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The First 100 Days for Accounting / Customer Service

0-30 days
In Process

Completed

Accounting
100 Most Asked Questions at Management One Test

M1 software training 40 min

One Touch system

Read Training Manual

Watch all Accounting Videos

Learn operations algorithm 17,15,12.8

Learn ILR

Learn LMS

Learn RML

Take Management Agreement test

Take Rental Agreement test

Key Board training
Key board - update board as status' change

Follow monthly calendar
Daily deposit

Run rent receipts monthly

Post rents

Bulk posting of rents

Prep 3-day notices for late rents

Print and prep 3 days for Property Inspector
Send monthly account statements to owners

Proof invoices with Pl 20 minutes a week
Pay Invoices weekly to vendors

Cut checks to owners, residents, vendors, etc.
Retains on accounts - update retains

Sweep - paying Management One weekly on commission owed
Utilities - turning on/off during vacancy

Take bookkeeping/customer calls from residents, owners, etc.
Reports - daily & weekly reports

The First

Make Keys on Key Machine
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http://app1.m1sys.com/PMOS/systemdocs/100%20Q&A.docx
https://m1sys.screenstepslive.com/s/13266/m/34832
https://m1sys.screenstepslive.com/s/13266/m/49813/l/506132-one-touch-system
https://m1sys.screenstepslive.com/s/13266/m/49692
https://m1sys.screenstepslive.com/s/13266/m/49692/c/155085
https://m1sys.screenstepslive.com/s/13266/m/49692/l/621846-keyboard-system
https://m1sys.screenstepslive.com/s/13266/m/51005/l/510449-ilr-internal-leasing-report
https://m1sys.screenstepslive.com/s/13266/m/51005/l/474272-28-resident-rented
https://m1sys.screenstepslive.com/s/13266/m/51005/l/511379-rml-resident-move-in-ledger
http://app1.m1sys.com/PMOS/systemdocs/Management%20Agreement%20Test.docx
http://app1.m1sys.com/PMOS/systemdocs/Rental%20Agreement%20Test.docx
https://m1sys.screenstepslive.com/s/13266/m/49813/l/479266-keyboard-system
https://m1sys.screenstepslive.com/s/13266/m/49692/l/621846-keyboard-system
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468687-daily-deposit-process
https://m1sys.screenstepslive.com/s/13266/m/34832/l/447437-how-to-post-standard-bulk-rents
https://m1sys.screenstepslive.com/s/13266/m/49692/l/344775-printing-late-notices
https://m1sys.screenstepslive.com/s/13266/m/34801/l/344775-printing-late-notices
https://m1sys.screenstepslive.com/s/13266/m/51005/l/458648-1a-account-journal-owner-statement
https://m1sys.screenstepslive.com/s/13266/m/34801/l/386742-bulk-invoice-posting
https://m1sys.screenstepslive.com/s/13266/m/34801/l/344763-printing-checks
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468733-retains
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468754-sweep-checks-to-the-operating-account
https://m1sys.screenstepslive.com/s/13266/m/49692/l/482843-utilities
https://m1sys.screenstepslive.com/s/13266/m/49692/l/482832-reports

31-60 Days

In Process

61-100 Days
In Process

Completed

Accounting
Make address changes into system for owners, vendors, etc.
Back on Markets

Market comps - CRA for back on markets

Lawn service - adding/canceling temporary and permanent

service
Property Kills - once rented, kill from rental list, etc.

New properties - enter into the system
New leases/re-rents - enter new resident information into the

system

Notices of violations to residents from HOA's, etc.

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

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

Security deposits - breakdowns to residents, disputes,

collections
Collection of resident owes/late fees - weekly tracking, sending

Completed

notices

Eviction Updates to owners’ weekly
Issue Emergency repairs if Pl is not in the office

Accounting
Pull files and videos (if not in m1 software) for Pl on BOM
Prep Security Deposit Disputes and then converse with Pl

Do a Security deposit disbursement
Closeout of account - statements/releases to owners,

residents
Accounting / Bookkeeping - Customer Service Test

The First

Retake any test to be at 90% or better

100 Days for Accounting / Customer Service Page |3

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


https://m1sys.screenstepslive.com/s/13266/m/49692/l/468683-address-changes-for-owners
http://app1.m1sys.com/PMOS/systemdocs/Back%20On%20Market.docx
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468712-market-comps-cra
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468993-lawn-service
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468993-lawn-service
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468715-new-properties
https://m1sys.screenstepslive.com/s/13266/m/34801/l/344799-how-to-add-a-new-resident
https://m1sys.screenstepslive.com/s/13266/m/34801/l/344799-how-to-add-a-new-resident
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468742-security-deposit-breakdowns-to-residents
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468742-security-deposit-breakdowns-to-residents
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468656-resident-owe-collections
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468656-resident-owe-collections
https://m1sys.screenstepslive.com/s/13266/m/55299/l/517569-eviction-process
https://m1sys.screenstepslive.com/s/13266/m/49692/l/468750-security-deposit-breakdown-disputes
https://m1sys.screenstepslive.com/s/13266/m/49692/l/515100-account-close-out-procedure
https://m1sys.screenstepslive.com/s/13266/m/49692/l/515100-account-close-out-procedure
http://app1.m1sys.com/PMOS/systemdocs/061720161636520071_D%20-%20Accounting%20Customer%20Service%20Division%20Test%20%20%20rev%20-%206-9-16%20-%20Ron.doc

