Paylease.
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Log Out

Command Center
Tablet Menu

Help & Training

CA3 Website

Web Property Search
M1 Client Portal

M1 Updates

Doc Drop Search
Print Ca

o ACCT Payaule

Bulk Check Post
Bulk Expense Post
Bulk Invoice Post
Bulk Pending Post
Ledger

Print Checks
ACCT Receivable

m

Pay Batch Processing

Pay Batch Processing

CMD CTR

Manage Batch Transactions

W Check the items that will be included in the batch.

% Chedk Indude 280 if you want to include an EFT charge in each item of the batch. The amount that will be
applied is per the EFT FEE walue in setup.

W Chedk the PROCESS CHECKED box and press PROCESS.
W |tems will be assigned a common “batch key” that will then be referenced in the property ledgers.

W Click EXPORT to save or view your cutput file. This file can also retrieved from accounting reports per the batch

n o.l’date. o
\P.;{?n{se Checdked? M Include 280 Transacticn ?Eo/.

Cheds All

(@

@

/PROCESS  OWHNER PROFPERTY FPROFPERTYID AMOUNT ENTERED
/ 358 74403  TE201512:21:42 PM
3272 1,086.25 7/8/2015 12:21:44 PM
208 1,082,680 7/8/2015 12:21:44 PM
2894 1,370.80 7/8/2015 12:21:41 PM
2024 1,225.80 7/82015 12:21:27 PM
3130 1,283.00 7/8/2015 12:21:37 PM
ara 523.00 TE2015 12:21:42 PM
2985 1,483.00 7/8/2015 12:21:39 PM
3232 1,685.00 7/8/2015 12:21:44 PM

Accounting Manual

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved.

Page | 29



Printing Checks

Click here to Watch Video Tutorial
From the Tree View:
1. Expand ACCT Payable from the tree view

2. Select Print Checks

Check Management and Processing

Check Management and Processing

BACK TRAINING CMD CTR

Log Out Select Check Type

Command Center @ vendor Commulstive ) vendor ) Gwner () Resident
Tablet Menu
Load Payees
Help & Training
Wendor Mame (outstanding Last Mame {ownsr or resident) Expenss Code
CA3 Website payess)

Web Property Search <SELECT FROM LIST> o m

o Franchise Tax Board
e Mansgement One Red

M1 Updates

Doc Drop Search

Print Cart @ Cut Checks
Check Numbs Total Amount Cut
Onu:cT Payable pmber u
55406 o 4 Process Check
u rocess Lhecks
Bulk Check Post pdate Process Checked

Bulk Expense Post Check &l

Bulk Invoice Post

Bulk Pending Post Copyright © B0E Pracision Business Rotmology, Ino. AN righis ressrved.

Ledger
Pay Batch

Print Checks

ACCT Receivable
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Printing Owner Checks

Check Management and Processing

BACK  TRAIMING CMD CTR

Log Out Select Check Type _

Command Center ® vendor Cummuiative © vendod ) Ouner & Recident

S’

Tablet Menu

Help & Training

Vendor Mame {outstanding Last Mame {owner or resident) Expense Code
CA3 Website payees)

Web Property Search <SELECT FROM LIST> | . \ef o
Franchise Tax Board

BT AIE Management One Red
M1 Updates

-

Do Drop Search
Print Cart CUEChEERs

ACCT Payable Check Mumbsr Total Amownt Cut

b= (+)
: u v
Bulk Check Post S Frocess Checked %
Bulk Expense Post Chack Al °

Bulk Invoice Post CUT LEDGER DATE EXP. DESCRIFTION VEMDVOWM/TMT PROPERTY INVOICE EXPEMSE

Bulk Pending Post 0

Ledger usmsFuﬂﬂmmmumm A rights ressrved.

Pay Batch

Print Checks

ACCT Receivable

1. Select the Owner button

Then Select SEARCH (All owner checks will appear)

3. Once checks have been confirmed, check the Process Checked
Box

4. Click PROCESS- a PDF file will appear and allow you to print

N

Note:
* The Check All box will automatically be check marked

**if you only want a selected owner, you may enter their name prior
to searching

***or un-select all that have been checked to print and select only the
checks you wish to print
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Printing Resident Checks

Log Ot

Command Center

Tablet Menu

Help & Training

CA3 Website

Web Property Search

M1 Client Portal

M1 Updates

Dioc Drop Search

Print Cart

ACCT Payable

Bulk Check Post
Bulk Expense Post
Bulk Invoice Post
Bulk Pending Post
Ledger
Pay Batch
Print Chechks

ACCT Receivable

Check Management and Processing

BACK = TRAINING CMD CTR

Select Check Type o
F

) vendor Commutative ) Vendor () Cwner ) Resident

o’
Load Payees

Vendor Mame {outstanding
payees)

<SELECT FROM LIST> | & °
Franchise Tax Board \../

Management One Red

Last Mame {owner or resident) Expense Code

Cut Checks

Check Number
Check Al

Total Amount Curt

O s o L Q)

CUT LEDGER DATE EXP. DESCRIFTION VENDVOWN/TNT PROPERTY INVOICE EXPENSE

2 2016 Precision Eusiness Teohnologe Ino. AN rights ressrved.

. Select the Resident button

Then Select SEARCH (all resident checks will appear)

. Once checks have been confirmed, check the Process Checked

Click PROCESS - a PDF file will appear and allow you to print

1
2.
3

Box
4,
Note:

* The Check All box will automatically be check marked

**if you only want a selected resident, you may enter their name prior
to searching

**x*or un-select all that have been checked to print and select only the
checks you wish to print

Accounting Manual
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Printing Vendor Checks

ﬂ‘l Sol

Log Out

Command Center

Tablet Menu

Help & Training

CA32 Website

Web Property Search

M1 Client Portal

M1 Updates

Doc Drop Search

Print Cart

ACCT Payable

Bulk Check Post
Bulk Expense Post
Bulk Invoice Post
Bulk Pending Post
Ledger
Pay Batch
Print Checks

ACCT Receivable

Check Management and Processing

BACK = TRAINING

Selec k Type °
@
w\'én—fél.n’n’l.

CMD CTR

stive @& Vendor © Owner © Resident

‘Vendor Mame (outstanding pavass) Last Mame (owner or resident) Expense Code

<SELECT FROM LIST> | .| |

Franchise Tax Board

Management One Red

Check Numbar

o

&..,cm/k.!«ll

cut 'e'n DATE
072015
OTIAI2015

070172015
0710172015

Total Amount Cut

522561

EXP. DESCRIPTION
214 I Garage Remotes Purchased for Home

201 BATCH POSTED @7/1/2015 11:23:13 AME
201 BATCH POSTED @7/1/2015 11:23:13 AME
201 BATCH POSTED @7/1/2015 11:23:13 AME

201 BATCH POSTED @7/1/2015 11:23:13 AME

Lo ()

ho-aés Checked  Process Cheoks e

VENDIOWNITNT

INVOICE EXPENSE

$85.28

$137.50

$150.00

$125.00

$185.00

Click on Vendor Cumulative for only one check to print for a
vendor with multiple items.
Select desired Vendor(s) from drop down
Click SEARCH for items to appear below
Once items have been confirmed, check the Process Checked Box
Click PROCESS - a PDF file will appear and allow you to print

Note:

* (Click on Vendor if you prefer individual checks)

** The Check All box will automatically be check marked

*x* or un-select all that have been checked to print and select only
the checks you wish to print
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Bulk Checks to Owners

Click here to Watch Video Tutorial
From the Tree View:
1. Expand ACCT Payable from the tree view

2. Select Bulk Check Post

3. Then click POST; this will put all checks in the buffer for all funds
over the Ledger minimum

4. Continue to Print Checks screen or Pay Batch screen to
print/process all owner checks

Bulk Check Posting

~| Bulk Check Posting

BACK TRAINING CMD CTR

Bulk Post Expense Code 205 For All Owners

Log Out By using this function, checks will automatically be put in the check buffer for all property ledgers that have
balances owver the property ledger minimum.
Command Center

Tablet Menu

Froperty Ledger Desoription

BULK OWNER FAYMENT FOR JULY 15
Help & Training o

CA3 Website g/

Web Property Search

M1 Client Portal
M1 Updates

inc 40 rights ressrved.

Doc Drop Search
Print Cart
O accr payabie

Bulk Check Post
Bulk Expense Post
Bulk Invoice Post
Bulk Pending Post
Ledger

Print Checks

ACCT Receivable
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Bulk Expense Posting

Click here to Watch Video Tutorial

This function is used to bulk pay monthly recurring expenses manually
From the Tree View:
1. Expand ACCT Payable

2. Select Bulk Expense Post

3. Select a Property from the list or select ALL to load all recurring

expenses for all properties
4. Select a Vendor from the list if you want to filter by vendor

i

Press SEARCH
6. Mark the appropriate Check box(s) for items to be posted to the

corresponding ledgers or Check All

7. Click POST. Those items will be applied to the property ledger

The system will notify you if some items failed to be posted as a result
of insufficient ledger funds

Bulk Expense Posting

Log Out

Command Center

Tablet Menu

Help & Training

CAZ Website

Web Property Search

M1 Client Portal

M1 Updates

Doc Drop Searc

Print Cart

'ACCT Payable

Bulk Check Post
Bulk Expense Post
Bulk Invoice Post

Bulk Pending Post

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved.

- Bulk Expense Posting

BACK  TRAINING CMD CTR

Bulk Post Property Expenses
W Select a property from the list or select ALL to load all recurring expenses for all properties.
WSelect a vendor from the list if you want to filker by vendor.

£| WFress SEARCH.

W Check the items to be posted to the comesponding ledgers.
% Click POST. Those items will be applied to the property ledger.

% The system will notify you if some items faled fo be posted as & result of insufficient ledger funds.

Froperty e Nendor ° e o
ESELECT FROM LIST> kﬁf ESELECT FROM LIST> ‘E‘ Search [| PostExpense

\l A

T [

Chack Al

FOST? CODE RTY CWNER: LEDGER DESCRIFTION  LAST POST FEE
Peris, CA 52571 Ledger$H8.85  marm Lawn OSZBIZ015 54

R - .

oo >

L e | 1
I - -
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Bulk Invoice Posting

Click here to Watch Video Tutorial

This function is used to pay invoices that have been submitted by
vendors through the vendor portal.

Proof the Invoice

ol Bulk Invoice Posting

BACK TRANING = CMDCTR

Bulk Post Vendor Submitted Invoices.

VI COMPLETED INV ID 1NV DATE INV AT AMT RUD WO LEDGER BAL EXPENSE CODE
12281 4z RoETL 1900 @00 o <SELECT FROM LST:

sarvioss. s 012015 8800

sarcss 012615 o oums e
s o o wo
s sy mzss
autsns sur s o
s sm oA
s s GOTS 6

e o o
o osmns
[

e oS5 223

From the Tree View:

N

4.
5.

. Expand ACCT Payable

Select Bulk Invoice Post

. Select a Property or a Vendor from the list (or just leave blank to

load all outstanding invoices)
Select SEARCH
Proof the Invoice by clicking the INV ID link to review the invoice

Note: The invoice selected will pop-up in a different browser screen.
(Make sure Pop-ups have been enabled in your Internet Browser on
your computer).
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"NOT OK" to Pay

* Bulk Invoice Posting

BACK TRANING CMDCTR

Propeny
Log Out i
Command Center
Tablet Menu

nnnnnn ‘Co0ss an Invoios In s B, ntsr 850N bSiow, then press UPDATE

CAZ Websi Reseon For incomplee S5
Web Property Search| I\ /) m/

M1 Client Portal
M1 Updates
Dot Drop Search
Print Cart
ACCT Payable
Bulk Check Post

PROPERTY VIG# VENDOR

Letters

Maintenance

Warketing

Qumer
Property

Reconcile

wos e StEE

WK COMPLETED INV 1D INV DATE INV AMT AMT BAID WO LEDGER BAL EXPENSE CODE

122814

srvicss

arvioss 0126115

otzts

oxts

e

wn e 1m0 o
s GS
2 s
s oSS
sar o2nss
sup menuts
Sz GBS
G oS
am oSS
e s

S84 OS2BTS

00

as

o

6200

4500

18410

6100

0

F

s OSIB1S 29235

w 0US 29653

54 OBODS 25

55 OS2

o 0BOSHS 3

I

Once you have Proofed the invoices to pay:

If "NOT OK" to pay ...

1. Click the Mark Incomplete button

2. Enter a reason in the Reason for Incomplete Status box at the

top
3. Then click UPDATE.

Note: This will send a notification to the vendor telling them why their

smeoT eman

ACTIVE VEND WO

] R e oo osarcs
] Y v o psrcn
=) Y = oo sance
o) Y e o s
] ER =t ocpe saren
=l _ Ineuicient Ledger Batancs
=] Insufficlant Ledger Balznca
) Y oo esancs
=] Insufficlant Ledger Balznca
= R o oo

= _ INGUTTICHNt Leager Baance
= [ -t o caares
= _ INGUTTICHNt Leager Baance
=l _ Insufficient Lsdger Batancs
[ B et Leogar aance
=] _ Insufficient Lsdger Batancs

invoice has been rejected so they may correct it and resubmit for

payment
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"OK" to Pay

Once you have Proofed the invoices to pay:
If "OK" to pay, (and THERE ARE sufficient funds to pay the invoice)...

1. Select the Expense Code, which applies to the invoice type, from

2. Then select the Pay link to the right

ol Bulk Invoice Posting

BACK | TRAMNG = CMDCTR

ergsny vengor

seicT FROMLST = eng s e =

Chooss an Invoios n the ist. snter a rsason beiow, then press UPDLTE

RERE0N FOT MOOTDINE SIS

W Client Portal
W Updates.

Dac Drop Search

PROPERTY WIG# VENDOR

Morsno Viallsy 2555 51487 Heating & Alr Inc

MOrene Valley 32553 51745 Heating & A Ing.

Perris 52571 Sieds Heating & Alr Inc

Morsno Vallsy 32557 51681 Haating & uir Inc

Rivarsids 32505 51485 Heating & Alr Inc

Morano Vslley 2553 51535 Hsating & 4ir Inc

5n8 0 80 e s L nha. i A e

the drop down menu

o601

os2wis

oas

oas

oS

oS

ke SEE
ACTHE

= =R

o

S0

2300

25000

25000

2400

PayINveTO4 3na Cioss WOR TR | ()
=) Insufkient Lsagsr Bancs

[ R s soger sancs
=

Py InvATOST

() Y s o s

Note: The Active Vend WO column indicates if there are multiple
statements of work pending (this could be additional invoices on the
same work order number and/or estimates that may be pending)

Automated Processes for Bulk Invoice Posting

Once the item has been selected to pay, the following process will be

automatically completed:

1.
2.

The invoice will be linked to the property ledger

The invoice will be automatically saved in the property file cabinet

under invoices

. The work order will automatically be closed out (providing no

additional statements of work are open/pending)
The check will be put in the buffer to cut to the vendor

Vendor Portal

. The work order status will automatically change to PAID on the

Accounting Manual
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Payable Pending Posting

Click here to Watch Video Tutorial

This function is used to pay invoices that did not have sufficient funds
at time of receipt.

Load a Pending Payable

Log Out
Command Center
Tablet Menu
Help & Training
CAZ Website
Web Property Search
M1 Client Portal
M1 Updates
Doc Drop Search
Print Cart
ACCT Payable
Bulk Check Post
Bulk Expense Pos
Bulk Invoice Post
Bulk Pending Pos
Ledger
Pay Batch
Print Checks
ACCT Receivable
Email
Leasing
Letters
Maintenance
Marketing)
Owner
Property

Reconcile

-
Command Center

BACK  TRAINING M.

Search For Properties

Strest Name Compilex

° s wers located.

\GEMENT CONTROL CENTER  INTRODUCTION TO M1 TABLET MENU

rame

Cwner LestName  Resioent Last Name Propsn)

PROPERTY ID PROPERTY ADDRESS OWHNER

o)

Property Information

Moreno Valley..

Flls Cabinst
higtAge San
Higt Agmi Exires
tagt agmt
Anewzl insp

Ext Insp

Mova IndOut Insp
Latter History

1182007
1132007
ANNUAL
N
Q0615

View Map

Moreno Walley 92353

Resident Information Last Exterior Inspection Photo

Agent Protected N

RESIDENT

Search Doc Drop

Fropery SEwE °“o:d1|e'r. Crieria - Click Hare For Full Doz Drop Search

Naw Latter

Lettar History

Lagsl Docs

Forms

Res. Flia Cabinst! Statamant
HNew Victtion

Viotstion History

Leze Expines

irtennce fomnstion

Recurming Expansss

Bulk Invoics Posting

New Work Order

WWork Crdar History

New Job Estimats

Job Estimate History

PCR History
WWarrantyHOL Informestion

To load a Pending Payable:

* From the Command Center:

For Rant List

Ad Prospective Resident
Prospective Residents
Applications In Procass

ILR - Intsrnal Lazsing Report
RML - Resident Mova In List

1. Enter the Street Name, Owner Last Name, or Resident Last
Name for the property
2. Then click on SEARCH

W

Select CC link for property
4. Once Populated, Click on the Ledger/Statement link in the

Accounting Information Section
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From the Ledger

Property Ledger

BACK PREVITEM NEXTITEM  TRAINING CMDCTR EXPLIST JOBEST NEWVWORD  OVWNER (ONE) POST EXP POSTINYV  PPTY DETAIL/ $TATUS  VWORD RESIDENT (A-RESIDENT)

- - Property# 834

Batanca:$0.00 MInimum:$250.00 Leass Up: 533500 Paykeass NO

Ledger PENDING exp e RRIREr
S T
I;‘ Peest Checked Bems o Ledger
[+
APPLY DATE CODE UNIT VENIDUYNITEN REF. NOTES AMOUNT IMAGE
" ) [ osesas 2 VEN-M1 Red Testing 515000 Delsts
M1 i TR o ol 515000
Nt e VTRV N . (252015 oo |
D Owerrice Updste Rems Listed Below Post Checked Rems 0 Ledger
I:l Panding iezena:.le =
ot (5
mage:
Hpase ] Folk sSkecid e LPPLYDATE  CODE UNIT VENIOWNITEN INWPRF  REF. NOTES AMOUNT POST
- - [ oszana 1 TNT-7272(F)  VIOLATION VIOLATION =m0p WW gy | Dalsts
Pending Payanie! m-e VIOLATION
B ,D—& /4 MODULE
[ owzans 1 TNT-7272(F)  VIOLATION VIOLATION =m0p WM gy | Daksts
VIOLATION
MODULE
[ tomsem TNT.7773(F)  VIOLATION VIOLATION =501 WM gy | Daksts
viousmoN
Ledger Load Range [ statement | Editable Items Listed Below| Add Invoice To Expense Below
= = Updats
@ zpome D smome O v O vro © erint provien PSP No Tlle selected m

CHK# 3T3 DATE INCCODE EXPCODE VNDMOVWWNITNT GOLDID INVIPRF M1INV EXP. INC. BAL. NOTES PAYECH# DEP# DEPDATE RECDATE INCRCVD 508 INVOICE IMAGE ADD INVOICE
Cwner Sttement Message

Click here to Watch Video Tutorial

From the Ledger:
Under the Expense column select the following:

Expense code from the drop down that applies to the invoice
Select the vendor to pay from the drop down

Enter any notes should they be needed

If the invoice is for an open work order, enter in the M1 WO#
Enter in the dollar amount of the invoice

Browse and upload an Image/copy of the invoice (if you wish to
have it linked to the ledger item and saved in the file cabinet)
Check the Pending Payable box

8. then click POST

ounkwhrE

N

* Note: This item will then appear in the upper right corner of the
screen as a Pending Payable item
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Pay a Pending Payable

Ledger List

ml

TRAININ:

Property Stres g Top=rty Chy Property Z
Name

oz
Wianager

Log Out

mmand Center
Tablet Menu
Help & Training STATUS PROPERTYID ADDRESS
CA3 Website A pant
Web Property Search

OwmeriLastName  Cumer Numiber

—pdoreno\alley.CA 92553 Dtail m?pem;m
| —

acmcicgy, me. R
M1 Client Portal

M1 Updates
oy p Search
t
ACCT Payable
Bulk Check Post
Bulk Expense Pos|
Bulk Invoice Post

Bulk Py
Ledger
Fay Bat

Print Checks

ACCT Receivable

Property Ledger
/ ITEM NEXT ITEM

23846 Ocean Plaza Moreno Val

Log Out

Command Center
Tablet Menu

Help & Training

CA3 Website

Web Property Search
M1 Client Portal

M1 Updates

Doc Drop Search

FLECT FROM LIST> [] &=
CT FROM LIST> =
CT FROM LIST> =

[ pramene o prscer vnen

Print Cart
ACCT Payable

Bulk Check Post
Bulk Expense Pos
Bulk Invoice Post
Bulk Pending Pos
Ledger
Pay Batch

Print Checks

ACCT Receivable
Email

Leasing

Letters
Maintenance
Marketing
Owner

Cmer Stztement Messsge
Property

4

JOBEST | NEW VI

- Property# 834
Datance: 3000 Minimum:$25000 Leass Up:333500 Paylsass No

CT FROM LIST>

Resled psosoots

Penaing SN ro:t |

CHKE 5T3 DATE INCCODE EXPCODE VNIVOUNITHT GOLIND INWPRF M1INV EXP. INC. BAL. NOTES RIYBCHE DEP# DEPDATE

Click here to Watch Video Tutorial

OV/NER (ONE) | P VWHORD

= 1o Ledger

APPLY DATE CODE UNIT VENOWHNTEN
" 0552015 201 VEN-MI1 Red Tessting

Tekat

__ Pending Transactions
=

Eme-w

CT FROM LIST> =

Upaate Rems Lisied Beiow POS! Chackad Rams 10 Leager

APPLYDATE  CODE UNIT VENIDUINITEN INVIPRF  REF.
0BITIN3 140 TNT-7773(R)

NOTES
VIOLATION VIOLATION =50p

02013 140 TNT7773(F)  VIOLATION VIOLATION =5

102912013 140

VIOLATION VIOLATION =50)4
VIOLATION
MODULE

Nk selectad

To pay a Pending Payable item from the ledger:

1. Expand ACCT Payable

2.
3.

Select Ledger

property

4. Then click SEARCH

ul

. Click on the Ledger link

Enter the Street Name, City, or Owner Last Name for the

Accounting Manual
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6. In the upper right corner under Pending Payable, click APPLY
7. then POST

Note: Once the item has been selected to pay, the following process
will be automatically completed:

1. The invoice will be linked to the property ledger (if originally
uploaded)

2. The invoice will be automatically saved in the property file cabinet
under invoices (if originally uploaded)

3. The work order will automatically be closed out (providing no
additional statements of work are open/pending)

4. The check will be put in the buffer to cut to the vendor

Bulk Pending Post

= Bulk Payable Posting

m1 Solutions™

Bulk Post Pending Payables Listed In Property Ledgers

Log Out WPress LOAD below to list all Pending Payable [tems.
Command Center W Check individual or check all items to be posted to the comesponding ledgers.

Tablet Menu W Click POST. Those items will be applied to the property ledger.

Help & Training = W The system will notify you if some items failed to be posted as a result of insufficient Jedger funds.

CA3 Website
Load Post
Web Property Search e o2 2= e
M1 Client Portal ﬁ Check All
M1 Updates APFE ¥ DATE CODE ADDRESS VEN/OWN/TEN REF. NOTES BALANCE AMOUNT IMAGE
Doc Drop Search I:l D8/28/2015 201:Management Fes Moreno Valley, CA 52553 VEN-M1 Red Testing Ledger:$0.00  $150.00

C cl
art 08/23/2015 318:pool'spa repair Riverside, CA 52506 VEN-Onshore Pool Care BEES Ledger:$221.80 3500.00
ALCCT Payable

Bulk Check Post

Bulk Expense Post °mmmsmispmmmmumm A0 rights reserved.
Bulk Invoice Post
Bulk Pending Post
Ledger
Pay Batch
Print Checks

ACCT Receivable

Email

Click here to Watch Video Tutorial

To pay a Pending Payable from the Bulk Pending Post Screen:
From the Tree View:

1. Select ACCT Payable
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W

Select Bulk Pending Post

Press LOAD below to list all Pending Payable Items
Check individual or Check all items to be posted to the
corresponding ledgers

. Click POST (Those items will be applied to the property ledger)

The system will notify you if some items failed to be posted as a
result of insufficient ledger funds

Note: Once the item has been selected to pay, the following process
will be automatically completed:

1.

The invoice will be linked to the property ledger (if originally
uploaded)

. The invoice will be automatically saved in the property file cabinet

under invoices (if originally uploaded)

. The work order will automatically be closed out (providing no

additional statements of work are open/pending)
The Pending Payable will be removed from showing outstanding in
the property ledger

. The check will be put in the buffer to cut to the vendor

Accounting Manual
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Deposit Receipts

Click here to Watch Video Tutorial

Note: To complete this Process make sure all items have been entered
into the ledgers:
From the Tree View:

1.
2. Select Deposit Receipts

3.

4. Click CALCULATE button and verify the Current Calculated Balance

Expand ACCT Receivable from the tree view
Check the Check all button to mark all items

matches tape

If all is in balance, click the Current Calculated Balance box to
confirm

Click PROCESS button and a PDF file will appear on screen to print
out
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Process Deposit Receipts

Income Deposit Receipts

Manage Deposit Transactions

Log Out W HECK the items that will be included in the deposit.

Command Center ¥ Click CALCGULATE to get the balance of the items checked.
Tablet Menu |f thic is the comact balance, check the balance confirmationbox andpress PROCESS.

Help & Training #|tems will be assigned a common “deposit key” that will then be referenced in the property
CA3 Website wdgers.
#ou will be redirected to a printable report of the deposit items wpon processing. Click OPEN

i\ c I
Web Property Search TR TEE v

M1 Client Portal

M1 Updates Calculate @@

2E3mD sz {7 |CURRENT CALGULATED BALANGE-T 536,25 - PROGESS CHECKED?
Pri rt

ayable
5TS DATE CODE PAYEE/PRYOR FROOCF AMT

ACCT Receivable Dietail A TT2015 9:45:30 101 Juty  1,475.00

AM
poposd = o Detail TITIZ015 5:45:30 101 July  1,425.00
Ledger AM
Detail TTI2015 94558 101 Juty  1,400.00
AN
Email | Detail TITI2015 9:48:21 Juty  5.00
AM v
Leasing Detail TITI20A5 5:47-20 July  1,800.00
AN
Detail TIT2015 9:4T:41 Juty  85.00
A0
Detail A TITI20159:48:35 101 Juty  1,225.00
Marketing AM
Detail A TITI2015 94B:EE 121 July  T1.25

Post Rents

Letters

Maintenance

Cravner A
ceoperty I I N I A S A N

Reconcile Copyright @ 2018 Freclsion Eusiness Tofnology Ino. AN rights ressryed.
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Posting PaylLease Bulk Rents

Click here to Watch Video Tutorial

From PaylLease:

After logging into your office account

1. Select Transactions, either from the Icon Menu or the Top

Navigation Bar
2. Select each property/tenant that has the status of PAID OUT by
clicking on the Export box
Once all properties have been selected, click on the EXPORT button
4. Save the file to your desktop (recommend re-naming it for today’s
date)

(O8]

Note:

This process will auto-post the rents into the individual ledgers and will
auto-deduct the monthly commission that should be taken from the
rent.

In the event, a State Tax Withholding applies or a monthly auto
deduction is set up, this process will also auto-deduct the amount set
up in the property detail.
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PaylLease - Export Payments

Tour Progerty Payment Comection | pcooun | properties | | Payments |1 Y] aybirect | Applicants | Help

Properti Residents Payments
Profile Show Properties Show Residents One-Time Payment
Sub Accounts Auto Pay

Receiving Emails
Marketing Incentive Program
Secure Drop Box

[ — -
Transactions o Pay Direct

y Payees
Baich Deposils View Transactions

ustwa Norton
Need Help? A Trustwave GSECURED
Trusied Commerce
here for support. [ Cick 1o validaie_} e by Symantec
ABouT S8 cemrrrcaTes
Copyright ©2015 PayLease
Your Propérty Poyment Connection Lo o | Account | Props 1 y 1 | PayDirect | Applicants | Help

Transactions»

PRINT

Properties: All Properiies + Status: AllPaymenis v Resident: Trans #

From 06/09/2015 To 07/09/2015

View Al Transactions n

o
mu WExport Action

et _——— m ot

Paid Out Bank
Jul 06 15 Lesse payment  $1,095.00 Mo N st Excpartad
07-08-15 Account °
Paid Out Bank
=IO 0z 15 Lessa payment $1,125.00 o o Dot exportad
07-03-15 Account
Paid Out Bank
Jul 02 15 Lesse payment  $1,525.00 Mo EXDDRed
o 1. Account
eaid out Bank -
0 15 Jul 02 15 Lesse payment  $1,425.00 Mo EXDDFted

Account
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Post Rent in M1 from Paylease

Rent and Property Income Posting
BACK  TRAINING CMD CTR

Load by first letter of street name
‘B CDEFGHIJKLMHNGFPGRSTUVWZXTY MLL°

rortroms —————Jrortesserortaons oo toes ————— Jrompoos |

® Enter the Received Date for the pasting Select the Paylease file from your Iocal computer then click FOST.  Start Date End Date =BELECT FROM LIST> [+

LS D S ° Browse. No! Post Pay Lease e 0710712015 brizizo1s Chesk Al
A
Print Preview

07072015 Past Rent e
SRR ctPoste it onth [T r—

POST RENT PROPERTY UNIT RENT  APPLIED OWNER LEDGER RESIDENT LAST POST 3 DAY LAST 3 DAY TEMPLATES LERSE EXP.

HOE I -E--

From the Tree View:

1. Select ACCT Receivable

Select Post Rents

3. Load the properties by Street Letter or select ALL to load all
properties

4. Under the PayLease box, BROWSE and UPLOAD the file just saved
to your desktop (this process is not for prorated or partial rent
payments)

5. Then click POST Pay Lease (this will checkmark all appropriate
properties to post rent to).

6. Then click POST Rent

N

Note:

This process will auto post the rents into the individual ledgers and will
auto deduct the monthly commission that should be taken from the
rent.

In the event, a State Tax Withholding applies or a monthly auto
deduction is set up, this process will also auto deduct the amount set
up in the property detail.
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Posting Standard Bulk Rents

From the Tree View:
1. Expand ACCT Receivable

2. Select Post Rents

3. Load the properties by Street Letter or select ALL

4. Under the Post Rent column, next to the CC link, check mark all
the properties that have paid full rent (this process is not for
prorated or partial rent payments)

5. Make sure the correct Received Date is entered

6. Then click POST Rent

Note:

This process will auto post the rents into the individual ledgers and will
auto deduct the monthly commission that should be taken from the

rent. In the event, a State Tax Withholding applies or a monthly auto
deduction is set up, this process will also auto deduct the amount set

up in the property detail.

Posting Full Rent in Bulk

ml.

Log Out
Command Center
Tablet Menu

Help & Training

CA3 Website

Web Property Search
W1 Client Portal

M1 Updates

Doc Drop Search
Print Cart

ayable

Ledger
Post Rents

Email
Leasing
Letters
Maints
Marketing

Owner

Rent and Property Income Posting

BACK  TRAINING CMD CTR

Load by first letter of street name

'HBCD'EFGHIJKL“NUPQRETUVWXYZ:LELLe

Post Rents Pay Lease Post Rents

® Enter the Recsived Date for the posting. Select the Paylease file from your local computer then

click POST.

W Select the rent items to be posted,then click
POST.

o) e
e @

woar: @)

07/0%/ 2015 07/08/2015 Check All

EESTERRMNGAH ot Fost=d within{ Month ot Fosted within2 Morith= [N STSRRESEE F=is 2y ment

EST RENT *ROPERTY
[ |

cd |[[]
B
[ | =
B
B
| [

cc |F
| —

Capyright © 2015 Pravision Business Bohnolog, Ino. AN rights rassrved.

UNIT RENT APPLIED OWNER

$1.475.00
I
[
I
I

$1,500.00 $750.00
$1,895.00

LEDGER RESIDENT

Accounting Manual

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved.

Start Date End Date <SELECT FROM LIST>

=

LAST POST 3 DAY LAST 3 DAY TEMPLATES LEASE EXP.

Page | 49



Daily Deposit Process

Income:

1.
2. Enter PROPERTY and SEARCH

3.

4. Click on the drop down menu in the income box for the code that

o w

7.

Select ACCT RECEIVABLE from tree view in M1 Software
Select PROPERTY LEDGER

corresponds to the income

If resident funds for any item, select the RESIDENT NAME
Enter the amount

Click ADD button

Expenses:

1.

3.
4,

Click on the drop down menu in the expense box for the code that
corresponds to the expense

Select the vendor, resident or click the owner box depending on
the expense

Enter the amount

Click ADD button

Note: See the most commonly used code sheet.
Once items are all entered:

1.

nhRwnh

N o

Run a tape to verify amount received
Select ACCT RECEIVABLE on the tree
Select DEPOSIT RECEIPTS

Check ALL button to mark all items

Click CALCULATE button and verify the Current Calculated Balance

matches tape
If all is in balance, click the BALANCE CONFIRMATION box

. Click PROCESS button and a PDF file will appear on screen to print

out
Attach a copy of the tape, the deposit receipt and Daily Deposit
sheet & place in your Daily Deposit Book

. Stamp back of checks and prepare deposit for the bank
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Eviction Filings

1.

LN O R

Confirm resident has been attempted to be contacted to confirm
still in possession of the property.

. If no contact has been made, check the property to confirm if still
occupied.

Pull copy of the 3Day Notice, the rental agreement, any rental
modification that may have changed the rental rate, etc.
Prepare a_Proof of Service form.

Prepare paper work required from attorney.

Fax/Email all to the Eviction Attorney to file with the court.

Call the owner to update.

Email and call the owner the eviction flow chart.

Update the resident status in M1 software to EVICTION.

10. Each week obtain an update as to the status from the Eviction

Attorney and update the owner with an update on the eviction flow

chart and a phone call.

In the event the resident wants to pay all current:

1
2

3
4

5

. Get owner approval prior to acceptance of funds.

. Contact the Eviction Attorney to confirm total costs incurred to have

resident pay.

. Collect all funds from the resident.

. Fax/Email confirmation to the Eviction Attorney to cancel
proceedings & that resident has paid in full.

. Update the resident status to ACTIVE.

In the event the resident vacates prior to the completion of the
eviction process:

1. Email cancellation to the Eviction Attorney to cancel proceedings &

2

that the resident has vacated.
. Update the owner.
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Holding Deposits

Select ACCT RECEIVABLE from tree view in M1 Software.

Enter property address and Search.

Select property ledger.

Income select Rent (code 101).

Select the month the new resident is scheduled to move in.

Select the RESIDENT NAME from the resident drop down.

Enter the amount of the rent.

Click ADD button.

Expense select management commission (code 201).

10. Vendor drop down, select Company Operating Account.

11. Enter the amount of the commission (see bar above address to
confirm rate).

12. Expense select rent up fee to lease property (code 202).

13. Vendor drop down, select Company Operating Account.

14. Enter the amount of the Lease Up fee (see bar above address
to confirm rate).

15. Go into Property Detail and retain all funds until the resident
moves in.

16. Follow the “"The Property Kill Checklist” for other steps

outside of the computer.

OoONOO AWM

Note: See the most commonly used codes sheet.
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Holding Deposit Refund

1. Type up breakdown to the prospective resident and deduct any fees
applicable. Use Security Deposit Breakdown

2. If a refund is due to the prospective resident you will need to add

the resident name into the M1 Software and log their status as

PENDING.

Select the PROPERTY LEDGER.

Expense rent refund to resident/deposit refund to resident

Select the RESIDENT NAME from the drop down.

Enter a notation on Notes: Holding Deposit Refund/Property

Address.

Enter the amount due to the prospective resident.

8. Click ADD button.

o kW

N
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Inactivating Accounts

Select PROPERTY from the tree view in M1 Software.

Select PROPERTY

Enter property and SEARCH

In Property Detail, change the property status to INACTIVE.
Select the OWNER DETAIL

Confirm if the owner has any other properties that are currently
being managed, if not then change the owner status to DISABLED
and SAVE.

A o

Note: It is important that this process is followed on the_Close-out
Procedure Checklist to avoid being charged a software usage charge
for an account that is no longer being serviced. The software usage
per property is charged on all property status’ with the exception of
DELETE due to items being stored. If you wish not to be charged for
properties, INACTIVE then it is recommended to export all data on the
property then change the status to DELETE (this charge is if the
minimum accounts of 200 has already been met)
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Key Processing

1. Pull the Property Back up For Rent/Key Form Checklist.

This form will guide you to change out key labels on the keyboard as
needed
1. Fill out the top section completely with resident name, # of keys,

remotes, etc. turned in as well as the forwarding address
information and circle Key Form.

2. Attach all keys, remotes labeled with the address, etc. to form and
turn in to Accounting Representative to process.

3. Accounting to confirm keys properly labeled and placed on the
keyboard in the appropriate section.

4. Follow the Checklist and place in the Back on Market book.

Note: If an owner is turning in keys, remotes, etc. the form will be
filed in the property file instead of being placed in the Back on Market
book.
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Lawn Service

Temporary Lawn Service

When a property becomes vacant and does not have permanent lawn
service, a work order for temporary lawn service is placed on the
property to maintain its appeal until rented.

Select PROPERTY DETAIL from M1 Software.

Verify permanent lawn service isn’t existing.

Add a new work order.

Unselect RESIDENT SURVEY button & click SAVE button.
Check mark the box as a reoccurring work order.

Select LANDSCAPING from Title drop down.

Under Description "Please start temporary front/rear
service".

Select ADD button.

9. Choose VENDOR from drop down.

10. Enter in the deadline date for the vendor to start.

11. Email/Print to vendor .

NouswWwbH

@

To Cancel Temporary Lawn Service

1. Select PROPERTY DETAIL from M1 Software.

2. View work orders.

3. Go into original work order that was issued to start service and add
an entry to "Cancel Service with effective date".

4. Resend to vendor.

Note: It is in the management agreement that the landscape vendor is
guaranteed one month of service whether they service the property
one week or 4 weeks. In the event the service goes into the second
month please be advised the vendor will bill the first month in full and
on the second month of service the vendor will prorate the invoice for
the number of weeks serviced which are all calculated on a 4 week
basis.

Permanent Monthly Lawn Service

1. Select PROPERTY DETAIL from M1 Software.
2. Add "Yes" under amenities if Front or Front/Rear service included.
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Add a new work order.

Check mark the box to show RECURRING WORK ORDER.

Select LANDSCAPING from Tile drop down.

Under Description "Please start permanent front/rear service".
Select ADD button.

Choose Vendor from drop down.

Email/Print to vendor.

10. Recurring monthly expense REMOVE

OoOoNOO AW
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Pool Service

Select PROPERTY DETAIL from M1 Software

Enter "Yes" under Amenities if service included.

Add a new work order.

Select POOL SERVICE from Tile drop down.

Check the box for RECURRING WORK ORDER.

Under Description "Please start monthly pool service".
Select ADD button.

Choose VENDOR from drop down.

Email/Print to vendor.

OoONOO AWM
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Mail To Bank/Paylease For Owners

Set up Mail to Bank:
1. Select OWNER from the tree view in M1 Software.

2. Under the Bank Information column, check the box MAIL TO BANK
3. Enter in the bank mailing address information, routing and account
numbers then click SAVE.

Set up Paylease:
1. Select OWNER from the tree view in M1 Software

2. Under the Bank Information column, check the box Paylease.

3. Enter the Bank Name, routing and account numbers then click
SAVE.

4. Go to www.paylease.com and login with your account information

. Click on PROPERTIES and add the New Property information and

SAVE

6. Go back to the HOME screen and click on PAYEES which is under
the Pay Direct icon

7. Enter in the owner information and SAVE

Ul

Issuing Checks to owners that are set up on Paylease:
1. Once the checks have been put in the check buffer, click on

PAYBATCH from the tree view in M1 Software.

2. Confirm that you wish to issue transactions/checks to each owner;
once confirmed click PROCESS CHECKED. An Excel file will come
up and ask you if you wish to save it. Once it comes up, Save to a
Desktop folder and rename the file so it is easily found (we suggest
today’s date).

3. Log in to www.paylease.com and click PAYEES which is under the
Pay Direct icon.

4. Click on the BROWSE at the top and locate the file you save on the
Desktop and then Upload.

5. Once confirmed that all matches, click CONTINUE and then click
CONFIRM (if there is a discrepancy when uploading of files not
matching, an error will show at the top of the screen. Normally this
occurs when the owner hasn’t been set up in Paylease so it is
unable to match the Excel file from M1 Software).

Note: Checks that are set up as Mail to Bank will be printed with
regular owner check issuing.
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Most Commonly Used Codes In M1 Ledger Posting

Click here to download a Word.docx of the Most Commonly Used
Codes
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Market Comps (CRA)

N

Ul

Go to LEASING on the tree view in the M1 Software
Click on RENTAL ANALYSIS

. To create a new CRA, click on NEW (to locate an existing, enter in

the name or date of the CRA you are looking for; if you are not
sure, click SEARCH and all will appear)
Enter the street name and click SEARCH

. Select the PROPERTY from the Comparable Properties drop down

and click the ADD button under the subject property and all of the
information for this property will populate

. Go back up to the original search area and enter in the search

criteria that you wish to get the closest comparable as possible

. Once the Search has been done, select the PROPERTIES one at

time from the Comparable Properties drop down and click the ADD
button under the Comparable 1 and then go back to the
Comparable Properties drop down and click the 2nd property and
click the ADD button under Comparable 2 and so on.

Note: If you wish to change your properties that you've chosen as
comparables you may do so by choosing from the Comparable
Properties drop down and re-click the ADD button under the
comparable section and it will change the property out. You have the
option to make manual market adjustments, etc. if needed.
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New Properties

Single Property Ledgers

Select OWNER on the tree view in M1 Software.

Confirm the new owner isn’t an existing client.

Select PROSPECTIVE OWNER on the tree.

Click on the view link of the owner you will putting in the system.
Click on ADD PPTY to OPS

Update all information for owner and property.

All owners need to have the 1099 box checked at the top.
Select other appropriate boxes at the top that apply.

Enter in Owner information.

10. Enter in Bank information if applicable.

11. Click SAVE button once completed.

VoONOO AWM

Multi-Unit Ledgers

1. Select OWNER on the tree view in M1 Software.

2. Confirm the new owner isn’t an existing client.

3. Select ADD NEW OWNER (If multiple owners that need checks

sent separately, you will need to enter each owner in the system-up

to 3 owners).

All owners need to have the 1099 box checked at the top.

Select other appropriate boxes at the top that apply.

Enter in Owner information.

Enter in Bank information if applicable.

Click SAVE button once completed.

Select PROPERTY on the tree view.

10. Select ADD NEW PROPERTY

11. Enter in the owner’s last name & Search.

12. Once confirmed, select NEW PROPERTY LINK

13. Once at Property Detail screen follow through and enter items &
SAVE at each section

14. Check the box above Parent Property (only on the main address
location and not on each unit entered thereafter) this is normally
the common ground address and after the property address is
entered, click SAVE

15. From the Parent Property drop down, choose the Owner and if
multiple owner’s you would select each owner/up to three.

WO NOU A
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16. Then you will go back to PROPERTY from the tree view and
ADD NEW PROPERTY.

17. Once at Property Detail screen follow through and enter items
and include Unit # & SAVE at each section DO NOT select the
Parent Property check box.

18. Continue this process from item #11 for as many units that

apply.
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How to Add a New Resident

Click here to Watch Video Tutorial

The system only allows one ACTIVE Resident Detail at a time. In the
event there is an Active resident scheduled to vacate and a new one
already scheduled to move in; you must change the status of the
resident vacating to Pending to allow a new resident to be added. The
Property Detail screen will show both residents for access.

You can, however, add a secondary Resident in the current Active
Resident Detail.

Getting to the Resident Detail Screen

m1 Solutions™

Resident Management

BACK = TRAINING  CMD CTR

Search For Residents.

ABCDEFGHIJKLMUNOPQRSTUY WXYZ

Strest Name. ° City i Last Name Status
N/ acE [o]

Balance Entries From Balance Entries To

[ with Batance omy [ vip ﬂg
o print this sersen, Aght-zik your mause and choass Frint Previsw”
W Salect 1o print only this frame, set orentation 1o lsndscape snd ensure the "shink to fit” option iz sslscted

sen, simply print the document

Sreater than o exal o 20 23y Greater than or eqeal o 80 oy [N N
PROPERTY STATUS RESIDENT EMAIL. RESIDENT OWE S EARLIEST ENTRY OWED DETAIL
e Moreno Valley,CA 92553 A Resident, Test Ledger Add Motes Stmt.wiHistory Mew Letter Letter History Delete
Moreno Valley, CRS2555 A Ledger Add Motes Stmt.wiHistory MNew Letter Letter History Delete
50.00

From the Tree View:

N

Expand Resident
Select Residents
Enter the Street Name for the property you wish to add a Resident

for

Then click SEARCH
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5. Click on the Property Detail Link from the generated list

Add a New Resident in Property Detail

Log Out
Command Center
Tablet Menu
Help & Tiai
3 Website
Web Property Search
W1 Client Portal
W1 Updates
Doc Drop Search

ACCT Payable
ACCT Receivable
Email
Leasing
Letters
Maintenance
Marketing
Owner
Property
Reconcile
Reports
Resident

Residents

rity Disburseme..

Training
Vendors
Doc Drap Franchisor
Doc Drop Location
User
Business Dev.
Privacy Palicy
Edit System Updates

From the Property Information/Detail Screen:

Property Detail

MEXT ITE! PREV I

Manager

Leasing Rep Froperty Status

<SELECT FR[| | <SELECT FRim] A-ACTIVE

Availsbie Status.

Map Grid

s moss

5 385 b o o
Address Information

Parent Property

<SEMECT TR0k

. Cunment  High
‘Owner Information

Frimary Ouner

Secondary Owner
Secondary Owner
Sscondary Owner

Secondary Owner

Avsiable Date
Contract Start Contract Finish
D1/1372007
Agoount Inactive  Inspection Actual
06i23/2015

1872007

Code Property Type
SFH

Rents Status
RENTED ] ] Rentl Search

Gontract Tem  Gooupancy
annuaL [=] | Resient [
Annua Inspection

<SELECT FR{w]

WO Limit

[}

Up For Rent Date Date Rented (MIL)

Complex Name

County Country
usa

City.
Moreno Valley  |[CA
Latitude (look up} Longitude

Management One - 23846 Moreno Valley, CA

<SELECT FROM LIST>

<SELECT FROM LIST>

<SELEGT FROM LIST>
<SELECT FROM LIST>

History of Nate Entries (resd-only)

STATUS

Send Letter A

] Send Letter P
Send Letter F

Eviction Coverage <SELE Note

Test Resident

MgmtFist Mgmt%  Lease Renewsl Common Ares Ledger Minimum Note
0 0 100 .00 k50
SiRFee  Leass Up FlatLesse Up%  State WH Fist State WHI

Monthly Auto-Deductions

Vendor Exp.Code Flst  Fotg. Ledger Desoription
<sElECT PR <sfldy ]

VENDOR EXP.CODE FLAT PCTG.

Rent Range

CURRENT DESCRIFTION

Move-in Costs (Base Cost Calculated Per Rent Range Above)

Desoription Tast

DESCRIPTION

VALUE/DESCRIPTION VIEB LISTING
Age of Property
Square Footage
# of Stories
Bedrooms.
Bathreoms
Fireplsce
Flooring
Carpet
Car Garage

1. Click New Resident under Residents section
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Resident Detail Layout

Resident Detail

BACK PREVITEM NEXTITEM TRAIMNG CMDCTR JOBEST LEDGER MAINT STATUS NEWW/ORD OWNER (ONE) PPTY DETAIL{ STATUS ~ RESIDENT LETTER  VWORD

Moreno Valley,CA 92553 - Property# 894

Select And Apply An Applicant
(=] I

Detail And Contact Information Rental Information Other Details
Status (Rental Rate Securty Depasit Late Flat Late Day Secondary Resident Information

ACTIVE B B ve o 0.00 0.00
First Name: Last Name SsN Letete osting Fee Wiolation Fas

Test Resident |3 X .00

First Name. Last Name s8N

GCall Phone Work Fhone Moved In Moved Cut
Phonet Phonel Move In Date sz Date Last Increase

et Fos . - - Email
Rent Last Fosted  Late Notice Dependents Fets.
Emaili/Fortal Account Name § “ o i

o Move In Appt Inspection Appt Inspection Date Move Out Date
First Name (S20)  Last Name

Deadiine Date Refund Date Move Reason

S FIRETTAST S TORK ™ CELTWOVED T WOVED OUTENAT™
Phone1 Phone2 <SELECT FR{w) Resident Notes (Hot Linked To Main Notes)

© 1w © texe ©
Sec. EmailPortal Account Name *assword v
5218
10

Account Statement

Account Statement WiComplete Payment History

Int Rate-1% Start Date Comp. Date Jtem Type
Description HOUSE KEYS IN

Days To C: lete Result ate Logged
June Interest. = 1o bomel = Date Logged

<SELECT FR{w) \—/E
EERED i Trial Date Special Motions Description
INTTOT

$EC.DEP.
TOTL BAC Trial Atty. Fees
DATE DESCRIFTION 0

Save
Edit System Updates

1. Enter the resident(s) Detail and Contact Information, then
SAVE.

2. If there are more than two residents, continue with additional

residents under the Secondary Resident Information, then click
ADD.

3. Enter the Rental Information and SAVE.
File Cabinet:
4., This section is to upload your scanned documents related to the

resident’s application, holding deposit, lease agreement, move in
information, modifications, etc,

Historical Notes:

5. This section is for a specific notation pertaining to this resident
and will not be logged on the main Note History.
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Notice History:

6. This sections tracks all violations and late notices issued to the
resident.
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Notices

Miscellaneous Procedures

There are times when notices must be posted to comply with legal
requirements. These notices include:

3 DAY LATE- Posted on the 6th of the month when rent has not been
paid. A copy of this notice is also mailed to the resident and owner
along with a 3day6 or a 3day8 (template located within M1software
under LETTER TEMPLATES)

24 HR NOTICE TO ENTER- This is posted when resident has not
responded to requests to show property when up for rent, when
resident has not responded to requests to schedule annual inspections,
under other circumstances when property needs to be checked and
resident has not responded to requests to make an appointment to
have access to the home.

10 DAY NOTICE TO PERFORM COVENANT OR QUIT- This is
posted and mailed to the resident when they have not complied with
the terms of their agreement or have not responded timely to a
request to correct a violation posted on the Exterior Inspection

Report. HOA violations, exterior maintenance, unauthorized residents,
unauthorized pets, etc. are typical reasons to post this notice.

3 DAY NOTICE TO PERFORM COVENANT OR QUIT - This notice is
posted when the 10 DAY NOTICE has not been complied with or when
there is a more pressing nature of the violation of their lease
agreement.

EXTERIOR INSPECTION REPORT- This notice is posted during the
monthly exterior inspections and gives the resident an opportunity to
correct a situation in a cooperative manner. This also provides legal
documentation of the condition of the property if the resident
chronically refuses to maintain it according the conditions of their lease
agreement. A memo is sent to the owner when an exterior violation is
issued to keep them updated on our activity in managing their
property and corrective action we are taking.

All notices are to be filed in your tickler file for the appropriate days for
follow up. Once resolved, the notice will be filed in the property file
and any final resolutions should be conveyed to the owner.

***All notices are located in the LEGAL DOCUMENTS file in the M1
Software***
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3 Day Notices for Non-Payment of Rent

. Select ACCT RECEIVABLE from tree view in M1 Software

Select POST RENTS

Select ALL at top right for all properties to appear

Click the box under NOTIFY for each property that hasn't paid rent

Once all properties selected, Select the start date and the end

date for the period owed

Click the PRINT button

. All will appear on the screen for you to review, edit amounts if
prorated amounts due, edit dates if needed, etc.

8. Once all have been confirmed PRINT

vAwN e

N o

Notification to Owners for Residents that have not paid rent

1. Select ACCT RECEIVABLE from tree view in M1 Software

2. Select POST RENTS

3. Select ALL at top right for all properties to appear

4. Click the box under TEMPLATE for each property that hasn’t paid
rent

5. Once all properties selected, Select the 3day6 template and PDF
will appear to print all (3day6 memo is the memo for the first day
the 3day notice is given to the resident, 3day8 memo is the second
memo sent to the owner that the resident still hasn’t paid rent)

6. PRINT notices and mail to owner.

Accounting Manual Page | 69

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved.



Adding A Property For Rent

This section is used to Add a Property to the "For Rent List" once it
has been added into the system. Either a Newly Added Property or one
coming up for Re-rent.

How to get to the Property Detail from the Tree View

Log Out

Command Center

Tablet Menu

Help & Training

Property Management

BACK  TRAINING = CMD CTR

Search For Properties (Max 50 Return)

ABCDEFGHIJKLMNOPQRSTUY WIXYZ

Strast Name City Zip Ouner Last Name  Owner Number  Property Status  Property D

24CTIVE ]

Check Numg-/ Deposit Key Manager Inspection Month  Property Type Complex Name
<seiecr rrf] | <ssect rr] m

PROPERTY ID COuBLEX ADDRESS UNIT OVINER RESIDENT

MGR. GRID INSEMO. P.STAL. R STAT AL TYPE
CC Ownlett 571 i 24452 Liglios Morena Valley 52553 JobEst WorkOrd Burden Ledger LsngStat Exp. Map Aprl A 1 READY SINGLE FAMILY

(Comyright 2 2915 Presision Business Rohnsiogy Ina. AN righis reserved.

From the Tree View:

S

Expand Property
Enter the Street Name for the Property Address

Then click SEARCH
Click on the Detail Link
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How to get to the Property Detail from the Command Center

Command Center

mls

MANAGEMENT CONTROL CENTER INTRODUCTION TO M1 TRELET MENU

Log Out
2 Strest Name it ComplxName Ownlsst Reslsst FropID Froperty Status € Document Criteria - Full Search

:
Tablet Menu 4

1 records were located.
PROF 1D PFROP ADDRESS UNIT OWNER RESIDENT
o) 51 Moreno Valley 52552
Web Property Search

M1 Client Portal Property Information {4}/ owner Information Resident Information Last Exterior Inspection Photo
M1 Updates | (BEHET Cichios Waren Valley. 1
File Cabinet 4

Doc Drop Search

Print Cart Mgt Agmit Start 4212001 New Letter e

Mgt Agmt Expires 41212009 Letter History

e ey Letter History

Annual Insp APRIL Legal Docs Forms

Ext Insp oar2aI15 - Res. File Cabinet/Statement
orms

Move InfOut Insp Mew Violation

s e Ledger/Statement

Violation History
Wieb Photos
Letters Fhonai
1

File Cabinet

Help & Training
CAZ Website

ACCT P: bl
ayable Legal Dacs

Email

Maintenance T
L0212
Lease Expires SIN2M5

$1,070.00

Markting
Cwner

Property Fets Authorized
Reconcile Gate Code TR Sacurity Deposit $1,134.00

ErTiE Accounting Information Maintenance Information Leasing Information

Resident
Ssicen Ledger! Statement Mew Work Grder For Rent List
Setup Work Order History Add Prospective Resident
f— FERELS New Job Estimate Propective Residents
Job Estimate History Rpplications In Process
Vendors Recurring Expenses
PCR History ILR - Internal Leasing Report
Doc Drop Franchisor
Bulk Invoice Fosting Warranty/HOR Information RML - Resident Move In List
Lozl Maintenance Price List Rdd To For Rent List
User Conrad Noah =
Date Last Rent Was Paid  OT/DS/2016 | Open Work Ordars Oocupancy Status
Business Dev.
Work Orders MTD
Privacy Policy _ __

From the Command Center:

1. Click on Command Center in Tree View

2. Enter in the Street Name for the property address

3. Then click SEARCH

4. Select the CC link for the property

5. Click on the Property Address link under Property Information
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Update Property Detail to FOR RENT

Lag Out
Gommand Genter
Tablet Menu

Help & Training

CA3 Website

Web Property Search
W1 Giient Portal

W1 Updates

Do Drop Sears

Leasing
Letiers
Maintena
Marketing
Owner
Property
Reconcile.
Reports.
Resident
setup
Taining

Vendors

User Conrad Noah
Business Dev:
Privacy Policy
Edit System Updates

d Solutio

Log out

Tablet Menu
Help & Training

CA2 Website

Web Property Searct
W1 Ciient Portal

w1 Updates

Doc Drop Search

ACCT Paysble
ACCTReceivable
Email

[

Letiers
Maintenance
Marketing
Owner

Property

Reports
Resident
Setup
Training
Vendors
Drop Franchisor
Drop Location
User Gonrad Noah
Business Dev.
Privacy Palicy
Edit System Updates

Property Detail
HEXTITEM | PREVTEM TRAINING TR FILE GAB

- Propertyst

JOBEST

NEW WIORD POSTEXP | WIORD

e °

Nansger LessigRep  Propeny Sits _ Renaitaus
5] seiter refa] meme . [S]leees DB

vt Stats  AvsisbDste  Up For Rent Date

Rental Search

oy 5 G owoanz
Movein Dste Conrct SN Congt s Conac e Oeparey
R ) o [ (RESTET

Map Ot csoumt nacave nspacton Acnal Annaanspeston
o
amose  Gweowe Py Womt
s [

NEWRESIDENT FRMARY ~ SECONDARY FHONE  CELL smUs.
410 Send Letter A

Eviction Coverage g
MgmtFial Mgmt%  LeaseRencwal Common Area Ledger Minimum Note

[ o 100 poo ke oate Repair
SRFes  LessslUpFistlesseUgth  Siste WH Fiat State WHS

L ) 8 8

" Monthly Auto-Deductions
Address Information

Parent Property
<SELEGT FROM LIST=

Complex Name

Iz 2 Parent Pragarty.

‘Stiset Numberfonty) Strest Name. ciy st

Marnz ey | A
County. Country
Riverside usa

Owner Information

Frimary Ouner

‘Sacondary Owner
‘Secondary Owner
Sacondary Ounsr

‘Sacondary Owner

<GELECT FROM
<SELECT FROM
<sELECT FROM

<SELECT FROM

LeTs
e
usT>

LSt

History of Nat Entris (rasd-only)

‘é
P y

Home Warranty Information

Number Company Name  Frone Expiration

Home Owners Association Information

Nomeer Frene Fax Comact Ema

Owner Statement Message

Acoounting Lessing Disclosures.

‘Werk Order Special Conditins.

Web Search Listing Detail

Preview Listing On Web
Te Deseripton
[Great Home Prises To Rentlll | Perfect 2 basroom, 1 bathioe
200+ snuare fost hame. The

o nsludes  freplace per

iiing
fect for

Web Photos

ps e ot e

From the Property Detail:

1. Confirm the Current, High and Low rent rates are entered in the
Rent Range section of the Property Detail; Click ADD to update

Latiude (look up) Longitude

DESCRIFTION

Voo ExpCooe Pt Pot. Ledge Desorpton
seccreals] <cnds]

VENDOR EXF.CODE FLT  PCTG. LDGR DESC.

Rent Range

Cumnt g Low Desipten

CURRENT DESCRIPTION
8500

w500

102500

925 last € months.

a5t 0 mits 1025
1510 mnts-$1050 st & mnts

112500
112500

Move-in Costs (Base Cost Calculated Per Rent Range Above)

Desigton coat

AwouNT DESCRIPTION
212900
218000

Amenities And Utlitics
#ge of Propany e
Square Footage st
3ot Stores i
Betrooms
Btrrooms.

Frepizce
Fioorng

Carmet
CarGarsge
Famiy Room
Patio Siab

Pt Coverad
Gantral At
Distwasher
[
Range

Garbge Disposs!
R/Boat Parking
Launs i

Perm Front Lawn
Perm Front Rese Lawn
Temp Front Laun

Temp FronyRear
Washar/Dryer Hook Up
Wz Dryar Insuses

A

=== @ RREE

Eisatic
Water

Gas

WEB LISTING
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oo

. Confirm all Amenities are filled in and click UPDATE if any

changes are made
Confirm Occupancy to be Owner, Tenant, Vacant
Update the Available Date

. Change the Rental Status, by selecting from the drop down, to

FOR RENT (when select the status will auto-save)
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Reports

Daily

Daily Balance Log for Blue Account

1.
2.
3.

Ul

Select REPORTS from tree view in M1 Software

Select ACCOUNTING REPORTS

Select DAILY BALANCE REPORT from drop down (Report #7)
Click Here to View How to Run this Report

Click SEARCH, print out PDF file

. Go back to ACCOUNTING REPORTS and Select Owner Balances

(Report #15) Click Here to View How to Run this Report
Click SEARCH, print out last page of PDF file

. Follow the Daily Balance Form to confirm all is balanced at end of

each day
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https://m1sys.screenstepslive.com/s/13266/m/51005/l/462300-7-daily-balance
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http://app1.m1sys.com/PMOS/systemdocs/End%20of%20Day%20Balance.docx

Form - Daily Balance Log for General Trust Account (Blue)

Daily Balance Log for General Trust Account

Date:

Daily Balance Ending Balance $
Owner Balance total less () §
(select property status of ALL)

Uncut Checks less () %
Sub-Balance L]
OQutstanding Deposits add (1)§
Balance — Should be ZERO L]

Note:

1 - If the Sub-balance is not Zero, please check if there are any outstanding deposits to

process and add in

2 =If you are still not at a ZERO balance, you may not continue to process any items in
the ledgers until all 1s folly balanced from the prior day

Click here to download a Word.docx version.

Daily Balance Log for Deposit for Security Deposit Account

(Gold)

1. Select REPORTS from tree view in M1 Software
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Ul

Select ACCOUNTING REPORTS

. Select SECURITY DEPOSIT HELD REPORT from drop down

(Report #17) Click Here to View How to Run this Report
Click SEARCH, print out last page of PDF file (Report #77) Click
Here to View How to Run this Report

. Confirm Owner & Resident total columns match
. Match up to manual transaction ledger and confirm all balances are

the same
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Form - Daily Balance Log for Deposit for Security Deposit
Account (Gold)

Daily Balance Log for Deposit for Security Deposit Account

Date:

Amount Posted to Trust Account 3
Amount taken from tape 3
Total Deposit to the bank 3
Items to confirm:

o Deposit slip from bank attached

o Copy of Security Deposit Ledger (Report 2 77)

o Run Security Deposit Report (Report #17) and confirm each balances and attach
both

Dailybalance wordoc 2.10.04

Click here to download a Word.docx version.
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Weekly

1. Security Deposit Report confirm all security deposit disbursements
are out on time Click Here to View How to Run this Report

2. Close Out Report confirm all close outs are out on time _Click Here
to View How to Run this Report

3. Late Fee Report (Report #80A) confirm all late fees & resident owes
are being tracked, and process is being followed to collect balances

owed Click Here to View How to Run this Report

Monthly
Month Staff Initials

Office

Print last commission sweep (all checks owed to company)
Confirm Deposit Receipts shows nothing pending to process

Run Uncut Check report to confirm no pending checks to process
(Report #18) Click Here to View How to Run this Report

1. Confirm all checks have printed
2. If no checks pending, still print screen

Run Owner Balances Report print all pages (Report #15) Click
Here to View How to Run this Report

1. Select property status of ALL
2. Select date range for last day of month

Run General Ledger Report print all pages (Report #76) Click
Here to View How to Run this Report

1. Select date range for today’s date of report being ran
2. Very Important that this ending balance matches the owner balance
or you may not continue

Run Check Accumulative Report print screen to include all
(Report #4) Click Here to View How to Run this Report

1. Select date range from first of month through last day of month
(IE: 1/1/15-1/31/15)
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https://m1sys.screenstepslive.com/s/13266/m/51005/l/470130-18-uncut-checks
https://m1sys.screenstepslive.com/s/13266/m/51005/l/467260-15-owner-balances
https://m1sys.screenstepslive.com/s/13266/m/51005/l/467260-15-owner-balances
https://m1sys.screenstepslive.com/s/13266/m/51005/l/465052-76-general-ledger
https://m1sys.screenstepslive.com/s/13266/m/51005/l/465052-76-general-ledger
https://m1sys.screenstepslive.com/s/13266/m/51005/l/460082-4-check-cumulative

Run Voided Entries Report print screen to include all (Report
#21) Click Here to View How to Run this Report

1. Select date range from first of month through last day of month

Run Deposit Summary Report print screen to include all (Report
#10) Click Here to View How to Run this Report

1. Select date range from first of month through last day of month

Run Rental Analysis (Report #47) Click Here to View How to
Run this Report

1. No date range is selected; just Search & Print

Run Ledger Code Analysis print all pages (Report #33) Click
Here to View How to Run this Report

1. Select date range from first of month through last day of month

Run Security Deposit Report (Report #17) Click Here to View
How to Run this Report

1. Confirm both totals match before able finalize month end and
continue to next month

Run Security Deposit Ledger Report (Report #77) Click Here to
View How to Run this Report

1. Select date range from first of month through last day of month

Run Paylease report for returned items if applicable print screen

1. Select date range from first of month through last day of month

Attach all reports behind and put into your accounting book to be
packaged with all work for the month
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Form - Month End Closeout Checklist

Month End Closeout

Month Staff Initials

Office

____ Print last commission sweep (all checks owed to company)
___ Confirm Deposit Receipts shows nothing pending to process
____ Run Uncut Check report to confirm no pending checks to process (Report #18)
A Confirm all checks have printed
B. Ifno checks pending, still print screen
____ Run Owner Balances Report — print all pages (Report #15)
A Select property status of ALL
B. Select date range for last day of month
_ Run General Ledger Report — print all pages (Report #76)
A~ Select date range for today’s date of report being ran
B. Very Important that this ending balance matches the owner balance or vou
may not continue
_ Run Check Accumulative Report — print screen to include all (Report #4)
A Select date range from first of month through last day of month (IE: 1/1/13 —
1/31/15)
___ BRun Voided Entries Report — print screen to include all (Report #21)
A Select date range from first of month through last day of month
___ Run Deposit Summary Report — print screen to include all (Report #10)
A Select date range from first of month through last day of month
____Run Rental Analvsis (Report #47)
A No date range is selected; just Search & Print
__ Runledger Code Analvsis — print all pages (Report #33)
A Select date range from first of month through last day of month
____ Run Security Deposit Report (Report #17)
A Confirm both totals match before able finalize month end and continue to next
month
____ Run Security Deposit Ledger Report (Report #77)
A Select date range from first of month through last day of month
____Run Pavlease report for returned items if applicable — print screen
A Select date range from first of month through last day of month

Attach all reports behind and put into vour accounting book to be packaged with all work
for the month

Click here to download a Word.docx version.
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Retains

To Update a Retain

1. Select PROPERTY DETAIL from the Command Center in M1
Software
2. Update the Ledger Minimum and click SAVE

To Run a Retain Report

Go to REPORTS on the tree view in M1 Software

Select ACCOUNTING REPORTS

Select OWNER RETAIN from drop down of reports (Report #30)
Choose the property status(s) that you wish to view

Click SEARCH and the property, the amount in the ledger as well
as the ledger minimum will appear on the screen (the item will be
highlighted yellow if there is a difference in amounts)

6. If you wish to print out a hardcopy of the report click EXPORT

nhRwnE
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Security Deposit Breakdowns To Residents

Security Deposit Checklist

|
Security Deposit Checklist

Property Address:

. Pull file on property
. Check move in date-
. Check move out date:
- Rent Owed $
. Check security deposit on the agreement witrust book $
. Pull resident owe file for outstanding balances $
. Pull late fee file for outstanding balances $
. Call utility companies to confirm 0 balances
Acct# Water
Acct# Trash
Locksmith and/or remotes owed
. Check if attorney fees owed
. Breaking lease:
-Check if lawn service $
-Advertising owed $
$
$

o o o o |

ooo

-Lease Up Fee

[C] 12. if in property less than 6 months, charge rent up fee
[] 13. If property in HOA, confirm gate keys, passes,
turned in $
[[] 14. See Rehab estimate for resident charges
] 15. Close out?? If so, retain $5,000 and deduct late fees due if owed to
Company (50% + posting fee

Click here to download a Word.docx version.
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Security Deposit Disbursement Detail

Security Deposit Disbursement Detail

I'l'l1 Solu

—_— : BACK = CMDCTR

Print Preview Email to Resident Save To Resident File Cabinet|
Select A Resident
Log Cut
PZSELECT FROM LIST=
Command Center . = !_l__o__,-‘

Tablet Menu F)

CA3 Website Mziling Addres=1  Address2

Web Property Search °

M1 Client Portal City Fip Security Deposit  Refund Date

M1 Updates

Doc Drop Search Rez=on For Moving Statement Motes °
Print Cart <SELECT FROM LIST> = | | o
() =) b Lo ° )

ACCT Payable

ACCT Receivable :
Manage Line ltems

Email
Transfer Resident Charges From Job Estimate

Leasing
° <SELECT FROM LIST> |L] w
Letters 4 /i

Add Individual Line ltems
Maintenance -

Title Diescription Resident Cost
<SELECT FR[=]

Ohawrmer o
Property '\, /4

Reconcile

Marketing

Reports

. DESCRIPTION
Resident

Residents

Security Disburseme.. Copyright © 015 Pracision Business Rechnalogy Ine. A0 rights resanesd.

Setup

1. Select a resident from the Resident Drop-down (these are all
residents that have a Pending Status); once selected, the Security
Deposit amount & the Refund Date will appear.

2. Enter the resident’s new mailing address; if a new address has
not been provided, enter the existing property address

3. Select the Reason for Moving from the Drop-down list
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4. Enter in Notes if you wish for a notation to appear onto the
breakdown

. Click SAVE

6. Under the Transfer Resident Charges from Job Estimate

section, Select the Job Estimate from the drop-down menu

Then click TRANSFER

8. Review each item that has been transferred to confirm that you
wish the charges to remain and/or you may edit any item if need (If
any item is edited, click UPDATE for the edited items to be saved)

9. ADD any Individual Line Items that the resident may owe; such
as rent, late fees, etc. (Select a title, write a description, give it a
cost amount, then click ADD)

10. Once completed, check-mark the box at the top Save to
Resident File Cabinet

11. Then click PRINT PREVIEW for a hard copy

12. Once the breakdown has been typed up and completed; print out
2 hardcopies (1 for the resident (s), 1 to mail to the owner)

13. Write out a check transferring the entire security deposit from
the Gold Account to the Blue Account

14. Proceed to the property ledger to transfer and finalize funds

Ul

N

The next steps are from the_Most Commonly Used Codes so please use
those that apply if a refund is due to the resident or if the entire
amount is being forfeited to the owner, skip the 216 code.

Security Deposit Out
503 Security deposit transfer from gold account

(Hand written check from Gold made to Blue for the total
security deposit amount. Select proper resident name, enter Gold
check # and amount of full security deposit)

216 Refund to ex-resident: select resident name, amount of
refund

(If no funds due, skip this step and continue to 218)

218 Security forfeit to owner (ALWAYS payable to Company
Blue)

(Amount retained from security)
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108 Received from forfeit deposit (ALWAYS same amount as
218)

(Pay any utility bills owed by resident, late fee & rent
commissions if applicable)

Security Deposit Full Refund - Reputation Management

When a resident gets their full security deposit back, have them come
into the office, personally, to receive their check and a thank you for
their patronage. While they are in the office, ask the resident to write
a Yelp review for $25 Starbucks card as well as another $25 gift card
for a Google Plus Review. However, this must be done in the office and
on their cell phone (it tracks the GPS location and impartiality of the
resident, this give the review a higher ranking) and this is the best
chance for it to stick on sites. Ask the resident to (write a story) About
their experience with management one.

1. Request a personal appearance to deliver their security deposit
reimbursement

Ask for a Yelp Review and Google Plus Review

Offer a $25 Starbucks Gift Card for each review

Caveat; Must be done on their Cell phone & at your office location
Ask them to write about an experience

niRwN
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Security Deposit Breakdown Disputes

1. If a resident calls/walks in with a dispute, ask them kindly to put
the items in which they dispute in writing (this eliminates confusion
on what is actually disputed vs. agreed on)

2. Pull the original security deposit breakdown and verify if all charges
were accurately charged to the resident

3. If an adjustment is due; modify the original security deposit
breakdown and amend the title to state "Revised Breakdown”
and make the necessary adjustments and save under a new file
name

4. If a refund is due, then once the property ledger is pulled up,
choose the Expense code of 216, choose the resident name and
enter the amount that is being refunded

5. It is also recommended to print out the security deposit dispute
letter in M1 Library responding back the ex-resident on each item
they disputed

6. If all charges stand, send resident letter DISPUTE DENIED, invite
resident to come to office to review video and photos proving that
the charges stand.
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Sweep (checks to the Operating Account)

These are accumulative checks that are issued normally weekly for
fees, commissions, etc. that are owed to Company Operating Account
(business account).

1.
2.
3.

o

Select PAYABLES from the tree view in M1 Software

Select VENDOR CUMULATIVE CHECK

Select Company Operating Account from the vendor drop down and
click SEARCH

Select all if you want all funds on one check, otherwise select by
ledger code and repeat this process until all funds have been cut

. On the tree view select REPORTS

Choose REPORT #5 (Check Trans Detail)

. Enter the check humber and print the transaction detail to list out

all items related to the check number
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Resident Owe Collections

1. Enter the Resident Owe in the property ledger under PENDING
RECEIVABLE enter the ledger code that applies to the resident
owe such as late fees, repairs, utilities, etc. Check mark box as a
PENDING RECEIVABLE.

2. Depending on the type of resident owe, send the appropriate letter
from the M1 Library which requests the resident to make
arrangements to pay within 7-10 days

3. If the resident does not respond to the letter sent after 14 days, do
a follow up call and/or email to the resident to try to make
arrangements with them

Note: If the resident does not respond within 30-days, depending on
the severity and amount owed, will determine if you continue with
sending a 2nd and/or final letter; and keep on the resident owe log. Or
if you decide to take further measures in deducting it from the
following month’s rent (which then causes their rent to be short and a
3day is then served for the balance of rent)

We recommend that should a resident owe amount reach $200.00 or
more, and if the resident doesn’t respond within 30 days; the resident
owe amount is deducted from rent the following month and a 3-day is
served for the balance of rent.
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5% Supervisory Fee

A o

Click on MAINTENANCE on the M1 Tree

Click on JOB ESTIMATES

Enter Dates from the previous month.

Print out the report.

Verify the work done and recommended items.
Figure out the amount to be taken from the account.

1. Total Job Estimate
2. Total amount for recommended items.
3. Total estimate less recommended items.

4. Multiply 5% to the total. This will give you the 5% supervisory
fee.

5. Add the total of Supervisory fee as a line item to the job
estimate.
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Rent Increase

To Owners

1. Run REPORT#27 Lease Expiration report. Enter the 1st day of the

month to the last day of the month.

Run RA report through M1 Software

Log on to Rent Range to get 2nd report for the rental increase

Figure out the increase for 1 year lease and month to month lease.

Give to Manager to approve the amounts.

In command center bring up the property for the increase. Under

the letter to owner bring up the letter under accounting division and

under letter select RENT INCREASE TO OWNER.

7. Fill out the rental increase to the letter with deadline.

Email letter to the owner.

9. Print 2 copies of the letter (Mail 1 letter to owner and keep 1 letter
with your file)

ok wLnN

@

To Residents

Under resident go to legal docs.

Pull up the letter RENTAL INCREASE TO RESIDENT.

Enter Address

Enter Current rent amount

Enter the amounts for option A and B.

Enter deadline for the resident to get modification back to the
office.

ounhwbhr
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Utilities

To turn on utilities:

1. Call the appropriate utility companies and log the property address
scheduled turn on date and person you spoke with in property

detail notes. Make sure the utilities are in the owners name "care
of" the Management company.

To turn off utilities:
1. Call the appropriate utility companies and log the property address

scheduled turn off date and person you spoke with in property
detail notes

Paying utilities bills:

1. When the invoices are received in the mail, verify there is no
balance forward showing that may already have been paid in the
interim

2. Verify the dates of service to verify the accuracy of the invoice and
proceed in paying through the property ledger
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How to Create a New Work Order

Click here to Watch Video Tutorial

From the Command Center:
1. Select Command Center from the Tree

2. Enter in the Street Name for the Property

3. Then Click SEARCH

4. Select the CC link for the correct property (multiple properties may
show up if they share the same street name)

5. Click on the New Work Order link under Maintenance
Information

New Work Order from Command Center

ml

Log Qut
Commany
Tablet Menu
Help & Training
CA3 Website
Web Property Search
W1 Client Portal
M1 Updates
Doc Drop Search
Print Cart
ACCT Fayable
ACCT Receivable
Email
Leasing
Letters
Maintenance
Marketing
Owmer
Property
Reconcile
Reports
Resident
Setup
Training
Vendors
Doc Drop Franchisor
Doc Drop Location
User Conrad Hoah
Business Dev.
Privacy Policy
Edit System Updates

Command Center

BACK  TRAINING MANAGEMENT CONTROL CENTER  INTRODUCTION TOM4  TABLET MENU

Click here 1o re:

Search For Properties Search Doc Drop

Stret Name
° |
-

4 records were located.

Unit

Complx Name

PROF ID PROF ADDRESS
27270 Ocean Dunes Moreno Valley 92555 Rita Vashi (#) Joshua Rodriguez
23846 Ocean Plaza Moreno Valley 92553 Mznagement One () Test Resident

Property Information ‘Owner Information Resident Information Last Exterior Inspection Photo

22846 Ocean Plaza Moreno Valley...

File Cabinet
Mgt Agmt Start
Mgt Agmt Expires
Mgt Agmt

Annual Insp

Ext Insp

Move In/Out Insp
Letter History

1/18/2007
1/18/2007
ANMNUAL
N
08/28/15

View Map

Cunlast Reslast Prop|D Property Status

4@ Document Criteria - Full Search

ol

UNIT QWNER RESIDENT

Management One... Test Resident...
RONGMGTONE.COM Hew Letter
e Ltter Letter History

Letter History Lrlz=m

Forms.
Legal Docs

Res. File Cabinet/Statement

Forms New Violation

LedgeriStatement Violation History

Addrzss 23846 Sunnymead Bivd. | Move In Date
Moreno Valley, CA 32553
Lease Expires

Aurto Bank N Pets Authorized

Agent Protected M Security Depasit

Web Photos

File Cabinet

0.00

Accounting Information Maintenance Information Leasing Information

Ledger/ Statement

Post Rents

Recurring Expenses.

Bulk Invoics Posting

Date Last Rent Was Psid
Current Cwner Balance
Ledger Minimum

Mgmt Fee %

Flat Mgmt Fes
Lease Up Fee

Current Rental Rate
Check Delivery

Tew Work Order e For Rent List

Work Order History Add Prospective Resident

New Job Estimate Prospective Residents

Job Estimate History Applications In Process.

PCR History ILR - Internal Leasing Report
Viarranty/HOA Information RML - Resident Move In List

Maintenance Price List Add To For Rent List
Open Work Orders Oocupancy Status
Work Crders MTD

Work Crders YTD

Repairs Amount MTD

Repairs Amount YT

Open Estimates

Open Invoices
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Creating and Issuing a New Work Order

Work Order Details

FILECAB JOB EST ER (S0.00)  NEW WH WNER {ONE) = PCR  PPTY DETAIL/ STATUS  RESIDENT [ARESIDENT) W VENDOR

Log Out .
5 Property And Instructions Vendor Information
Command Center
Saarch by swsat name, then chaoes ogEny ey <SELECT FROM LST> = e

Vendor Fhone . Vendor Fax Verdor Emat \endor Emai

N oo o ]

W1 Client Portal st Trme 1o Call Resicent status. User

Wit Updates. ° actve )T war ) | Conad

Doc Drop Seare Warranty Number Waranty Exp.  Warranty Name

Tablet Menu

Help & Training

CA3 Website: A Worena Valley , GA 92563
Web Properly Sear

Rezurting Werkorder

Send Survey To Resident (i active)

Print Cart
Amount Paig Issued Deadine Closet/Canceled

bo rtanons (s )

ACCT Payable Tite.

ACCT Receivable e g
Gesereten

Email

oo s QY 2 v

uto Email Resdent || Asto Emy 0

Leasin
o Print Preview

Email Resident Nofice:

Letters
Maintenance.

Marketing

Add ltem

TILE DESCRIPTION RECALL

Owner

= Cieaning | Genersi Clesn TO. Delete

Reconcile ) Add Hote.
Reports B

Setup.

Training
Vendors

Doc Drap Franchisor
Doc Drap Location

User Canrad Noah

Business Dev.
Privacy Policy

Edit System Updates

Email Message
ey

To (singie ssdress only)

Log Out

Command Center

TRblet Menu ©C (single a3drass onty)

Help & Training

A3 Website

Web Property Search Email Gopy to Me

W1 Client Portal Subject
W1 Updates Manzgerment One Moreno Valley Work Order Detail for #52173
Doc Drop Sear Bosy
Prit Cart View the workorder POF: hitp

ANO52173.pa

T Payable

Resident Name:

ACCT Receivable

Residant Phone:

Email
Proparty: 23348 Gosan Plaza Moreno Valley 32553

Leasing
Letters

Maintenance
ent One Moreno Valley

Marketing

Owner
Property
Reconcile
Reports
Resident

Setup.

Training
Vendors

Doc Drap Franchisor

User Conrad Noah
Business Dev.
Privacy Policy

Edit System Updates.

Click here to Watch Video Tutorial

1. Confirm the proper Property address appears
2. Then click SAVE
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3. Verify if there are any Special Conditions to be aware of before
issuing the work order

4. Select a Title for the needed maintenance item from the Scroll
Down List

5. Type in a brief Description of the repair needed (if you have a
price, enter in the box to the right);

6. Then click ADD ITEM

7. Confirm if there is a Home Warranty before selecting a vendor; if
so assign the Work Order to the Home Warranty Company from the
Drop-down Vendor List (Warrantee information should be recorded
in the Property Detail and will auto-populate in the Other
Information section of the Work Order)

8. Select Vendor from Drop-down list

9. Enter a Deadline for the vendor to complete the job by

10. Then click SAVE

11. To email the Work Order to a vendor, check-mark Email to
Vendor before selecting PRINT PREVIEW (this will not open a
PDF pop-up for a hard copy print out).

12. Continue to the next screen and click SEND EMAIL, to send the
work order.

Note: If you have multiple items needed to be repaired; Repeat Steps
4-6 for each item to add them separately so appear as different line
items.
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Closeout Of Accounts

Advise client of contractual obligations if contract is not up for renewal
and if client wishes to proceed with the closeout, follow the procedures
below:

1. Immediately retain $5000 on Ledger Minimum to freeze all funds in

M1 Software

2. Change PROPERTY STATUS

3. Pull Management Agreement and make a copy if not already
scanned in M1 file cabinet

4. Log on Close Out Ledger

5. Take copy of Agreement and letter of cancellation and attach to the

completed Property Off Market form and give to management for

approval

Start proceeding with Close Out Procedure Checklist

Complete items 1-9 as appropriate

Be certain to use tickler file for follow up on items necessary

Although the rest of the Close Out Procedure can be “tickled” for

the effective date, you can begin process sooner if able

10. Once effective, compute items on Property Off Market form
(worksheet)

11. Continue to follow the Close Out Procedure Checklist until fully
completed

12. Send request for Yelp and Google Plus Review

© O N
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Account Close Out Procedure

Click here to download a Word.docx version.

Account Closeout Procedure

Owner | Property
Date Notice Received Effective Date
ACCT:

1. Confirm $5,000 retained in account

2. Change property status to PENDING (if closeout effective for a future date) and change

to CLOSEOUT (if closeout effective immediately)

3. Log on Closeout ledger in the M1 Software

4. Do off Market Form and give to manager to sign off (attach copy of closeout letter,
management agreement)

5. Send 1st letter to Owner re: 60 days to finalize

6. Send Security Deposit Release to Owner if occupied now in letters

7. Send Security Deposit Release to Resident if occupied now in letters

ACCT: HAVE ALL ITEMS CANCELLED OR TRANSFERRED TO OWNER

1. Cancel lawn service. (Cancel perm service now per effective date)
2. Cancel pool service. (Cancel service now per effective date)

3. Cancel utilities. (Transfer for owner to pay direct if already on/if not on yet, do not put on)

AT THIS POINT TICKLER ALL INFO FOR CLOSE OUT PER EFFECTIVE DATE.

Confirm property status changed to CLOSEQUT
Run account journal
Pull all releases and invoices

b=

Check to see if any funds are owed as a result being loaned by management to be

Close Out - Reputation Management

During a closeout, get a review story from the owner to write a review

for $25 Starbucks card for yelp and another $25 for google plus. Have

them write a story of their experience with Management One.

1. Ask for a Yelp Review and Google Plus Review
2. Offer a $25 Starbucks Gift Card for each review
3. Ask them to write about an experience

Accounting Manual

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved.

Page | 96


http://app1.m1sys.com/PMOS/systemdocs/Account%20Closeout%20Procedure.docx

1099 Procedures

Confirm Social Security Numbers for Owners

Conduct a search and confirm all SSN’s are entered for all owners

From the Tree View:

nhRkwnheE

Expand OWNER

Select OWNERS from the drop down menu

Select ALL

Then select SEARCH

Scan the page and Confirm all SSN's are entered and a YES is

showing in the 1099 column for all owners.

Confirm Tax ID Numbers for Vendors

Conduct a search and confirm all TIN’s are entered for all vendors

From the Tree View:

nhRwnE

Expand VENDOR

Select VENDORS from the drop down menu

Select ALL

Then select SEARCH

Scan the page and Confirm all TIN's are entered and a YES is

showing in the 1099 column for all owners.

Reports to Generate for Accountant

From Tree View:

1. Expand REPORTS
2. Select REPORTS
3. Run OWNER 1099 STATEMENTS for year 1/1 12/31 (14)

1.

2.

3.

4,

export report
delete column with second owner/contact
delete column with property i.d. #

then SAVE as an excel file

4. Run VENDOR 1099 STATEMENT for year 1/1 12/31 (19)
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1. export report
2. delete lines with home warranty and utility companies
3. then SAVE as an excel file

5. Send both reports to accountant to mail out 1099s.

Generate Inactive List
From the Tree View:

Expand REPORTS

Select REPORTS from the drop-down list
Run INACTIVE LIST 1/1 - 12/31 (44)
PRINT inactive list.

s wbh =

Generate Account Statement/Summary
From the Tree View:

1. Expand REPORTS
2. Select REPORTS from the drop-down list
3. Run ACCOUNT STATEMENT (1A)

1. Highlight all active & inactive properties from calendar year on to
the previous inactive list and pending close out properties. (All
other properties need to be un-highlighted.)

4. Run ACCOUNT SUMMARY (2)

1. Highlight all active & inactive properties from calendar year on to
the previous inactive list and pending close out properties. (All
other properties need to be un-highlighted.)

5. Package account statement/summary statements and mail out by
January 30th

Accounting Manual Page | 98

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved.



FAQ- Frequently Asked Accounting Questions and
Answers

Click Here to Download MS Word .docx file

Quick Reference Flip Chart

It is recommended that the following Frequently Asked Questions are
printed and displayed in a Hanging Flip Chart in the Station or Cubical
of the Leasing Consultant Division for Quick Reference.

This way the information is not hidden on the computer somewhere
and it gives any new person the advantage they need for quick
responses as well as providing superior customer service as they
appear very knowledgeable from the very first day.

Click Here to acquire your own "Wall Reference Organizer"
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Accounting Stadium Speech for New Owners

Click here to download a Word.docx version.

Accounting Stadium Speech for New Owners - Word

g

Bccounting Stadium Speech for New Owners

Hello Mr./Ms. (Owner)
My name is <Acct/Customer Service at Mgt. One= | want to welcome you to Management Onel

The reason for my call today is to welcome you to Management One, introduce myself, and
inform you of the services | will be providing you.

- Alittle about Management One:
= We have processed over 400 million rents in the last 30 years.
o We are audited every 30 days to be in compliance with state agencies
o We take a unique strategy on raising rents while still being competitive within
the rental market. In 2015 we were able to secure an additional $185,000
dollars for our property owners in rent increases.
-l work on the accounting aspect of your account; therefore, | will be processing your
rent, any payables, and sending funds over to you.

- You will have access to an online portal where you can view your account statement,
invoices, annual inspections, photos of your property and newsletters 24/7_ With this
tool you won't have to wait for the office to be open if you have any questions about
your account over the weekend. You can access the information at any time via
smartphone, tablet, or computer.

- When can we get together for a few minutes (5-10) so | can show you how things
work? | will also email and mail you a letter of the process to view your online
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Reputation Management

Close Out Process

During a closeout, get a review story from the owner to write a review
for $25 Starbucks card for yelp and another $25 for google plus. Have
them write a story of their experience with Management One.

1.
2.
3.

Ask for a Yelp Review and Google Plus Review
Offer a $25 Starbucks Gift Card for each review
Ask them to write about an experience

Security Deposit Full Refund

When a resident gets their full security deposit back, have them come
into the office, personally, to receive their check and a thank you for
their patronage. While they are in the office, ask the resident to write

a Yelp review for $25 Starbucks card as well as another $25 gift card

for a Google Plus Review. However, this must be done in the office and
on their cell phone (it tracks the GPS location and impartiality of the
resident, this give the review a higher ranking) and this is the best

chance for it to stick on sites. Ask the resident to (write a story) About
their experience with management one.

1.

unkown

Request a personal appearance to deliver their security deposit
reimbursement

Ask for a Yelp Review and Google Plus Review

Offer a $25 Starbucks Gift Card for each review

Caveat; Must be done on their Cell phone & at your office location
Ask them to write about an experience
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Keyboard System

The keyboard is a color coded board which is labeled with the property
address on each tag along with 3 hooks for sets of keys and relevant
tags. The Color coded sections denotes the current level of
occupancy/vacancy and correlates directly with 3 reports;

1. (ILR) Internal Leasing Report

2. (RML) Resident Move-in Ledger
3. (COL) Close-Out Ledger

Keyboard Color Code

The keyboard is organized and segregated by 5 Colors which
correlates directly with 3 reports; (ILR) Internal Leasing Report, (RML)
Resident Move-in Ledger & the (COL) Close-Out Ledger; as well as
denotes the current level of occupancy.

Owner occupied
Blue- Vacant
Green- Tenant occupied

White- Rented/Move-in
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Closeout

Color Categories Explained
Label- Owner occupied

Owner is still occupying property so you cannot check out keys to this
property to anyone and the property must be personally shown (3 sets
of keys on the board at this time) (the property address & the
scheduled move out date to be noted on the tag)

Blue Label - Vacant

Property is vacant (please note the Property Inspector must walk the
property before it's deemed vacant; an owner or a resident turning in
keys is not considered vacant and details of this will be covered in
training as to why) (2 sets of keys and a red tag on the board at this
time) The property inspector will change the keys to a Blue Tag once
the first walk through has been completed.

Green Label - Tenant occupied

Current Resident is still occupying the property so you cannot check
out keys to this property to anyone (there would only be 1 set of keys
on the board at this time) (The property address & scheduled move
out date to be noted on the tag)

White Label - Rented / Move-in

Property is rented and waiting for the new resident to move in (1 set
of keys if the property if still occupied; 2 sets of keys and a red tag if
the property is vacant) (the property address & the scheduled move in
date to be noted on the tag)

Label - Closeout

These tags are for all properties that are being closed out after a
resident moves out. (the property address & scheduled move out date
to be noted on the tag)
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Key Board Statuses & Rental Categories

Rented

(on the)

Move-In List

There are only 4 statuses a property will be in, within our inventory.

1. For Rent
2. Move-in
3. Rented

4. Closeout

There are only 4 categories that properties will come from, “for rent”,
and will either have an (NPO) New Prospective Owner sheet or a
(BOM) Back on Market sheet.

(N) New Accounts-NPO
(R) Re-rent-BOM
(E) Evictions-BOM

(B) Breaking of Lease-BOM

Additional Tags
White Tag with Writing ("Keys to be made") New Account
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If Owner Occupied - An Owner is to turn in 3 sets of keys when the
sign as a new account, however if the owner only has one set to turn
in, the keys will be placed on the board with two tags that state "Keys
to be Made" until the Property Inspector has been able to make copies.

White Tag with Writing (R - OCC) Resident Occupied

If Resident Occupied - When a property is a "Back-on-Market" or a
"Closeout", then the one set of keys, kept on file in the office, will be
placed on the board with two tags that state "Keys to be Made" until
the Resident vacates and turns in the two sets they have.

White Tag with Writing ("Staff Member's Name") Keys are
Checked Out

If a Staff member has checked keys out for a Showing or to Personally
Show, they would replace the key set with a key tag that has their
name on the board so that anyone can see who id responsible for the
keys that are checked out.

White Tag with Writing ("Owner") Keys are Checked Out

If the property is Vacant, and the Owner has decided to manage the
Rehab himself, he would then checkout a key from the office or may
have his contractor check a key out. For each set of keys checked out,
they would be replaced with a tag stating "Owner" so you know the
owner has them. A checkout key form would also have been signed by
the owner or their contractor.

3 sets of keys with White Address Tags (V - VAC) Vacant

The Occupant has vacated and all keys are on the board
Red Tag- Lockbox on property

One set of keys is taken from the board placed in a lockbox secured at
the property on the front door. The Keys on the board are replaced
with a Red Key Tag (this is only on vacant properties, once the First
Walk Through (FWT) has been performed by the Property Inspector)
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M1 Rehab Algorithm "For Rent" Inventory Tool

M1 Rehab Algorithm
“For Rent” Inventory Tool

LMS (Leasing Maintenance Status) ‘ MafCh 20 1 6 $ >
Availability Date

S MTWTF 8

(Status codes correspond to each number of days remaining) + "l 1/] 2 | 3 | 4 | 5 |
* OCC (Occupied) - @alen.da;—daysio move in_|L—F{ 7 8 E ‘10 11 12
*  FWT (First Walk Thru) - @ak?rrdar days to move-in—— T3 14/ 1 5 1 6 J 18 19
*  WF (Waiting for Funds) - @Ie‘ndar days to move-in /20 21 22 23 24 25 26

| 27728 293031 1 2 |

* WBDO (Work Being Done by Own) 12 calendar daysfl‘o move- -in_

+ WBD (Work Being Done by Mgt Dne].rendar daysfo move-in a1
+ COM - (Ready - Can Move in Anytlm.ys until move-in ’ Rented \

For Total Transparency to all Staff

{onthe)

Move-In List For Rent

Powered by —_—
Management One

Property Management

This Algorithm is used to determine the Date a property can be
Available for a Resident to take possession.

To work this Algorithm, one must count down or count backwards,
meaning on day one (i.e., the property is Vacant and the Property
Inspector can perform his initial [FWT] First Walk Through) the
schedule affords 17 days until the property is available for move-in.

As the schedule progresses each status acts as a milestone with a
certain number of days afforded for that phase in the process. It will
be very apparent if there is an issue in meeting the deadline to make
this property available by the calculated date, if the property status
does not correlate with the calculated days in the process. For
example, if today's date is the 11th, and the property is committed to
a New Resident to be ready on the 17th, then the status needs to be
(WBD) Work Being Done in order to be on schedule. If the Status is
still (WF) Waiting Funds from the owner, then the number of days
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available for the contractors to complete the work and the time needed
for the Property Inspector to perform his Final Walk Through is now
greatly restricted and chances are the Resident Move-in Date will have
to be pushed out, which can cause a humber of issues on all parties
including expenses and scheduling.

-All Properties must correlate their position on the key board with their
Occupancy Status and reflect their availability dependent on their
(LMS) Leasing Maintenance Status as indicated in the (ILR) Internal
Leasing Report and (RML) Resident Move In Ledger.

M1 Rehab Algorithm "For Rent" utilizing the Internal Leasing
Report (ILR)

M1 Rehab Algorithm “For Rent”
Integrate with M1Software

=
iient

Internal Leasing Report
Management One Moreno Valley
23846 Sunnymead Bivd, #10 April 25" 2016

Moreno Valley, CA 92553
Phone 951-924-4315 Fax.951-924-7241

g ]} ; g
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M1 Rehab Algorithm "For Rent" utilizing the Resident Move In

Ledger (RML)

M1 Rehab Algorithm “For Rent”
Integrate with M1Software

Moreno Valley, CA 92553
Phone:951-924-4315 Fax:951-924-7241

Rented Leasing REP

21370 Shakespeare Ct. Moreno Valley 92557 11/12/2012 | Marco VACANT 716H1
25193 Billie Dr. Moreno Valley 92553 10/17/2012 WBDO| 11/12/2012 | Cindy VACANT 717G7
15147 Calle Renfro Moreno Valley 92551 10/23/2012 COM Marco VACANT 747H1
12213 Orchid Ln #C Moreno Valley 92557 11/1/2012 COM Marco VACANT 717F2

m,
(on the)
Move-In List For Rent

~—

Management One Moreno Valley Resident Move In Ledger
1 th
23846 Sunnymead Blvd. #10 April 25 2016

Key Board Protocol

-All Properties must correlate their position on the board with their

Occupancy Status and reflect their availability dependent on their

(LMS) Leasing Maintenance Status as indicated in the (ILR) Internal

Leasing Report and (RML) Resident Move In Ledger.

-Every property on the key board must have 3 key tags

-New Accounts must have 3 sets of keys- if only 1 set is given, then

there should be two tags which state “keys to be made” until they are

made and hung on the keyboard.

-Back on Market (BOM) Properties will have 1 set of keys (from the
office filing cabinet) and the other 2 hooks will have key tags which

note “Resident Occupied”.

Accounting Manual

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved.

Page | 108



-Occupied status address labels will state the potential move-out /
vacancy date.

-When a resident turns in all keys, the address tag and keys are not
moved from “Green” to “"Blue” until the Property inspector has walked
the property and changes the (LMS) Leasing Maintenance Status on
the (ILR) Internal Leasing Report, from “"OCC"” to "FWT"”. The same
goes for Owner occupied property; From “Orange” to “Blue”.

-When a property changes to (FWT) First Walk Thru status, one set of
keys are taken off the key board and placed into a lock box which is
left on the door knob of the rental property. This key hook is then
marked with a "Red” key tag to note that a set of keys are in a lock
box at the property.

-If the owner or his vendor needs a set of keys, one will be taken off
the board and replaced with a key tag that states "Owner” to note the
owner has a key.

-All keys must be signed out before released.

-If a key is taken off the board or checked out to a prospect by a staff
member, the set of keys must be replaced with a key tag with notes
the staff member’s *“Name” whom removed the keys.

-Only keys for "Vacant” status properties can be checked out to
prospective residents. All prospects must have been pre-screened prior
and must provide a photo ID, give a deposit for the keys and sign the
(AIS) Applicant Interview Sheet which states they are not taking
possession of the home.

-Any property on the board may change status to "White” once a
Holding Agreement is signed with a new prospective resident and the
property is considered Rented and waiting for Move-in. The vacancy
date is then replaced with the projected Move-in date on the address
label.
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One Touch System

The One Touch System has been designed to provide order to one's
day and reduce any feeling of being overwhelmed.

It's in the name...only Touch the Paper/file once, work it as far as you
can take it, then move on to the next item.

The goal is to process through as much of the Stack of files in your
Work Box as possible, eventually having an empty Work Box.
However, if at the end of the day there are a few items left, leave
them in your Work Box. They will just take a higher priority for
completion the following day.

The following day you will start over, beginning with the Steps of the
One Touch System.

One Touch System Outlined

— = |
il 23, 2012 « = o B
o : il B \“\‘“U 7
| =
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M A ‘
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. ¥ e~
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One Touch System

Run out Outlook Calendar

Pull items out of Tickler File

Take items out of In Box

Take items out of Work Box

Write Out all Priority items combined from Tickler, Work Box &
Inbox

Prioritize your outlook 1-6

Place all Combined Items in Work Box for the day. *(Any new
Items will be placed in the Inbox and will wait to be addressed the
following day)

niRwheE

N o
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Then, start with first item and go as far as you can go then either:
A) File it

B) Throw it away

C) Set up in tickler if you're waiting for a call back

D) or Tickler it for a future date

Spending 15-20 min a day organizing your work for the day and week
will keep you from feeling you don’t have enough time to get your
work done and you won’t be overwhelmed.

Contributing Factors that Lead to feeling Overwhelmed

1. Doing things 3 times instead of once (Don't cut corners and Do it
right the first time )

2. Not following the system and doing things out of order and having
to back track

3. Getting complaints due to not following systems

4. Team members not being consider of other team players when they
are out for the day and not calling in on time and being in the daily
meeting. When this is not done pressure increases and complaints
increase again taking up more time, thus making you feeling
overwhelmed.

5. Not asking for managements help when you need it before you are
drowning to guidance and assistance but not to do the actual work.
(Use your life lines)

Training Tutorials
Accounting Job Description

Duties

Send monthly account statements to owners

Follow monthly calendar

Make address changes into system for owners, vendors, etc.
Back on Markets - add to For Rent List, retain owner funds, notify
owner, send move out info to residents, etc

e Cut checks to owners, residents, vendors, etc.

Accounting Manual Page | 111

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved.



e Collection of resident owes/late fees - weekly tracking, sending
notices, 3 days, calling for payment plan, etc.

e Closeout of account - statements/releases to owners, residents,

finalize all funds & inactivate account

Daily deposit

Eviction Updates to owners weekly

Half sheets to owners on late rents

Key board - update board on back on markets & when property

rents

e Property Kkills - once rented, kill from rental list, update keyboard,
confirm advertising is cancelled

e Lawn service - adding/canceling temporary and permanent service
by issuing work order

e Market comps - CRA for back on markets

e New properties - enter into the system, add to rental list, call new
owner to welcome

e New leases/re-rents - enter new resident information into the
system & send owner copy of lease

e Owner bank information - keep M1 and Paylease updated

e Pay bills weekly to vendors

e Retains on accounts - update retains on funds needing to be held
for repairs, etc.

e Security deposits - breakdowns to residents, transfer of funds,

disputes, collection letters when balances owed

Sweep - paying Management One weekly on commission owed

Utilities - turning on/off during vacancy

Welcome calls to new owners

Rent increase letters to owners - assist in making sure all are out

on time

e Rent increase letters to residents- confirm all updated into
computer once in

e Run rent receipts monthly

Stamp rent receipts - prorates due for move in/outs, resident owes,

evictions

Prep 3-day notices for late rents

Take accounting/customer calls from residents, owners, etc.

Rental verification on existing residents

Assist with taking rents

Assist with answering phones

Reports
A. Daily Balance - daily

B. Security Deposit Balance when a deposit is made.

Accounting Manual Page | 112

Copyright © 2016 Management One Licensed Operating Systems, LLC. All rights reserved.



C. Late fee totals - weekly

D. Closeout report - weekly

E. Security Deposit report - weekly

F. Eviction Update report - weekly

G. Complaint Ledger- weekly

H. Marketing Report- weekly

I. Weekly Report- weekly

J. Open work orders report- weekly

K. Temp lawn photos needs to emailed to manager- weekly
L. Accounting weekly report checklist-weekly

M. 5% Supervisory Fee (Completed in the 3rd week of the Month)
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Training Checklist
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Video Training

Computer Training

Answering phones, transfer calls
Taking Rents

Account Journals

Accounting Calendar
Advertising

Back on Markets

Bulk posting of rents

Checks

Close outs

Collection of tenant owes
Daily Deposit
Evictions

Half Sheets to owners
Holding Deposits
Keyboard

Keys turned in
Property Kill

Starting Lawn Service

Entering New Properties/New Leases/Re-Rents

Notices
Pay Bills
Rents

Reports, how to do them and when they are sent

Retains

Security Deposits
Sweep

Utilities

Work Orders

5% Supervisory Fee

Rental Increase to Owner and Resident

Accounting Manual
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The First 100 Days for Accounting / Customer Service

Click Here to Download as a Checklist

Training Checklist

The First 100 Days
for Accounting /
Customer Service

MANAGEMENT ONE LICENSED OPERATING SYSTEMS
KNOWLEDGE BASED MANUAL

Copyrght @ 2016 Management One Licensed Operating Systems, LLC. Al rights reserved.
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Testing

This position should be tested and expected to know the procedures in

all areas of rehab/maintenance and the steps involved in the various

inspections you perform. While training, it is important that you take

notes and ask questions as necessary.
Areas of testing will include but are not limited to proper procedures

for:

Using your daily calendar
Using your tickler file
Proper flow of work station
Computer operation
Posting notices

Inspection Procedures
Walk thru Procedures
Required Paperwork
Forms

Reports

Terminology

Repair Procedures

Time Frames for Completion

Accounting Manual
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Monthly Auto Deductions

Click here to Watch Video Tutorial
From the Tree View:
1. Select Command Center

2. Enter information to find Property (Street Name, Owner Last

Name, or Resident Last Name)

Click SEARCH

Click on Property Detail link

5. Under Monthly Auto-Deductions choose the Vendor, Expense
Code, Amount and a Ledger Description if you wish for it to
appear

6. Then click ADD

W

Note:
These items will be automatically deducted when the Bulk Post Rent
screen is used in processing rents.
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Set up of Monthly Auto Deductions

Log Out
ommand
Tablet Menu
Help & Training
CAZ Website
Web Property Search
M1 Client Portal
M1 Updates
Doc Drop Sea
Print Cart
Payable
ACCT Receivable
Email
Leasing
Letters
Maintenance
Marketing
Owner
Property
Reconcile
Reports
Resident
Setup
Training
Vendors
Doe Drop Franchisor
Dos Drop Location
user
Business Dev.
Privacy Policy
Edit System Updates

Log Out
Command Center
Tablet Menu
Help & Training
CAZ Websita
Web Property Searc
M1 Client Portal
W1 Updates
Doc Drap Search
Print Cart
Payabie
Recsivable
Email
Leasing
Letiers
Maintenance
Marketing
Owner
Property
Reconcile
Reports
Resident
setup
Training
Vendors
Dog Drop Franchisor
Doc Drop Location
User
Business Dev.
Privacy Folicy
Edit System Updates
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Command Center

TRAINING TABLET MENU

‘Search For Properties ° ‘Search Doc Drop
Svesthame Ut GompexMome  Oun L™ Reslast FropD Fropery Siatus @ Document Crtera - Full Search
aracTve @/

Property Information (i) Owmer Information Resident Information Last Exterior Inspection Photo

e
e Cabinet
Mgt Agmt Start New Letter

e Leter Leter History

Letier History
ExtInsp | Docs Res. File Cabinet/ Statement
Move InfOut Insp. B Hew Violation
Letir History Ledger!Ststement e iy

Web Photos
Phonet Phonet

File Cabinet

Annual Insp.

Bddress Vove In Date
Lease Expires

Check To Bank Current Rental Rate

MucEak Y Fete huthorized

Agent Protected N ‘Security Deposit

Accounting Information Maintenance Information Leasing Information

Ledger/Statement New Work Order For Rent List
Work Order History Add Prospective Resident
Feilo New Job Estimate Prospective Residents

Job Estimate Histary Applications In Process
Recurring Expenses

PCR History ILR - Internal Leasing Report
Bulk Invoice Posting Warranty/HOR Information RML - Resident Hove In List
Maintenance Price List Add o For Rent List

Date Last Rent Was Paid Open Work Orders Gocupancy Status

Ledger Minimum
Mgmt Fes %

Fiat Mgmt Fee
Lease Up Fee

Property Detail

HEXTITEM | PREV ITE! FILECAB JOBEST LEDGER (31,

Property# 545

Vanager LessigRep  Property Staus _ Renta Status NEW RESIDENT PRIMARY SECONDARY PHONE  CELL
5] [#2cme [5] [rrenten [] e

Avaiatl Status _ Avaisble Date  Up For Rent Dste Date Rented (IL)

<seLecT Fr[m) pusomis | pwamrs L

Owner Fees.

Evicton Caverspe ves [] Nt
VoveinDate  CoeactStn  ConeactFmish  ConwactTem  Ocoupancy

potszots 2011587 202008 annvaL [] [ResiDenT [ MgmtFlst Mgmt%  Lesse Renswsl Common Ares Ledger Minimum Note

usp Gns Acoount Insctive  Inspection Aotusl  AnnuslInspection o o 3 boo 000 Fence
7ieea June SRFee  Lessa Up Flatlasse Uptt  Stata WH Fla State WHYL

Alam Cose Gate Cose Froperty Type WO Limit E P P P b
a A sw )

Monthly Auto-Deductions e
Address Information

‘Vendor Exp.Code Flat  Frotg.  Ledger Description
csmecrealz] ed]

VENDOR EXP.CODE FLT  PCTG. LDGR.DESC.

Gurent  High Low Description

Parent Property Gomplex Name:
<SELECT FROM LIST Iz = Parent Fropeny

Street Numberionly) Strest Name Gity

Owner Information CURRENT  HIGH DESCRIFTION

2.475.00 2,500.00
2.500.00 2500.00
‘Secondary Owner | <SELECT FROM LIST- 247500 243800

Frimary Ouner

249500 249500
‘Secondary Owner | <GELEGT FROM LIST Zom P
‘Secondary Ownr| <SELECT FROM LIST> 230000 229500
‘Secondary Ownsr | <SE(ECT FROM LIST> e 2o
225500
228500
220500
220500
23000
235000
235000
235000
23000

230,00

History of Note Entries {read-only) 2.425.00
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Printing Late Notices

Click here to Watch Video Tutorial

From the Tree View:
Expand ACCT Receivable

1.
2
3.
4. Under the 3 Day Notice Column, Check the box, for each resident

6.

7.

. Select Post Rents

Load the properties by Street Letter or select ALL

whom has not paid rent
Select the Start Date and End Date from the 3 Day Notice
Section at the top (This normally will be the 1st and last day of the
given month)

Select PRINT PREVIEW for all selected notices to appear on the

screen

Then PRINT from your Printer menu

Note:

This process will auto log the late notice date and log the notice type

into the resident detail screen

Generating 3 Day Notices

Log Out
Command Center
Tablet Menu

Help & Training

CA3 Website

Web Property Search
M1 Client Portal

W1 Updates

Doc Drop Search

Print,Cart
AOya ble

o ACCT Receivable
Deposit Receipts
Ledger

Email
Leasing
Letters
Maintenance
Marketing

Owner

Rent and Property Income Posting

BACK  TRAINING CMD CTR

Load by first letter of street name

““ B CDEFGHIJKLMUNDOD

PQRSTLIVW)(YZ:LALL_Le

Post Rents Pay Lease Post Rents

Select the Paylease file from your local computer then
click POST.

# Enter the Reoeived Date for the posting,
# Select the rent items to be posted,then cick
POST.
Received Date
OTI0/2015

Post Rent

ESEESRRAERH or Fostza within? Ment Net Posied witin2 Monins [N FSTREENESEE ~==i Faymen

FOST RENT FROPERTY
HC
| &

cC
cc

Cagyrignt € 2916 Precision Business BORROIOGL ING. AN TGS reterves.

Start Date End Date

[07/08/2015 07/08/2015 Cheack All

UNIT RENT APFLIED OWMNER LEDGER RESIDENT

$1,475.00 Ledger

i
[ ]
] |
.
* Ledger ﬁ

$1,500.00 $750.00

$1,695.00 Ledger 08/12/2015 DTIOTI2015
e/

Accounting Manual
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Reconciling Blue /General Trust Account

Click here to Watch Video Tutorial

General Trust Reconciling (Blue)

General Trust Reconciling (Blue)
m1 Solutions

BACK TRAINING CMDCTR ACCOUNTING FORMS  LEDGERS

Clear Bank Statement ltems Balance Information

Log Out Closing Date [g/a12015 ° BéBi'L”f; 230,025 48 Amount e 1
/ alance
[
N 2 -

Descripts
Update neten
Tablet Menu
LED RDATE TRANSDATE CHECK PRYBATCH DESCRIPTION AMOUNT

Help & Training
A3 Ulebsite Ledger D4Z02015  D4/202015 2 28 (51.420.50)

©

Date

a
[}
ju

M——
(1.480.50) AMOUNT DATE DESCRIPTION ADDED BY

Web Property Search
M1 Client Portal Ledger 0504/2015 2 1 (51,622.47)
M1 Updates edger DZK 52 1 (51,663.00)
Doc Drop Search Ledger 5 5z 1 (51,258.00)
Print Cart Ledger DEK 5z 1 (8543.00)
ACCT Payable Ledger D&/ 5i 52 1 (5573.00)
ACCT Receivable Ledger DA §z 1 (51,448.00)
(5504.34)

Email Ledger
Ledger DS/ 05 5z 1 (81.073.00)

Finish

Leasing
Ledger D3 51 52 1 (5565.5T)

Ledger 51 52 1 (8892.00)
(8833.50)
($1,585.50)
51,563.00)
(525.00)
(5893.00)
(5763.00)
(51,843.00)
(51.048.00)
($1,658.75)
(51.138.02)

(51,325.50)

JENENENEENENE SN SEEEEEEON

Ledger 52 1 ($1,953.00)

From the Tree View:

Expand Reconcile

Select Gen Trust (blue)

Enter the Month-end Closing Date

Enter the Statement Balance under Balance Information

Then click SAVE

Check off all items that have Cleared your bank statement.
Then click UPDATE (if you need to leave the screen and continue
later, make sure to click UPDATE before exiting to confirm all of
your work has been saved)

8. Confirm if you have any other bank adjustments to enter for
Miscellaneous fees, etc. (If you have items to enter, enter under
Miscellaneous Items, individually to track)

NouswLDbH=
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9. Verify your Difference is ZERO (if not zero you are not in balance
and will need to continue to look for the difference)

10.
11.

Click the Finish box and then PROCESS
Continue to Accounting Reports (expand Reports on Tree,

then click on Reports) to run out Reconcile Report

To Run the Reconcile Report

Log Out
Command Center
Tablet Menu
Help & Training
CA3 Website
Web Property Search
M1 Client Portal
M4 Updates
Doc Drop Search
Print Cart
ACCT Payable
ACCT Receivable
Email
Leasing
Letters
Maintenance
Marketing
Cwner
Property
ile

o Reports

Management Control
Print Cart
Reports
A Receivable
Email
Leasing
Letters
Maintenance
Marketing
Onwmner
Property
Reconcile
Reports

Management Control
Print Cart

Reports

Reports

BACK CMD CTR

Select A Report Below

©) (42) 1032 Misc Filing - Oaner

© (41) 1059 Misc Filing - Vendor

) (32) 205 Pay Lease

] (14} Account Journal'Cwner Stmt.

© (2) Account Summary

/) [3) Blue Account Overview e

4

() (4 Check Cumulative

(©) {5) Check Trans Deti

() () Check Vs, Entry

© (23) Code Summary

® (43) Code Summary Exception

8] {15v2) Current Day Cwner Balances

©) ) Daity Balance
© (9) Deposit Detsil

) 10} Deposit Summary

© (76) Genersl Ledger

) (45) Cwner Balznces
(30) Owner Retsin
© (16) Rent Post Summany

© (47} Rental Analysis

(©) [62) Franchise Tax Board Statement ) (75) Rent Ral

@ (11) Gold Account Overview

() 13) Incoms Not Posted

©) 12} Income Transzctions

() (23 Ledger Code Anslysis

© (188) Outstanding Checks (CUT)
© (188) Cwner 1059 CSV

©) [14) Duner 1058 Staements

) (46) Rentsl Summany

() (488) Reprint Cwnar Chacks

(@) (48B) Reprint Resident Checks

() (48C) Reprint Vendor Chacks

() (4BD) Reprint Vandor Consol. Chacks
(31) Resident Expense Detail

() (50) Resident Expanse Summary

() (53] Resident Revenue Detsil
@ [77) Security Deposit Ledger
) (17) Security Depasits

() (52) Trust Account Statement
© (18) Uncut Checks

@ [198) Vender 1058 CEV

() (18] Vandor 1088 Stataments
@ 20) vendor Checks

) (22) vendor Total

© {21) Voided Entries

© (57) AlS History

© [70) AIS Records

@) [71) Call Log Entry Summary
(20 [31) Prospective Resident List
@ (28) Resident Rented

() (89) Signed Lessas

© (39) Annual Inspection

© [9) Close Out

(©) (48} Inactive Froperty Detais
(0 40) Monthty Exterior Inspaction
(D) [72) Monthty Exterior Results
() (49) Property List

©) [78) Rehab Log

© (61} Servioe Ledger

() (73} Vielation History

Report Description: Blue Account Overview

Report Criteria

Blus Reconcile Date

TEEECT PR °
S——

@ (25b) CRM Owner List
() (82) NFC New Accounts, Manthly
(64) NPO Mew Accounts, Weskhy
(Z) (86} NFO New Property Crners Ledger
(0 (s8) NFO Refamal Cal Annus]
@ (65) NFO Refenal Call Ledger
! (67) NFO Signed Accounts Annual
© (24 Owner Expiration
) (25) Cwner List
(Z) (28) Gwner Fortal Matification

() [27) Less= Exgiration
() (58] Rasident Balznces
[60) Resident Eviction Ledger
':::' (80) Resident Ladger
© [26) Resident List
() (584) Resident Statement (wikslance)
() (58] S=curity Depasit Ledger
(20 [74) Security Depasit Repart

Select Qutput Options And Run Report (And Export Where Applicable)

@ poc © us @ por

To PDF Print Cart

=@

1. Expand Reports from the tree view
2. Select Reports

Accounting Manual
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. Under Accounting Reports, select report #3- Blue Account

Overview
. Select the period ending from the Blue Reconcile Date drop down in

the Report Criteria section
. Then click SEARCH
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Reconciling Gold /Security Deposit Trust Account

Click here to Watch Video Tutorial

Security Deposit Trust Reconciling (Gold)

Security Deposit Reconciling (Geld Trust)

BACK  TRAINING CMD CTR  LEDGERS

Closing Date Balance Information Miscellaneous ltems
Log Out 5/31/2015 e Beginning 505 764.00 famount a
/' Balance
Command Center Description b\ /

Clearad | ng
Tablet Menu Income{50G)

e Cleared
Help & T Q.00
elp & Training Expanze m
CAZ Website {503y
Web Property Search Mist i po IO BATE DESCRIPTION AOBED BY

Amount &
M1 Client Portal Description

Date

M1 Updates Ending 505, 764.00
Balance

Doc Drop Search Statement iy o [l Update
Print Cart Batance .
Difference lgns 764,00
ACCT Payable ' A

Uncleared |12 ggs 00 v
ACCT Receivable Income ———

{508y
Unclzared 45 574 00

Expenze

(503)

Letters V| Fini Process
Finish ]
v
Maintenance
Update Below J

Marketi v
e DATE  CODEP EXPENSE(503) INCOME[50) CHECK4 5T RECONCILE DATE
Owner 50LD LEDGER BALANCE: $605.764.00
0S/08/2015 508 3155000 55857 $507.354.00

Email

Leasing

riy
05/07/2015 503 $1,700.00 3553 $505,654.00

o Reconcile
05/07/2015 503 $2,280.00 3600 $603,394.00
Gen Trust{Blue)
601, 774.00
Sec Dep TrustGold)

eQE\"Q]'."}_‘OI 5 503 51.620.00 2801

DEAOTI2015 803 $1,560.00 02 F00,214.00

05/08/2015 506 $502,844.00
lanagement Control ..

05/13/2015 506 0604,724.00
Print Cart

05/22/2015 503

05/26/2015 506

F002,874.00

FE05,024.00
Resident

05/26/2015 506 $607,069.00
Setu

. 05/28/2015 506 $607T,315.00
Training

OE/28/2015 B0G $605,415.00

Vendors

O5/28/2015 503 $2,800.00 $606,619.00

Doc Drop Franchisor 05/28/2015 503 $1,914.00 $504,705.00
Doc Drop Location 05/28/2015 503 $1,500.00 $603,205.00

User Conrad Noah 05/Z28/2015 503 $1,680.00 $601,545.00

[IHHHHHHIHHHHHHHH

Business Dev. $16,874.00 $12.655.00
Privacy Policy
Edit System Updates

gt 2 201§ Pracdsion Eusinass o

From the Tree View:
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Expand Reconcile

Select Sec Dep Trust (Gold)

Enter the Month-end Closing Date

Then click NEW, (then the list to reconcile will appear)

Enter the Statement Balance under Balance Information, then

click UPDATE

6. Check off all items that have Cleared your bank statement in the
STS column.

7. Once you have completed checking off items click UPDATE BELOW
(if you need to leave the screen and continue later, make sure to
click UPDATE before exiting to confirm all of your work has been
saved)

8. Confirm if you have any other bank adjustments to enter for
Miscellaneous fees, etc. (If you have items to enter, enter under
Miscellaneous Items, individually to track)

9. Verify your Difference is ZERO (if not zero you are not in balance
and will need to continue to look for the difference)

10. Click the Finish box and then PROCESS

11. Continue to Accounting Reports (expand Reports on Tree,

then click on Reports) to run out Reconcile Report

nhRwhE
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To Run Reconcile Report

Reports

BACK CMD CTR

Select A Report Below
Log Out
P———

Tablet Menu

©) (42 1088 Misc Filing - Cuner ) [7) Daily Balance ) [15) amer Balances ) (53) Resident Revenue Detai

Help & Training D (41} 1085 Misc Fiiing - Vendor
CA3 Website

{77} S=curity Deposit Ladger

(9) Deposit Detsi (30} Cramer Retsin

{16} Rent Pest Summany @) [417) S2curity Deposits

) (32) 205 Pay Leas= {10} Depesit Summary
Web Property Search

M1 Client Portal

) (18) Acoount JoumaliCwner Stmt. (L) [62) Franchiss Tax Soard Statement () (75) Rent Aol () [52) Trust Azcount Statemant

) {4T) Rental Analysis @ (18) Uncut Checks

@ (2) Account Summary © (76) General Ledger

M1 Updates

(3) Blue Account Overview '@ (1) Gold Account Overview. e (1948) Veendor 1082 CSV

(46) Rental Summany
Doc Drop Search

) {4) Check Cumulstive 0 113) Income Not Fosted {488) Reprint Cuner Checks (13) \endor 1058 Statzmants.

Print Cart

) (5) Check Trans Detai {12} Income Transactions {48B) Reprint Resident Chacks {20} Vender Checks

ACCT Payable

) (8} Check Vs. Entry D) (22) Vendor Total

{33} Ledger Code Analysis {48C) Reprint \endor Checks

A Receivable

) (23} Code Summary {184) Cutstanding Checks (CUT) {480) Reprint Vendor Conscl. Checks (L) [21) Voided Entries

Email .
) {43) Code Summary Exception

{148) Camer 1055 CSV {51} Resident Expenss Detail

Leasing

‘' (15v2) Cument Day Owner Balances '/ (14) Owner 1059 Statements ') (30) Resident Expense Summary

Maintenance

) (57) &I History () 29) Annual Inspection ) (25b) CRM Cwner List @) (27} Lezz= Expiration

Marketing ) (70} AIS Records

() [74) C=ll Log Entry Summany
Property ) [34) Prospective Resident List

{79} Clos= Out (63} NPO New Accounts, Monthly © (56) Resident Balances

Owner () [44) Inzctive Property Detsis © (84) NFO New Accounts, Weskly () [60) Resident Eviction Ledger

(86) NPO Mew Property Owners Ledger () (80) Resident Ledger

{40} Monthy Extrior Inspection

{72} Monthiy Exterior Results {68} NPO Referral Call Annusl {26} Resident List

neile {28) Resident Rented

(&) (69) Signed Leases (49) Property List (384) Resident Statement {w/balancs)
(78) Rehab Log

{61} Service Ledger

leports (63) NPO Referral Call Ledger

(87} NPO Signed Accounts Annusl () [58) Szcurity Deposit Ledger

Management Control ..

{24) Cramer Expiration () [74) Szcurity Depesit Repart

Print Cart
Pev— © [73) Viclation History ©  (25) Cwner List

(0 (38) Cwner Portal Notification

Resident

Setup Report Deseription: Gold Account Overview
Training S

Vendors

‘Gold Reconcile Date

Drop Franchisor

Doc Drop Location [ 4
User Conrad Noah

Busi Dew.
HSiness Dev. Select Qutput Options And Run Report (And Export Where Applicable)

Privacy Policy

Edit System Updates

1. Expand Reports from the tree view

2. Select Reports

3. Under Accounting Reports, select report #11- Gold Account
Overview

4. Select the period ending from the Gold Reconcile Date drop down in
the Report Criteria section

5. Then click SEARCH
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Late Fees

Late Fee Processing

m1 Solutions”

Log Out (CA2)
‘Command Center
Tablet Menu
Help & Training
‘CA2 Website
Web Property Search
M1 Client Portal
M1 Updates
Doc Drop Search
Print Cart
BETA - Late Fees
ACCT Payable
ACCT Receivable
Deposit Receipts
Late Fees
Ledger
Post Rents

Email

Leasing

Late Fee Management

BACK CMDCTR

Residents listed below are considered late based on the day of the month their rent is due and that they are past their grace period, which is defined in their resident detail.

Check the residents below you want to apply a rent payment late fee for and press "Apply Late Fee.”

A 101 rent transaction as well as late fee transactions will be calculated and applied to the resident ledger.

If you check "Email Resident Notification...” and press "Apply Late Fee™ the resident will be notified in email of their account status.

° Check A”x Email Resident Nolification With Late Fee App\y'L Apply Late Fee °

Not Posted within1 Month Not Posted within2 Months Partial Payment (i

DUE GRACE FINAL LAST LATE PROPERTY
cc/On 4 5 & Corona ca

cC 1 4 5 101212015 Riverside Ca
ccgr 4 5 Corona CA
cc||p 4 5 Riverside CA

o

Copyright © 2015 M1 Selutions Property Management. Inc. Al rights reserved.

In the Tree View:

N

5.

. Expand ACCT Receivable

UNIT RENT APPLIED OWNER
$2,575.00
$1,745.00 §1,745.00
$2,305.00 §2,320.00
$1,600.00 $1,425.00

Select Late Fees from the Drop-down list

LEDGER RESIDENT LAST POST LAST 3 DAY LEASE EXP.
Ledger 09/25/2015 09/20/2016
Ledger 09/08/2015 1011272015  06/30/2016
Ledger 09/09/2015 06/30/2016
Ledger 09/08/2015 06/06/2014  08/31/2016

. Checkmark the resident(s) to apply a Late Fee to, *or simply
checkmark Check All

Notification With Late Fee Apply

Note:

Then, click APPLY LATE FEE

To email a notice to the resident, Checkmark Email to Resident

**You will notice that each of the Residents are color coded as
denoted by the status legend

1
2
3
4

. Yellow indicates that Rent has not posted in a Month

. Orange indicates that Rent has not posted in 2 Months
. Red indicates that Rent has not posted in 3 months

. With Pink showing that a Partial Payment was received
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How to Set Up Late Fees

Crm G Resident Management

Tablet Menu

Help & Tra
CA2 Website

P ——
M1 Client Portal ABCDEFGHIJKLMNOPQRSTUVWXY?Z

M1 Updates ‘Street Name City Zip Last Name Status

Doc Drop Search ACTIVE “

Print Cart Balance Eniries From Balance Enlries To

BETA - Late Fees £ win aiance ony [ vie m

ACCT Payable @ To print this screen, right-click your mouse and choose "Print Preview.”

. @ Select fo print only this frame, et orientation to landscape and ensure the "shrink to fit” option is selected.
ACCT Receivable

@ Then, simply print the document

Email
e Greater than or equal to 30 days Greater than or equal to 60 days [
PROPERTY STATUS RESIDENT EMAIL RESIDENT OWES EARLIEST ENTRY OWED DETAIL
Letters cc Corona,ca 92882 A ° Ledger Add Notes Stmt.wiHistory New Letter Letter History Delete
Maintenance $0.00

Marketing
Copyright © 2015 M1 Selutions Proparty Management. Inc. Al rights reserved.
Owner

Property

Reconcile

Reports

Resident

ResidenlsO

Security Disburseme..

Setup

Training
Vendors
Command Center

Tablet Menu Resident Detail
Help & Trai

CA2 Website

Web Property Search

M1 Client Fortal Resident#5881 Ci 92882 - Pi # 3717
esident - orona,ca = Proj
M1 Updates : perty

Doc Drop Search Select And Apply An Applicant
Print Cart '~

BETA - Late Fees
e A conit st

BACK PREVITEM NEXTITEM TRAINNG CMDCTR JOBEST LEDGER MAINT STATUS NEWW/ORD OWNER(NGUYEN) PPTY DETAIL/STATUS RESIDENT LETTER = W/ORD

ACCT Payable
Security Deposit Rent Due D Grace Period i i
ACCT Receivable Status ity Deps ay Paid Fee Receipt
ACTIVE v Owe 25 350 LU L Account Statement
Email i (B34 Lale Fee Flal Base ale Fee% — Dally Late Fee
First Name Last Name SsN v ‘Account Statement W/Payment |
Leasing 0.00 5 500 .
Letters. Phone1 Phone2 ng Vioraton Fee”
50.00 50.00
Maintenance rati
ComailFortal Account Nams Passwors MovelnDale  LeaseExpiralion  LastIncrease Dale Last Increase
Marketing 912172015 0912012016
Rent Last Posted  Late Notice Dependents Pets
Owner
FirstName (Sec)  Last Name ssn a0t n g
Property Move In Appt Inspection Appt. Inspection Date  Move Out Date
. Phone1 Phone2
Reconcile
Deadline Date Refund Date Maove Reason
Reports )
‘Sec. EmailFortal Account Name Password <SELEGT FRC v

Resident
O m2m @ Lease EA
Residents m

Security Disburseme. .

Secondary Resident Information

Setup
L First Name Last Name SSN Cell Phone

Training

e dors Work Phone Moved In Moved Out Email

Your Doc Drop [ Add |

From the Tree View:

1. Expand Resident

2. Select Residents from the Drop-down list

3. Search for the Resident by Entering in the Street Name or the
Last Name of the Resident

4. Then click SEARCH
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Ul

. Select the Resident Detail Link from the list that generates
. Enter, Change or Update Rental Rate, Rent Due Date, Grace

Period (based on the signed lease or any amendments made to the
lease).

. The Base Late Fee, is the initial amount charged for being late

(either a flat fee or it can be a percentage calculated off the Rent
amount), while the Daily Late Fee is the amount charged on a
daily bases accruing until the rent is paid (this is above and beyond
the Base Late Fee).

. Then, click SAVE
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Resident Security Deposit Disbursement

Click here to Watch Video Tutorial
From the Tree View:

1. Expand Resident

2. Select Security Disbursement

3. Click NEW button to start a new breakdown

New Security Deposit Disbursement

Security Deposit Disbursement

BACK = TRAINING CMD CTR

Search For Disbursements

Log Out Resident Last Property Strest Resident Status~ From To

MNams
Command Center

PENDING
= i@y

Help & Training

CAZ Website
Web Property Search
M1 Client Portal
M1 Updates
Doc Drop Search
Print Cart
ACCT Payable
ACCT Receivable
Email
Leasing
Letters
Maintenance
Marketing
Owner
Property

Reconcile

s
O Resident

Residents

Security Disburseme..

Accounting Manual
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Security Deposit Disbursement Detail

Security Deposit Disbursement Detail

I'l'l1 Solu

—_— : BACK = CMDCTR

Print Preview Email to Resident Save To Resident File Cabinet|
Select A Resident
Log Cut
PZSELECT FROM LIST=
Command Center . = !_l__o__,-‘

Tablet Menu F)

CA3 Website Mziling Addres=1  Address2

Web Property Search °

M1 Client Portal City Fip Security Deposit  Refund Date

M1 Updates

Doc Drop Search Rez=on For Moving Statement Motes °
Print Cart <SELECT FROM LIST> = | | o
() =) b Lo ° )

ACCT Payable

ACCT Receivable :
Manage Line ltems

Email
Transfer Resident Charges From Job Estimate

Leasing
° <SELECT FROM LIST> |L] w
Letters 4 /i

Add Individual Line ltems
Maintenance -

Title Diescription Resident Cost
<SELECT FR[=]

Ohawrmer o
Property '\, /4

Reconcile

Marketing

Reports

. DESCRIPTION
Resident

Residents

Security Disburseme.. Copyright © 015 Pracision Business Rechnalogy Ine. A0 rights resanesd.

Setup

1. Select a resident from the Resident Drop-down (these are all
residents that have a Pending Status); once selected, the Security
Deposit amount & the Refund Date will appear.

2. Enter the resident’s new mailing address; if a new address has
not been provided, enter the existing property address

3. Select the Reason for Moving from the Drop-down list
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4. Enter in Notes if you wish for a notation to appear onto the
breakdown

. Click SAVE

6. Under the Transfer Resident Charges from Job Estimate

section, Select the Job Estimate from the drop-down menu

Then click TRANSFER

8. Review each item that has been transferred to confirm that you
wish the charges to remain and/or you may edit any item if need (If
any item is edited, click UPDATE for the edited items to be saved)

9. ADD any Individual Line Items that the resident may owe; such
as rent, late fees, etc. (Select a title, write a description, give it a
cost amount, then click ADD)

10. Once completed, check-mark the box at the top Save to
Resident File Cabinet

11. Then click PRINT PREVIEW for a hard copy

Ul

N
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Training Process Videos
Accounting Division Work Station

This is an overview of how the Work Station is Setup for the
Accounting Division using the Management One Licensed Operating
System.

Video - Accounting Division Work Station

ﬂ1 Solutions™

Property Management

Work Stations
Accounting Division

P ) 000/300

Click Here to Watch the Video in a Browser
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https://www.youtube.com/watch?v=V2fl7bbaxxE

How to Post PaylLease Bulk Rents

How to Post Bulk Rents from PayLease in the M1 Solutions Software
Click Here to View a Step-by-Step Tutorial Article

How to Post PayLease Bulk Rents - Video

ﬂ] Solutions™

Property Management

How to Post
{PayLease Bulk Rents

P » ) 000/249

Click Here to Watch the Video in a Browser

Accounting Manual
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https://www.youtube.com/embed/07HgxEoxv7I

How to Print Late Notices

How to Print 3-Day Late Notices in the M1 Solutions Software
Click Here to View a Step-by-Step Tutorial Article

How to Print Late Notices - Video

ﬂl Solutions™

Property Management

How to Print
Late Notices

P i ) o0o00/222

Click Here to Watch the Video in a Browser

Accounting Manual
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https://www.youtube.com/embed/G7U3GLGyIVM

How to Post Standard Bulk Rents

This is used in order to post multiple rents (Bulk) into their individual
property ledgers at one time, rather than having to Post each
individually. The system will auto-post the rents into the individual
ledgers and will auto-deduct the monthly commission that should be
taken from the rent... Also, in the event that a State Tax Withholding
applies or a monthly auto deduction is set up, this process will also
auto-deduct the amount set up in the property detail.

Click Here to View a Step-by-Step Tutorial Article

How to Post Standard Bulk Rents - Video

m1 Solutions™

Property Management

How to Post
Standard Rents in Bulk

P i ) o000/124

Click Here to Watch the Video in a Browser

Accounting Manual
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https://www.youtube.com/embed/NXNFMGuZeyY

How to Process Deposit Receipts

How to Process Deposit Receipts in the M1 Solutions Software
Click Here to View a Step-by-Step Tutorial Article

How to Process Deposit Receipts - Video

m1 Solutions™

Property Management

How to Process
Deposit Receipts

P i ) oo01/1:20

Click Here to Watch the Video in a Browser

Accounting Manual
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https://www.youtube.com/embed/DwsJOdG89qg

How to Process Pay Batch Checks

How to Process Pay Batch Checks in the M1 Solutions Software
This Function is used to Process Checks through ACH
Click Here to View a Step-by-Step Tutorial Article

How to Process Pay Batch Checks - Video

m] Solutions™

Property Management

How to Process
Pay Batch Checks

P » ) o000/1:35

Click Here to Watch the Video in a Browser

Accounting Manual
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https://www.youtube.com/embed/jQNhxGsKzZc

How to Setup Monthly Auto Deductions

How to Setup Monthly Auto Deductions in the M1 Solutions Software
Click Here to View a Step-by-Step Tutorial Article

How to Set up Monthly Auto Deductions - Video

ﬂl Solutions™

Property Management

How to Setup
Monthly Auto-Deductions

Pl ) oo01/156

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/u_If5PIsKkQ

How to Process Bulk Expense Posting

How to Process Bulk Expense Posting in the M1 Solutions Software
This is for monthly reoccurring expenses for items that you wish to
manually enter against the Ledger versus Auto-payment, once the rent
is paid.

Click Here to View a Step-by-Step Tutorial Article

How to Process Bulk Expense Posting - Video

ﬂl Solutions™

Property Management

How to Process
Bulk Expense Posting

P ) o001/154

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/ySOErRTc2MM

How to Print Checks

How to Print Checks in the M1 Solutions Software
Click Here to View a Step-by-Step Tutorial Article

How to Print Checks - Video

ﬁl Solutions™

Property Management

How to
Print Checks

P ) o001/128

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/Y-Re4BXxhsw

How to Process Invoice Posting in Bulk

How to Process Vendor submitted Invoices buy Bulk Posting in the M1

Solutions Software
Click Here to View a Step-by-Step Tutorial Article

How to Process Invoice Posting in Bulk - Video

m1 Solutions™

Property Management

How to Process
Invoice Posting in Bulk

P 4) o000/215

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/VyMcxxKn01w

How to Process Bulk Checks to Owners

How to Process Bulk Checks to Owners in the M1 Solutions Software
Click Here to View a Step-by-Step Tutorial Article

How to Process Bulk Checks to Owners - Video

ﬂl Solutions™

Property Management

How to Process
Bulk Checks to Owners

P » ) 000/0:50

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/eROwSPRIcjU

How to Add and Pay Pending Payables

How to Add and Pay Pending Payables in the M1 Solutions Software
Click Here to View a Step-by-Step Tutorial Article

How to Add and Pay Pending Payables - Video

m1 Solutions™

Property Management

How to Add
& Pay Pending Payables

P ) 000/313

Click Here to Watch the Video in a Browser

Accounting Manual
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https://www.youtube.com/embed/SJ7kbX9TJfI

How to Pay Pending Payables

How to Pay Pending Payables in the M1 Solutions Software
Click Here to View a Step-by-Step Tutorial Article

How to Pay Pending Payables - Video

m1 Solutions™

Property Management

How to Pay
Pending Payables

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/MPyV8t055_o

How to Search the Ledger

How to Search the Ledger - Video

Ledger Search

@ Solutions™

Property Management

>

How to
Search the Ledger

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/OKV2KqeoZoE

Selecting the Ledger from the Command Center

Selecting the Ledger from the Command Center - Video

12282014124834 LedgerfromCC

ﬂ1 Solutions™

Property Management
B

Selecting the Ledger

from the Command Center

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/gFGC5dYdd3s

Accounting Division Month End Process

Click Here to View Tutorial Video on How to Run a Report

Monthly
Click here to downloand a Word.docx version.

Month Staff Initials

Office

Print last commission sweep (all checks owed to company)
Confirm Deposit Receipts shows nothing pending to process

Run Uncut Check report to confirm no pending checks to process
(Report #18) Click Here to View How to Run this Report

1. Confirm all checks have printed
2. If no checks pending, still print screen

Run Owner Balances Report print all pages (Report #15) Click
Here to View How to Run this Report

3. Select property status of ALL
4. Select date range for last day of month

Run General Ledger Report print all pages (Report #76) Click
Here to View How to Run this Report

5. Select date range for today’s date of report being ran
6. Very Important that this ending balance matches the owner balance
or you may not continue

Run Check Accumulative Report print screen to include all
(Report #4) Click Here to View How to Run this Report

7. Select date range from first of month through last day of month
(IE: 1/1/15-1/31/15)

Run Voided Entries Report print screen to include all (Report
#21) Click Here to View How to Run this Report

8. Select date range from first of month through last day of month
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http://app1.m1sys.com/PMOS/systemdocs/Month%20End%20Closeout.docx
https://m1sys.screenstepslive.com/s/13266/m/51005/l/470130-18-uncut-checks
https://m1sys.screenstepslive.com/s/13266/m/51005/l/467260-15-owner-balances
https://m1sys.screenstepslive.com/s/13266/m/51005/l/467260-15-owner-balances
https://m1sys.screenstepslive.com/s/13266/m/51005/l/465052-76-general-ledger
https://m1sys.screenstepslive.com/s/13266/m/51005/l/465052-76-general-ledger
https://m1sys.screenstepslive.com/s/13266/m/51005/l/460082-4-check-cumulative
https://m1sys.screenstepslive.com/s/13266/m/51005/l/473957-21-voided-entries

Run Deposit Summary Report print screen to include all (Report
#10) Click Here to View How to Run this Report

9. Select date range from first of month through last day of month

Run Rental Analysis (Report #47) Click Here to View How to
Run this Report

10. No date range is selected; just Search & Print

Run Ledger Code Analysis print all pages (Report #33) Click
Here to View How to Run this Report

11. Select date range from first of month through last day of month

Run Security Deposit Report (Report #17) Click Here to View
How to Run this Report

12. Confirm both totals match before able finalize month end and
continue to next month

Run Security Deposit Ledger Report (Report #77) Click Here to
View How to Run this Report

13. Select date range from first of month through last day of month

Run Paylease report for returned items if applicable print screen

14. Select date range from first of month through last day of month

Attach all reports behind and put into your accounting book to be
packaged with all work for the month
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https://m1sys.screenstepslive.com/s/13266/m/51005/l/464995-10-deposit-summary
https://m1sys.screenstepslive.com/s/13266/m/51005/l/468272-47-rental-analysis
https://m1sys.screenstepslive.com/s/13266/m/51005/l/468272-47-rental-analysis
https://m1sys.screenstepslive.com/s/13266/m/51005/l/465535-33-ledger-code-analysis
https://m1sys.screenstepslive.com/s/13266/m/51005/l/465535-33-ledger-code-analysis
https://m1sys.screenstepslive.com/s/13266/m/51005/l/469163-17-security-deposits-held
https://m1sys.screenstepslive.com/s/13266/m/51005/l/469163-17-security-deposits-held
https://m1sys.screenstepslive.com/s/13266/m/51005/l/469041-77-security-deposit-ledger
https://m1sys.screenstepslive.com/s/13266/m/51005/l/469041-77-security-deposit-ledger

Form - Month End Closeout Checklist

Month End Closeout

Month Staff Initials

Office

____ Print last commission sweep (all checks owed to company)
___ Confirm Deposit Receipts shows nothing pending to process
____ Run Uncut Check report to confirm no pending checks to process (Report #18)
A Confirm all checks have printed
B. Ifno checks pending, still print screen
____ Run Owner Balances Report — print all pages (Report #15)
A Select property status of ALL
B. Select date range for last day of month
_ Run General Ledger Report — print all pages (Report #76)
A~ Select date range for today’s date of report being ran
B. Very Important that this ending balance matches the owner balance or vou
may not continue
_ Run Check Accumulative Report — print screen to include all (Report #4)
A Select date range from first of month through last day of month (IE: 1/1/13 —
1/31/15)
___ BRun Voided Entries Report — print screen to include all (Report #21)
A Select date range from first of month through last day of month
___ Run Deposit Summary Report — print screen to include all (Report #10)
A Select date range from first of month through last day of month
____Run Rental Analvsis (Report #47)
A No date range is selected; just Search & Print
__ Runledger Code Analvsis — print all pages (Report #33)
A Select date range from first of month through last day of month
____ Run Security Deposit Report (Report #17)
A Confirm both totals match before able finalize month end and continue to next
month
____ Run Security Deposit Ledger Report (Report #77)
A Select date range from first of month through last day of month
____Run Pavlease report for returned items if applicable — print screen
A Select date range from first of month through last day of month

Attach all reports behind and put into vour accounting book to be packaged with all work
for the month
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Daily Deposit Process Overview

A. Select a Property Ledger

ﬁl Solutions™

Property Management

Daily Deposit
A. Select a Property Ledger

Click Here to View a Step-by-Step Tutorial Article
Click Here to Watch a Video Tutorial

1. Locate the property in which the funds received are to be applied
2. Click on the ledger for the property

B. Apply Pending Receivables

ﬂl Solutions™

Property Management

Daily Deposit
B. Apply Pending Receivables

Click Here to View a Step-by-Step Tutorial Article

If the funds received are for any pending receivable, apply the funds
as needed

1. Enter the income with the income code that describes the funds
received and select the resident name if the item is paid by the
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resident so they get proper credit. Many rental income codes
related to residents will force you to select the resident, however
other codes will not.

C. Adding Pending Receivables

ﬁ] Solutions™

Property Management

Daily Deposit
C. Adding Pending Receivables

Click Here to View a Step-by-Step Tutorial Article

Should there be any outstanding funds owed by the resident, enter the
item(s) as pending receivable so it alerts all parties of what is still
owed.

1. Do a separate income code entry for each type of income that is
paid. If someone pays a lump sum but it is to cover multiple items,
it is recommended to break the items out so that the ledger clearly
shows what makes up the deposit, and to avoid future questions.

2. Once all credits have been applied, move onto the expenses.

D. Pay Fees

ﬁl Solutions™

Property Management

Daily Deposit
D. Pay Fees
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Click Here to View a Step-by-Step Tutorial Article

1. Confirm all fees owed to the company have been taken. Take each
item out separately if multiple fees are owed. Again, this helps
clarify to the client what is being deducted to prevent concerns of
overcharges.

E. Pay Invoices / Bills

m1 Solutions™

Property Management

Daily Deposit

E. Pay Invoices / Bills

1. Confirm all pending payables have been paid if applicable

Click Here to View a Step-by-Step Tutorial Article / Click
Here to Watch a Video Tutorial

2. Confirm all expenses have been posted

Click Here to View a Step-by-Step Tutorial Article / Click
Here to Watch a Video Tutorial

3. Confirm all outstanding invoices/bills/etc. have been paid

Click Here to View a Step-by-Step Tutorial Article / Click
Here to Watch a Video Tutorial
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F. Update Ledger Minimum

ﬁl Solutions™

Property Management

Daily Deposit
F. Update Ledger Minimum

Now let's verify if the ledger minimum is accurate. If the ledger
minimum is at the standard minimum it is recommended to verify if
there are any outstanding work orders that approval has been given
for an amount that exceeds the standard ledger minimum amount. If
there is nothing outstanding that this would affect, proceed back to the
ledger amount.

1. If there are outstanding items, proceed to the owner fees section in
the property detail screen and update the ledger minimum to retain
the standard amount plus the amount to cover the forthcoming
invoice(s)

2. In the event the ledger minimum was increased prior, verify that all
work orders have been resolved/paid and no other funds are
needed and decrease the ledger minimum back to the standard
retain.

G. Enter a Disbursement Check to the Owner

m1 Solutions™

Property Management

Daily Deposit

G. Enter a Disbursement Check to Owner
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Click Here to View a Step-by-Step Tutorial Article
Click Here to Watch a Video Tutorial

1. Proceed back to the ledger and enter a disbursement check to the
owner less the ledger minimum (if applicable)
2. Continue this process for all funds received for other properties

H. Deposit Receipt

m1 Solutions™

Property Management

Daily Deposit
H. Deposit Receipt

Click Here to View a Step-by-Step Tutorial Article
Click Here to Watch a Video Tutorial

1. Once all funds have been processed into the ledgers, continue to
the Deposit Receipt screen under Account Receivables.

2. Verify that all entries made match the funds that you have in hand
and that no data entry errors have been made.

3. Once you have verified that all funds match the entries, process the
deposit receipt. The deposit receipt should always match the
deposit that is taken to the bank to ensure a seamless reconciling
process the following month.

4. After the deposit receipt has been processed, continue to print
checks if applicable.
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I. Process Funds

m1 Solutions™

Property Management

Daily Deposit

|. Process Funds

1. Proceed and print hard copy checks as needed

Click Here to View a Step-by-Step Tutorial Article / Click
Here to Watch a Video Tutorial

2. Then Proceed to Paybatch checks as needed

Click Here to View a Step-by-Step Tutorial Article / Click
Here to Watch a Video Tutorial
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How to Perform a Resident Security Deposit
Disbursement

How to Perform a Resident Security Deposit Disbursement in the M1
Solutions Software
Click Here to View a Step-by-Step Tutorial Article

How to Perform a Resident Security Deposit Disbursement -
Video

ﬂl Solutions™

Property Management

How to Perform
a Security Dep. Disbursement

P i ) o002/221 ;o il = -

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/WaiO0xV14YY

How to Generate a Report

How to Generate a Report in the M1 Solutions Software and export the
File information

Video - Generating Reports

I‘_I‘I_l Solutions™

Property Management

How to
Generate Reports

0:02/3:30

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/aDFh7PxwWUc

Introduction to the Property Ledger

This is the Property Ledger that Accounts for the entry of all Income
and Expenses for the Property throughout the management of this
Account. It encompasses the Owner, Resident, Vendors & Management
Company and links all relative files for invoices, work orders & issued
checks.

Click here to view a Step-by-Step Tutorial Article

Video - Navigating the Property Ledger

ﬂl Solutions™

Property Management

How to Navigate
the Property Ledger

P ) o002/52

Click Here to Watch the Video in a Browser
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https://www.youtube.com/embed/KodFaNBhve4

