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This manual, as well as the software described in it,
is furnished under license and may be used and/or
copied only in accordance with the terms of such
license. The content of this manual is furnished for
informational use only, is subject to change without
notice, and should not be construed as a commit-
ment by Tenmast Software. Tenmast Software as-
sumes no liability for any errors or inaccuracies that
may appear in this manual.

Except as permitted by such license, no part of
this publication may be reproduced, stored in a
retrival system, or transmitted, in any form or by
any means, electronic, mechanical, recording, or
otherwise, without the prior written permission of
Tenmast Software. Permission to produce copies
for official use is expressly granted to organizations
and individuals with a current Update and Support
Agreement with Tenmast Software for the mainte-
nance and support of Tenmast Software’s WinTen
Tenant Accounts Receivable program.

Any references to company, housing authority,
or individual names or identities in examples or
screen images are for demonstration purposes
only and are not intended to refer to any actual
organization or person.
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INTRODUCTION

The WinTen Tenant Accounts Receivable program
is a data management program designed for use
on computers running the Windows 95, 98, ME,
NT, 2000, or XP operating system. The interface
is designed for use in a Windows environment and
includes point-and-click mouse actions, pull-down
menus, and Windows-based help functions. This
manual contains all of the information you need
to use the WinTen Tenant Accounts Receivable
program (hereafter referred to as Tenant Accounts
Receivable, Receivables, RCV, or TAR).

Version Information

This manual is written for the 11/14/2003 release of
Receivables. It does not apply to previous versions
of the program (including MS-DOS-based ones)
and some sections may be inaccurate with regards
to later versions.

Whenever Tenmast issues an update to this pro-
gram, we will notify your agency through email. If
you have a current Update & Support Agreement
for this program, you may download and install
the update through the Tenmast Update Manager
program. During the download and installation
process, Update Manager will notify you of the
changes to the program.

We periodically update this manual to reflect signif-
icant changes to the program. You may download
this updated documentation from our Web site at
no charge.

Getting Help

Though we have made every effort to make this
manual as comprehensive as possible, no docu-
ment can cover all contingencies. If you encounter
problems with Receivables, call the Tenmast Train-
ing & Support Department toll-free at (877) 359-
5492 or send email to support@tenmast.com.

Revisions

To better serve our clients, we constantly update our
manuals, just as we constantly make improvements
in our programs. If you find an error or omission in
this documentation or have a suggestion forimprov-
ing it, call the Tenmast Marketing/Communication
Services Department toll-free at (877) 836-6278 or
send email to info@tenmast.com.

Hint: Downloading Manuals

You can find the current version of this manual in the Client
Service Area of our Web site at http://www.tenmast.com.
All manuals are available in PDF file format. You must have
version 4.0 or newer of Adobe Acrobat Reader to open and
print manuals. You can also order printed copies of the
manual through our Marketing/Communication Services
Department.
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ProGRAM OVERVIEW

The WinTen Tenant Accounts Receivable program
is designed to assist you in managing financial,
household, and dwelling unit data on every subsi-
dized housing tenant who falls under your agency’s
jurisdiction. It enables you to track both cyclical
(e.g. monthly rent) and one-time (work order)
charges against individual tenants’ accounts. Ad-
ditionally, it collects HUD-required reporting data
for PHAS and PIC.

Program Integration

As with all WinTen software, Tenant Accounts Re-
ceivable is designed to integrate with other WinTen
programs. This data sharing enables for more ef-
ficient operation, as multiple programs can pass
data back and forth without the need for operator
intervention. Tenant Accounts Receivable inte-
grates with the following other WinTen modules:

General Ledger

The primary purpose of Tenant Accounts Receiv-
able is to track the payments that tenants make
to your agency and the charges that they accrue.
Receivables periodically posts the financial data
from these transactions to the Receivables Jour-
nal database. The General Ledger program then
transfers this data to its General Ledger database.
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Occupancy and Rent Calculation

Occupancy and Rent Calculation sends appropri-
ate change instructions to the Tenant Accounts Re-
ceivable program whenever a change in a public
housing tenant’s data indicates that the tenant’s
rent should be altered. This change does not
have to be immediate - if you set a future effective
date in Occupancy and Rent Calculation, you can
prepare for a change that will not take effect until
one or more months later. When you initialize Re-
ceivables into a new month, the program checks its
database of outstanding changes (known as “F58
Link”) and makes any changes that have effective
dates in the new month.

For a more thorough explanation of the relationship
between Tenant Accounts Receivable, Occupancy
and Rent Calculation, and the F58 Link database,
see the diagram below.

Tenant Accounts Receivable never
operates in future months. For
Receivables, there is no real "future,"

Occupancy and Rent Calculation

except for repeating charges.

However, Occupancy and Rent
Calculation can record events that
will change a tenant's rent months in
advance of the date on which they
will occur. This program doesn't
have a problem with seeing the
future - it simply makes a note to
change the tenant's rent when the
effective date of the event arrives.

The 58 Link database is the tool that
Tenmast uses to reconcile these two
programs' different views of the
future.

\

/

58 Link Database

When a user records a future rent-changing
event in Occupancy and Rent Calculation, he
assigns the event an effective date. If the
effective date isn't in the current month,
Occupancy and Rent Calculation makes a
note about it in the 58 Link database.

/
Every time a user initializes it into a new

month, Tenant Accounts Receivable looks in
the 58 Link database. If it sees any rent
changes for the month into which it's moving, it
grabs those records and changes the
appropriate tenants' rents.

-

Tenant Accounts Receivable
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Master Unit Manager

Receivables stores data on every public housing
unit in your agency’s jurisdiction in its Master Unit
database. HUD requires this data for PIC report-
ing purposes. The Master Unit Manager program
draws this data from the Master Unit database and
packages it in a format that the PIC Web site can
accept.

PHAS

The PHAS program compiles all data that HUD
requires for PHAS reporting. This includes several
items that Receivables stores, such as move-out
and move-in dates. PHAS gathers this data from
Receivables when you are producing Form HUD-
50072 in PHAS.

Public Housing Inspections

When you schedule an inspection, the Public Hous-
ing Inspections program reads the next inspection
date for the unit from Receivables’ database of ten-
ant information.

When you save a completed inspection, the In-
spections program looks at the inspection date
of that inspection and writes that date to the last
inspection date of the unit in the Master Unit data-
base.

If the last inspection date is different from the date
in the Master Unit database, the Inspections pro-
gram makes the date of the tenant’s next inspec-
tion one year after the date of the inspection that
was just completed.
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WorkOrder

The WorkOrder program interacts with Tenant Ac-
counts Receivable in a perpetual cycle of two-way
data exchange with a database called Service1
acting as an intermediary. Whenever a user com-
pletes a work order, WorkOrder records the tenant
charges for that work order in Service1. During
monthly initialization or bill printing, Receivables
adds those charges to the tenant’s account. Dur-
ing the next monthly initialization after the tenant
has paid the charges, Receivables records the
payment in Servicel. WorkOrder, during its next
monthly initialization, picks up the record of the
payment and marks the work order as paid.

For a more thorough explanation of the relationship
between Tenant Accounts Receivable, WorkOrder,
and the Service1 database, see the diagram be-
low.

Tenant Accounts Receivable

\

Step 3 4 A

ouri A Step 2
uring monthly initialization, , \
. When you bill a work order's charge,
Receivables reads all work order )

. . Receivables marks that work order as

charges that are recorded in Service1

. . billed and/or posted to the tenant's
and applies them to the appropriate -
\ " account and records this in the
tenants' accounts for the new billing )
. Service1database.
period. \_ )

N J '
Service1 Database
A / \
Step 4
Step 1 Service1 retains a record of the work

order's billing. If you edit the tenant
charge in WorkOrder, a message
appears that tells you that your
agency has already billed the charge
and you need to change the tenant's
account in Receivables.

LG 4

When you complete a work order,
WorkOrder records all tenant charges
and posts them to the Service1
database.

WorkOrder
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Program Navigation

WinTen Tenant Accounts Receivable is the largest
and most complex module that Tenmast offers.
For the new user, navigation among the program’s
screens and tabs may be a bit confusing, particu-
larly in the Setup and Tenant Edit/Review screens.
The diagrams on the following pages illustrate the
navigational relationships between these two areas
and the functions to which they allow access.
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_| Primary Settings Sub-Tab

|
—| Additional Settings Sub-Tab |
|

—| Security/Pet Deposit Sub-Tab

—| Grievance Sub-Tab |

Default Settings Tab

—| Delinquent Notice Info Sub-Tab |

_| Delinquent Notice Memo Sub-Tab |

4( EPF Setup Sub-Screen

—( EPF Settings
—C Address Info Tab

Setup Screen

)
)
EPF Setup Sub-Screen )

/
-
/
Proi Tab EPF Setup Sub-Screen
rojects Ta \_
—| Utility Setup Sub-Tab |
Utilities Tab I Allowance Tables Sub-Tab |
_| Rate Tables Sub-Tab |
{Master Unit Maintenance Sub—Screen)
Master Units Tab —( Master Unit Main Tab )

_C Inspection Status Tab )
—( Events Tab

Late Charge Rate Tab

_( Utilities Tab )

G/ent Information Edit Sub-Screeﬂ
Special System Functions Tab (Appendix B)
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Main Info Tab

Maintain Notes[]

Deposit/Repay Tab

[ Browse Inspections ]

NI

k Sub-Screen

Sub-Screen

( Pet Deposit Transfer/Refund

Tenant Edit/Review Screen

Charges Tab

_Gecurity Deposit Transfer/Refund

—

k Sub-Screen

Sub-Screen

NI

Promissory Note/Retro Rent
Agreement Functions

Utilities Tab

L

Details Tab

Work Orders Tab

Inspections Tab

{ Main Utilities Sub-Tab |

| Supplemental Meter Readings Sub-Tab |

[ Inspection Details Sub-Screen ]

Unit Info Tab )

Inspect Tab )—

Deficiencies Tab )

Notes Tab )

|

Inspection Items(]
Sub-Screen

M LILI
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Cycuicat Actions

Receivables, like most programs that deal with fi-
nancial data, operates on a monthly activity cycle.
At the beginning and end of each month, you need
to perform certain actions to “close the books” on
the old month and open them for the new month.
Tenmast calls this process initialization, and this
manual examines it in more detail in the Initial-
ization chapter. During each month, you also go
through a normal cycle of activity, as tenants move
in, accrue charges, make payments, and move out.
The following lists are Tenmast’s recommendations
for the actions you should perform during each part
of the Tenant Accounts Receivable operational
cycle.

Beginning a New Month

1. Review the program’s setup (see the Setup
chapter) and make any necessary changes.
Under most circumstances, you should not
need to change any settings.

2. Print a Monthly Rental Register report for the
beginning of the month (Reports screen, Ten-
ant Accounting tab).

First Week of a New Month (Each Day)

1. Collect payments (cash, checks, money orders)
and print receipts (Payments Menu screen,
Payment with Receipt function).

2. Print the Daily Receipt report and the Report
of Payments without Receipt report (Reports
screen, Tenant Accounting tab).

3. Every day you make a bank deposit, print Bank
Deposit report and Non-Dwelling Deposit Log
report (Reports screen, Tenant Accounting
tab).

4. Make a deposit.

a. Return the deposit slip to your agency’s
bookkeeper.

b. Record the deposit transaction in the Gen-
eral Ledger module.

5. Print a Monthly Rental Register report or Month-
ly Rental Register Summary report (Reports
screen, Tenant Accounting tab). When the pro-
gram asks you if you want to post to the ledger,
click Yes.
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6. Process the Complete Totals report and the
Daily Statement of Operations (DSO) report
(Reports screen, Tenant Accounting tab).

a. Print the reports.
b. Initial the reports.
c

. Attach any adjustment slips for changes in
charges or changes in previous balances
from the last reports.

d. Pass the reports to your agency’s
bookkeeper/accountant.

1. Review adjustments.

2. Check accounts 1122/2114 and promis-
sory note/retroactive rent accounts (if
used).

3. If OK, initial and go to (e), below.

4. If not OK, reconcile errors, repeat pro-
cess until OK.

e. Pass the reports to your agency’s executive
director.

1. Review reports.

2. Pass reports back to receivables clerk
for filing and comparison to the next
reports.

7. Perform backups.
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During the Month
Keep the Rental Register Correct

1. If a tenant’s rent changes, change the tenant’s
records accordingly.

2. If a charge is incorrect, correct it.

3. Keep adjustment slips for documentation with
daily status. Print a Receivables Detail report
for any adjustments that need to be tracked.

Track Late Charges
At the time that tenants become delinquent:

1. Check late charge rates (Setup screen, Late
Charge Rate tab).

N

Apply late charges (Charges screen, Late
Charges tab).

w

. Print late charge bills (Billing Menu screen)

5

. Print delinquent notices (or create them via mail
merge) (Billing Menu screen).

Process Move Outs

1. Move out tenant and change to Z account for
holding (Tenant Edit/Review screen, Move Out
button).

a. Receivables changes the unit to a Z unit.

b. Receivables changes the tenant’s future
rent to zero.

c. If it's tied to Occupancy and Rent Calcu-
lation, Receivables automatically moves
a copy of the tenant’s record to history,
changes the transaction code to 6, and cre-
ates an eTrans record. If Occupancy and
Rent Calculation isn’t tied in, you must do
this manually.

d. Receivables marks the unit as vacant and
begins accruing PHAS vacancy days.

2. Determine all charges and post them. This may
take you into next month, but this is not a prob-
lem. Posted future charges remain inactive un-
til monthly initialization activates them, at which
time they will accrue normally.
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3. Transfer/refund the tenant’s security and pet
deposits after posting all charges (Tenant Edit/
Review screen, Deposit Info tab, Pet Deposit or
Security Deposit button).

a. Pay all balances possible.

b. If deposit money remains after you've ap-
plied the deposit to all outstanding charges,
create an entry in Accounts Payable (“Pay-
ables”) for a refund.

o

. For the Payables entry, use the tenant’s new
address (if known) or last known address (if
you have no forwarding address).

d. Print the refund check from Payables: credit
account 1111.1, debit account 1122.

e. If a user error occurs during the procedure,
use the Reverse Deposit Transfer/Refund
function on the Payments menu.

Transfer Tenants Between Units

When transferring a tenant from one unit to an-
other (Tenant Edit/Review screen, Main Info tab,
Transfer Tenant button), remember that the new
unit must be vacant and in a condition to accept a
new tenant.

Process Utilities
. Review utility allowances.
. Check charge rates.

1

2

3. Enter meter readings.

4. Print and review new meter reading reports.
5

. Print next month’s utility bills.

Process Work Orders

1. Enter each work order with its appropriate
PHAS code.

2. Complete each work order (add date completed
and tenant charge).

3. If WorkOrder and Receivables are set up to
work with one another, WorkOrder automati-
cally copies tenant charges to the Service1
database.

4. Print work order bills (Billing Menu screen).
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Process Rent Changes and Updates from

Occupancy and Rent Calculation

1. Make all necessary changes in Occupancy
and Rent Calculation’s Tenant Detail screen:

income, assets, expenses, and household
members.

2. Enter the date on which the tenant’s rent change
will take effect on the Main tab of the Tenant
Detail screen in Occupancy and Rent Calcula-
tion.

3. Occupancy and Rent Calculation automatically
calculates TTP and tenant rent.

4. Print a Form HUD-50058 or Form HUD-50059
for the tenant.

Process Move-Ins
Remember to pro-rate charges, if applicable.

Collection Loss Payments (Payments Menu
screen, Payments with Receipt and Charge Off
functions)

Process Future Billing (Billing Menu screen)

1. Be certain all balance and future charges are
correct. The program will automatically bring
in work order charges from the Service1 data-
base, based on the dates chosen.

2. Print future all-in-one bills.
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At the End of the Month

1. Be certain you have entered all payments.

2. Process the final Bank Deposit report and make
the corresponding deposit.

3. Print the final Deposit Log for Non-Dwelling
Rental Income.

4. Prepare the final Monthly Rental Register re-
port.

a. Check it for errors.
b. Correct all errors.

c. Print it one last time once it is correct, an-
swering “Yes” when Receivables asks you if
you want to post to the General Ledger.

5. Print all other required reports:
a. All Receipts in Receipt Number Order
b. Payments Without Receipt
c. Promissory Note/Retro Rent Listing
d. Receivables Detail Listing
e. Future Charges/Rent Listing
f. Link Report

6. Perform the pre-initialization procedure as de-
scribed in the Initialization chapter.

~

. Perform the initialization procedure as described
in the Initialization chapter.

8. Print all-in-one bills.
9. Start the new month.

At the End of the Calendar Year

Charge off tenants.

Perform end-of-month procedures as described
above.

During initialization, clear YTD rent receivable to-
tals.
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PLANNING QUESTIONS

Before you begin using the Tenant Accounts Re-
ceivable program, there are a few questions that
you should answer to ensure smooth and organized
data management. These questions address both
program setup and agency procedures.

Number of Projects

Identify the projects your agency controls with a
simple numerical index (1, 2, 3...).

Identify the position that each project occupies on
your agency’s rental register.

This information will assist you in setting up project-
based accounting procedures. For more informa-
tion on project-based accounting, see the explana-
tion and diagram in the Setup chapter.

Ledger Account Numbers

Identify the General Ledger account in which each
project accrues income credits (3110, 3690...).

Identify the General Ledger account in which each
project accrues receivable items (1122...).

For more information on General Ledger account
numbers, see the WinTen Master Setup and WinT-
en General Ledger program manuals.

Master Unit Database

Identify each unit with a unique unit number.
Identify the status (PHAS status) and condition
(available, under modernization, etc.) of each unit.
Late Charges

Determine your agency’s policies for late charges.
Determine the formulas used to calculate any of
the following rate charge types that your agency
uses:

« flat rate
* percentage of late payment
» conditional

* daily rate
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Utilities and Meter Readings

Determine the utilities (water, gas, electricity) for
which your agency bills tenants (“active” utilities).

Decide whether your agency bases utility allow-
ance tables on number of bedrooms per unit or
number of members per household. Calculate the
utility allowance tables and utility rates.

Determine the active utilities for which your agency
performs its own meter readings.

Decide whether your agency takes meter read-
ings in unit number order (101, 102, 103, 104...)
or in read order (the order in which the units are
arranged on the street). For more information on
read order, see the explanation and diagram in
the Setup chapter. If your agency takes readings
in read order, determine the read order for each
project.
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Main Menu

This screen is the starting point for using each of
the Tenant Accounts Receivable functions. This
manual details each function in its respective chap-
ter.

= Tenant Accounts Heceivable Main Menu
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SETUP

The first time you run Tenant Accounts Receivable,
the first option you should select from the Main
Menu is Setup. All WinTen programs have Setup
functions. The settings in the Setup screen control
the program environment, and you can change
many aspects of the program’s operation through
these settings. Be careful to enter the proper infor-
mation, as inaccurate settings can cause Receiv-
ables to function in an unexpected manner.

The individual in charge of your WinTen programs
should periodically review each program’s Setup to
ensure that it is still correct. Access to the Setup
screen should be restricted through the Tenmast
Security program after the initial settings have been
entered in order to prevent accidental changes to
the settings.

To use the Setup functions, click the Setup button
or press <S> at the Main Menu.

.= Tenant.\ccounts 1!
File Help

Bepons | FReport Options

anmemsl Payments and Credits Menu

Billing Options
Postto Ledger
Index Databases

e Setup

Feriodic | Periodic Reports and Initialization
] Exit
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SETUP SCREEN

The Setup screen has six tabs: Default Settings,
Projects, Utilities, Master Units, Late Charge Rate,
and Special System Functions. It always opens on
the Default Settings tab, as shown below.

Default Settings Tab

The Default Settings tab contains your agency’s
identifying and addressing information, as well as
general settings that control how the program op-
erates. It has six sub-tabs along its bottom edge:
Primary Settings, Additional Settings, Security/Pet
Deposit, Grievance, Delinquent Notice Info, and
Delinquent Notice Memo. It always opens on the
Primary Settings sub-tab, as shown below.

Default Settings | F'r-:uiectsl thilitiesl Mazter Urits | Late Charge Bate | Special System Functions

l#B2 &S -

Organization M ame ITENM.&ST CITY HOUSING AUTHORITY

Address |132"-.:"ENTLIFEE CT..5TE. 1

Phaone I[EEE]#EE-EDH

City, State, Zip |LE><|N|3T|:|N

[ky =] [40511 Fax |(853)367-7480

Marne of miscellaneous tenant charge #1  [CABLE TY

Mame of miscellaneous tenant charge #2  [COURT COST

Mame of miscellaneous tenant charge #3  [EVICTION

Recervables Month I 4
Receivables Year |2|:||:|3 vl

Mame of miscellaneous tenant charge #4  |SUPPLIES

Mame of miscellaneous tenant charge #5  [CLEAN-UR

Diirectary Settings [leave blank if nat tied in)

Rental Register Options
[ Print using 2 lines

Figld ta put on First Line ILlnit # 'I

Ledger |H:\MKTTEN\MKTPHZ,

[T Include adjustments when posting ta Ledger

[~ Post deposits ta Check Reconciliation and Ledger

Search Screen Optiohz

Default Yiew I.ﬂ.ll Current Tenants j
Default Ordered by I Mame j

Papables |H:khf| KTTENSMETPHZ

[T Use mailing address for Payables refunds

W DoMOT allow edit of Previous Balances on Tenant

Version Date | 08/08/2003

Primary Settings | Additional Settings | Security/Pet Deposit

Grievance

Delinquent Hatice Infa | Delinquent Matice kemo
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Default Settings Tab Controls

Color Settings Button

Clicking this button opens the Color dialog box.
By clicking on a color, you can set the background
color of the Receivables screens. Note that some
parts of some screens may remain unchanged so
they remain readable.

Default Settings Tab Other Functions

Electronic Payment File Setup

Select this option to open the Electronic Payment
File Setup sub-screen. For more information on
this sub-screen and electronic payment file pro-
cessing, see Appendix D: Electronic Payment File
Processing.

Exclude Charges to be Refunded

Select this function if you want to exclude specific
charge types from the “balance to be refunded”
calculations that the program performs when you
perform a refund on a tenant’s total balance. The
Select Charge Types to Exclude from Refund dia-
log box opens. Use the standard WinTen controls
to edit the settings in this dialog box. Check the
box next to each charge type that you want to ex-
clude from the refund calculations.

Maintain Caseworkers

This command opens the Maintain Caseworkers
sub-screen. This sub-screen enables you to add,
edit, and delete individual caseworker records. For
more information on this sub-screen, see the end
of this chapter.

Maintain Management Codes

This command opens the Maintain Management
Codes sub-screen. This sub-screen enables you
to edit the management codes that Receivables
uses. For more information on this sub-screen,
see the end of this chapter.

Defing Custom Colors > |

Cancel |

Hint: Color Settings

A color setting, like any other setting, is only applied to the
current data area. Many agencies use this feature to color-
code their data areas so users can tell at a glance what
data area they’re currently using.

-

Electronic Payment File Setup
Exclude Charges to be Refunded
M aintain Cazeworkers

t aintain Management Codes
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Primary Settings Sub-Tab

The Primary Settings sub-tab contains your
agency’s identifying and addressing information,
user-defined charge fields, directory settings, and
fiscal year information. Use the standard WinTen
controls to edit the data on this sub-tab and save or
cancel your changes.

Default Settings | F'r-:uiectsl thilitiesl Mazter Urits | Late Charge Bate | Special System Functions

l#B2 &S -

Organization M ame ITENM.&ST CITY HOUSING AUTHORITY

Address |132"-.:"ENTLIFEE CT..5TE. 1

Phaone I[EEE]#EE-EDH

City, State. Zip [LEXINGTON [k =] [40571 Fax [1859)367-7480

Mame of miscellaneous tenant charge #1  [CABLE T

Mame of miscellaneous tenant charge #2  [COURT COST

Mame of miscellaneous tenant charge #3  [EVICTION

Recervables Month I 4
Feceivables Year IEEIEIE vl

Marne of miscellaneous tenant charge #4  [SUPPLIES

Marne of miscellaneous tenant charge #5  [CLEAN-UP

Directory Settings [leave blank if not tied in)

Rental B egister Optionz
[T Print uging 2 lines

Field to put on First Line |L|r'|it B "I

Ledger [H:\MKTTENMKTPHZ!
[T Post deposits ta Check Reconciliation and Ledger

[ Include adustments when posting bo Ledger

Search Screen Options

Default e I.ﬂ.ll Current Tenants j
Default Ordered by I Mame -]

Payables [H:\MKTTENMKTFHZ,

[ Usze mailing address for Payables refunds

W Do MOT allow edit of Previous Balances on Tenant

Version Date | 018/08/2003

Frimary Settings | Additional Settings | Secunty/Pet Deposit | Grievance | Delinquent Matice Info | Delinguent Motice Mema

Primary Settings Sub-Tab Data Fields

Organization Name
This is the name of your agency as it should appear
on billing statements and official HUD reports.

Address
This is your agency’s street address.

City, State, Zip
This three fields are your agency’s city, state, and
Zip code.

Phone
This is your agency’s phone number as it should
appear on billing statements.
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Fax
This is your agency’s fax number as it should ap-
pear on billing statements.

Miscellaneous Tenant Charges

The Tenant Accounts Receivable program enables
you to configure five tenant charges for whatever
purposes you desire. These five fields are for you
to enter the names of these charges. Your agency
can use these charges for anything from lawn care
to cable TV to move-out cleanup.

NOTE: Do not leave the Miscellaneous Tenant
Charge fields blank. This may cause some re-
ports to be improperly formatted.

Directory Settings

Ledger

If your agency uses the WinTen General Ledger
program and you want to post tenant charges to
it, this is the full path to the directory in which the
program should post these charges. Normally, this
is the same directory in which Receivables data is
stored. Leave this field blank to stop any postings
to the General Ledger from Receivables.

Post deposits to Check Reconciliation and
Ledger

If you want to post deposit transactions to both the
Check Reconciliation program and the General
Ledger program, check this box.

Include adjustments when posting to Ledger
If you want to post adjustment transactions to the
General Ledger, check this box.

Payables

If your agency uses the WinTen Accounts Pay-
able program and you want to create invoices in
Payables for tenant refunds, this is the full path to
the directory in which the Payables data is located.
Normally, this is the same directory in which Re-
ceivables data is stored. Leave this field blank to
stop Payables invoice creation from Receivables.

Use mailing address for Payables refunds

If you check this box, the program uses each
tenant’s mailing address (not his physical address)
when creating invoices in the Accounts Payable
program for tenant refunds.

Hint: Miscellaneous Tenant Charge #2

If your agency uses the Daily Statement of Operations
(DSO) report generated by Receivables, you must set Mis-
cellaneous Tenant Charge #2 to “Court Costs” for the DSO
to print properly. If your agency does not use the DSO, you
may ignore this requirement.

Hint: Posting to the General Ledger

If you are using this option, you must set the General Led-
ger program to gather data from “Other Directories.” If you
do not set this option, General Ledger will not retrieve data
from Receivables.
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Receivables

Month

This is the current month. Receivables automati-
cally updates this field whenever you initialize into
a new month.

Year

This is the current calendar year. Receivables au-
tomatically updates this field whenever you initial-
ize into a new year.

Rental Register Options

The Rental Register Options fields control the for-
mat in which the program prints the Rental Register
report.

Print Using 2 Lines

Check this box if you want the Rental Register to
use two lines for each tenant’s details. Leave it
unchecked if you want each tenant’s details to oc-
cupy one line.

Field to Put on First Line

This drop-down selection box enables you to speci-
fy which unique data field to include on the first line
of each tenant’s record: Unit # or Account #.

Search Screen Options

Default View
This is the default “view” option that will be selected
whenever you enter the Browse Tenants screen.

Default Ordered By
This is the default sort order that will be selected
whenever you enter the Browse Tenants screen.

Previous Balances

Do Not Allow Edit of Previous Balances on
Tenant Screen

If this box is checked, users cannot edit tenants’
previous balance values on the Tenant Detail
screen. They must use the Payment Wizard to edit
this data.

Default Setiings | Projests | Utities | Master Units | Late Charge Riate | Spesial System Funcions

Bl#m0 | ®s -

Organization Mame: |TENMAST CITY HOUSING AUTHORITY

Addiess |132VENTUF\E CT.STE.1

City, Stale, Zip [LEXINGTON [ky =] [40511

Phone |[BEB]455—EDE1 Fax I[BEH]EE?—NBD

MName of miscelaneous tenant charge #1 W
Name of miscellaneous tenant charge #2 W
MName of mizcelaneous tenant charge #3 W
MName of miscellaneous tenant charge #4 W
Name of miscellaneous tenant charge #5 [CLEAN-UP

Directory Settings (leave blank i nat tisd in)

Ledger [C:HEXES

I~ Post deposits to Check Reconciliation and Ledger

[ Include adjustments when posting to Ledger

Receivables Manth |—3
Receivables Year (2001 |-

Rental Fegister Options
I~ Pint using 2 lines

Field to put on First Line | Unit # i

Search Soreen Options

Default Yigw |41 Curent Tenants -
Defaul Oidered by [Name 5|

Papables IH:\MKTTEN\MKTPHZ\

Wersion Date  |03/24/2003

Pimary Setings | Addiional Setings | Gecuriy/Pet Depos | Brievance | Delinquent Natice nfa | Dlinquent otica Memo |

Hint: Editing Previous Balances

Tenmast strongly recommends that you check this box. It
ensures that any changes to a tenant’s previous balances
will be recorded for audit purposes.
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Additional Settings Sub-Tab

The Additional Settings sub-tab enables you to
configure the manner in which Tenant Accounts
Receivables functions during daily operations. The
top area of the sub-tab contains a set of check
boxes for turning certain options on and off, and
a pair of drop-down selection boxes for specifying
print modes for bills and receipts. The bottom area
contains miscellaneous function information. Use
the standard WinTen controls to edit the data on
this sub-tab and save or cancel your changes.

Default Settings l F'rn:uien:ts] thilitiesl Maszter Units | Late Charge Rate | Special System Functions

i & ® N -

Bills

[ Usze biling zequential numbers

[v Print grievance on notices

[~ Usze 1zt of following month for notice date
[ Use Mailing Addrezs for Billing

Select Billing Statements

* Thiz farmat will anly print far Allin One |, Future All in One, and
Securty/Pet Deposzit Bills,

|
Utilities

[v Apply unuzed utility allowance to Balance ag a credit
[ Apply utility chargesferedit lezz than a dallar

[ Apply utility credits but zero utility charges

[v Round utility charges to whole dollar

[ Bring in Future Utility Charges for Move-outs

Paymentz and Heceipts
[ Multiple people take rent on zame warkstation

[ Use Mailing Addreszs for Receipts

[~ DaMOT print Ha information an receipt
v Uze Payment *fizard

[ Apply payments to Rent FIRST

Select Receipt Type

| [

[ Usze Cazh Drawer with 4 inch Beceipt Printer
[ Use 4 inch Receipt Printer without Print Delay

Other Options
[v “wfork Order Billz Automatically Posted

[ Bring in*ork Order Charges for Move-outs

Horne Owhership Monthly Rental Chg | Q.00

Additional test for Billing Statementz [entire mezzage may not fit on Mailers). Example: "Flease pay the full amount o or before

|F'LE.-“-‘-.SE P&y THE FULL AMOUNT OM OR BEFORE THE DUE DATE

the due date. "

Additional text for Receipts. Example: Al not reflect charges which have not been applied.”

|'WILL WNOT REFLECT CHARGES WHICH HAVE MOT BEEM APPLIED

Frimary Settings  Additional 5 ettings SEDU[it}'r"PEtDEDDSit| Grievance| Delinquent Matice Info | Delinguent Matice kemo
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Additional Settings Sub-Tab Data Fields
Bills

Use Billing Sequential Numbers

If you want Receivables to print an index number
on each bill, check this box. Bill index numbers are
sequential numbers that the program can place on
each printed bill to assist you with record-keeping.
They do not apply to any financial tracking or ac-
counting.

Print Grievance on Notices

If you want Receivables to print the grievance
statement (see the Grievance tab for more infor-
mation) on each bill, check this box. If this box is
checked, the Grievance tab of the Setup screen is
available.

Use 1st of Following Month for Notice Date
When you print billing notices, Receivables prints
a date on each notice. Check this box if you want
Receivables to mark billing notices with the first
day of the next month. Uncheck this box if you
want Receivables to mark billing notices with the
day on which you printed them.

Use Mailing Address for Billing

If you want Receivables to use tenant mailing ad-
dresses when printing billing notices, check this
box. Leave this box blank if you want Receivables
to use tenant unit addresses.

Select Billing Statements
This drop-down selection box enables you to speci-
fy the format in which the program prints bills.

Utilities
Apply Unused Utility Allowance to Balance as
a Credit
Check this box if you want to continue posting util-
ity charges to tenants’ accounts if utility allowances
are greater than utility amounts used. This will
cause affected utility charges to be less than zero

(credits). If you want to ignore utility credits, leave
this box unchecked.

Apply Utility Charges/Credit Less Than a Dol-
lar

Check this box if you want to continue posting
utility charges and credits to tenants’ accounts if
the amounts are less than $1.00. If you want to
ignore charges less than $1.00, leave this box un-
checked.

Default Setiings | Projests | Utities | Master Units | Late Charge Riate | Spesial System Funcions

H#mo|wsg-

Bills

™ Use biling sequential numbers

¥ Piint grievance on nolices

I Use 1st of following manth for notice date
™ Use Maiing Address for Biling

Select Billing Statements

* This tormat will only print for A1lin One . Future Al in One, and
Security/Pet Deposit Bills.

IUse standard Tenmast bills [8.5" by 3.66")

Utilities

¥ Apply unused utility allowance to Balance as a credit
[ Apply utility charges/credit less than a dallar

™ Apply utility credits but zero utility charges

¥ Fiound utiity charges to whole dallar

[ Bring in Future Utility Charges for Move-outs

[

Payments and Receipts

™ Multiple people take rent on same warkstation

[~ Uss Maiing Address for Receipts

[~ Do NOT print HA information on receipt

[ Use Payment ‘wizard
[~ Apply payments to Rent FIRST

Select Receipt Type
Ls= 4" [roll paper) Receint Printer (Star]

I~ Use Cash Drawer with 4 inch Feceipt Printer
™ Use 4 inch Receipt Printer withaut Print Delay

Other Options
[# Wwark Order Bills Automatically Poste

d

™ Biing in'Wark Order Charges for Move-outs

Home Ownership Monthly Rental Chg

0.00

Additional text for Billing Statements [entire message may not fit on Mailers). Example: "Please pay the full amount on or before

|PLEASE Py THE FULL AMOUNT OM OF BEFORE THE DUE DATE

Additional text for Receipts, Example: "™will not reflect charges which have not been applied.”

IW\LL MOT REFLECT CHARGES wHICH HAYE NOT BEEN APPLIED

the due date.”

Fiimary Setiings  Addiional Sefiings ‘Sacurily.‘F‘etDapnsill Eriavannel Delinquent Notice Info | Delinquent Notice Memo
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Apply Utility Credits but Zero Utility Charges

If you check this box, on initialization every month,
Receivables will set all outstanding utility charges
to zero. It will apply all outstanding utility credits
toward the tenant’s utility charges for the following
month.

NOTE: You must also check the Apply Unused
Utility Allowance to Balance as a Credit box for
this function to work properly.

Round Utility Charges to Whole Dollar

If you want the program to round all utility charges
and credits to the nearest dollar, check this box.
Leave it unchecked if you want the program to re-
tain cent amounts.

Bring In Future Utility Charges for Move-Outs
If you want Receivables to automatically post future
utility charges to tenant accounts on move-outs,
check this box. If you want to post such charges
manually, leave this box unchecked.

Receipts

Multiple People Take Rent on Same Worksta-
tion

Check this box if your agency has a workstation
on which more than one employee takes rent pay-
ments. This will allow users to change their initials
when taking payments without having to exit Re-
ceivables and re-enter it.

Use Mailing Address for Receipts

If you want Receivables to use tenant mailing ad-
dresses when printing payment receipts, check this
box. Leave this box blank if you want Receivables
to use tenant unit addresses.

Do NOT Print HA Information on Receipt
If you check this box, the program will not print your
agency’s identifying information on receipts.

Use Payment Wizard
If you check this box, the program uses the Pay-
ment Wizard to record payments.

Apply Payments to Rent FIRST

If you check this box, the program applies pay-
ments to rent charges before applying them to any
other charges or deposits.

Select Receipt Type
This drop-down selection box enables you to speci-
fy the format in which the program prints receipts.
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Use Cash Drawer with 4-Inch Receipt Printer

If your agency has a cash drawer attached to its
receipt printer, check this box. This option is only
available if the Select Receipt Type field is set to
“Use 4” (roll paper) Receipt Printer (Star).”

Use 4-Inch Receipt Printer Without Print Delay

If your agency uses a receipt printer as a network
printer, or as a local printer with a print buffer, check
this box. If you do not use a receipt printer at all,
or if you use one as a local printer with no buffer,
leave this box unchecked. This option is only avail-
able if the Select Receipt Type field is set to “Use
4” (roll paper) Receipt Printer (Star).”

Other Options

Work Order Bills Automatically Posted

If your agency has the WinTen WorkOrder program
and you want Receivables to automatically post
completed work order charges to tenants’ accounts
at monthly initialization, check this box. If you want
to manually post such charges, or if you do not
have WorkOrder, leave this box unchecked.

Bring In Work Order Charges for Move Outs

If your agency has the WinTen WorkOrder program
and you want Receivables to automatically pull
work order charges from WorkOrder on move-outs,
check this box. If you want to manually record such
charges, or if you do not have WorkOrder, leave
this box unchecked.

Home Ownership Monthly Rental Charge

This is the amount of homeownership tenant TTP
that will be applied toward each tenant’s actual rent
each month. The remaining portion of the TTP will
go into that tenant's homeownership escrow ac-
count.

Additional Text for Billing Statements
This is a short (60-character) text field which the
program prints on all billing statements.

Additional Text for Receipts
This is a short (60-character) text field which the
program prints on all receipts.

Default Setiings | Projests | Utities | Master Units | Late Charge Riate | Spesial System Funcions

H#mo|wsg-

Bills

™ Use biling sequential numbers

¥ Piint grievance on nolices

I Use 1st of following manth for notice date
™ Use Maiing Address for Biling

Select Billing Statements

* This tormat will only print for A1lin One . Future Al in One, and
Security/Pet Deposit Bills.

IUse standard Tenmast bills [8.5" by 3.66")

Utilities

¥ Apply unused utility allowance to Balance as a credit
[ Apply utility charges/credit less than a dallar

™ Apply utility credits but zero utility charges

¥ Fiound utiity charges to whole dallar

[ Bring in Future Utility Charges for Move-outs

[

Payments and Receipts

™ Multiple people take rent on same warkstation
™ Use Mailing Address for Receipts

[~ Do NOT print HA information on receipt

[ Use Payment ‘wizard

[~ Apply payments to Rent FIRST

Select Receipt Type

Ls= 4" [roll paper) Receint Printer (Star] E
I~ Use Cash Drawer with 4 inch Feceipt Printer
™ Use 4 inch Receipt Printer withaut Print Delay

Other Options
[# Wark Order Bills Automatically Posted
™ Biing in'Wark Order Charges for Move-outs

Home Ownership Monthly Rental Chg 0.00

Additional text for Billing Statements [entire message may not fit on Mailers). Example: "Please pay the full amount on or before

|PLEASE Py THE FULL AMOUNT OM OF BEFORE THE DUE DATE

the due date.”

Additional text for Receipts, Example: "™will not reflect charges which have not been applied.”

IW\LL MOT REFLECT CHARGES wHICH HAYE NOT BEEN APPLIED

Fiimary Setiings  Addiional Sefiings ‘Sacurily.‘F‘etDapnsill Eriavannel Delinquent Notice Info | Delinquent Notice Memo
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Security/Pet Deposit Sub-Tab

The Security/Pet Deposit sub-tab enables you to
select the manner in which the program calculates
security and pet deposits during a move-in. The
Occupancy and Rent Calculation program will also
read this information. Each calculation has three
options. Select the radio button that corresponds
to the desired option and enter the required data,
if any, in the appropriate fields. Use the standard
WinTen controls to edit the data on this sub-tab and
save or cancel your changes.
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Percentage of Rent

If you choose to use a percentage of rent to deter-

Default Setiings | Projests | Utities | Master Units | Late Charge Riate | Spesial System Funcions

H#mo|wsg-

mine the deposit, a data field appears below the
radio buttons. Enter the percentage in this field.

& Use a percentage of the rent to determine the deposi Secuty Deposit Interest

Securty Deposit Calculatiorn
’7(" Use a table based on the number of bedrooms to determine the deposit Calculation Methor

" Setup a deposit rate baszed on an individual basis by tenart " Nolnterest
& Simple
 Annually Compoundsd
Table Please enter the percentage rate: Im
. Interest Rate 310/%
If you choose to use a table to determine the de- ,
pOSIt, a table appears below the radio bUttonS for (PftS::ZSIptecr:z::;:r;Hherenltudetelmmethedepos\l
the app'icable range (O through 5 bedrooms, or 1 ’76‘ e talebased o the e fpes e/ dog o delnine the deposh
through 5 pets) Enter the ﬂat amounts for eaCh ~ Set up a deposit rate based on an individual basis by tenant
value in the appropriate fields. %EZ:S ) —
els 35.00
In dl Vldual BaSIS W SaouriydPat Depast | Bisvance | Delnquent Nolice Ifo | Defnauent Notic= Memo
If you choose to determine deposits on an indi-
vidual baS|s_, or if your agency has a formula which Hint: How Tables Work
goes by neither percentage nor flat rate, you must
enter deposit amounts in individual tenant records. During the move-in process, the program asks a question

about how many pets the tenant has. It reads the unit de-
scription from the Master Unit database to determine how
many bedrooms the unit has.
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Grievance Sub-Tab

If you check the Print Grievance on Notices box on
the Additional Settings sub-tab, the Grievance sub-
tab becomes available. This sub-tab contains five
lines of up to 60 characters each. When Receiv-
ables prints billing notices, any text in these fields
will be printed on the notices. Use the standard
WinTen controls to edit the data on this sub-tab and
save or cancel your changes.

v'au have the right ko reply to thiz notice and the right to
request a hearing within five [5] days from the date of this |

notice under the pravizsion of the grievance procedure of the |
Hauzing Autharity of Tenmast Ciky.

r
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Delinquent Notice Info Sub-Tab

The Delinquent Notice sub-tab enables you to set
up the standard delinquent notice that Receivables
prints out for tenants who are late on any payment
to your agency. This sub-tab’s layout mimics that
of an actual delinquent notice. The two yellow (light
gray in the images in this manual) areas of the sub-
tab are where the program will print the tenant-spe-
cific delinquency data. Use the standard WinTen
controls to edit the data on this sub-tab and save or
cancel your changes.

James C. Mauch
Ewecutive Directar
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Delinquent Notice Info Sub-Tab Data Fields

If this balance is not paid in full within ___
days

This is the number of days that your agency’s poli-
cies give delinquent tenants for payment before an
eviction notice is served.

a ___ day notice to vacate will be issued to
you.

This is the number of days that your agency’s poli-
cies give delinquent tenants to vacate a unit after
an eviction notice is served.

Name
This is the name of the individual whose signature
appears at the bottom of each delinquent notice.

Title
This is the title of the individual whose signature
appears at the bottom of each delinquent notice.
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Delinquent Notice Memo Sub-Tab

The Delinquent Notice Memo sub-tab is a free-form
document that you can edit, much as you would
edit a file in a word processing program. This doc-
ument will appear at the end of every delinquent
notice that you print from Receivables. This sub-
tab’s toolbar mimics that of Microsoft Word or Corel
WordPerfect.

Default Settings | F'rn:uien:tsl thilitiesl M azter Llnitsl Late Charge Flatel Special System Functions

1) I B e 2| 1| 2|
IMS Sans Serif j IE j B F U A === =
+ G

Under the provizions af the grievance procedure of the Houzing Autharity of Tenmast City, you have the right to reply o and/or 2]
dizpute thiz notice. “ou may requst a hearing within five [5) davs of the date of thiz notice.

-

Frimary Settings | Additional Settings | Secunty/Pet Deposit | Grevance | Delinquent Matice Info  Diglinguent Matice Mema

WinTen Tenant Accounts Receivable * [1/14/2003 Edition * Setup < Page 3.16



Projects Tab

The Projects tab enables you to set up your agen-
cy’'s project-based accounting for Receivables.
HUD requires every agency to use project-based
accounting. An accounting project has a set of
General Ledger account numbers, which the WinT-
en programs use for recording all financial transac-
tions that involve units in that project.

The top portion of this tab contains a table of all of
the projects that are set up in the program. The
bottom portion of the tab contains a table of the
individual account numbers that are set for the se-
lected project. Use the standard WinTen controls
to edit the data on this tab and save or cancel your
changes.

Default Seftings  Projects | thilitiesl i aster Llnitsl Late Charge Hatel Special System Functions

[+ —6@0 & «+ |

Froject Code | Project Mame HUD Project Mumber
4001 Finebrook kN'E77PO0T
anz Bridgehurst kX8RO0 il
a0z Stinking Creek kev R0z a0
004 Love Canal KX87YPO03 il
=
Project Code and Mame IUD'I IF'ineI:ur-:u:uk
HLUD Project Mumber IK‘T’E??F’DD'I Total Units in Project I al
Description IFund ] Account Mumber Amount] =
Ld GEIS 1111 0.00
| Tenant Accounts R eceivable 1122 Q.00
| Allow. for Doubtful Accounts 1122 Q.00
| Promizzom Mote 1122 FM 30,00
| Retro-Rent Agreements 1123RR 0.00
| Tenant Refunds Payable 1122 0.00
| Securty Deposits 2114 Q.00
| Security Depozit Interest 2114 0.00
| Pet Depogits 2114 0.00
| Doy Payments Q.00
| Purchaze Amounts Q.00 =
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Project-Based Accounting

Project-based accounting is a method of account-
ing for public housing authorities. In project-based
accounting, you group your units into projects
according to their geographic locations. This is
because a unit’s location - its neighborhood - de-
termines its maintenance and utility costs. These
accounting projects won’t necessarily match up to
HUD project numbers on a one-for-one basis. If
a single HUD project has units in three different
neighborhoods, those units will be split up among
three different accounting project numbers, one for
each neighborhood.

How It Works

Let’'s say that the Tenmast City Housing Authority
operates in a city with three neighborhoods: Apple-
hill, Bayberry, and Chestnut (Figure 1).

When the agency first opened its doors, it got HUD
funding under the project KY877P001. Using this
funding, it built units in the Applehill and Bayberry
neighborhoods (Figure 2).

A few years later, the agency got more HUD fund-
ing under project KY877P002. It used this to build
some units in the Chestnut area (Figure 3).

A few more years down the road, the agency got
yet more HUD funding, this time under project
KY877P003. It built another set of units in Chest-
nut, across the street from the first set in that neigh-
borhood (Figure 4).

When it comes time to set up project-based ac-
counting for the agency, their administrators look at
a map to see which units they have where. They
have units from project 001 in the Applehill and
Bayberry neighborhoods, and units from projects
002 and 003 in the Chestnut area (Figure 5).

Project-based accounting takes location into ac-
count before it factors in HUD project number. In
the case of the units from KY877P001, they’re lo-
cated in two separate neighborhoods: Applehill and
Bayberry. This places those units in two separate
accounting projects: 1 and 2 (Figure 6).

The units from KY877P002 are all in the same
neighborhood, Chestnut. This places them in ac-
counting project 3 (Figure 6).

The units from KY877P003 are also all in the same
neighborhood, Chestnut - right across the street
from those in KY877P002. However, because they
were built under a different HUD project, they’re
also in a separate accounting project: 4 (Figure 6).

Hint: Project-Based Accounting Summary
Yes, it’s confusing.

If two developments have the same HUD project number
but are located in different neighborhoods, they have two
different accounting project numbers.

If two developments have different HUD project numbers
and are located in different neighborhoods, they have two
different accounting project numbers.

If two developments have different HUD project numbers
and are located in the same neighborhood, they have two
different accounting project numbers.

If two developments have the same HUD project number
and are located in the same neighborhood, they have the
same accounting project number.
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1: Tenmast City

Bayberry

Applehill

3: Construction under KY877P002

Bayberry

Applehill

Chestnut

5: HUD Project Numbers
KY877P001

i

Bayberry

Chestnut E E

.

Applehill

KY877P003

KY877P002

2: Initial Construction under KY877P001

% Bayberry

Applehill

4: Construction under KY877P003

Bayberry

Chestnut ' .

Applehill

6: Project-Based Accounting

0

Bayberry

0

Accounting Project 1 Accounting Project 2

.

Applehill

Chestnut

Accounting Project 3

Accounting Project 4
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Adding a New Accounting Project

When you click the Add button, a dialog box opens
that asks if you want to duplicate an existing set of
project account numbers. Click Yes if you want to
copy the project account numbers you’ve already
set up in a different project to this new project.
Click No if you want to enter a completely new set
of account numbers. When you choose either op-
tion, the Add a Project dialog box opens.

If you clicked Yes, the Add a Project dialog box
appears as it is shown to the right. Use the Proj-
ect drop-down selection box to select the project
whose account numbers you want to copy to this
new project. Enter the Project Code number in the
data field and click OK. The Add a Project dialog
box closes and the program returns to the Projects
tab.

If you clicked No, the Add a Project dialog box
appears with its top half blank. Enter the Project
Code number in the data field and click OK. The
Add a Project dialog box closes and the program
returns to the Projects tab.

Projects Tab Data Fields

Project Code
This is the three-digit identifying code for the cur-
rently selected project.

Project Name
This is the official name of the project.

HUD Project Number

This is the HUD project number that applies to
the units in this accounting project. This number
should reflect the projects set up in the Occupancy
and Rent Calculation program.

Total Units in Project
This is the total number of units in this accounting
project.

Description
This is the type of account whose number you are
setting. You cannot edit this field.

Fund ID
This is the General Ledger to which the selected
account for the selected project should post.

Account Number
This is the number of the account to which to post.

Amount

This is the amount that will be posted to the select-
ed account the next time you run the Post function
in Receivables. You cannot edit this field.

REC - WinTen Re x|
\?I) Do you wizh to duplicate an existing set of project account numbers?
‘Yes Ma
Add a Froje

Pleaze enter the Project from which you
would like the account numbers duplicated.

Existing Praoject Im 'I

Enter the new Project Code I—

o O I X Cancel |

Hint: Adding Your First Accounting Project

When you add your first accounting project, you don’t have
any sets of account numbers to duplicate, so the program
doesn’t ask you if you want to duplicate a new set. The
Add a Project dialog box only enables you to enter the new
project code.

Default Settings  Proieats | Utiies | Master Units | Late Charge Riate | Spesial System Funcions
e -#@O |8« |

HUD Praject Mumber

Project Code | Praject Name

Bridashurst [Sg=rriiin|
o003 Stinking Creek KrEFFPO02 50
ond Lawve Canal KrEFIP003 50

=l
Project Cade and Name 001 |P|nahrnuk
HUD Praject Humber |FKv877P001 Total Units in Project 50
Desciiption [Fund 1D JAccount Nurber I Amount] =
Bank m oo
Tenant Accounts Receivable 1122 0.00
Allow. for Doubtful Accounts 1122 0.00

Promizzary Mate 1122 PN 30,00
Retro-Rent Agresments 1123RR oo
Tenant Refunds Payable 1122 oo
S ecurity Deposits 2114 0o
Secuity Deposit Interest 2114 0o
Pet Deposits 2114 0.oo
Down Payments 0.oo
Fuichase Amournts 0.0«

CITTTTTT T T T

Hint: Other Fund IDs

If a project is posting to fund IDs other than the General
Ledger (e.g. data areas other than your primary account-
ing data area), the postings will not appear on your journal
reports from Receivables. You must go to the General
Ledger program to retrieve this data.
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Utilities Tab

The Utilities tab contains setup information on ten-
ant utility charges. It has three sub-tabs: Ultility
Setup, Allowance Tables, and Rate Tables. The
Utilities tab always opens on the Utility Setup sub-
tab, as shown below.

Utility Setup Sub-Tab

The Utility Setup sub-tab contains general setup
information on tenant utility charges and how Re-
ceivables records them. Use the standard WinTen
controls to edit the data on this sub-tab and save or
cancel your changes.

| |
| |
| |
| |
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Utility Setup Sub-Tab Data Fields

Active Utilities

If a utility is “active,” your agency tracks meter
readings for that utility and uses allowance tables
to calculate excess usage and charges. Check the
box next to each utility that should be active: Elec-
tricity, Gas, and/or Water.

NOTE: An “inactive” utility isn’t subject to
meter readings and a varying monthly charge.
Instead, your agency applies a flat monthly
charge regardless of tenant usage. You can en-
ter such a flat charge on an individual tenant’s
Tenant Summary screen. For more information
on setting repeating flat utility charges for a
tenant, see the Tenant Actions chapter of this
manual.

Use new utility calculation which calculates
utilities based on # of persons in unit?

If your agency bases utility calculations on number
of residents in a unit, check this box. If your agency
bases utility calculations on number of bedrooms in
a unit, uncheck this box.

Do you use read order?

If your agency uses read order for entering meter
reading data, check this box. If your agency enters
meter reading data in unit number order, leave this
box unchecked.

Read order is a method of data entry which en-
ables you to enter meter readings in the order in
which you took them in the field. For example, if
you start on one side of a street and go down that
side of the street, taking readings from each unit in
turn, then come back up the other side of the street,
you aren’t going to be recording your readings in
the order of the unit numbers. See the diagram
below for an example:

Read 1st Read 2nd

StartHere —, | 101 |—» | 103 [—»

Default Settings | Frojeats  Utities | Master Units | Late Charge Riate | Spesial System Funcions

0l&me

“You can change which of the utiities are active AND which type of utility
caloulation pou want o use.

Active Utiities

Electiic v
Gaz v
Wwater [

Use MEW utility calculation which caclulates utiities based on # of persans in unit? [~
Do pou use Read Order? [~
Do pou use a Handheld computer for Meter Readings? @
Do you wanl meter reading schedules spiit into projects when created? [~
Do you read your meters QUARTERLY? ™
Future utility allowances will be read from the table for: IT

Utility Setup | Allowance Tables I Rate Tables

Read 3rd Read 4th Read 5th

VA NEVA N AN

105 |—» | 107 [— | 109

102 | <«—| 104

<+—| 106 <+—] 108 <+— 110

Read 10th  Read 9th Read 8th Read 7th Read 6th
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In this example, the read order is 101, 103, 105,
107, 109, 110, 108, 106, 104, 102, which is noth-
ing like the numerical order of the unit numbers. If
you use read order data entry for meter readings,
you can specify each unit’s position in the meter
reading order. You can do this on the Master Units
tab of the Setup screen. In the above example,
unit 101 would have read order 1, unit 103 would
have read order 2, and so on. When you begin the
process by which you enter meter reading data, the
program will prompt you for each unit’s data in read
order rather than unit number order.

Do you use a handheld computer for meter
readings?

If your agency uses handheld computers and the
Tenmast Meter Readings software for taking meter
readings, check this box.

Do you want meter reading schedules split
into projects when created?

This option is only available if your agency uses
handheld computers and the Tenmast Meter Read-
ings software. If you check this box, the Meter
Readings software enables you to split a monthly
meter reading schedule into multiple schedules,
one for each project. If you leave this box un-
checked, the program only produces one meter
reading schedule, which contains all units regard-
less of their project assignments.

Do you read your meters quarterly?

If your agency takes quarterly meter readings
(90 days apart), check this box. If your agency
takes monthly meter readings, leave this box un-
checked.

Future utility allowances will be read from the
table for:

This is the month whose utility allowances (in the
appropriate utility allowance table from the Allow-
ance Tables sub-tab) should apply to future utility
charges. Whenever you perform monthly initializa-
tion of Receivables, the program advances this set-
ting by one month.

This is the allowance that appears in the Due in
30 column on the Charges tab of the Tenant Detail
screen.

Hint: Schedules Split by Project

If you want to use this option (or stop using this option), you
must send your data packs to Tenmast to be reconfigured.
Please contact our Marketing department at (877) 836-
6278 or info@tenmast.com for more information.
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Allowance Tables Sub-Tab

The Allowance Tables sub-tab enables you to
add, edit, and delete utility allowance tables. An
allowance table is a table which cross-references
a unit's bedroom size with the current month to
determine what a tenant’s current utility allowance
is. You must have at least one allowance table for
every utility for which you take readings (e.g. every
utility which is set as “active” on the Utility Setup
sub-tab).

When you first enter the Allowance Tables sub-tab,
it displays a table which contains the unique identi-
fying codes for each existing utility allowance table.
When you add a new table or edit an existing one,
the sub-tab changes to display the detailed infor-
mation for the selected table. Use the standard
WinTen controls to edit the data on this sub-tab
and save or cancel your changes.

Hint: Alternate Allowance Tables

Most agencies use unit bedroom size to determine utility
allowances. Some, however, use the number of residents
in a household instead. If your agency uses this alternate
method, you must check the Use New Utility Calculation
box on the Utility Setup tab. If you have selected this op-
tion, the Allowance Tables tab functions in a different man-
ner from that described here.

For more information on utility allowance tables which use
household size, see Appendix A: Special Utility Calcula-
tions.
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Adding a Utility Allowance Table

When you click the Add button, the Utility Allowance
Add dialog box opens. Enter a unique identifying
code (up to three characters) for the new utility al-
lowance table and select the radio button which
corresponds to the utility to which this table will
apply. Click the OK button. The program creates
a blank utility allowance table and the Allowance
Tables sub-tab changes to display the detailed in-
formation for this table.

Editing a Utility Allowance Table

When the Allowance Table sub-tab enters edit
mode, it changes to display the detailed informa-
tion for the selected utility allowance table. The set
of three radio buttons in the top right corner of the
sub-tab indicates the utility to which this allowance
table applies. The primary area of the sub-tab con-
tains a set of data fields for each possible combina-
tion of month and bedroom size. Use the standard
WinTen controls to edit the data on this sub-tab and
save or cancel your changes.

Utility Allowa
Allow T able |I

™ Electic
i~ Ga:z
™ Wwater

W OK I 3 Cancel |

Hint: This table’s identifying code isn’t what | entered!

When you create a new utility allowance table, the program
adds a two-letter prefix to the identifying code you entered.
This prefix is EA for an electrical allowance table, GA for a
gas allowance table, or WA for a water allowance table.

Do not use the EA/GA/WA prefix as part of your code in
the Master Unit screen. Just use the identifying code you
entered.

Crefault Settingsl Projects  Utilities | bl azter Llnitsl Late Charge Flatel Special Syztem Funchionhs

i +-/HO A a+>

Al Table
EAd

0 1 2

# of Bedroomsz

& Electic & Gaz  { “wWater

3 4 5 E

January IE

Februan

March

April

T

June

August

September

October

Movember

=) S S S Sof S SOf SO SO O O
= S S S S Sf SOf Sf SO SO O O
= S S S S Sf SOf Sf SO SO O O

December

|
|
|
|
|
July I
|
|
|
|
|

= S S S S Sf SOf Sf SO SO O O
= S S S S Sf SOf Sf SO SO O O
= S S S S Sf SOf Sf SO SO O O

= S S S S Sf SOf Sf SO SO O O

Ltility Setup Allowance T ables | Fate Tables I
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Rate Tables Sub-Tab

The Rate Table sub-tab enables you to edit utility
rate charges for each accounting project that is set
up on the Projects tab. The left side of the sub-tab
contains a table of all projects which have utility
rates set up. The right side contains the detailed
information for the currently selected project’s util-
ity rates. Use the standard WinTen controls to edit
the data on this sub-tab and save or cancel your
changes.
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Adding a New Project’s Utility Rates

When you click the Add button, the Project ID drop-

down selection box appears above the utility rates Froject 1D IN:I'
table. Select the project to which these rates will

apply.

Editing a Project’s Utility Rates

The table on the right side of the sub-tab contains
the current and next month’s rates for each utility
type that is set as “active” on the Utility Setup sub-
tab.

The program can calculate rates differently for Due
Now And Due in 30 amounts. During monthly ini-
tialization, Receivables rolls these values forward
just like rent charges.
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Master Units Tab

The Master Units tab contains a table of every
unit in your agency’s Master Unit database. The
Master Unit database is the core listing of all public
housing units that your agency controls.

To sort the table by unit number or project num-
ber, click the appropriate Sort By radio button. To
search for a specific unit, enter its unit number in
the Search For Unit Number field.

Editing a Unit

To edit a unit’s detailed data, select it in the table
and click the Edit/Review button. The Master Unit
Maintenance sub-screen opens on that unit.

Adding a New Unit

To add a new unit record, click the Add Unit button.
The New Unit Information dialog box opens. Select
the project in which this unit is located and enter
the unit’'s unique identifying number. Click OK.
The Master Unit Maintenance sub-screen opens
on a new unit record.

Default Settingsl F'rniec:tsl Utilities ~ Master Units |Late Charge Hatel Special System Fun-:tin:-nsl

1:il:urt By
* LUnit Murmber
wearch Fer II Iil |7f" Praject, Unit Murnber

I it Murnber IF'r-:uiect IBedsIStatu3|l:-:unditil:nn|.ﬂ.ddren Il:it_l,I IStateI ﬂ
[ 001 oo 20 & 123 TATES CREEFK RD #1 LEXINGTOMN K
| |o02 oo o & 123 TATES CREEK RD #2 LEXINGTOMN K
|00 oo 20 & 123 TATES CREEFK RD #3 LEXINGTOMN K
| |o04 oo 20 & 123 TATES CREEK RD #4 LEXINGTOMN K
LS oo 10 & 123 TATES CREEFK RD #5 LEXINGTOMN K
|00 oo 10 & 123 TATES CREEFK RD #E LEXINGTOMN K
| |o07 oo 10 & 123 TATES CREEFK RD #7 LEXINGTOMN K
|00 oo o & 123 TATES CREEK RD #5 LEXINGTOMN K
|00 oo 20 & 125 TATES CREEK RD #1 LEXINGTOMN K
|_|oa oo 20 & 125 TATES CREEK RD #2 LEXINGTOMN K
|01 oo 20 & 125 TATES CREEK RD #3 LEXINGTOMN K
|02 oo 20 & 125 TATES CREEK RD #4 LEXINGTOMN K
LU oo 10 & 125 TATES CREEK RD #5 LEXINGTOMN K
|04 oo oo & 125 TATES CREEFK RD #6 LEXINGTOMN K
|05 oo 10 & 125 TATES CREEK RD #7 LEXINGTOMN K

] oo 10 & 125 TATES CREEK RD #5 LEXINGTOMN K
B =

Add Uit Edit / Revisw [l E xit |
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Master Unit Maintenance Sub-Screen

The Master Unit Maintenance screen contains the
detailed information on a single unit in the Master
Unit database. This screen has four tabs: Master
Unit Main, Inspection Status, Events, and Utilities.
It always opens on the Master Unit Main tab, as
shown below.

Master Unit Main Tab

The Master Unit Main tab of the Master Unit Main-
tenance sub-screen contains general information
on the location and condition of the selected unit.
Use the standard WinTen controls to edit the data
on this tab and save or cancel your changes.

Mazter Unit Maintenance Screen

123 TATES CREEK RD #1
LEXINGTON v =] |40517
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Master Unit Main Tab Controls

Change Condition Button

When you click the Change Condition button, the
Condition of this Unit data field becomes a drop-
down selection box with seven options. This
enables you to change the condition of the unit.
Select the correct condition for the unit and click
the Save button to save your change or the Cancel
button to cancel it. The following list details the
available condition options:

A: Available to be rented (or currently rented).
R: Resident property in unit.

M: Unit under modernization plan.

P: Unit vacant due to market conditions.

D: Unit deprogramming/demoilition.

E: Unit vacant due to legal conditions.

I: Unit vacant for other reasons.

For detailed definitions and examples of these con-
ditions, see Appendix B: PHAS Events.

Change Status Button

When you click the Change Status button, the Cur-
rent Status of this Unit data field becomes editable.
This enables you to change the status of the unit.
Enter the status condition for the unit and click the
Save button to save your change or the Cancel but-
ton to cancel it. The following list details the avail-
able status options:

V: Vacant.

O: Occupied.

E: Occupied by an employee of your agency.
N: Non-dwelling unit.

Change Modernization Date Button

When you click the Change Modernization Date
button, the Date Unit Was Added to Approved
Modernization Plan data field becomes editable.
This enables you to change the unit's moderniza-
tion date. Enter the modernization date for the unit
and click the Save button to save your change or
the Cancel button to cancel it.

Add Event Sequences Button

When you click the Add Event Sequences button,
the PHAS Event Creation dialog box opens. This
dialog box enables you to add a new PHAS event
to the unit’s cumulative event record.

|

Bldg & 001

Master Unit Maintenance Sc

Project 0M

Unit # 001

Ertrance # 1

Master Uinit Main | Inspection Status | Events | Utiifes |

Ble =00 & +> <480 @

Urit Address [123 TATES CREEK FD #1
City, State, Zip [LEXINGTON

kv =] 40517

Dale of Last Move In for this unit |02/06/2001
Date of Last Move Dut for this unit

Family # Dooupied 0
Fiead ider 0

‘Uti\ Code: Ele |1 Gas it
Paint D ate

Bedraoms |2 =

Disable/Handicap Accessible [~

Date unit was

added to approved
!

odernization plan

Head of Housshold Information ‘

Condiion of this unit |
Date Condition/Skatus
Changed
Current Status of this unit |2
FIC Urit Type  |F&
HUD Unit #

Elderiy [~
Disable/Handicapped [~

Race/Ethnicity [12
Income Lewvel i
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PHAS Event Creation Dialog Box

The PHAS Event Creation dialog box enables you
to add a new PHAS event to the unit's cumulative
event record. Enter the appropriate data for the
event and click OK to save the event or Cancel to
cancel event entry.

For a more thorough discussion of PHAS events,
see Appendix B: PHAS Events.

PHAS Event Creation Dialog Box Data Fields

Move Out (Event Beginning Date)?
This is the date on which the event began (the last
tenant in the unit moved out).

Move In (Event Ending Date)?
This is the date on which the event ended (a new
tenant moved into the unit).

Lease Termination for Event?
This is the date on which the lease of the last ten-
ant in the unit expired.

What is the condition of the unit?

This drop-down selection box enables you to spec-
ify the condition code that applies to the unit. For
a discussion of the available condition codes and
their definitions, see Appendix B: PHAS Events.

Event complete?
If the event is complete, check this box.

Unit Type

This set of radio buttons enables you to specify
whether the unit is a tenant-occupied unit, an em-
ployee-occupied unit, or a non-dwelling unit.

CREATING PHAS WACANCY RECORDS |
Move Out [Event Beginning D ate]? Im
Move In [Event Ending D ate]? Im
Lease Termination for Event? Im

what iz the candition of the unit 7

Event complete? [V

& Tenart
" Employes
' Nondweling

"U hit Type———————————

o 0K I K Cancel |

WinTen Tenant Accounts Receivable * [1/14/2003 Edition <« Setup < Page 3.31



Master Unit Main Tab Data Fields

Unit Address
This is the street address of the unit, including
apartment number.

City, State, Zip
These three fields are the city, state, and zip code
portions of the unit's address.

Date of Last Move In for this Unit
This is the lease date of the current tenant (or of the
last tenant to occupy this unit).

Date of Last Move Out for this Unit

This is the move out date of the last tenant to oc-
cupy this unit (or the lease expiration date of the
current occupant).

Bedrooms
This is the number of bedrooms that the unit has.

Disable/Handicap Accessible
If this unit has disabled/handicapped accessibility
features (e.g. wheelchair ramps), check this box.

Condition of this Unit

This is the unit’s current condition. You cannot edit
this field normally; you must use the Change Con-
dition toolbar button.

Date Condition/Status Changed
This is the date on which the unit’'s condition or
status last changed. You cannot edit this field; the
program automatically updates it.

Current Status of this Unit

This is the unit’'s current status. You cannot edit
this field normally; you must use the Change Status
toolbar button.

PIC Unit Type
This is the unit’'s type, as specified for PIC data
purposes.

Family # Occupied
This is the total number of families that have occu-
pied this unit since it was constructed.

Read Order

This is internal utility record data from the Tenant
Accounts Receivable program. You cannot edit
this field.

Util Code: Ele/Gas/Wtr
These are the utility allowance table codes for elec-
tricity, gas, and water which apply to this unit.

Paint Date
This is the date on which the unit was last painted.

Master Unit Maintenance Sc

Project 0M

Unit # 001 Bldg & 001

Ertrance # 1

Master Uinit Main | Inspection Status | Events | Utiifes |

Ble =00 & +> <480 @

Urit Address [123 TATES CREEK FD #1
City, State, Zip [LEXINGTON

kv =] 40517

Dale of Last Move In for this unit |02/06/2001
Date of Last Move Dut for this unit

Family # Dooupied 0

Fiead Oider o

‘Uti\ Code: Ele |1 Gas it
Paint D ate

Bedraoms |2 =

Disable/Handicap Accessible [~

Date unit was

added to approved
!

odernization plan

Head of Housshold Information

Condiion of this unit |
Date Condition/Skatus
Changed
Current Status of this unit |2
FIC Urit Type  |F&
HUD Unit #

Elderiy [~
Disable/Handicapped [~

Race/Ethnicity [12
Income Lewvel i
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Date Unit was Added to Approved Moderniza-
tion Plan

This is the date on which the unit was added to a
modernization plan, if applicable. You cannot edit
this field normally; you must use the Change Mod-
ernization Date toolbar button.

Head of Household Information

The Head of Household Information data fields are
demographic information on the head of the house-
hold that is currently living in the unit (or last lived
in the unit).

Elderly
If the head of household is elderly, check this box.

Disable/Handicapped
If the head of household is disabled or handi-
capped, check this box.

Race/Ethnicity

This is a two-character field for reporting the race
and ethnicity of the head of the household residing
in the unit. The first character is for race and the
second character is for ethnicity. These are the
same codes that are used on Form HUD-50058.

First Character:

1: White

2: Black/African American

3: American Indian/Alaska Native

4: Asian

5: Native Hawaiian/Other Pacific Islander
6: Multi-Racial

Second Character:
1: Hispanic
2: Non-Hispanic
Income Level
This drop-down selection box enables you to spec-

ify the tenant’s income level: L(ow), V(ery low), or
E(xtremely low).
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Inspection Status Tab

The Inspection Status tab of the Master Unit Main-
tenance sub-screen contains data on the unit’'s
recent inspection history. If your agency uses the
WinTen Public Housing Inspections program, the
Tenant Accounts Receivable program can auto-
matically update this information from the databas-
es maintained by the Occupancy and Rent Calcu-
lation program. If you do not use PH Inspections,
you can edit this data manually. Use the standard
WinTen controls to edit the data on this tab and
save or cancel your changes.

Mazter Unit Maintenance Screen

05/25/2001 &

05/25/2001 &
05/30/2001 &

WinTen Tenant Accounts Receivable < I1/14/2003 Edition * Setup < Page 3.34



Inspection Status Tab Data Fields

Date of Last Inspection
This is the date on which the unit was last inspect-
ed.

Date Vacant Unit Referred to Maintenance for
Fix Up

This is the date of the work order issued to refur-
bish the unit after its last occupants moved out.

Date Maintenance Returned Vacant Unit to Oc-
cupancy

This is the date the abovementioned work order
was completed.

Unit Inspected Using UPCS Standards

If the last inspection of this unit used the UPCS
(Uniform Physical Condition Standards) inspection
protocol, check this box.

Unit Met UPCS Standards When Inspected
If the unit met the UPCS standards at its last in-
spection, check this box.
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Events Tab

The Events tab of the Master Unit Maintenance
sub-screen displays a summary of all PHAS
events for the unit. This information is used by
both the Tenant Accounts Receivable program and
the PHAS program to calculate the PHAS vacancy
information for this unit.

You cannot edit the data on this tab. If you click the
Edit button, the Event Information Edit sub-screen
opens. This sub-screen enables you to review and
edit the individual records that make up the vacancy
days shown in the table. For more information on
the Event Information Edit sub-screen and PHAS
event records, see Appendix B: PHAS Events.

Master Unit Maintenance Screen

Froject 001 nit # 00 Bldg # Entrance # |

bl azter Unit Mainl Inspection Status  Ewvents | thilitiesl
Bl &« +> |

Ewvent  Ewent Start  Lease Term Refer To Refer Event  Maint Event Total Elapsed - Days
Type [rate [rate b aint ToOeo EndDate Pend Crplt Wacnt Downebd aint/Ocec

0Z/0&6,/2001 0270672001

Uy S
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Utilities Tab

The Utilities tab of the Master Unit Maintenance
sub-screen displays a complete record of all meter
readings for this unit during vacancy (if your agen-
cy tracks it). You cannot edit the data on this tab.
However, you can click the Print button to print it.

Mazter Unit Maintenance Screen
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Late Charge Rate Tab

The Late Charge Rate tab enables you to set up
your agency’s late payment charges. You may
have up to three different late charges, each of
which applies after a different period of nonpay-
ment, and/or a daily late charge. Use the standard
WinTen controls to edit the data on this tab and
save or cancel your changes.

21 [IFRENTBALGOS D)
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Late Charge Rate Tab Data Fields

Continue to apply late charges to Z accounts?
A Z account is an account for a tenant who has
moved out. If you want late charges to apply to Z
accounts (to apply after the tenant has moved out),
check this box.

Apply late charges to only those who owe
rent?

If you want late charges to only apply to tenants
who owe late rent, check this box. If you want late
charges to apply to tenants who have unpaid bal-
ances for charges other than rent (utilities, mainte-
nance fees, etc.), leave this box unchecked.

Apply late charges to current and prior bal-
ances?

If you want late charges to apply to both previous
months’ outstanding debts and those of the current
month, check this box. If you want late charges
to only apply to current debts, leave this box un-
checked.

Late Charges

The first three late charges you can set up are peri-
odic late charges. This means that they come into
effect after a given period has passed. The last
late charge you can set up is a daily late charge.
A daily late charge accrues for every day that the
tenant has an outstanding debt.

Select Type

The Select Type set of radio buttons enables you to
specify whether the late charge is a flat rate, a per-
centage of the total debt, or conditional upon the
amount of the debt. The data fields which appear
to the right of these radio buttons are dependent on
this setting.

After The... Day

This is the day of the month on which the late
charge comes into effect. If you do not want this
rent charge record to have any effect, enter “32” in
this field.

Flat Rate Late Charges

If you select the Flat Rate radio button, a single
data field appears to the right of the After the... Day
field. This is the dollar amount of the late charge,
regardless of the amount of the debt.
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Percentage Late Charges

If you select the Percentage radio button, a single
data field appears to the right of the After the... Day
field. This is the percentage by which the program
will multiply a tenant’s rent or total balance debt to
determine his late charge.

Condlitional Late Charges

If you select the Conditional radio button, a single
long data field appears to the right of the After the...
Day field. This data field contains the formula which
determines the tenant’s late charge. This equation
basically says, “if the tenant’s debt matches this
set of criteria, his late charge is this; otherwise, it's
something else.”

CautioN

If you use a conditional late charge, you must call Tenmast
Training & Support for assistance with the formula. This
formula uses program internal data to calculate a late
charge.

Daily Late Charges

A daily late charge can only be flat rates or condi-
tional. It can’t be a percentage because the ten-
ant may pay a portion of the amount due, which
would cause the late charge to fluctuate. If you
use a daily late charge, the Maximum Late Charge
Value data field appears. This is the maximum late
charge that a tenant can accrue through daily late
charges.

Default Setings | Frojeats | Utiiies | Master Units  Late Charge Riate | Special System Funcions

1A N7
¥ Continue to apply late charges to 2 accounts? I &pply late charge to current AND prior balances?
7 Apply late charges to only thase who owe RENT?
Afterthe.. Day  Apply a charge of ..
[ Select Type |
£+ Flat Fate
€ Percentage 7 o
" Conditional
Select Type—|
£ Flat Rate
% Percentage 14 Balance * 2000 %
" Conditional
—Select Type—|
£ Flat Rate
] — 21| [IFRENTEAL0510)
' Conditional
D[ Select Type——
4| £ FlatRate
! |
L & Condtional
¥ Maximum Late Charge Value 0.00
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Special System Functions Tab

The Special System Functions tab enables you
to use six special processes for maintaining your
databases.

CautioN

All six of the functions available on this tab can cause per-
manent loss of critical data if applied incorrectly. They are
primarily intended for use immediately after a new program
installation or during the process of converting MS-DOS-
based program data to WinTen program data. Do not use
any of these functions unless specifically instructed to do
S0 by Tenmast Training & Support personnel.

WinTen Tenant Accounts Receivable < 11/14/2003 Edition < Setup < Page 3.4I



Re-Create Master Unit Database from
Tenants

This function erases your agency’s Master Unit
database and rebuilds it from the current tenant
database.

Post/Unpost Future Work Orders

This function unposts (erases) all outstanding fu-
ture work order charges in Receivables, including
those that were entered by hand without a corre-
sponding work order. It then creates a new work
order charge in the Service1 database.

Recalculate PHAS Vacancy Totals

Totals of vacancy days can become invalid in the
same manner as fiscal year end dates can. Click
the Recalculate button to initiate the process by
which Receivables checks its vacancy total data
against other WinTen programs.

When you click the Recalculate button, a confir-
mation dialog box opens that asks if you want to
continue with recalculation. Click Yes to continue
or No to abort the process.

If you click Yes, the recalculation process contin-
ues. This may take several seconds to several
minutes, depending on the speed of your computer
and the amount of information in Receivables’ da-
tabases.

If the program finds problems with the data during
its calculations, a print preview screen appears
with the Invalid PHAS Events report. This report
displays all PHAS events in the program’s data-
base which have invalid event records. This report
enables you to diagnose and resolve problems with
your PHAS event records which would otherwise
interfere with proper calculation of vacancy days.

When you close the print preview screen, a dialog
box appears that alerts you that recalculation is
complete. Click OK to close all associated dialog
boxes and return to the Special System Functions
tab.

If there are no problems with your data, the print
preview screen with the Invalid PHAS Events re-
port does not appear. The program recalculates
vacancy days and opens the alert dialog box.

i} Re-Create |

+ PostflUnpast |

& Recalculate

zl

G By selecting this option. the pragram will recalculate your vacancy daps. This process could take anpwhere
> bebween 5 minutes and 30 minutes to complete. Are you sure you want to continue?

Hint: PHAS Event Records and Fixing Errors

For more information on PHAS event records and how to
edit them, see the Appendix B: PHAS Events. For more
information on the possible error messages in the Invalid
PHAS Events report and how to fix the errors, see Appen-
dix C: Fixing Invalid PHAS Event Records.
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Edit the Cumulative Rent Receivable
Data

When you click the Edit button, the Add/Edit Cu-
mulative Data Records sub-screen opens. This
sub-screen enables you to edit your agency’s cu-
mulative receivables data, which is a continuous
record of all receivables transactions. For more
information, see Appendix D: Cumulative Rent Re-
ceivable Data.

Make All Future Utility Charges a Re-
curring Monthly Charge

When you click the Repeat Utility button, the bot-
tom section of the Special System Functions tab
changes to display the following information:

Edit |

Fepeat Liility

This will take the future utility charge that is already on the tenants account and make arepeating
charge. This option will not add the charge forywou. You must enter the charge on the tenant's screen.

Wihich utilities would you Which Project? (Leawve hlankforall)  Flace a checkinthe boxto
like ta repeat ewvery month? turn the Fepeat OM.
I :I' Uncheck the bhox ta tum the
Fepeat OFF.
™ Gas
& OK X Cann:ell W Repeat Charge OM

This function enables you to set any utility for which
your agency does not take meter readings to be a
recurring monthly charge for all tenants. Select the
project for which this should take effect and check
the box next to the utility or utilities to which the
recurring charge should apply. Click OK to save
this recurring charge or Cancel to cancel it. If you
click OK, all tenants in the selected project receive
a recurring monthly charge for the selected utility or
utilities. This charge is equal to the current setting
of each tenant’s future utility charge for the appro-
priate utility.

Recalculate HUD 51234 Information

This function recalculates all totals for the HUD-
51234 report.

HUD 51234
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Maintain Caseworkers Sub-Screen

The Maintain Caseworkers sub-screen enables
you to add, edit, and delete caseworker records.
Caseworker records allow you to associate a spe-
cific caseworker with each tenant in Receivables’
database. The top portion of this sub-screen con-
tains a table of all caseworkers who are currently
in the database, while the bottom portion of the
sub-screen contains the detailed information for
the currently selected caseworker.

Edit the data on this sub-screen and save or cancel
your changes with the standard WinTen controls.

fll+ =B |50 |

“Whark, Phone #

Casewaorker Code
4 DIRRAL [853)271-0965
TETH Wictor Teth (859)271-0965 405
ZE&H K.im Zeah (859)271-0965 220

Lucasz Dirral

_
=l
Caseworker Code IDIFIFLﬁ.L
First & Last Mame |Lucas |Dinal
Wwhork Phone I[E‘EH]E?1 -0365 Extersion |123

Mobile Phane |(853)434-2547
Pager Phare I[ ] -
Hame Phone |(859)336-5177

E-mail Addre=z IIdirraI@mindspring.mm
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Maintain Caseworkers Sub-Screen Controls

Change Caseworker Code Button

This button opens the Change Caseworker Code
dialog box. This dialog box enables you to edit
the selected caseworker’s unique identifying code.
When you change a caseworker code, the program
updates its databases, changing that waiting list
code to its new value in every record associated
with that code.

Maintain Caseworkers Sub-Screen Data
Fields

Caseworker Code

This is the caseworker’s unique identifying code. It
can be up to 10 characters long. You cannot edit
this field normally; to change it, click the Change
Caseworker Code button.

First & Last Name
These fields are the caseworker’s first and last
name.

Work Phone
This is the caseworker’s work phone number.

Mobile Phone
This is the caseworker’s cellular phone number.

Pager Phone
This is the caseworker’s pager number.

Home Phone
This is the caseworker’s home phone number.

E-mail Address
This is the caseworker’s e-mail address.

Change Cazeworker

Caseworker Code IVANDEGHIFT
' 0K I X Carcel |
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Maintain Management Codes Sub-Screen

Management codes are user-defined codes for
sorting and filtering tenant records. You can attach
a single management code to any tenant record.
This enables you to sort tenant records by man-
agement code, and to filter reports so they only
show tenants with a selected management code.
Edit the data on this sub-screen and save or cancel
your changes with the standard WinTen controls.

2 Maintain Management Codes

fll==#B802|&0|H"%

M anagement Code I Descrnption

| [IMCVER MEEDS INCOME WERIFICATIOMN
| [LOOKINGE LOOKING FOR SECTION 8 UMIT
PLEASE FEMDIMG LEASE APPROVAL

[C PYOUCHER  [PENDING RECEIPT OF SIGNED YOUCHER

td anagement Code IF"V'EI LICHER

Dezcription IF'ENDING RECEIPT OF S5IGNED VOLCHER
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Maintain Management Codes Sub-Screen

Controls

Change Management Code Button o3

This button opens the Change Management Code =

dialog box. This dialog box enables you to edit eyl NEVER

the selected management code’s unique identi-

fier. When you change a management code, the 7 Ok X Corcel |

program updates its databases, changing that
management code to its new value in every tenant
record that has that code.

Management Code Tab Data Fields

Management Code
This is the unique identifier of the selected man-
agement code (up to 10 characters).

Description
This is a brief (40-character) description of the se-
lected management code.
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TEnANT AcTiONS

Most of your work with Tenant Accounts Receiv-
able will involve maintaining tenant records. The
functions that allow you to work with this data are
grouped together in the Tenant Actions area of the
program. To reach this area, click the Tenant but-
ton or press <T> at the Main Menu.

= Tenant Accountz Beceivable Main Menu
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TENANT SEARCH SCREEN

The first screen that appears when you enter the
Tenant Actions area is the Tenant Search screen.
This screen contains a table of all of the tenants in
the Receivables database. From this screen, you
can add or move in a new tenant or review and edit
the data for an existing tenant record.

j Ordered By IName

j Search For ||

[6o]

i I.-“-‘-.II Current Tenants

Last Wame IFirst FETE |SSN ILlnit rurnber I.-'i'-.n::n::t rurnber |EF"F Acct # IStreet Address H
| AMITAVALA L5RAP 3E64-86-4611 001 000000002001 0C 123 TATES CRE
|_|BOLLAERT CHERYL D E4E-15-2488 013 000000002001 0C 125 TATES CREI
| |BROWMN TaoD O 939-85-4395 048 000000002001 0C 357 APPlAM WAl
|_|CHARSE] JULIANA G g34-88-3282 030 000000002001 0C 1860 ARMSTROI
|| CLAUSING JOHM E 438-38-8350 M2 000000002001 0C 125 TATES CREI
|_|CLEARY LalRa S 835394224 049 000000002001 0C 357 APPlAM WAl
|_|COFFIELD MICHAEL " 493259289 018 000000002001 0C 127 TATES CREI
|_|CURRID BRETT & 983-29-8432 020 000000002001 0C 127 TATES CREI
|_|DIAMOND REGIMALD k. BE4-61-3113 045 0000000020070 357 APPlAM WAl
| |DOUGHERTY LIMCOLM O 915641323 011 0000000020070 125 TATES CREI
|_|EMERSON JUCH P 548-53-9781 2022 00000000200104 127 TATES CREI
|_|FI=MER JULla o 344331318 038 0000000020070 1561 ARMSTROI
|_|FLOYD RaMDall L 425-45-8385 035 0000000020070 1555 ARMSTROI
| |GOHRING DAMA C 538-38-8484 004 0000000020070 123 TATES CREI
| |GRUENWALD DOUGLAS B 9359398932 018 0000000020070 125 TATES CREI
| |GUGLIELMO REBECCA M 430-20-0252 042 0000000020070 357 APPlAM WAl
|_|HECKLEMYER MURRAY D 544-11-B649 022 00000000200104 127 TATES CREI
| |HOLZBERG JODI L B72-68-2203 033 0000000020070 1551 ARMSTROI
il o

Add / Move In Edit / Heview [| Exit |
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Tenant Search Screen Controls

View

This drop-down selection box enables you to fil-
ter the tenants who are currently displayed in the
table. “Tenants in Possession” are those who are

currently living in your agency’s public housing Hint: EPF?

units. “Z Account Tenants” are those who have  The EPF Acct # column is visible in the table only if you
moved out but still owe your agency money. “His- are using Receivables’ EPF (“Lockbox’) function. For more
tory Tenants” are those who have moved out and information on this function, refer to Appendix D.

whose accounts are closed. “Charge Off Tenants”
are those whose accounts have been closed and
your agency has written off as losses.

Ordered By

This drop-down selection box determines the order
in which the tenant records are displayed in the
table.

Search For

This data field enables you to search for a specific
tenant record. Enter the target of your search in
this data field and click the Go button. The pro-
gram searches whichever set of fields you have
selected with the Ordered By control and high-
lights the first record in the table that matches your
search target.

Add/Move In Button

Click this button to add or move in a new tenant.
This process is described in more detail on the fol-
lowing pages.

Edit/Review Button

Click this button to review and/or edit the currently
selected tenant. This opens the Tenant Edit/Re-
view screen on that tenant’s record.

Adding or Moving In a Tenant

To add a new tenant (or to move in a tenant who
has a record in the WinTen Occupancy and Rent
Calculation program), click the Add/Move In button x|
on the Tenant Search screen. A dialog box opens
that asks you if you are moving this tenant in from
Occupancy and Rent Calculation. Click the appro-
priate button to continue.

\ql) |z thiz a mowe in from the Occupancy and Rent Calculation program™?
-

Ho Cancel

WinTen Tenant Accounts Receivable * [1/14/2003 Edition * Tenant Actions ¢ Page 4.3



Moving in a Tenant from the Occupan-
cy and Rent Calculation Program

If you are moving in a tenant who has an existing
record in Occupancy and Rent Calculation, a dia-
log box opens that informs you that moving in this
tenant will not update the tenant’'s PIC or TRACS
records. Click OK to close this dialog box and con-
tinue.

Next, a dialog box opens that contains a table of
every tenant in Occupancy and Rent Calculation’s
database. Select the tenant you are moving in, then
click OK to close this dialog box and continue.

The Pick a Vacant Unit dialog box opens. This dia-
log box contains a table of every vacant unit in the
Master Unit database. Select the unit into which
the tenant is moving, then click OK to close this
dialog box and continue.

A confirmation dialog box opens that asks you if the
selected unit is correct. Click Yes to continue, or
No to return to the Pick a Vacant Unit dialog box.

nformation
é)

x|

Pulling a tenant in fram the Dccupancy and Rent Calculation pragram will MOT change [ar camect] the
PIC/58 ¢ TRACS information in the Ocoupancy and Rent Calculation Program. Any changes [or comections]

to the PIC/58 ¢ TRACS submissions for this tenant must be done manually in the Dccupancy and Rent

Calculation Pragram,

Choose the comect tenant to

Pleaze Select a Tenant

Search For I
Social Security # |Last MName |First Mame |MI |Acct # l;l
| |364-86-4811 AMITEVALA ASRA F
|_|Bd6-15-2488 BOLLAERT CHERYL D
| |939-85-4335 BROWMN TODD 8]
| |834-88-3282 CHARSKI JULIANA G
| |438-38-8350 CLAUSING JOHM E
| |835-33-4224 CLEARY LALRA 5
| |493-25-9259 COFFIELD MICHAEL o
| |383-23-8432 CURRID BRETT &
& 754 DavENPORT WINSTOMN J o
|_|564-E1-3113 DIAMOND REGINALD K
| |915-541323 DOUGHERTY LIMCOLM 8]
||548-539761 EMERSON Jupy P 019761
| |344-331318 Fl<MER JULLE u]
| |425-45-8385 FLOYD RaMNDALL L
| |838-35-8454 GOHRIMNG Dhishy =
| |933-33-5932 GRUENwWALD DOUGLAS B
| |430-20-0252 GUGLIELMO REBECCA M
|_|544-11-5643 HECKLEMYER MURRAY DO 015649 =
K| ;l—l
Pick a ¥acant Unit
Please Select aWacant Unit from the: list below.
Search For I Go I
F'roiectl Uniit Murnber |Unit Eonditionl Urit Statusl =
| |0m 002 A W
| {om 0og A W
L5 CR v
|
|
v o _X Lorce |
5I

\9]) ‘rou have selected unit number 030 13 this unit corect?
H
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If you click Yes, the Tenant Move In sub-screen
opens. This sub-screen contains information on
the certification status of the tenant who you are
moving in and the status of the unit into which you
are moving him. Enter the move-in date and click
OK.

A dialog box opens that asks you if you want to
move the tenant in with prorated charges. Click
Yes to move the tenant in with prorated charges or
No to continue with the move-in process without
applying prorated charges.

If you click Yes, the Prorated Rent Charges dialog
box opens. This dialog box displays the prorated
rent to which the tenant is subject. Change this
value, if necessary, and click OK to close this dia-
log box and continue.

A dialog box opens that asks you if the tenant has
any pets. Click the appropriate button to continue.

If you click Yes and the program is set up for pet de-
posits to be based on number of pets, the Number
of Pets dialog box opens. Enter the number of pets
that the tenant has and click OK.

A dialog box opens that asks you to enter the cur-
rent meter readings for the unit into which the ten-
ant is moving. Enter the current readings and click
OK.

When you click OK in the last dialog box, all dialog
boxes associated with the move-in process close
and the Tenant Edit/Review screen opens to the
new tenant’s information.

Tenant Move In

THE MOVE IN DATE MUST BE ON OR AFTER THE LATEST OF THESE DATES AND IN THE CURRENT
RECEVABLES MONTH AND YEAR |

Current Receivables Month/vear 3/2003 Referred to Occupancy Date 12/30/1833
Previous Mave Out Date 03/14/2003 Last D ate of Condition Change 03/01/2003

The LATEST datsis: ™= 03/14/2003 - |

Please enter the actual move in date  [1EZ

Admizsion Date on Dccupancy and Rent Calculation S creen03/18/2003
Effective Date on Occupancy and Rent Calculation S creen03/18/2003

The Occupancy and Rent Caleulation Screen will be updated with the Move In Date.

o OK X Cancel |

x

\q]) Do vou wizh to move the tenant in with prorated charges?
:

The Move In Date is 03/18/2003.
There are 14 daysz left thiz manth [including today).
The daily rate is 7.73

The rent charge for the remaining days would be I 108.22

&
\c)]) Do they have any pets?

Input Meter Reading:

Please Enter The BEGINMING Meter Readings For The NEW Unit

Read Date far these readings i 03/18/2003

Electric Gas W ater

New 112 15 e

Oid 0 0 1}

o 0K
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Moving in a Tenant not from the Occu-
pancy and Rent Calculation Program

If you are moving in a tenant who has no record
in Occupancy and Rent Calculation, a dialog box -
Please enter the Social 5 ecurity Mumber |382-1 5-7446

opens that asks you for basic information on this
tenant. Enter the tenant’s Social Security number, s s oo |

first name, and last name. Select the radio button Flease ente the Last Name [4RIGENT
that corresponds to the tenant’s type: active (a new R ———
tenant) or inactive (a new “Z” holding account for (‘-‘ AETIVE -New Tenant Move In
. . . e .
someone who isn’t currently a resident but may still ACTIVE -2 fccountioe

owe your agency money). Click OK to continue.

X Cancel |

The Pick a Vacant Unit dialog box opens. This dia-

log box contains a table of every vacant unit in the Please Select a Vacant Unit from the it below.
Master Unit database. Select the unit into which Search For | Go |
the tenant is moving, then click OK to close this __ —
. . F'r0|ec:t| Unit Nurnber IUnlt Eondltlonl Urit Statusl =
dialog box and continue. om0 3 v
oo nos A W

[P oo A v

-
I=|
" Ok X Cancel |
A confirmation dialog box opens that asks you if the x|
SeleCted Un|t IS CorreCt C“Ck Yes to Contlnue’ or \?I) ‘r'ou have selected unit number 030 |5 this unit corect?

No to return to the Pick a Vacant Unit dialog box.
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If you click Yes, the Tenant Move In sub-screen
opens. This sub-screen contains information on
the certification status of the tenant who you are
moving in and the status of the unit into which you
are moving him. Enter the move-in date and click
OK.

If the program is set up to calculate security depos-
its or pet deposits as a percentage of the tenant’s
rent, the Future Rent dialog box opens. Enter the
tenant’s future rent amount and click OK.

A dialog box opens that asks you if the tenant has
any pets. Click the appropriate button to continue.

If you click Yes and the program is set up for pet de-
posits to be based on number of pets, the Number
of Pets dialog box opens. Enter the number of pets
that the tenant has and click OK.

A dialog box opens that asks you to enter the cur-
rent meter readings for the unit into which the ten-
ant is moving. Enter the current readings and click
OK.

When you click OK in the last dialog box, all dialog
boxes associated with the move-in process close
and the Tenant Edit/Review screen opens to the
new tenant’s information.

Tenant Move In

Number of Pets

e
[ =
e

Input Meter Readings For Move In /Transfer [Mew Unit)

R e
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Tenant Epim/Review Screen

The Tenant Edit/Review screen contains all of Ten-
ant Accounts Receivables’ data for one tenant.
This data is spread among seven tabs. The Tenant
Data, Deposit/Repay, Charges, Ultilities, Details,
and Work Orders tabs are always available. In

addition, if you are running Tenmast's MS-DOS- Hint: “I”

based Public Housing Inspections program, the In- ‘ , o

spections tab is available. The Tenant Edit/Review A “Z” in front of a unit number indicates that the tenant has
screen always opens on the Tenant Data tab, as moved out of that unit. We refer to such accounts as “Z
shown below. The tenant’s name, project number, accounts.”

unit number, and SSN are always shown above the
tabs, regardless of the current tab seleced.

Tenant Data Tab

The Tenant Data tab contains general information
on the tenant's family and financial assistance
status. It also enables you to use several special
functions through the toolbar buttons. Use the
standard WinTen controls to edit the data on this
tab and save or cancel your changes.

Tenant Edit / Heview

File Edit Tools

WINSTOM J DAVERPORT Pruiectw Unit # |030 S5M |535-21 -4784
Tenant Data |Dep|:usit.-’FEepayI Charges I Litilitie:s I Details I ork: Drdersl

e -#00ab(> <>l b X6 &8 |
First, Last Mame [WINSTON J [DAVENFORT

Street I‘IEEEI SRMSTROMG MILL RO [Eg | Phaone I[EE'EI]EF"E-EEE? e |

City. 5t. Zip ILEKIHGTDN ki 40517

tomt Code I j
Cazewarker | TETH, ¥ICTOR -
I J Bedrl:n:umsl 3
Account # [20030035 Farrily Sizel 1
EPF &ccount # IEIEIEIEIEIEIEIEI Minl:ursl 1]

TAR Bal Date Adrmission Date |I33f1 8/2003 Incame | 10032.00
YTD Bent Paid {0.00 Leaze Date ||:|3.-"'| a/2003 Income Level I E vI
Charge Off 0.00 Faint D ate II:IS.-"I 241993 Race/Ethnicity IEE

Future Rent 232.00 NextInsp Date II:IE"PI 042003 [T Elderly
Mext Insp Time I— [ Late Charge Exempt

Terminated I [~ FSS Participant

[ Home Ownership

il
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Tenant Data Tab Controls

Change Social Security Number Button o3
When you click this button, the SSN field becomes =
editable. Enter your changes to the tenant’s Social
Security number, then click the Save button to save
your changes or the Cancel button to cancel them.

Move Out Button B
Clicking this button initiates the process by which ~|
you record a tenant’s move-out. For more informa-

tion on this process, see the section on Moving a
Tenant Out at the end of this chapter.

Transfer Tenant Button

Clicking this button initiates the process by which E
you record a tenant’s move from his current unit to -
another vacant and available unit. For more infor-

mation on this process, see the section on Trans-

ferring a Tenant at the end of this chapter.

Special Message Edit Button

When you click this button, the Special Message i
data field becomes editable. Enter your changes

to this tenant’s special message and click the Save

button to save your changes or the Cancel button

to cancel them.

Mark Tenant for Deletion Button

When you click this button, the program marks the x
tenant for deletion during the monthly initialization

process. A red indicator box appears in the top

right corner of the tab, showing that this tenant has

been marked for deletion.

Unmark Tenant for Deletion Button @
When you click this button, the program unmarks

the tenant for deletion and removes the “Delete

End of Month” indicator from the tab.

Charge Off Edit Field Button @
When you click this button, the Charge Off data

field becomes editable. Enter your changes to this

field and click the Save button to save your chang-

es or the Cancel button to cancel them.

NOTE: Under most circumstances, you should
not need to use the Charge Off Edit function.
This is only necessary if a problem occurred
with the actual charge off.

Show Inspections Button )g
Click this button to open the Browse Inspections -
sub-screen, described at the end of this chapter.

The Browse Inspections sub-screen enables you

to view inspections performed on this tenant’s unit.

This button is available only if you are running the

WinTen Public Housing Inspections program.
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Mailing Address Button

The Mailing Address button opens the Review/Edit
Mailing Address dialog box. This dialog box con-
tains a set of data fields for the tenant’s mailing ad-
dress, if this differs from his physical address. Use
the standard WinTen controls to edit the data on
this dialog box and save or cancel your changes.

Phone Numbers Button

The Mailing Address button opens the Review/
Edit Phone Numbers dialog box. This dialog box
contains a set of data fields for additional phone
numbers for the tenant. Use the standard WinTen
controls to edit the data on this dialog box and save
or cancel your changes.

Tenant Data Tab Data Fields

Most of the following data is required when a user
creates a tenant record in the Occupancy and Rent
Calculation program.

NOTE: Data fields marked with an asterisk (*)
are those which Receivables draws from Oc-
cupancy and Rent Calculation when you move
in a tenant.

First, Last Name *
These two fields are the tenant’s first and last
name.

Special Message

The Special Message field is for alerts that anyone
who edits this tenant’s information needs to see.
It is limited to 20 characters. You cannot edit this
field normally; you must use the Special Message
Edit button.

NOTE: The Special Message field is not visible
if you have not entered anything in it. When
you click the Special Message Edit button, it
becomes visible and editable.

Street
This is the tenant’s street address.

City, State, Zip
This is the tenant’s city, state, and zip code.

Mgmt Code
This drop-down selection box enables you to set
the tenant’s management code, if applicable.

Caseworker *
This drop-down selection box enables you to spec-
ify the tenant’s assigned caseworker.

WinTen Tenant Accounts Receivable

x|
Tenant [wINSTON J DAVENPORT
Care0f |
Stizet [1560 ARMSTRONG MILL RD
City / State /Zip [LEXINGTON [rr o] Jeost7
=
&l
Work Phons [0
Message Phore [( ) -
Tenant Edit / Review
File Edit Tools
WINSTON J DEVEMPORT Project [00 Urit # [030 55N [635-21-4784
TenaniData |DeposiRepay] Chaiges |  Utities |  Detals | Work Ordes |
Al+ -#82abs(> <+l HoB (X8 &S |
Fitst, Last Mame [WINSTON.J [DAVENFORT
Shiest [1560 ARMS TRONG MILL AD oy Phere [[253272-5507 | g |
City. 5t Zip [LERINGTON £ 40517
gt Eodel j
Caseworker | TETH, VICTOR hd
I J Bedrooms: 3
Account # | 20030095 Family Size 1
EPF Ascount # | 00000000 Minars[ 0
TAR Bal Date Adrmission Date [[12/15/2002 Income: 10032.00
¥TD Rient Paid [0.00 Lease Date [03/18/2002 Income Level [F -]
Chargs Off 0.00 Paint Diate [03/12/1993 Race/Ethnicity [22
Futws Rert 23200 Hext Insp Date [08/10/2002 ™ Elderly
MestInsp Time [ ™ Late Charge Exempt
Temminated I~ FS5 Paticipant
™ Home Ownership
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Account # *
This is the tenant’s Receivables account number.

EPF Account #

This is the tenant’s EPF (lockbox) account number.
This field is visible only if the EPF function is turned
on in Setup.

Phone *
This is the tenant’s home phone number.

Account Balance Data Fields

TAR Bal Date

This is the date on which the tenant last paid his ac-
count in full (paid to a zero balance). The program
updates this field every time the tenant makes a
payment and his account balance goes to zero or
becomes a credit.

YTD Paid Off
This is the total amount of rent the tenant has paid
to date in the current calendar year.

Charge Off
This is the amount which your agency has “charged
off,” or identified as an uncollectable debt, from this
tenant’'s account. You cannot edit this field; the
program fills it in automatically when you charge
off a tenant.

Future Rent *
This is the tenant’s rent charge for the next month.

Date Data Fields

Admission Date *
This is the date on which the tenant was admitted
to your agency’s subsidized housing program.

Lease Date

This is the date on which the tenant’s lease went
into effect. The program fills in this field when you
move or transfer the tenant into a unit.

Paint Date

This is the date on which your agency last painted
the unit. The program fills in this field from the
Master Unit database.

Next Insp Date
This is the next date on which the tenant’s unit will
be inspected.

Next Insp Time
This is the time at which the tenant’s unit will be
inspected.

Terminated
This is the date on which the tenant’s lease termi-
nated, if it has yet. The program fills in this field

when you maove the tenant out. . . .
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Household Data Fields

Bedrooms
This is the number of bedrooms in the tenant’s
unit.

Family Size *
This is the total number of people in the tenant’s
household.

Minors *
This is the number of minors in the tenant’s house-
hold.

Income *
This is the household’s annual income.

Income Level *
This is the household’s income level: Low, Very
low, or Extremely low.

Race/Ethnicity

When you edit this field, it changes to a pair of
drop-down selection boxes. The first one enables
you to specify the tenant’s race according to HUD’s
standard classification codes:

1: White

2: Black/African American

3: American Indian/Alaska Native

4: Asian

5: Native Hawaiian/Other Pacific Islander
6: Multi-Racial

The second drop-down selection box enables you
to specify the tenant’s ethnicity according to HUD’s
standard classification codes:

1: Hispanic
2: Non-Hispanic

When you are not editing this field, it displays a
two-digit number composed of the above codes.

Elderly
If the tenant is elderly, check this box.

Late Charge Exempt

If the tenant should not be subject to late charges
for past due rent, utility, or other bills, check this
box. If this box is checked, Receivables will not
automatically post late charges to this tenant’s ac-
count or include this tenant in lists of delinquent
accounts.

FSS Participant
If the tenant is an FSS (Family Self-Sufficiency)
participant, check this box.

Home Ownership
If the tenant is enrolled in your agency’s Home
Ownership program, check this box.

Tenant Edit / Revit

File Edit Tools
WINSTON J DAVENPORT

Project [001 Unit # 030

55N [635-21-4784

Tenant Data |Deposit/Riepay|  Charges

| Utiies |  Detals | Work Orders |

Hlir -#Boless++| L@ X8 &2 |

Fitst, Last Mame [WINSTON J

[DAVENPORT

Street [1550 ARMSTRONG MILL D [T Phane [(353]272-5557 | g |
Ciy. St Zip [LEANETON E 40517
Mark Code | =l
Casewol ker |TETH, VICTOR -
I J Bediooms 3
Account # | 20030035 Famiy Gize[ 1
EFF Account # 00000000 e l_g
TAR Bal Date Admission Date |02/10/2003 Income 10032.00
YTD Rent Paid |0.00 Lease Date |03/18/2003 Income Level [F E
Charge Off 0.00 Paint Date [03/12/1333 Race/Ethnicity [22
Future Fient |—232 0 Hext Insp Diate [05/10/2003 I Eldey
Hext Insp Time [ Late Charge Exempt
Temninated [ FS5 Participant
™ Home Dwnership
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Deposit/Repay Tab

The Deposit/Repay Tab contains information on
the tenant’s security and pet deposits, promissory
note, and repayment agreement. If the tenant is
a home ownership participant, as indicated on the
Tenant Data tab, it also contains information on the
tenant's home ownership escrow accounts. Use
the standard WinTen controls to edit the data on
this tab and save or cancel your changes.

Tenant Edit / Beview

—————
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Deposit/Repay Tab Controls

Refund Pet Deposit Button

When you click the Refund Pet Deposit button, the
Pet Deposit Transfer/Refund sub-screen opens.
For more information on this sub-screen, see the
following pages.

Partial Security Deposit Refund Button
When you click the Partial Security Deposit Refund
button, the Partial Security Deposit Transfer/Re-
fund sub-screen opens. For more information on
this sub-screen, see the following pages.

Move Out Security Deposit Transfer/Refund

When you click the Move Out Security Deposit
Transfer/Refund button, the Security Deposit Inter-
est dialog box opens. The program calculates the
amount of interest, if any, that the tenant’s security
deposit has accrued, using information from the
Projects tab of the Setup screen. Enter any chang-
es to this amount and click OK. The dialog box
closes and the Security Deposit Transfer/Refund
sub-screen opens. For more information on this
sub-screen, see its section later in this chapter.

Hint: Why refund a pet deposit?

The Refund Security Deposit function enables
you to refund a pet deposit along with a security
deposit during a move-out. Typically, you will
only need to refund a pet deposit by itself if a
household loses a pet.

Security Deposit |

Interest calculated on security deposit of

k3 0.0 from 04/28/2001  to 04/23/2001

using 3.1 24 simple interest.

Please enter Security Deposit Interest. IU.DD
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Deposit/Repay Tab Data Fields

Security/Pet Deposit and Home Ownership Data
Fields

The security deposit and pet deposit data fields on
the Deposit/Repay Tab are arranged in a table. Se-
curity deposit, pet deposit, and balance values are
shown in separate columns. Each row of data has
the same meanings across all three columns.

If the tenant is a home ownership participant, two
additional columns are available on the right side of
the screen. These contain the data for the tenant’s
escrow accounts for down payment and home pur-
chase.

Previous Balance
This is the amount that the tenant has paid as a
deposit or put into escrow.

Payments
This is the payment that the tenant has made this
month.

Interest

These fields are reserved for future enhancements
to Tenant Accounts Receivable. They currently
have no effect.

Transferred

This is the amount that your agency has refunded
to the tenant or applied toward to any move out
charges.

Ending Balance
This is the sum of the Previous Balance and Pay-
ments fields, minus the Transferred field.

Standard Deposit

This is the normal amount of the deposit that the
tenant would owe if no extenuating circumstances
applied.

Amount Owed
This is the difference between the Amount Paid to
Date and Standard Deposit fields.

Net Rent
This is the tenant’s net rent.
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Promissory Note Repayment Agreement Data
Fields

If the tenant has an outstanding promissory note,
the following fields are visible. To edit the tenant’s
promissory note data, click the Promissory Note
button on the Charges tab.

Start Date
This is the date on which the tenant’s promissory
note was created.

Remaining Balance
This is the tenant’s remaining balance to pay
against the promissory note.

Monthly Payment
This is the tenant’s monthly payment toward the
promissory note.

Current Balance
This is the tenant’s current balance due on the
promissory note.

Rem Bal + Cur Bal
This is the sum of the tenant’s remaining balance
and current balance.

Retroactive Rent Agreement Data Fields

If the tenant has an outstanding retroactive rent
agreement, the following fields are visible. To edit
the tenant’s retro rent data, click the Retro Rent
Repayment Agreement button on the Charges tab.

Start Date
This is the date on which the tenant’s retroactive
rent agreement was created.

Remaining Balance
This is the tenant’s remaining balance to pay
against the retro rent agreement.

Monthly Payment
This is the tenant’s monthly payment toward the
retro rent agreement.

Current Balance
This is the tenant’s current balance due on the retro
rent agreement.

Rem Bal + Cur Bal
This is the sum of the tenant’s remaining balance
and current balance.

File Edit Tools
WINSTON J DAVENPORT Project 00T Unit # [030 55N [635-21-4784
Tenant Data DepositFiepay| Chages | Utities | Detals | Wk Orders |
Dl#lo&Ey==> 8@ %
Security/Pet Deposit Infarmation Home Ownership Information
Escrow Security Deposit Pet Deposit Balance Down Payment  Purchase Amaount
Frevious Balance 0.00 0.00 0.0 0.00 0.00
Payments 11600 2000 136.00 0.00 0.00
Interest 0.00 0.00
Transfermed 0.oo 0.oo oo 0.00 0.00
Ending Balance 116.00 2000 136.00 0.00 0.00
Standard Deposit 116.00 20.00 136.00 0.00 0.00
AMOUNT OWED 0.00 0.00 0.00 0.00 0.00
Net Rent 0.00
Pramissory Mote Repayment Agreement Retroactive Rent Agreement ‘
Start Date Start Date
Remaining Balance 0.00 Remaining Balance 0.oo
tonthly Payment 0.00 Ionthly Papment 0.oo
Current Balance 0.00 Current Balance 0.00
Fiem Bal + Cur Bal 0.00 Fem Bal + Cur Bal 0.0
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Pet Deposit Transfer/Refund Sub-Screen

The Pet Deposit Transfer/Refund sub-screen dis-
plays a table of all outstanding charges which the
tenant owes your agency. This sub-screen en-
ables you to apply the tenant’s pet deposit toward
those charges or to refund it to the tenant, using the
toolbar buttons.

Pet Deposit Transfer/Refund
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Pet Deposit Transfer/Refund Sub-Screen
Controls

Refund Pet Deposit Without Applying to the
Tenant’s Account Button

If you want to refund the pet deposit to the tenant
without applying it to any outstanding charges the
tenant has, click this button. The Pet Deposit Trans-
fer Amount dialog box opens. Enter the amount
that you want to refund, up to the full amount of the
deposit, and click OK. The Pet Deposit Transfer
Amount dialog box closes and a dialog box opens
that reminds you to issue the refund.

Apply Deposit to Tenant’s Account Button

If you want to apply part of all of the tenant’s pet
deposit to his outstanding charges, click this but-
ton. The Pet Deposit Transfer Amount dialog box
opens. Enter the amount that you want to refund
to the tenant and click OK. The dialog box closes
and the Pet Deposit Transfer/Refund sub-screen
enters edit mode. In the Current Payment column,
enter the remaining amount of the pet deposit to
apply to each outstanding charge. Click the Save
button to save these changes or the Cancel button
to cancel them. The Pet Deposit Transfer/Refund
sub-screen closes and the program returns to
the Deposit/Repay Tab of the Tenant Edit/Review
screen.

Amt to Apply t
Fleasze enter amount to be refunded. IE

o 0K

3 Cancel

Hint: Why would | issue a partial pet deposit refund?

Mrs. Witherspoon has two cats, Fluffy and Cookie. Fluffy
tragically passes away. Mrs. Witherspoon now has one cat
remaining, so she doesn’t need to have a two-cat deposit.
Thus, you should refund her the difference between a two-
cat deposit and a one-cat deposit.

4|

Amt to Apply t
Fleasze enter amount to be refunded. IE

3 Cancel |

o 0K

Pet Deposit Transfer/Refun:

Dmz ad
First Name WINSTON ) Last Name DAVENPORT 55N 635-21-4784
Unit # 030 Project 001 Acct B 20030035
LastMO/PE PrevBal Charges Payments Current Balance
MTD Payment
Refunds 0.00 000 75
Fient 0.00 0.00 108 22 0.00 |[oo0 10822 D?”D’;‘?"
Lats Charge 0.00 0.00 0.00 0.00 {[o.00 oo |°P
Rietro Rert 000 0.00 0.00 0.00 [onn noo | 11600
Prom Mote 000 000 000 0.00 [0.00 0.00 | pet
WworkDrders 000 000 000 0.00 [0.00 0.00 | Deposit
Gas/appl 0.00 0.00 0.00 0.00 |[o.oo 0.00 20.00
Eleéppl 0.0n 0.00 0.00 0.00 |[o.o0 0.00
Witr/ppl 000 000 000 0.00 |[oon 000 | Interest
Bad Chik Cha 0.00 0.00 0.00 0.00 |[o.0n 0.00 000
CABLE TV 0.00 000 0.00 0.00 oo I
COURT COST 000 0.00 000 0.00 |fo.on 000 | Total
EVICTION 0.00 0.00 0.00 0.00 |[o.on 0.00 | Deposit
SUPPLIES 0.00 0.00 0.00 0.00 |[o.on 000 | 43500
CLEAN-UP 0.0n 0.00 0.00 0.00 |[o.00 0.00
Totals 0.00 0.00 108.22 0.00 0.00 108.22
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Partial Security Deposit Transfer/Refund Sub-
Screen

The Partial Security Deposit Transfer/Refund sub-
screen displays a table of all outstanding charges
which the tenant owes your agency. This sub-
screen enables you to apply part of the tenant’s
security deposit toward those charges or to refund
it to the tenant, using the toolbar buttons.

Partial Security Depozit Transfer/Refund
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Partial Security Deposit Transfer/Refund
Sub-Screen Controls

Refund Deposit Without Applying to the Ten-
ant’s Account Button

If you want to refund the security deposit to the ten-
ant without applying it to any outstanding charges
the tenant has, click this button. The Security
Deposit Transfer Amount dialog box opens. Enter
the amount that you want to refund, up to the full
amount of the deposit, and click OK. The Security
Deposit Transfer Amount dialog box closes and
a dialog box opens that reminds you to issue the
refund.

Apply Deposit to Tenant’s Account Button

If you want to apply part of all of the tenant’s se-
curity deposit to his outstanding charges, click this
button. The Security Deposit Transfer Amount dia-
log box opens. Enter the amount that you want to
refund to the tenant and click OK. The dialog box
closes and the Security Deposit Transfer/Refund
sub-screen enters edit mode. In the Current Pay-
ment column, enter the remaining amount of the se-
curity deposit to apply to each outstanding charge.
Click the Save button to save these changes or the
Cancel button to cancel them. The Security De-
posit Transfer/Refund sub-screen closes and the
program returns to the Deposit/Repay Tab of the
Tenant Edit/Review screen.

Amt to Apply t
Fleaze enter amaunt ta be refunded. IE

3 Cancel |

W OK

4|

Amt to Apply t
Fleaze enter amaunt ta be refunded. IE

" OK 3 Cancel
Pet Deposit Transfer/Refun
MCEEE
First Mame “wINSTOM .J Last Name DAVEMPORT S5M  635-21-4784
Urit # 030 Project 00 Acct B 20030095
LastMO/FPE PrevBal Charges Payments Current Balance
WMTD Payment
Refunds nan 000 -
Rent 0.00 000 10822 0.00 [[0.00 108.22 DECUD"S‘?"
Late Charge 000 000 000 0.00 |[n.0n oo | %P
Retro Rent 0.00 0.00 0.00 0.00 [0.00 ooo| 11600
Prom Mate 0.00 0.00 0.00 0.00 |[0.00 0.00 | pgt
wiorkDrders 0.00 0.00 0.00 0.00 |[xon 0.00 | Deposit
Gas/Appl 0.00 0.00 0.00 0.00 |[o.00 0.00 20.00
Ele/tppl 0.00 0.00 0.00 0.00 |[n.0n 0.00
Wir/Appl 0.00 0.00 0.00 0.00 |[o.o0 0.00 | Interest
Bad Chi Chg 0.00 0.00 0.00 000 [ooo 000 000
CARLE Tv 0.00 0.00 0.00 0.00 |[no0 noo
COURT COST 0.00 0.00 0.00 0.00 |[o.00 0.00 | Total
EVICTION 0.00 0.00 0.00 0.00 |[o.0n 0.00 | Deposit
SUPFLIES 0.00 0.00 0.00 0.00 |[g.on 000 | 43500
CLEAN-UP 000 000 000 000 |[goo | 0.00
Totals 0.00 0.00 108,22 0.00  0.00 108.22
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Security Deposit Transfer/Refund Sub-Screen

The Security Deposit Transfer/Refund sub-screen
displays a table of all outstanding charges which
the tenant owes your agency. This sub-screen
enables you to apply the tenant’s security deposit
toward those charges or to refund it to the tenant.

Security Deposzit Transfer/Refund

ralZ
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Applying and Refunding a Security
Deposit

To apply a tenant’s security deposit toward any out-
standing charges and refund the remainder, click
the Edit button. In the Current Payment column,
enter the amount of the security deposit to apply
against each given charge. When you are done,
click the Save button.

The Mailing Address dialog box opens. Enter the
address to which to mail the refund check and click
OK.

The Mailing Address dialog box closes and a dialog
box opens to remind you to issue the refund. Click
OK.

The reminder dialog box closes and a confirmation
dialog box opens that asks you if you want the pro-
gram to create a record in the Accounts Payable
program.

If you click Yes, a print preview screen opens with
the tenant’s final Move Out statement. Print this
statement, then click the Close button to close the
print preview screen and return to the Deposit/
Repay Tab.

Hint: What if | want to refund the whole deposit?

If you don’t want to apply any of the security deposit against
the tenant’s charges (or if the tenant doesn’t have any out-
standing charges at all), click the Edit button, then click the
Save button without making any changes.

Mailing Address

Care Of I
Address

City.5L.2Zp  [LEXINGTON frr =] faos17
X Cancel |
Information X

\p lzsue this tenant a refund of $50.44

x
\q]) Do you want me to create a record in Payables for you?
:

] we |

Hint: Why would | not want to create a Payables
record?

In most instances, you will want to create a record in Pay-
ables. This is actually two records: a vendor record (a re-
cord of the tenant to whom you're paying the refund) and an
invoice record (a record of the refund payment). There are
two circumstances under which you should click “No” when
the program asks if you want to create a Payables record:

1. You have already issued the refund through Payables.

2. Your agency is holding the tenant’s deposit or absorbing
it into its own accounts. This generally occurs if a tenant
moves out without providing you with notice.
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Charges Tab

The Charges tab contains the tenant’'s complete
charge information. It contains several functions
that allow you to edit the tenant’s account.

NOTE: Tenant Accounts Receivable is an au-
tomated system that adjusts each tenant’s
account during monthly initialization. Under
most circumstances, you should not need to
edit previous or last month’s balances. If such
a balance is incorrect, edit the current charges
to adjust the balance accordingly.

Hint: Where’s the rest of it?

The Charges tab is laid out in a spreadsheet (table) format
that is wider than the screen. A horizontal scroll bar is lo-
cated on the bottom of this tab. Use this scroll bar to move
left and right to view all of this tab’s data.

File Edit Tools
WINSTON J DAVENPORT Project[om Urit# [030 SSN |635-21-4784
Tenant Diata IDepn:usit.u’Fiepa_lrl Charges | Litilitizs Cietailz I Ywhark Orders I
W2 &ly<+==+|1L  CF @ &Y
Last MO/FPB Prew Bal Charges Payrments Balance
Refunds B.00 .00 ¥
Rent || oo |l oon | 10822 0.00 108.22 i
Late Charge | | noa | ooo 0.00 0.00 0.00 \
Reto Rent | | aoa || ooo | 0.00 0.00 0.00 >
PromissopNate | [ oo [T oo ([T ooo 0.00 0.00 :
wiorkOrders ||| oo | oo | 0.00 0.00 0.00 b
Gas/tppliance | | oon | 000 | 0.00 0.00 0.00 g )
Ele/tppliance ||| oon | oon | 0.00 0.00 0.00 E 5
wii/tppliance ||| ooo ooo 0.00 0.00 0.00 ¥
Bad Chk Charge | |/ oo | oo |l 0,00 0.00 0.00 i
CaBLE TV | |] oo |l oo |l 0.00 0.00 0.00 >
COURT COST /] oo |l oo |l 0.00 0.00 0.00 ;
EVICTION | ] oo |l oo |l 0.00 0.00 0.00
SUPPLIES | /] oo |l oo |l 0.00 0.00 0.00
CLEAN-UP | /] oo |l oo |l 0.00 0.00 0.00
Totals 0.00 0.on 108,22 0.00 108.22
a | 2
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Charges Tab Controls

Edit Last Month’s Previous Balance Button
When you click this button, the Last Month’s Previ-
ous Balance (Last MO/PB) column becomes edit-
able. Make your changes and save or cancel them
with the standard WinTen controls. If you save
changes, Receivables recalculates this entire tab’s
data.

Edit Previous Charges Button

When you click this button, the Previous Balance
(Prev Bal) column becomes editable. Make your
changes and save or cancel them with the stan-
dard WinTen controls. If you save changes, Re-
ceivables recalculates this entire tab’s data.

CautioN

You should not use the Edit Last Month’s Previous Balance
or Edit Previous Charges functions after your agency’s
first month of using Tenant Accounts Receivable. If you
edit either of these items, your changes will not transfer
to the General Ledger, because Receivables has already
reported the previous month’s data to the ledger and closed
out the Receivables Journal for that month. Such changes
will result in the General Ledger being out of balance.

If you need to edit a previous balance or previous charges,
make a manual journal entry in the General Ledger module
as soon as you make the changes in Receivables. For
more information on manual journal entries, see the En-
ter Manual Transactions chapter of the General Ledger
manual.

Edit Current Charges Button

When you click this button, the Charges column
becomes editable. Make your changes and save
or cancel them with the standard WinTen controls.
If you save changes, Receivables records a trans-
action for the tenant and then recalculates this
entire tab’s data.

Edit Future Charges Button

When you click this button, the screen scrolls right
to display the Future Charges (Future Chgs) col-
umn and its associated data. The future charges
and repeating charges data becomes editable.
Make your changes and save or cancel them with
the standard WinTen controls. If you save chang-
es, Receivables recalculates this entire tab’s data.

P

Tenant Edit / Revit

File Edit Tools
WINSTON J DAVENPORT Project |00 Unit # 030

55N [635-21-4784

Tenant Data | Deposit/Riepay  Chaiges | Utities | Detals | Work Orders |

NRNe & >==+ | CF @ 58Y

Last MO/PE Prev Bal Charges Payments Balance
6.00 60D

Refunds
Rent | [ non | oon ([ 1ogz2 0.00 108.22
Late Charge | |] oo |l oo |l 0,00 0.00 0.00
Retro Rent | [ non | oon | 0.00 0.00 0.00
[ I I
| | |

Fromissory Mote 0.0o 0.00 0.00 0.00 0.00
“éork Orders 0.0 0.00 0.00 0.00 0.0o
Gas/bpplance 0.00 0.00 0.00 0.00 0oo
Ele/tppliance 0.0o 0.00 0.00 0.00 0.0o
witrfhppliance 0.00 0.00 0.00 0.00 000
Bad Chk Charge 0.00 0.00 0.00 0.00 0.0o
CABLE TV 0.0 0.00
COURT COST 0.00 0.00
EVICTION 0.00 0.00
SUPPLIES 0.00 0.00 0.00 0.00 0.0o
CLEAN-UP 0.on 0.00 0.00 0.00 0.oo
Totals oon 000 108.22 0.00 108.22

0.00 0.00 000
0.00 0.00 0.0o
0.00 0.00 000

mIoxz

Hint: How do | set up a repeating charge?

Click the Edit Future Charges button. Select one of the five
user-defined charges in the bottom five rows of the table.
Check the Repeating check box. Enter the starting and
ending months for this repeating charge (to have a year-
round repeating charge, enter “1” and “12”) and the amount
of the charge.
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Edit Promissory Note/Retro Rent Fields Button
When you click this button, if the tenant has a
promissory note and/or a retro rent repayment
agreement, the charge fields for the current month
become editable. Make your changes and save or
cancel them with the standard WinTen controls. If
you save changes, Receivables recalculates this
entire tab’s data.

Promissory Note (Payment Agreement) Button
and Retro Rent Repayment Agreement Button
When you click either of these buttons, the Promis-
sory Note/Retro Rent Agreement Menu dialog box
opens. This dialog box enables you to create, edit,
or delete a promissory note or retro rent repay-
ment agreement, depending on which button you
clicked.

Promissory Notes and Retro Rent
Agreements

Promissory notes and retroactive rent repayment
(retro rent) agreements are both legally binding
contracts wherein a tenant agrees on a payment
schedule for settling a debt which is too large for
him to pay in one lump sum.

A retro rent agreement deals with retroactive
rent changes. These typically occur when a ten-
ant doesn’t notify your agency of a change in his
income status until several months after the fact.
His new income causes an increase in his monthly
rent payment, but this change applies retroactively
for every month since his income went up. Thus,
he suddenly has several months of partially unpaid
rent. If this total is too much for him to pay in one
payment, he can enter into a retro rent agreement
with your agency and pay back a given amount
each month.

A promissory note deals with similar situations for
anything except retroactive rent changes. Mainte-
nance fees for major repairs and getting behind on
regular rent payments are the two most common
causes of large tenant debts.

Caurion

Promissory notes and retroactive rent agreements are
legally binding contracts. Only use these functions if your
agency and the tenant agree to a payment contract in writ-

ing.

Hint: How do | tell if | need a retro rent agreement?

First, determine the amount the tenant owes your agency.
If this amount is within reason for immediate payment,
don’t bother with a retro rent agreement - just add it as a
current charge. However, if you can't reasonably demand
that the tenant pay immediately, you will need a retro rent
agreement. Your agency should determine its own policies
regarding reasonable payment amounts.
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Promissory Note/Retro Rent Agreement Menu Promissory No

Dla/Og Box "| Create Agreement
This dialog box contains six options for manag- B Transfer | Transfer Existing Balance to Agreement
ing promissory notes and retro rent agreements. Eoil_ | EditMorthy Chargs on Agreemant
Depending on whether you clicked the Promissory
Note (Payment Agreement) button or the Retro i remoe [Remove Agreemert
Rent Repayment Agreement button, these func- Current |BringAgreementBalance Current
tions affect the tenant’s promissory note data or his P | PrinRepayment Agrasment
retro rent agreement data.
Create Agreement Hea |

The Create button starts the Promissory Note

Creation Wizard or the Retroactive Rent Agree-
ment Creation Wizard, depending on which button
you clicked on the Charges tab. If you clicked the
Promissory Note (Payment Agreement) button,
the Promissory Note Creation Wizard starts. |If
you clicked the Retro Rent Repayment Agreement
button, the Retroactive Rent Agreement Creation
Wizard starts. The wizard guides you through the
steps of creating the new repayment agreement.

For more details on these wizards, see the Task
Wizards chapter of this manual.

Transfer Existing Balance to Agreement

The Transfer button starts the Promissory Note
Transfer Wizard or the Retroactive Rent Agree-
ment Transfer Wizard, depending on which button
you clicked on the Charges tab. If you clicked the
Promissory Note (Payment Agreement) button,
the Promissory Note Transfer Wizard starts. |If
you clicked the Retro Rent Repayment Agreement
button, the Retroactive Rent Agreement Transfer
Wizard starts. The wizard guides you through the
steps of transferring the tenant’s existing balances
to the new repayment agreement.

For more details on these wizards, see the Task
Wizards chapter of this manual.

Edit Monthly Charge on Agreement

The Edit button starts the Edit Monthly Agreement
Charge wizard. This wizard guides you through
the process of editing the tenant’'s monthly pay-
ment amount.

For more details on this wizard, see the Task Wiz-
ards chapter of this manual.
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Remove Agreement

The Remove button starts the Agreement Removal
wizard. This wizard guides you through the pro-
cess of deleting a repayment agreement.

For more details on this wizard, see the Task Wiz-
ards chapter of this manual.

NOTE: If you delete a promissory note or retro
rent agreement that you created using the Cre-
ate button, the program deletes the agreement.
If you delete a promissory note or retro rent
agreement that you created using the Trans-
fer button, the program returns the charges in
question to the tenant’s account.

Bring In Agreement to Current Charges

The Current button deletes an existing promissory
note or retro rent agreement and moves its remain-
ing balance to the tenant’s current promissory
note or retro rent agreement charges. When you
click this button, a confirmation dialog box opens
that asks if you're certain you want to transfer the
agreement’s full outstanding balance to current
charges. Click Yes to confirm the transfer or No to
cancel it. The dialog box closes and the program
returns to the Charges tab.

Print Repayment Agreement

The Print button opens the standard WinTen printer
control dialog box, which enables you to print a
copy of the repayment agreement (Form HUD-
56146).
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Utilities Tab

The Utilities tab contains the data on the selected
tenant’s utility consumption and charges. It has
two sub-tabs: Main Utilities and Supplemental Me-
ter Readings. The Utilities tab always opens on the
Main Utilities sub-tab, as shown below.

Tenant Edit / Beview

—
—
—

[ o[ o
[ o[ o
[ o[ o

Hint: Editing the Utilities Tab

Under most circumstances, you do not need to edit the
data on this tab. Receivables automatically fills in the data
fields during monthly initialization, using data entered on
the Charges screen (for more information, see the Charges
chapter of this manual).

| 03/18/2003 |

NSRS (8 MN Ti  T
[ 2l [ s ] 80
[ o[ o/l «
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Main Utilities Sub-Tab

The Main Utilities sub-tab contains data on the
tenant’s utility charges for electricity, gas, and wa-
ter. The left side of the tab contains the tenant’s
current charges (those for last month’s meter read-
ings, which are due in the current billing period).
The right side contains the tenant’s future charges
(those for this month’s meter readings, which are
due in the next billing period). Use the standard
WinTen controls to edit the data on this sub-tab and
save or cancel your changes.

Main Utilities Sub-Tab Controls

Edit Meter Read Dates Button —.
When you click this button, the Old Meter Read
Date and Meter Read Date fields become editable.

Make your changes to these dates and click the

Save button to save your changes or the Cancel

button to cancel them.

Recalculate Allowances and Charges Button
Click this button to recalculate the tenant’s Due in
30 Days utility data.

Main Utilities Sub-Tab Data Fields

Unit Size

This is the number of bedrooms that the tenant’s
unit has. Receivables draws this data from the
Master Unit database.

Read Order

This is the unit’'s read order assignment, if it has
one. Receivables draws this data from the Master
Unit database.

Family Size

This is the number of members in the tenant’s fam-
ily. Receivables draws this data from the Tenant
Data tab.

Utility Code

These three fields are the codes for the utility al-
lowance tables assigned to this unit for gas (G:),
electricity (E:), and water (W:).

Old Meter Read Date

This is the meter reading date for the readings
whose charges are due in the current billing period
(Due Now).

Meter Read Date

This is the meter reading date for the readings
whose charges are due in the next billing period
(Due in 30).
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New Readings
This is the meter reading for the utility in question
for the corresponding reading date.

Old Readings
This is the meter reading for the utility in question
for the previous read date.

Amount Used

This is the number of units of the utility that the ten-
ant used during the reading period (Old Readings
minus New Readings).

Allowance
This is the tenant’s utility allowance for the utility in
question, based on the allowance table assigned
to this unit.

Excess

This is the number of units of the utility that the ten-
ant used in excess of his utility allowance (Amount
Used minus Allowance).

Charge for Excess

This is the dollar amount that the tenant owes for
the billing period in question. This is dependent on
the rate set for this utility on the Rate Tables tab of
the Utilities tab of the Setup screen.

Comments

This is an 80-character text field for brief comments
about this tenant’s utilities (e.g. “meter behind
bush,” “beware of dog”).

Tenant Edit / Revit

File Edit Tools
WINSTON J DAVENPORT

55N [635.21-4784 |‘

Project [001 Unit # 030

Tenant Data | Deposit/Repay|  Charges

Utilities I Details

| work Ordess |

Hl#me & ~<+HE

Unit Size 3

Read Order 0
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Due Now
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Family Size 1 i
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Supplemental Meter Readings
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Supplemental Meter Readings Sub-Tab

The Supplemental Meter Readings sub-tab con-
tains the data for supplemental meter readings.
Supplemental meter readings are those which
your agency performs when a tenant moves out,
moves in, or transfers between units, or when a
utility company replaces a meter in the middle of
a billing period. Use the standard WinTen controls
to edit the data on this sub-tab and save or cancel
your changes.

The Supplemental Meter Readings tab is the same
as the Main Utilities tab, with the addition of one
data field. The Due In ___ Days data field enables
you to specify when the utility usage recorded on
this tab is due. Enter “00” if it is due in the current
billing period or “30” if it is due in the next billing
period.

Tenant Edit / Beview
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Details Tab

The Details tab contains a complete record of all
transactions involving this tenant. Tenant Accounts
Receivable records every change in a tenant’s fi-
nancial data in a perpetual record. The top portion
of this tab displays a table of these transactions:
click the Display Mode button (see right) to switch
between all transactions and the current month’s
transactions. The table lists these transactions
in chronological order, including date, description,
and charges. The bottom portion of the tab con-
tains the details on the currently selected transac-
tion.

You cannot edit the data on the Details tab.

Details Tab Print Options

When you click the Print or Print Preview button on
the Details tab, the program prompts you to enter
a range of dates and to select a summary report
or a detail report. The program then produces the

Select Report Dates

{p

Please enter the ending date: IUS.-"‘I 0/2003 E

Report Period:

Feport Type

* Summary
" Detail

|

Receivables Details Report for the current tenant. SOk | X Concel |
This report displays all transactions recorded for

the tenant within the selected date range. A sum-

mary report displays the data on the top half of this

tab, while a detail report displays the data on the

bottom half of the tab.

Tenant Edit 7 Review

File Edit Tools
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=
Balance Balance -

Cligs Rent  10822| 10822  ‘whippl 000 0.00 SDPE""'"ED"D‘DT’E‘"SE‘;'D :I

03A18/2003 Late 0.00 0.00 Bad Chk 0.00 0.00 pp 0o 0.00

Time - Retro 0.00 000|  CABLE TV 0.00 0.00| DM 0.00 0.00
13:53 Phiote 0.00 0.00(COURTCOST 0,00 o.og T 0.00 L

"'"”&'O work Drd 0.00 000| EVICTION  0.00 0.00| Pefunds 0.00

Rocaing g |B25/0R 0.00 000|  SUPPLIES 0.00 oo MetChange 10822
ecelpl

0 Ele/tppl 0.00 000| CLEAN-UP  0.00 | SEE RIS

FOR22 .|
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Work Orders Tab

The Work Orders tab contains records on all work
orders that your agency performed on this tenant’s
unit over the past two months. Each work order
record includes a summary of the work performed
and the charges which the tenant incurred for the
work. The bottom area of the tab contains a table
of all work orders performed for this tenant in the
last two months. The top area of the tab contains
detailed information on the currently selected work
order. Use the standard WinTen controls to edit
the data on this sub-tab and save or cancel your
changes.

NOTE: If your agency uses the WinTen Work-
Order program, Receivables will automatically
import work order data from that program. If
your agency does not use WorkOrder, this tab
will not automatically contain work order data.
You will need to add each work order’s record
manually.

Tenant Edit / Beview

File Edit Tools
WINSTOM J DAVENPORT

Praject ||:||:|1 Unit # (030
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a
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Drate Comnplete ||:|3£1 9/2003

Unit & 030
Due Date |D3£21 f2003

Tenant Charge
Billed
Fozted

I 5.00

-
-

ok II:LIT DUPLICATE KEY

Dane: I

YWork Order # IStartDate IEDmpIetedDate Due Date | Unit Tenant Chg IEiIIed IP'l:usted I =
| 102045 03/19/2003 031342003 03/21/2003 030 5.00 False  False

_

=l
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Adding a Work Order

When you click the Add button, the tab changes to
display a single data field and two buttons. Enter
a unique identifying number for the work order you ok | X carcel|
are adding and click OK. The tab returns to its

Please enter Mew Woark Orderdt [ILZES

usual appearance and you can edit the data for this
work order as you normally would.

Work Orders Tab Controls

Post to Future Charges Button ﬂ
The Post to Future Charges button enables you to

post the work order to future charges (apply it to the

tenant’s charges for the next billing period).

When you click this button, the Work Order Dates
dialog box opens. Enter the due date for this
charge and click OK. The dialog box closes and
the program returns to the Work Orders tab.

UnPost Button %

The UnPost button enables you to unpost the work
order.

When you click this button, a confirmation dialog
box appears that asks you if you are certain you
want to unpost the work order.

If you click Yes, a dialog box appears that informs
you that you must re-bill and re-post the work order.
Click OK. The program removes the work order’s
charges from the tenant’s future charges. The dia-
log box closes and the program returns to the Work
Orders tab.
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Work Orders Tab Data Fields

Work Order #
This is the number of the work order. You cannot
edit this field.

Unit #

This is the number of the unit on which your agency
performed the work. This is the same as the ten-
ant’s unit number unless the tenant has just trans-
ferred to a new unit. You cannot edit this field.

Start Date
This is the date on which your agency began the
work order.

Date Complete
This is the date on which your agency completed
the work order.

Due Date

This is the date on which the tenant’s charges for
the work order are due. The program automati-
cally fills in this field when you post the work order
charges to the tenant’s account.

Tenant Charge
This is the charge that the tenant has incurred for
this work order.

NOTE: If a work order has no tenant charges,
Receivables will delete that work order record.

Billed

If your agency has billed the tenant for this work
order (printed work order bills or future all-in-one
bills), check this box.

Posted

If you have posted the charges for this work order
to the tenant account, a check appears in this box.
You cannot edit this data field.

Work Done
This is a four-line, 40-character-per-line description
of the work done for this work order.

Tenant Edit / Revit

File Edit Tools
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Inspections Tab

If your agency uses the Tenmast DOS-based In-
spections programs, the Inspections tab displays
inspections information for this unit. If your agency
does not use these programs, this tab is not avail-
able.

Tenant Edit / Heview

JULIANA G CHARSE]
00-3282
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Moving a Tenant Out

To begin the move out process, click the Move Out
button on the Tenant Data tab.

When you click the Move Out button, the program
inserts a “Z” in front of the tenant’s unit number.
This serves as an identifier that tells the program
that the tenant is no longer living in that unit (and
your agency can move someone else into the unit)
but the tenant’s account needs to remain open.

Once the program has changed the tenant’s unit
number, the Move Out Information dialog box
opens. Select the unit’'s condition from the drop-
down selection box, enter the move out date and
the date on which the tenant’s lease terminates,
and click OK.

If the tenant’s unit has any active ultilities, the Input
Meter Readings for Move Out/Transfer dialog box
opens. Enter the final meter readings for the unit.
This enables Receivables to calculate the tenant’s
final utility charges. Click OK to continue.

When you click OK, Receivables makes all data-
base changes necessary to record the move out.
These include:

* marking the unit as vacant in the Master Unit da-
tabase

« creating the first PHAS event for unit vacancy

» applying prorated rent and utility charges to the
tenant’s account

« creating an eTrans record for 50058 submission
to record the move out

When Receivables has recorded all move out-re-
lated database changes, a standard WinTen print
control dialog box opens. This enables you to print
the move out statement (and utility move out state-
ment, if the unit has active utilities).

CautioN

Do not cancel out of the print control dialog box without
printing the move out statement. This is the only opportu-
nity you have to print it.

Move Dut Informatio

MOWVING OUT OF UMIT 006

‘wihat iz the candition of the urit? IA - Awailable j

What iz the ACTUAL move out date? IDB.-"‘I 9/2003 i
‘what iz the Lease Termination date? |U3,-'31 ,-"ZUEI:{ i

¢ ok X Cancel |

Input Meter Readings For Move Dut / Transfer [Old Unit)

Flease Enter The FINAL Meter Readings

JOHW T BABCOCK

Read Date for these readings i=  05/24/2001

Electric Gas ‘water

New |21 [105 ]

o fo Jo o
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Transferring a Tenant

To begin the transfer process, click the Transfer
Tenant button on the Tenant Data tab. The Move
Out Information dialog box opens. Select the con-
dition of the unit from which the tenant is moving
out from the drop-down selection box, enter the
transfer date, and click OK.

When you click OK, the Pick a Vacant Unit dialog
box opens. Select the unit into which the tenant is
transferring and click OK.

A dialog box opens that asks you to confirm the unit
into which the tenant is transferring. Click Yes to
continue or No to select another unit.

When you click Yes, the Tenant Move In sub-screen
opens. Enter the move-in date and click OK.
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A dialog box opens that asks if you want to update
the tenant’s mailing address with his new unit ad-
dress. If the tenant will receive mail at his new unit,
click Yes. If the tenant will receive mail elsewhere
(a PO box, for example), click No.

A dialog box opens that asks if you want to prorate
the current rent charge. Click the appropriate but-
ton.

If the tenant’s new unit has any active utilities, the
Input Meter Readings for Move Out/Transfer dialog
box opens. Enter the current meter readings for
the new unit and click OK.

If the tenant’s old unit has any active utilities, the
Input Meter Readings for Move Out/Transfer dialog
box opens. Enter the final meter readings for the
old unit and click OK.

When you click OK, Receivables makes all data-
base changes necessary to record the move out.
These include:

» marking the old unit as vacant in the Master Unit
database

« creating the first PHAS event for the old unit’s
vacancy

» applying prorated rent and utility charges to the
tenant’s account

« creating an eTrans record for 50058 submission
to record the transfer

* moving the tenant into the new unit

» marking the new unit as occupied

* closing out the PHAS vacancy event for the new
unit

When Receivables has recorded all move out-re-
lated database changes, a standard WinTen print
control dialog box opens. This enables you to print
the move out statement (and utility move out state-
ment, if the unit has active utilities).

Caurion

Do not cancel out of the print control dialog box without
printing the move out statement. This is the only opportu-
nity you have to print .

REC - WinTen Receivabl 1

\?1) “wiould pou like to update the mailing address with the new unit address?

Yes Mo

Input Meter Readings For Move Dut / Transfer [Old Unit)

Pleaze Enter The FINAL Meter Readings For The OLD UNIT

LINCOLW D DOUGHERTY

Fead Date for these readings is  05/24./2001

Electic Gas W ater
New |164 IEE IE]
aid  fi3s |52 fa4
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History Epir/Review Screen

The History Edit/Review screen contains all of Ten-
ant Accounts Receivables’ data for one tenant in
the historical database. This data is spread among
four tabs: Tenant Data, Deposit/Repay, Charges,
and Details. This screen always opens on the Ten-
ant Data tab, as shown below.

All of the elements of the History Edit/Review
screen are identical to those of the corresponding
elements of the Tenant Edit/Review screen, with
the following exception:

Tenant Data Tab Controls

Move Tenant to Charge Off Database Button
This button enables you to move the tenant from
the history database to the charge off database.
When you click this button, the Charge Off Date
dialog box opens. Enter the charge off date for the
tenant (the date on which your agency wrote off all
of the tenant’s outstanding charges as uncollect-
able) and click OK.

Hiztory Edit / Review

File Edit Taolz
Tenant Mame CHARLES T COME

Unit # IEI]I]E

il

Charge Off x|

‘wihat iz Charge Off Diate for this tenant?
03./13/2003

ok I Cancel

55N |392-95-9252 |

Main Infio | Depozit/Repay I

fl+ ~—#B2 28|« |20 ¢

Charges I Dretailz

Firat, Last Mame |IZZH.&.FILES T ||:DNE

Street |123 TATES CREEK. RD #2

City. St, Zip |LE><|NGT|:|N Ky 40517

@l

kamt Code I

Casewarker I

Account # IDDDDDDDDEDN 0os

EPF Account # I

Phone I[]— g_l

Eedraamsl 2
F amily Sizel 1
Mir'u:lrsl 1]

Income I 0.00

T&R Bal Date {09/13/2002
YTD Rent Paid |0.00
Charge OIff 0.00

it

Future Rent 0.00

Admiszion Date IM
Lease Date Im
Paint D1 ate I—
Termninated IW

Income Levell TI
Face/E thhizity I'I 2

[~ Elderly

[T Late Charge Exempt
[T FS5 Participant

[~ Home Dwhership
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CHarGE Ore EpiT/Review Screen

The Charge Off Edit/Review screen contains all of
Tenant Accounts Receivables’ data for one tenant
in the charged off database. This data is spread
among four tabs: Main Info, Deposit/Repay, Charg-
es, and Details. This screen always opens on the
Main Info tab, as shown below.

All of the elements of the Charge Off Edit/Review
screen are identical to those of the corresponding
elements of the Tenant Edit/Review screen.

Charge Off Edit £ Beview

[
| o

024062001

05/24/2001

I!I!I!IEE\!|!
|+
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Browse Inspections Sub-Screen

When you click the Show Inspections button on the
Tenant Data tab of the Tenant Edit/Review screen,
the Browse Inspections sub-screen opens. This
sub-screen contains a table of all inspections that
have been performed on the selected tenant’s unit.
To view the detailed record of one, select it and
click the View button. This opens the Inspection
Detail sub-screen.

x
Tenant Name:lSMITH,F’ETEHJ 55N:|355-55-4E41
D ate |Address | Protocol I Status I Landlord l:l
l 125 TATES CREEK. RD #2 REACUMNMACD
4] | _“Ij
gf’ R | E LCloze |
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Inspection Detail Sub-Screen

The Inspection Detail sub-screen contains the de-
tailed records of one selected inspection. This sub-
screen is divided into four tabs: Unit Info, Inspect,
Deficiencies, and Notes. It always opens on the
Unit Info tab, as shown below.

You cannot edit the data on the Inspection Detail
sub-screen. To edit an inspection’s record, use the
Public Housing Inspections program.

Unit Info Tab

The Unit Info tab contains identifying information
on the tenant, his unit, and the selected inspection
record.

= Inspection Detail
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General Tab Data Fields

Inspector
This is the name of the inspector who performed
this inspection.

Insp. Protocol
This is the inspection protocol used for the inspec-
tion.

Tenant
This is the name of the tenant.

Unit
This is the tenant’s unit number.

Property
These fields are the address of the tenant’s unit.

Phone Number
This is the tenant’s phone number.

Last Inspection
This is the date of the last previous inspection per-
formed on this unit.

Status
This is the inspection’s status: OD (Observed Defi-
ciencies) or NOD (No Observed Deficiencies).

Requested
This is the date on which the inspection was re-
quested.

Scheduled Date
This is the date on which the inspection was sched-
uled.

Inspection Date
This is the date on which the inspection was actu-
ally performed.

Followup Date
This is the date on which a followup visit or inspec-
tion was scheduled, if applicable.

.= Inspection Detail
B < -

Inspection # 5

{UnitTnia ] inspect | Defisiencies | Motes |

Inspectar: ILunas Brody
Insp. Protocal: IF\EAEUNIT

LInit - REALC Inspection

Tenant: W
I
Ploperly:lTZE TATES CREEK RD #2
ILEKINGTDN Ky 40517
Phone Numharl

Last Inspecl\on:l

Status: IDD
Requested: |uz:usfzuu1
Scheduled Date: |nzfnsfznm 00,

Stat  End

Inspection Date 00: 00:
Followup Date:
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Inspect Tab

The Inspect tab contains the detailed informa-
tion on all inspectable items in the unit, based on
the protocol used for the inspection. To view the
detailed records for a single area or room, select
that area and click the View button. This opens
the Inspection Items sub-screen, described on the
facing page.

Unit Inzpection
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Inspection ltems Sub-Screen

The Inspection Items sub-screen contains the de-
tailed inspection items for one selected area.

The inspection items are presented in a “tree” list
format. To expand (open) one branch of the tree,
click on the [+] symbol next to its item name. To
collapse (close) an expanded branch of the tree,
click on the [-] symbol. Use the Collapse and Ex-
pand buttons to expand or collapse all branches at
once.

x
REN SR
[tem [tem Status | Sewverty | Commentz =
.
- Call For &id NOD
- Ceiling NOD
= Doors oo
- - Damaged Frames/Threshald/Linteks/ T rim™ MOD
- [Damaged Hardware/Locks™ oo doorframe zplintered, deadbolt will not w
- Damaged Surface - Holes/Paint/R usting /@ lazs™ HOD
- Damaged/Mizsing Screen/StormdS ecurity D oar HOD
i Deteriorated/Missing Seals [Entry Only]™ HOD
- Missing Dioor Mo
- Electrical System MOD
- Floors NOD
- Hot ' ater Heater Mo
- HVAL System NOD
- Kitchen oo
- Laundry Room Mo
- Lighting NOD
- Outlets / Switches NOD
- Patio/Porch/E alcony NOD
- Smoke Detectar MOD
- Stairs NOD e
- alls NOD
- Windows NOD
- HES - Air Quality
Bathwoom
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Deficiencies Tab

The Deficiencies tab contains the detailed infor-
mation on any deficiencies that were found during
the inspection and the dates on which they were
recorded as having been corrected.

glows drip from faucet

doarfrarme splintered, deadbolt will not wor
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Notes Tab

The Notes tab contains a table of all note entries
that the inspector made on the inspection. To view
one, select it in the table and click the View button.
This opens the View Inspection Notes subscreen,
which contains the text of the selected note.

= Inspection Detail

= View Inspection Note

Emply beer battles, styrofoam plates. plastic utensils. and ather party debris. Trash needs
immediate cleanup to keep animals out of yard and to prevent possible broken glass hazards.

WinTen Tenant Accounts Receivable * [1/14/2003 Edition * Tenant Actions < Page 4.48



CHARGES, UTILITIES, AND CALCULATIONS

At its heart, the Tenant Accounts Receivable pro-
gram handles two basic aspects of tenant data
management: how much tenants owe your agency
and how they settle those debts. The Charges
screen deals with the first of these. It enables you
to manage and record the various types of charges
that tenants can incur (with the exception of rent,
which the program accrues during monthly initial-
ization). To enter the Charges screen, click the
Charges button or press <C> at the Main Menu.

File Help

9
&

5 Tenmast
Software

‘ Tenant Accounis Receivabie

=10] x|

FPublic Housing Documentation - hiimkitenimktphz

# Tenant | TenantActions

Payments| Payments and Credits Menu

Eeports | Feport Options

& Eilling

Charges, |Lilities, Calculations kdenu

+ Puost

& Index

Setup

Feriodic

Feriodic Reports and Intialization

F] Exit

Billing Options
Fostto Ledger
Index Databases

Setup
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CHARGES SCREEN

The Charges screen is the central point from which
you can record tenant charges in batches. It has
six tabs: Late Charges, Repeating Charges, Meter
Readings, Utility Recalculations, Handheld Sched-
ules, and Bring Work Orders Current. Some of
these tabs may not be available, depending on the
options that you have set on the Setup screen. The
Charges screen always opens on the Late Charges
tab, as shown below.

Late Charges Tab

The Late Charges tab enables you to use a single
function to apply late charges to the account of ev-
ery tenant who is delinquent in payments.

Hint: Daily Late Charges

If your agency uses daily late charges (as set up on the
Late Charge Rate tab of the Setup screen), you must use
this function every business day.

1]

Late Charges | Repeating Charges I Meter Readings I Ltility Recalculations I Handheld Schedules I Bring " ork Orderz Current I

Late Charges

Thiz will apply the late charges for the tenantz whio have not paid their
rent or entire balance az of the date below:

Date: [07/24/2001 |

The lazt time |ate charges were applied faor all tenants was 05/31,/2001
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Applying Late Charges

To apply late charges, enter the effective date for
the late charges in the data field and click the Apply <<« Apply Late Charges &>
Late Charges button.

A dialog box appears that asks you to confirm your Confirm
intent to apply Iate Charges' CIICk Yes to Continue @ Are you zure you want to apply late charges with the date of 07/24./2001 7
or No to cancel the process.

Mo |
If you click Yes, a dialog box appears that informs fomation

you that the program is now applying late charges

. N Applying late charges. This may take a few minutes.
to tenant accounts. Click OK to continue. @

When you click OK, the upper portion of the Late

Charges tab changes to display a running progress It

Late Charges | Repeating Charges | Meter Readings | Uity Recalculations | Handheld Schedules | Bring Work Oiders Cunent |

report on late charge application, showing each

’ 1 Updating T b NANCY | LUZADDER
tenant's name as the program updates his ac- el
count.
Late Charges
This will apply the late chaiges for the tenants who have not paid their
rent or entire balance as of the date below:
Date: [07/24/2001 E

The last tine lats charges were applied for l tenants was

| <<« Apply Late Charges »>» I

When the program is finished, a dialog box opens
that informs you that the process is complete. Click Appling Late Charges s Conplte
OK to close all associated dialog boxes and return @

to the Late Charges tab.

Information
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Repeating Charges Tab

The Repeating Charges tab enables you to set
up a repeating charge for any of the program’s
five miscellaneous tenant charges (defined on the
Default Settings tab of the Setup screen). Arepeat-
ing charge is a charge that your agency assesses
against each tenant’s account every month.

CautioN

Repeating charges that you set from this tab apply to every
tenant in the selected project. To set or remove a repeating
charge for an individual tenant, edlit that tenant’s record on
the Charges tab of the Tenant Edit/Review screen (see the
Tenant Actions chapter for more details).

il |

Late Charges  Repeating Charges | keter Readings I LItility RBecalculations I Handheld Schedules I Bring ‘wfark Orders Current I

Fepeating Charges

—*hich Charge to Repeat?™ Repeating Charge: IW
@ CABLE TV Chooge the first rnonth bo apply
~ COURT COST thiz charge: I-.lanuar_l,l j
" EVICTION Ehmsea?&ﬁﬁismcuhnatrgg IJanuar_l,l j
= SUPPLIES _ -
¢ CLEAN-UP Whlc}bﬁlgriil?;t Lmﬁeave -

<<« Apply Bepeating Charges >3
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Setting a Repeating Charge

To set a repeating charge, select the charge to re-
peat using the set of five radio buttons. Enter the
dollar amount of the charge, the starting and end-
ing months for the period during which the charge
will apply, and the project to whose residents the
charge will apply in the appropriate fields. Then
click the Apply Repeating Charges button.

A dialog box appears that asks you to confirm your
intent to apply a repeating charge. Click Yes to
continue or No to cancel the process.

If you click Yes and Receivables is currently operat-
ing in a month to which this repeating charge ap-
plies, a dialog box opens that asks you if you want
to apply this charge to the current month’s tenant
charges. Click the button that corresponds to the
appropriate option.

If you click Yes, the upper portion of the Repeating
Charges tab changes to display a running progress
report on late charge application, showing each
tenant's name as the program updates his ac-
count.

When the program is finished, a dialog box opens
that informs you that the process is complete. Click
OK to close all associated dialog boxes and return
to the Repeating Charges tab.

Hint: Year-Round Repeating Charges

The best way to set a year-round repeating charge is to
set the starting and ending month to the same month. You
can also set the starting month to January and the ending
month to December, but Receivables will give you a harm-
less, yet annoying, error message during December-Janu-
ary initialization if you do this.

<<« Apply Bepeating Charges »5 3

REC - WinTen Receivables

? Thiz will apply a specific repeating charge to all tenants of to all tenants within a project.
Do you wizh to continue?

REC - WinTen Receivables
\c\?]) You have entered a continuous repeating charge.
The curent charge for CABLE T iz $10.00.

Do you wigh ko add thiz charge to the current tenant charges?

]

Late Charges  Repeating Charges | Meter Readings | Utility R ecalculations | Handheld Schedules | Bring ‘work Orders Cument |

Updating Tenant: BRETT A CURRID

Repeating Charges |

Fiepeating Charge: |10.00
Chanse the first month t apply
this charge: [January =
Choose the last month to
apply this charge: |Januany =

Which Project? [Leave
blank for all]

Which Charge to lepeat————
+ CABLE TV

 COURT COST
© EVICTION
 SUPPLIES
ogt

 CLEAN-UP

<<¢< Apply Repeating Charges > I

REC - WinTen Receivables B4
\11) Operation Complete!
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Meter Readings Tab

The Meter Readings tab enables you to enter me-
ter readings from tenant units. The program uses
these readings and its utility settings to determine
tenant utility charges.

NOTE: The Meter Readings tab is only available
if Receivables is set up to record tenant usage
of one or more utilities (on the Utilities tab of
the Setup screen).

il |

Late Charges I Fiepeating Charges  Meter Readings | LItility Becalculations I Handheld Schedules I Bring ‘wfark Orders Current I

Choose which meter readings pou want to enter.

Chooze the Utilities, enter the date, zelect the unit,
and prezz the appropriate input button >

<04 MaNUAL > teter Beading [nput

[T Electic What date were the
™ Gas meters read?

<24 HAMNDHELD »»> Meter Beading [nput
™ ‘wiater o7/zd/200

Fleaze Select the Unit / Read Order to begin with

Fead Order IF'ru:uien:tILlnit IthiIit_l,I Endel.ﬁ.ddress IEit_l,l IStateI ﬂ

0 om oo 1 123 TATES CREEK RD #1 LE=INGTOM ki
0 om ooz 111 123 TATES CREEK RD #2 LE=INGTOM 'y
0 om oog 111 123 TATES CREEK RD #8 LE=INGTOM 'y
0 om 011 111 125 TATES CREEK RD #3 LEXINGTOM K
0 om b2 111 127 TATES CREEK RD HE LE=INGTOM ki
0 om 025 111 1850 ARMSTROMG MILL RD LE=INGTOM 'y
0 om 02k 111 16852 ARMSTROMNG MILL RD LE=INGTOM 'y
0 om 0=0 111 1560 ARMSTROMG MILL RD LEXINGTOM
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Entering Meter Readings

To enter a meter reading, check the appropriate
check boxes (Electric, Gas, and/or Water) for the
utilities whose readings you want to enter. Enter
the date of the reading in the data field. Select the
appropriate unit from the table of units at the bot-
tom of the tab.

If your agency uses the Tenmast Handheld Meter
Readings program, click the Handheld Meter Read-
ing Input button. The program automatically posts
the data from the handheld unit to each tenant’s
account. For more information, see the Tenmast
Handheld Meter Readings manual.

If your agency does not use the Tenmast Handheld
Meter Readings program, click the Manual Meter
Reading Input button to begin the data entry pro-
cess. This opens the Input Meter Readings Manu-
ally sub-screen. This sub-screen’s appearance
varies, depending on whether the unit you selected
is occupied or vacant.
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Manual Readings for an Occupied Unit

If you selected manual meter reading input for an
occupied unit, the Input Meter Readings Manu-
ally sub-screen opens, appearing as shown below.
Use the standard WinTen controls to edit the data
on this sub-screen and save or cancel your chang-
es. When you are done entering meter readings,
click the Exit button to return to the Meter Readings
tab.

Input Meter Readings Manually Sub-Screen
Data Fields

Old Meter Read Date
This is the date of the last meter reading.

Meter Read Date
This is the date of the meter reading whose results
you are now recording.

New Readings
This is the meter reading for the utility in question
for the current reading date.

Old Readings
This is the meter reading for the utility in question
for the last read date.

Comments
This is a short (60-character) field for recording
comments on the reading.

Input Meter Readings Manually

2;05;2001 uzmsfzum
g
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Manual Readings for a Vacant Unit

If you selected manual meter reading input for a va-
cant unit, the Input Meter Readings Manually sub-
screen opens, appearing as shown below. Use
the standard WinTen controls to edit the data on
this sub-screen and save or cancel your changes.
When you are done entering meter readings, click
the Exit button to return to the Meter Readings
tab.

Input Meter Readings Manually Sub-Screen
Data Fields

Readings
This is the meter reading for the utility in question
for the current reading date.

Old Readings
This is the meter reading for the utility in question
for the last read date.

Comments
This is a short (60-character) field for recording
comments on the reading.

Input Meter Readingz Manually
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Utility Recalculations Tab

The Utility Recalculations tab enables you to up-
date current tenant utility information throughout
Receivables’ databases. When you run a recal-
culation function, the program recalculates the
selected values for every tenant, based on current
meter readings and utility allowance tables. Nor-
mally, you should use these functions only when
you change your utility allowance tables.

Charges

Hint: Tenant Recalculation Tab?

If Receivables is not set up to record any utility usage (on
the Setup screen), this tab’s name is “Tenant Recalculation”
and its appearance is radically different. See the end of this
chapter for more information on this tab.
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Recalculating

To recalculate, select the radio button that cor-
responds to the type of recalculation you want to
perform and click the Recalculate button.

Read Future Utility Allowances from Tables

Use this option if you have changed the program’s
utility tables and need to recalculate all tenants’
accounts for their new future allowances. Receiv-
ables reads all tenants’ Due in 30 Days amounts
using the utility allowances from the next month’s
table.

Recalculate the Tenant/Utility Database

Use this option if you suspect there are calcula-
tion errors in the current or Due in 30 tenant utility
charges. Receivables recalculates every tenant’s
utility charges using the following formulas:

Amount Used = New Readings — Old Readings
Excess = Amount Used — Allowance

Charge for Excess = Excess x Utility Rate

BOTH: Read Utilities and Recalculate

Use this option if you want to perform both recalcu-
lation functions at once. Tenmast recommends this
option. Receivables reads the allowance tables for
the future month and recalculates every tenant’s
utility charges using the formulas described
above.

When you click the Recalculate button, the middle
portion of the Utility Recalculations tab changes to
display a running progress report on recalculation,
showing each tenant’'s name as the program up-
dates his account.

When the program is finished, a dialog box opens
that informs you that the process is complete. Click
OK to close all associated dialog boxes and return
to the Utility Recalculations tab.

WinTen Tenant Accounts Receivable < 11/14/2003 Edition

Hint: Utility Allowance Tables

Remember, utility allowance tables are located on the
Allowance Tables sub-tab of the Ulilities tab of the Setup
screen.

Il |

Late Charges | Repeating Chargesl Meter Readings  Utility Recalculations | Handheld Schedules | Bring Work Orders Eulrentl

Utility and Balance Recalculations

Your FUTURE [Due in 30 day calurn] wtiity allawances will be read for the manth of:

JUNE

Tenant update start time: 3:50:49 AM
Current time: 3:50:50 Ak

Mow updating record number 3 out of 43

CHERYL D BOLLAERT

<6< RECALCULATE >»> |

REC - WinTen Receivables
\:E.I) Procesz iz complete!
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Handheld Schedules Tab

The Handheld Schedules tab enables you to cre-
ate meter reading schedules. A meter reading
schedule is a file which you can download into a
handheld computer and use to take meter readings
in a given sequence.

NOTE: The Handheld Schedules tab is only
available if Receivables is set up for use with
the Tenmast Handheld Meter Readings pro-
gram (on the Utilities tab of the Setup screen).
It displays units in unit number or read order,
based on the options selected in Setup.

il |

Late Charges I Repeating Charges I keter Readings I Utility Fecalculations  Handheld Schedules | Bring ‘wfark Orders Current I

Fleaze chooze the parameters for creating the Schedules

Create Schedule |

Flease Select Starting Point Flease Select Ending Paint

it it
_ [T ALL i

a0z oz

a0z oz

011 11

022 ; 022

025 Skart Witk

026

030 iy 030

E rd “with:
025

WinTen Tenant Accounts Receivable * [1/14/2003 Edition <« Charges, Utilities, and Calculations * Page 5.12



Creating a Handheld Schedule

To create a handheld schedule, select the first and
last units that the schedule should encompass from
the Starting Point and Ending Point lists. If you
want to create a schedule for all units, check the
ALL check box in the center of the tab.

When you have selected the correct range of units,

click the Create Schedule button. Create Scheduls
The program creates the necessary data files for Information
the schedule. When this process is complete, a \i) Schedulefs] have been creted

dialog box appears that informs you of this fact.
Click OK to close the dialog box and return to the
Handheld Schedules tab.

Once you have created the schedule, you can
transfer it to your handheld unit. For more infor-
mation on this process, see the manuals for your
Tenmast Handheld Meter Readings program and
your handheld unit.
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Bring Work Orders Current Tab

The Bring Work Orders Current tab enables you to
post the charges for completed work orders to the
appropriate tenants’ accounts. This function only
works if your agency uses the WinTen WorkOrder
module.

Normally, Receivables and WorkOrder share the
Service1 database (for more information on Ser-
vice1, see the Program Overview chapter). This
enables Receivables to post tenant work order
charges to those tenants’ accounts during monthly
initialization. This results in tenants being billed for
work order charges during the billing period after
the one in which the work order was completed.

Occasionally, you may need to bypass this process
and post work order charges to tenant accounts in
the current billing period. The Bring Work Orders
Current function does this by pulling every pending
work order charge from the Service1 database.

CautioN

We do not recommend using this function. This posts all
existing work orders to current charges.

il |

Late Charges | Repeating Charges I Meter Beadings I Ltility Becalculations I Handheld Schedules  Bring‘work Orders Current

Whork Orders

Thiz will apply all wark. order charges to the tenants' current charges.

Date: [07/25/2001 [

<<« Bring wiark Order Charges To Current >
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Bringing Work Orders Current

To import all current work order charges from the
Service1 database, enter the effective date in the
data field in the middle of the tab. The program will
import all pending charges for work orders which
were completed on or before this date. Then click
the Bring Work Order Charges to Current button.

A print preview screen opens with a report on all
work orders that will be posted to current charges.
Review and print this report, then click the Close
button to continue.

The top portion of the Bring Work Orders Current
tab changes to display a running progress report
on the process, showing each tenant’s name as the
program updates his account.

When the program is finished, a dialog box opens
that informs you that the process is complete. Click
OK to close all associated dialog boxes and return
to the Bring Work Orders Current tab.

<<< Bring Mark Order Charges To Current >3

il

Late Chaiges | Repeating Charges | Wieter Readings | Utilty Recaloulations | Handheld Schedules - Biing Work Drders Curent |

‘ Updating Tenant: JULIANA G CHARSKI

“fork Orders ‘

This will apply all work order chaiges to the tenants' cunent charges.

<4< Bring W ork Order Charges To Current »»>

Information

= Operation Camplete!
\ll) peration Camplete
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Tenant Recalculation Tab

If your agency does not track meter readings for
any utilities, the Tenant Recalculation tab replaces
the Utility Recalculations tab. This tab enables you
to recalculate tenant charges. This function is pri-
marily for use if errors are present in tenant charge
totals.

Charges
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Recalculating

To recalculate, click the Recalculate button.

The middle portion of the Tenant Recalculation tab
changes to display a running progress report on
recalculation, showing each tenant’s name as the
program updates his account.

When the program is finished, a dialog box opens
that informs you that the process is complete. Click
OK to close all associated dialog boxes and return
to the Tenant Recalculation tab.

{¢¢ BECALCULATE »»»

e
il

Late Charges | Repeating Charges  Tenant Recalculation | Bring Work Orders Curent |

Balance Recaloulations |

This option will recalculate the balances for each tenant

Tenant update start time: 11:48:33 AM
Current time: 17:48:33 AM

MNaw updating record number 9 out of 43
CHARLES T COME

<¢< RECALCULATE >»> |

REC - WinTen Receivables

-
\ll.) Process is complete!
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PayMeNTs AND CREDITS

At its heart, the Tenant Accounts Receivable pro-
gram handles two basic aspects of tenant data
management: how much tenants owe your agency
and how they settle those debts. The Payments
Menu screen deals with latter of these. It enables
you to manage and record the various actions
involving payments and credits that can affect
tenants’ accounts. To enter the Payments Menu
screen, click the Payments button or press <P> at
the Main Menu.

= Tenant Accounts Receivable Main Menu
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PayMENTS MENU SCREEN

The Payments Menu screen is the central point
from which you can manage all tenant payments,
credits, and related actions and transactions. It
has eleven menu buttons, each of which accesses
a specific function.

Paymentz Menu
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Take A PAYMENT

A payment with receipt is a tenant payment (cash,
check, or money order) of a charge for which you
will issue a receipt. Almost all tenant payments will
be of this type. To take a payment with receipt,
click the Payment w/ Receipt button.

A payment without receipt is identical to a payment
with receipt, except that the program does not a
print a receipt, nor does it ask if the receipt printed
correctly. All other procedures are exactly as de-
scribed in the following section. To take a payment
without receipt, click the Payment w/o Receipt but-
ton.

When you start the payment process, if you are
taking a payment with receipt, a standard Print
dialog box opens. Set the printing options for the
receipt and click OK.

The Tenant Search screen opens (see the Ten-
ant Actions chapter for more details on the Tenant
Search screen). Select the tenant whose payment
you are taking and click the Take a Payment but-
ton. The Payments screen opens.

= Bayment wi Receipt |

= Paymentw/o Receipt |

Hint: How do | void a payment without receipt!

Because a payment without receipt has no receipt number,
it doesn’t show up on the Void Receipt screen (see below).
To void it, take a payment for the negative amount of the
initial payment.

Hint: Payment Wizard

If you have enabled the Payment Wizard in Setup, the Pay-
ment with Receipt and Payment without Receipt functions
are radically different from those presented in this chapter.
Please refer to Appendix E for details on this wizard and
how to use it to process payments.

View [l Cunent Tenants =] OrderedBy [rame =] Search For [
Last Name [First Name [s5M [Unit Humber  [#cot Humber  [EFF Aot # [Stest addiess =]
[ [AMITavALS, ASRAP 364864611 00 0000000020010 123 TATES CRE|
I |4RGENT SHEILE 362157445 003 D000DOT 123 TATES CREI
BOLLAERT CHERYLD 646152488 013 0000000020010 125 TATES CREI
[ |eRown TODD D 933854335 046 000000002001 0C 357 BFFIAN WA
CHARSKI JULLANA G 834863282 2030 0000000020010 1560 ARMSTRA
C JOHN E 438-388350 |012 0000000020010C 125 TATES CRE|
CLEARY LAURA S 835334224 049 0000000020010 357 BPFLAN W
[ |coFriELD MICHAEL Wi 493359259 013 000000002001 0C 127 TATES CRE|
| |cuRRD BRETT & 983238432 020 0000000020010 127 TATES CREL |
I |paveEnFORT WINSTON J 36214784 030 200130055 00000000 1560 ARMSTRO!
DIAMOND REGIMALD K 564613113 045 0000000020101 367 BPFLAN W
[ |pousHERTY  LNCOLMD 915541323 011 000000002001 01 125 TATES CRE|
EMERSON DT P 542639761 Z022 0000000020104 127 TATES CRE|
| Fi<mER UL 0 M4IHITE 03 000000002001 01 1561 ARMS TR
FLOYD RAMDALL L 425458385 03 0000000020101 1585 ARMS TR
| soHRiNG DANA T S3B36E4E4 004 000000002001 01 123 TATES CRE
GAUEMWALD  DOUGLAS B 933335932 I8 0000000020101 125 TATES CRE|
| GUBLIELMD FREBECCA N 430200052 042 000000002001 01 357 BFFIAN W
i1 e
5§55 TAKE A PAYMENT $43 ] Esit
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PAYMENTS SCREEN

The Payments screen contains a table of the
tenant’s current charges. The toolbar buttons on
this screen allow you to take several types of pay-
ments. When you have finished taking payments,
click the Exit button to return to the Payments
Menu screen or the Search button to return to the
Tenant Search screen.

Payments
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Take a Full Payment

A full payment is one payment for the total amount
of all the tenant’s charges. To take a full payment, @|
click the Full Payment button.

The Payment Window dialog box opens. Enter the
amount that the tenant is paying by cash, check, 0 d
and/or money order in the appropriate data field(s) | el [0 |
and click the Save button.
Total Payment 250,00 ‘
Cash Tendered |25E|
Check. IU.DD
toney Order IU.DD
Tatal Tendered 0.00 ‘
The program records the payment and prints the =
receipt. Once the printer is finished, a dialog box - S
opens that asks if the receipt printed correctly. A
Click the appropriate button. Vas Mo |

If you click Yes, the dialog box closes and the pro-
gram returns to the Payments screen.

If you click No, the program voids the transaction,
then closes the dialog box and returns to the Pay-
ments screen. You must re-enter the transaction
from the beginning.
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Take a Partial Payment

A partial payment is a payment which only pays
some of the tenant’s charges. To take a partial
payment, click the Partial Payment button.

The Current Payment column of the Payments
screen becomes editable. Enter the amount of
payment that the tenant is making for each charge
in the appropriate row and click the Save button.

The Payment Window dialog box opens. Enter the
amount that the tenant is paying by cash, check,
and/or money order in the appropriate data field(s)
and click the Save button.

The program records the payment and prints the
receipt. Once the printer is finished, a dialog box
opens that asks if the receipt printed correctly.
Click the appropriate button.

If you click Yes, the dialog box closes and the
program returns to the Payments screen. If you
click No, the program voids the transaction, then
closes the dialog box and returns to the Payments
screen.

|

[Payments
BWz|y +=> (@983

First Name JOHN E Last Name CLAUSING SSN 439-36-9350
Uit # 012 Praject 001 Acet # 000000002001005
LastMO/PE  FievBal  Chages Fayments  Cument Balance
MTD Payment
Refunds 0.00 0.00
Fient 100.00 2500 2500 0.00 |[0.00 150,00
Late Charge 4000 000 000 oo (000 4000
Ristro Fient filin] filin] filin] oo ([0 0,00
Pram Mate 0.oo 0.oo 0.00 oo ||0.00
workDiders filin] filin] filin] 00 ({000
Gas/Appl 000 000 000 .00 |[0.00
Ele/tppl filin] filin] filin] o0 |[0.00
it gl il il il o0 (o
Bad Chi Cha i) 000 000 000 ([o00 I :
CABLE TV 000 1000 1000 000 ([0 B000 | 3oty
COURT COST 000 000 000 o0 (o 0.00 A
EVICTION filin] filin] filin] 000 ([o00 0,00 :
SUPFLIES 000 000 0o 0.00 |[T00 0.00 Eet .
CLEAN-UP i) i) i) 000 (oo 0,00 B"DS'D n
Totals 180.00 3500 3500 0oo 000 250,00 :
Payment Wind
‘ Initials ICAD
Total Payment 250,00 ‘
Cash Tendered |25E|
Check ID. oo
toney Order ID. oo
Total Tendered 0.00 ‘

REC - |
\?l) Did the receipt print ok’?

es Mo I
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Review the Tenant’s Future Charges

The Payments screen enables you to review the
tenant’s future charges for the next month. To do i—‘ﬁ
this, click the Future Charges button.

The Payments screen changes to display a differ-

[Payments
ent table. This table includes data on the tenant’s NI R e Y A B

g . First Mame LALIRA S Last Mame CLEARY 55N 835-39-4224
fUture (neXt bllllng perIOd) Charges’ as We” as bal' Urit # 049 Praject 001 #cct - 000000002001 008
ances for charges that are over 30 or over 60 days
old. When you are done reviewing this data, click Fure P — -
Charges Future Charges Balance Balance
the Current Payments button to return the screen o o o o
. . Rent 1 1 .

to its original appearance. - 00 ann 00 20
Fietro Rent 0.0o 0.0o 0.oo 0.00
Pram Mate 0.0o 0.0o 0.oo 0.00
“wforkOrders 0oo 0.oo 0.oo 0.00
Gasdippl 0.0o 0.0o 0.oo 0.00
Ele&ppl 0oo 0.oo 0.oo 0.00
Wh/Appl 0.oo 0.oo 0.oo 0.00
Ead Chk Chg 0.0o 0.0o 0.oo 0.00
CABLE TV 10,00 4000 10.00 10.00
COURT COST 0.00 0.00 0.0 0.00
EVICTION 0.00 0.00 000 0.00
SURFLIES ] ] ] 0.0
CLEAN-UP 0.00 0.00 000 0.00
Totals 3500 185.00 /00 20.00
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Take a Security/Pet Deposit Payment

To take a tenant’s security or pet deposit, click the
Security/Pet Deposit Payment button.

The Security/Pet Deposit Payment dialog box
opens. Enter the amount(s) that the tenant is pay-
ing for his security and/or pet deposit and click the
Save button.

The Payment Window dialog box opens. Enter the
amount that the tenant is paying by cash, check,
and/or money order in the appropriate data field(s)
and click the Save button.

The program records the payment and prints the
receipt. A dialog box opens that asks if the receipt
printed correctly. Click the appropriate button.

If you click Yes, the dialog box closes and the
program returns to the Payments screen. If you
click No, the program voids the transaction, then
closes the dialog box and returns to the Payments
screen.

a

Security/Pet Deposit Payme

0

ESCROW Security Deposit + Pet Deposit = Owverall

Prev Balance 0.00 0.00
Payments 116.00 20.00

Currert Ptz [g 0.00
Tranzferred £.00 0.00
Ak Paid to D ate: 110.00 20.00
Standard Deposit 116.00 2000

AMT WED E.00 0.00

=

‘ Initialz IEAD

Total Payment 250,00 ‘

Caszh Tendered |25E‘
Check IU.UU
taney Order IU.UU

Tatal Tendered 0.00 ‘

£

\cl.’) Did the receipt print ok?

res Mo |
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Take a Payment for Escrow Accounts

If the tenant is set up for home ownership (on the
Main Info tab of the Tenant Edit/Review screen),
you can take a payment for his home ownership
escrow account. To do this, click the Take a Pay-
ment for Escrow Accounts button.

The Home Ownership Down Payments dialog box
opens. Enter the payment(s) the tenant is making
to his down payment and/or purchase account(s)
and click the Save button.

The Payment Window dialog box opens. Enter the
amount that the tenant is paying by cash, check,
and/or money order in the appropriate data field(s)
and click the Save button.

The program records the payment and prints the
receipt. A dialog box opens that asks if the receipt
printed correctly. Click the appropriate button.

If you click Yes, the dialog box closes and the
program returns to the Payments screen. If you
click No, the program voids the transaction, then
closes the dialog box and returns to the Payments
screen.

3

0

ESCROW  Down Payments + Purchase Amts

= Overall |

Prev Balance 1215.00
Pauments 0.00

Transferred 0.00
Amt Paid to D ate 1215.00
Standard D eposit 25.00

AMT OWED -1190.00

Current Prits Im 0.00

0.00
0.00

0.00
0.00

95.00

95.00

B4

‘ Initialz ICAD

Total Payment  250.00

Total Tendered 0.00

Cash Tendered |25E|
Check ID.DD
toney Order ID.DD

x|

\?I) Did the receipt print ok?

Yes

Mo
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Transfer Payments

If you have taken one or more payments from a
tenant in the current month, you can transfer these
payments between the tenant’s charges. To do
this, click the Transfer Payments button.

The Current Payment column of the Payments
screen becomes editable. If you have taken any
payments for this month, they appear in the Pay-
ments MTD column.

Edit the Current Payment column to transfer pay-
ments between charges. The total of the column
must equal zero when you are finished. Click the
Save button.

Payments

Hint: Example of Transferring Payments

In the screen shown below, the tenant has a $30 credit
in rent charges, a $40 late charge, and a $20 cable TV
charge. If you want to apply the credit so it covers the en-
tire cable TV charge and part of the late charge, enter -30
in the Rent field, 20 in the Cable TV field, and 10 in the Late
Charge field. -30, 20, and 10 add to zero, so the tenant’s
account is still in balance.
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Voo A Receipt

To void a receipt and its corresponding payment,
click the Void button.

The Void Receipt screen opens. This screen con-
tains a table of all receipts for payments taken in
the current month.

Select the receipt you want to void and click the
Void button.

A dialog box opens that asks you to confirm your
intention to void the receipt. Click Yes to continue
or No to abort the process.

If you click Yes, the program voids the payment and
marks its receipt as voided.

WinTen Tenant Accounts Receivable < I1/14/2003 Edition * Payments and Credits * Page 6.11

* void

0l®

Receipt Number lavoid ||

Receipt Number

I Payment Date |Unit Mumber

ITakenEyl F\egu\aertl Sec Dep F‘mtl Pet Dep F‘mtl\fc\dlﬂ

L 10052 03419/2003 001 can 248,80 0.00 0.00 False
|| 10053 0349/2003 013 can 40.00 0.00 0.00 Falze
|| 10054 03/20/2003 012 can 250,00 0.00 0.00 False
10055 03/20/2003 049 Can 100.00 0.00 0.00 False

: 10056 03/20/2003 030 can 000 £.00 0.00 False
10057 03/20/2003 046 Can 155.00 0.00 0.00 False

: 10058 03/20/2003 046 can 100.00 0.00 0.00 False
|| 10059 03/20/2003 018 Can 22000 0.00 0.00 False

=l
x4

@ Ape you sure that you want to void receipt number 10052 in the amount of 248,807

Yes

=




Run Batch Receipts

The batch receipt function records full payments
and prints receipts for every tenant in a selected
project. To use this function, click the Batch but-
ton.

CautioN

There is no “batch undo” function for batch receipts. If
you run this function in error, you must void each receipt
individually.

The Batch Receipts dialog box opens. Select the
project for which you want to run batch receipts and
the order in which you want to run them, then click
OK.

A dialog box opens that reminds you that you are
about to post payments and prepare receipts for
every tenant in the selected unit. It asks you if you
want to continue. Click Yes to continue or No to
cancel.

If you click Yes, a standard Print dialog box opens.
Select the printer to which you want to send re-
ceipts and click OK.

The program runs through a rather long print rou-
tine. When it is finished, a dialog box opens that
informs you that the process is complete. Click OK
to return to the Payments Menu screen.

Batch

Hint: Why would | want to run batch receipts?

The most common use of the batch receipt function is
for elderly high-rise buildings. The agency does a batch
receipt run at the end of the month, when Social Security
checks arrive. Agency personnel then go door-to-door to
collect rent payments and issue receipts. Afterward, users
can void individual receipts for any tenants who didn’t make
full payments.

Batch Receipts

Thiz will past a payment and prepare a receipt for all accounts which have an
outstanding balance in the project which you select.

Flease select the project: I vl

Yhat Order?
& Mame
Uit 4
" Social Security #
€ Account #
¢ Ok X Cancel |
zl

“Y'ou are about to post a payment and prepare a receipt for all accounts which have an outstanding balance
in the project which you select. ARE YOU SURE YOU 'WaNT TO PROCEED?

Inform. x|
\i]) Frinting iz complete.
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Record A Deposit Ticker

A deposit ticket is a record of every transaction
whose payments are being deposited in your
agency’s bank account. Typically, a deposit ticket
covers every payment taken in a specific range of
dates. To record a deposit ticket and post its de-
posit amounts to the General Ledger and Check
Reconciliation programs, click the Deposit Ticket
button. This starts the Process Deposit Ticket
wizard.

Process Deposit Ticket Wizard

The Process Deposit Ticket wizard controls the
process of recording a bank deposit in Receiv-
ables, General Ledger, and Check Reconciliation.

Step One

Enter the range of dates whose transactions the
deposit includes.

If this deposit only includes the payments taken by
a specific cashier, enter that employee’s initials in
the Cashier Initials field. Otherwise, leave it blank.

Select the projects whose payments are included
in this deposit.

Click the Start button to proceed to Step Two.

7 Deposit Ticket

.= Process Deposit Ticket Wi

Select Payments to Includs on Deposit Ticket

Fiange of Payment Dates [03/17/2003 {10 [03s20/2003

Cashier [nitials (leave blank to select all]

Project [# 007 - Pinebrook
002 - Bridgehurst
003 - Stinking Creek
004 - Lowe Canal

Mark Al Unmark Al I
Instruction:
’7 Enter range of dates and/or cashier initials of papments to include on deposit ticket |
G [z

WinTen Tenant Accounts Receivable < [1/14/2003 Edition * Payments and Credits * Page 6.13




Step Two

Select the order in which to sort the Deposit Ticket
Detail report.

Click the Next button to print the report.

—

A standard print preview screen opens with the
Deposit Ticket Detail report. Review and print this
report, then click the Close button to close the print e
preview screen.

H

§EEEE5E 38|57

A dialog box opens that asks if the report matches AECRWwnTenTHECG R
the deposit ticket you have prepared. If you click
Yes, the wizard proceeds to Step Three. If you
click No, the wizard halts and the program returns
to the Payments Menu screen.

Step Three

Select the bank account into which the deposit is
being made and the date on which the deposit is
being made.

Click the Finish button to post the deposit to Gen-
eral Ledger and Check Reconciliation.

GENERAL FUNDS

03/20/2003 [

Enter bank ancount and date deposited of the selected pa on the rey

REC - WinTen Receivables

When the process is complete, a dialog box opens
that gives you the deposit’s ticket number and total Q
amount. Click OK to return to the Payments Menu

screen.
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Recorb NoN-DWELLING INCOME

Some agencies use units for non-dwelling, reve-
nue-generating operations (e.g. laundry rooms with
coin-operated washers and dryers). Receivables

enables you to record income from these opera-
tions. To do so, click the Non-Dwelling button.

The Non-Dwelling Income screen opens on its
Income Records tab. This tab contains a table
of all non-dwelling income records for the current
month.

Hon-Dwelling Income

TEMAMT LawM SERYICE

200.00

WEEKLY INCOME

|_ 07426200 TEMAMT LawM SERVICE 200.00
|_ 07427 /200 E&RBER SHOF 1250.00
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Recording Non-Dwelling Income

To record non-dwelling income, click the Add but-
ton. The program creates a blank record in the
table. Enter the appropriate data in the data fields
and click the Save button.

Source
This is the source of the non-dwelling income.

Amount
This is the dollar amount of the non-dwelling in-
come.

Document Number

This is the tracking number of any official document
that directly relates to the income in question - for
example, a check or purchase order number. If the
income is in cash, enter “cash” in this field.

Description
This is a short (30-character) description of the
income.

Income Records Tab Controls

Clear Non-Dwelling Deposit Log Button

Receivables keeps a running total of all non-dwell- @’
ing income transactions, known as the non-dwell-

ing deposit log. The program uses this data to

produce a report on all such transactions. To clear

this log, click the Clear Non-Dwelling Deposit Log

button.

NOTE: Clearing the deposit log does not de-
stroy Receivables’ permanent records of the
transactions. It only erases a “scratch paper”
record of recent deposits. Most agencies clear
their deposit logs on a daily or weekly basis.

Void a Payment Button @ |
To void a non-dwelling income record, select it in

the table and click the Void a Payment button.
x|

\"I) Are you sure you want to void this payment?
:

A dialog box opens that asks you to confirm your
intention to void the payment. Click Yes to continue
with the process or No to abort it.

If you click Yes, the program marks the transaction
as voided, then returns to the Non-Dwelling Income
screen.
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Producing Reports on Non-Dwelling Income

The Non-Dwelling Reports tab of the Non-Dwelling
Income screen has two available reports:

Payment Listing

This report lists all non-dwelling income payments
that your agency took during the selected range of
dates.

Deposit Log

This report lists all non-dwelling income payments
that are currently in the deposit log and were taken
within the selected range of dates.

Select the report you want to produce, enter the
starting and ending dates for the time period it
should cover, and click the Print or Print Preview
buttons.

Hon-Dwelling Income

03/01/2003 [
03/20/2003 [
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CHARGE Orr A TENANT

Charging off is the process by which an agency
writes off a former tenant’s debts because they are
uncollectable. This usually occurs when a tenant
moves out without notifying the agency. You can
only charge off a tenant who (1) has moved out, (2)
has no security deposit, and (3) has not had any
financial activity in the current month. To charge off
a tenant who meets these criteria, click the Charge
Off button.

The Tenant Search screen opens (see the Ten-
ant Actions chapter for more details on the Tenant
Search screen).

CEEES
|| mesawELL

'SARAR T4E-322429  ZOOB 000000002001 02 1123 TATES CRE|

Select the tenant who you are charging off and
click the Charge Off Tenant button. The Charge
Off a Tenant screen opens.

Charge Off a Tenant
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Charge Off a Tenant Screen Controls

Charge Off Tenant Full Amount Button lIi:‘r‘|
To charge off a tenant’s entire outstanding account,
click the Charge Off Tenant Full Amount button.

A dialog box opens that asks you to confirm your in- =
tent to charge off the tenant. Click Yes to continue

QP Are you sure you want to charge off this tenant?
or No to abort the process. \)

If you click Yes, the program records the charge off Eodes o |
and moves the tenant from the database of current
tenants to the database of charged off tenants. A

dialog box opens to inform you when the process is Inform: x|
complete. Click OK to return to the Tenant Search \1) Charge Off Corpletell
screen.

Partial Amount Charge Off Button Q}g |
To charge off part of a tenant’s outstanding ac-

count, click the Partial Amount Charge Off button.

The Current Payment column of the Charge Off IR RS
a Tenant screen becomes editable. In each data Frlone SA%AT et WAGES o
. . - Unit # Z008 Project 001 Acct# 00000D0D2001024
field with an outstanding charge, enter the amount Lotbontls  Povoss  Chages Payens T | B
. . TEVIOUS D&l alance Payment
you want to write off, then click the Save button. Refunds i 0 0
Fient 10000 2500 25,00 oo [T50.00 150,00
Late Charge 40.00 000 0.00 000 [4000 40.00
Retro Flent 000 000 .00 ooo Jooo | 0.00
Promissory Note 000 000 0.00 ooo Jooo .00
WworkOrders .00 000 0.00 ooo Jooo 0.00
Gasthppliance 0.00 il 0.00 aoo Jooo 0.00
Ele/4ppliance 0.00 0.00 0.00 ooo oo 0o
Wiritppliance 0.00 000 0.00 ooo Jooo 0.00
Bad Chik Charge 0.00 000 0.00 ooo Jooo 0.00
CABLE TY 40,00 1000 10.00 ooo [Boon B0.00
COURT COST 0.00 0.00 0.00 oo oo 00g
EYICTION 0.00 non oo oo oo 000
SUPFLIES 0.00 000 0.00 oo oo 0.00
CLEAN-UP .00 000 0.00 noo ooo 0.00
Totals 180.00 35,00 5,00 0.00 250,00 250,00
A dialog box opens that asks you to confirm your in- x|

tent to charge off the tenant. Click Yes to continue

\q]) Are you sure you want to charge off this tenant?
or No to abort the process.

If you click Yes, the program records the charge
off. Adialog box opens to inform you when the pro-
cess is complete. Click OK to return to the Tenant
Search screen. R =

\i]) Charge Off Completel!
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Issue A REFUND

Occasionally, tenants may have credits in their
accounts for which you need to issue refunds. To
issue a refund to a tenant, click the Other Refund
button.

NOTE: This function does not allow you to re-
fund a security or pet deposit. To refund either
of these deposits, use the appropriate buttons
on the Deposit Info tab of the Tenant Edit/
Review screen. For more information on these
functions, see the Tenant Actions chapter.

The Refund Other Than Security Deposit dialog
box opens. You can issue a refund to all qualified
tenants individually, all qualified tenants in a batch,
or a single tenant, and you can refund all credit bal-
ances or just rent balances. Select the options you
want and click OK.

=i Other Refund

Refund Other Than 5e

—Select Tenants to Refund

& 8l Qualified Tenarts [processed individuallyk

= |ndividual Qualified Tenant
= Al Qualified Tenants [processed as Batch by Project]

—Select Balance to Refund
¥ Total Receivable Credit Balance [wITH EXCLUSIONS)

" Rent Credit Balance

Tenants are required to have a credit amount For their curent
Rent charge to receive a refund.

J ]9 K Cancel |
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Issue a Refund to a Selected Tenant

If you choose to issue a refund to a single tenant, Tty Sty

Ficren oro
the Tenant Search screen opens (see the Tenant . E r Ll
Actions Chapter for more details on the Tenant BHDWN TODD D 933854335 046 00000002001 0 357 APPlAN WA
Search screen). o o o e
|— DOUGHERTY LINCOLM D 915541323 011 000000002001 T 125 TATES CREI

Select the tenant to whom you are issuing a refund
and click the Give Refund button. The Refund
Other Than Security Deposit screen opens.

Refund Other Than Security Deposit
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Issue a Full Refund

To issue a full refund to the selected tenant, click
the Refund button. :

A dialog box opens that asks you to confirm the
issuance of the refund to the tenant. Click Yes to
continue or No to cancel the refund. \") Mot s et i) of S

x|

If you click Yes, the program records the refund, e No |
then returns to the Payments Menu screen. If your
agency has the WinTen Accounts Payable mod-
ule tied to Receivables, Receivables creates an
invoice in Payables for the refund. If you are not
running Payables in conjunction with Receivables,
you must issue the refund manually.

Issue a Partial Refund

To issue a partial refund to the selected tenant, .%g
click the Partial Refund button. |

The Current Payment column of the Refund Other
Than Security Deposit screen becomes editable.
In each data field with an credit value, enter the
amount you want to refund as a negative value,
then click the Save button.

A dialog box opens that asks you to confirm the
issuance of the refund to the tenant. Click Yes to o
continue or No to cancel the refund. \) e s emert ] o Sl

I

If you click Yes, the program records the refund, Yes No |
then returns to the Payments Menu screen. If your
agency has the WinTen Accounts Payable mod-
ule tied to Receivables, Receivables creates an
invoice in Payables for the refund. If you are not
running Payables in conjunction with Receivables,
you must issue the refund manually.

Issue a Refund to All Eligible Tenants

If you choose to issue refunds to all eligible ten-
ants individually, the Refund Other Than Security
Deposit screen opens for the first eligible tenant.
Follow the procedures described in the previous
section for issuing full or partial refunds to a single
tenant. The only difference is that after you issue
the refund, the program remains on the Refund
Other Than Security Deposit screen rather than
returning to the Payables Menu screen. Use the
Next and Previous buttons to move between the
records of eligible tenants and issue refunds as
needed. When you are done, click the Exit button
to return to the Payments Menu screen.
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Issue a Batch Refund
(Process Batch Refunds Wizard)

If you choose to issue refunds to all eligible ten-
ants in a batch, the Process Batch Refunds Wizard
opens. This wizard controls the process of issuing
refunds to all eligible tenants at once.

Step One

Select the projects whose tenants you want to is-
sue refunds to.

Click the Next button to proceed to Step Two.

Step Two

Select the order in which you want to process the
tenants receiving refunds.

Click the Next button.

Process Batch Refunds Wizard [Step 1 of 3)

[wl:007 - Pnebrook.
002 - Bridgehurst
003 - Stinking Creek
004 - Love Canal

Process Batch Refunds Wizard [Step 2 of 3]

Frint the listing of tenants for whom a refund will be processed
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A standard print preview screen opens with the
Tenant Refund Listing report. Review and print this
report, then click the Close button to close the print
preview screen.

Caurion

If you are not using the Accounts Payable program, you
must print this report now in order to have a list of the re-
funds that the program is processing.

A dialog box opens that asks if you want to con-
tinue processing the refunds. If you click Yes, the
wizard proceeds to Step Three. If you click No, the
wizard returns to Step Two.

Step Three

Click the Next button to process all refunds that ap-
peared on the Tenant Refund Listing report.

When you click Finish, the program creates an in-
voice in the Accounts Payable program for each re-
fund. When this process is complete, the program
returns to the Payments Menu screen.

=51
mE@(« > 8| HE| e
RunBy: CAO TENMAST CITY HOUSING AUTHORITY
Tenant Refund Listing
Publec Housing Docurmentat
Refund is based on Credt Rent Bal
Rent Rent Total e
Project Unit 58N Tenant Narre Charge Balance Balance A t
Project 001 Pinebrook
o1 046 939854395 BROWN, TODDD 2500 -50.00 500 50.00
ot 012 436358350 CLAUSING, JOHNE 2500 -50.00 -50.00 50.00
oot o8 483259250 COFFEELD, MICHAEL W 2500 -50.00 -50.00 50.00
ot 011 915541323 DOUGHERTY, LNCOLN D 2500 -50.00 50.00 50.00
PROJECT TOTALS 4Tenarts 10000 20000 500 20000
REPORTTOTALS 4Tenarts 10000 20000 500 20000
|
[Page Tof 1
REC - WinTen R X|
\"I) Do you want to continue to batch process the refunds?
H
If wou click "*res", the Wizard will proceed with the refund.
If wou click "Ma", you will be returned to Step 2 of the Wizard.
Yes Mo
.2 Process Batch Refunds x|
I Record Refunds and Create Invoices
Project (007 - Pinebrook.
002 - Bridgehurst
003 - Stinking Creek
004 - Love Canal
Instruction:
’7 Fiecord a refund for the selected tenants, and, optionally, create an invoice for the refund |
<< Back | Finish >> Cancel |
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Reverse A ReFunD

On occasion, you may need to reverse a refund.
To do this, click the Reverse Security/Pet button
(if the refund was a security deposit or pet deposit
refund) or the Reverse Other Refund button (if the
refund was any other type). The procedure for re-
versing either type of refund is the same.

CautioN

Reversing a refund using this procedure does not void any
invoice in the WinTen Accounts Payable module. It only
voids transactions in Receivables’ details database. You
must manually void Payables invoices in that program. For
more information, see the Accounts Payable manual.

The Tenant Search screen opens (see the Ten-
ant Actions chapter for more details on the Tenant
Search screen). Select the tenant whose refund
you are reversing and click the Reverse Refund
button.

The Reverse Refund screen opens. Click the Save
button to reverse the refund. The program records
the reversal and returns to the Tenant Search
screen.

<= Feverse Security { Fet

= Reverse Other Refund

View |AII Curent Tenants j Ordered By IName j Search For |
Last Name |F\rst Narne |SSN |Umt Murnber |Acct Murnber |EFF Acct B |Stleel Address H
| M| AMITAYALA ASRAP 364-86-4611 001 000000002001 00 123 TATES CRE
ARGENT SHEILA 216746 002 000000 123 TATES CREI
: BOLLAERT CHERYLD B46-15-2488 013 000000002001 00 125 TATES CREI
BROWN TODD D 939-85-4395 D48 000000002007 0C 357 APPIAN WA
: CHARSKI JULIAMA G 834-88-3282 2030 000000002001 00 1560 ARMSTROI
CLAUSING JOHNE 432328350 012 000000002007 0C 125 TATES CREI
: CLEARY LAURA S 035-39-4224 049 000000002001 00 357 APPIAN WA
COFFIELD MICHAEL ' 493269260 018 000000002007 0C 127 TATES CREI
: CURRID BRETT & 983-25-8432 020 000000002001 00 127 TATES CREI
DAVENPORT WINSTON J B35-21-4784 020 20030095 00000000 1860 ARMSTROI
: DIAMOND REGIMALD K 664-61-3113 D45 000000002001 0T 357 APPIAN WA
DOUGHERTY LINCOLM D 915641323 011 000000002001 M 125 TATES CREI
: EMERSON JupY P 548-53-9761 2022 000000002001 04 127 TATES CREI
FI=MER JuLla 0 344331318 028 000000002001 M 1861 ARMSTROI
: FLOYD RANDALL L 425-45.8385 035 000000002001 0T 1555 ARMSTROI
| |GOHRING DaMA T gag-3g8424 004 000000002001 M 123 TATES CREI
|_|GRUENWALD DOUGLAS B 939395332 016 (0000000200101 125 TATES CREI
| |GUGLIELMO REBECCAN 430200262 042 000000002001 M 357 APPLAN WA
L of!

!l REVERSE REFUND 1!

Ji] Exit

He

Reverse Refund Other Tha

Click the S4YE button to complete the Reverse Refund.

First Name TODD D Last Mame BROWN SSM 939.85-4395
Unit # 046 Project 007 Acct# 000000002001002
Last Month's Previous  Charges Papments — Amaunt Balance
Previous Bal Balance MTD Applied
Aefunds 50.00 5000
Rent 100.00 25,00 25,00 150.00 |{-50.00 0.00
Late Charge: 40.00 0.00 0.00 35,00 |[0.00 500
Retro Rent 0.00 0.00 0.00 0.00 f0.00 0.oo
Prom MNote 0.00 0.00 0.00 0.00 |[0.00 0.0o
‘workOrders 0.00 0.00 0.00 0.00 \0.00 0.00
Gas/hppl 0.00 0.00 0.00 0.00 |[0.00 000
Ele/Appl 0.00 0.00 0.00 0.00 |[0.00 0.0o
Wir/Appl 0.00 0.00 0.00 000 [o.00 000
Bad Chk Chg 0.00 0.00 0.00 0.00 |[7m 000 | gecyry
Misc 40.00 10.00 10.00 2000 |[7.00 4000 | Deposi
Court Cost 0.00 0.00 0.00 000 (0,00 000 0o
Eviction 0.00 0.00 0.00 (R R — 0.00
Supplies 0.00 0.00 0.00 0.00 |[700 000 | oy
Clean Up .00 0.00 0.00 000 [T 000 | Deposi
Tataks 180,00 BW B A5 0 4500 g
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IMPORT AN ELECTRONIC PAYMENT FiLE

To import an electronic payment file (EPF), click the
Import EPF button. For more information on this = Import EFF

process, refer to Appendix D: Lockbox Collections.
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REPORTS

Information needs to be summarized and present-
ed in an easy-to-understand form so the reader can
make informed decisions. The Reports screen is
where Tenant Accounts Receivable turns all of its
data into meaningful reports. To enter this screen,
click the Reports button or press <R> at the Main
Menu.

= Tenant Accountz Beceivable Main Menu
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REPORTS SCREEN

The Reports screen is divided into five tabs: Tenant
Accounting, Tenant Management, Quick Lists, Util-
ity Meter Readings, and Labels/Mail Merge. The
first four tabs enable you to produce printed reports
on certain aspects of Receivables’ operations. The
last one enables you to produce a mail merge file
(for producing mass mailings using a word pro-
cessing program) or a set of tenant mailing labels.
The Reports screen always opens on the Tenant
Accounting tab, as shown on the following page.

Producing a Report

To produce a report, select its radio button. Set all
of the formatting options for the report, then click
the Print or Print Preview button.

If you click the Print button, a standard WinTen print
control dialog box opens. Select the printing op-
tions for the report and click OK.

If you click the Print Preview button, a print preview
screen opens with the selected report. Review the
report from this screen and close it when you are
finished.

Green Bar Reports

Many reports have a “Print Using Green-Bar for-
mat” option. If you want to print the report to a dot-
matrix printer loaded with green bar paper, check
this box.
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Tenant Accounting Tab

The Tenant Accounting tab contains reports on ten-
ant financial activity, such as recent payments or
outstanding debts. It is divided into two sub-tabs:
Payments and Registers/Delinquent/Additional.
The Tenant Accounting tab always opens on the
Payments sub-tab, as shown below.

Tenant Accounting Tab Controls

Clear Deposit Log Button

The deposit log tracks payments for charges and
deposits. After you have run and balanced a Bank
Deposit report and made the deposit, use this func-
tion to mark all payments in the log as deposited.

CautioN

Typically, your agency uses the deposit log to balance its
cash drawer. This involves printing the log, then balancing
the drawer, then clearing the log. Do not take any payments
between the time you print the log (see Receipt/Deposit be-
low) and the time you clear it. If you do, these deposits will
remain in Receivables’ permanent records, but they will not
appear on the deposit log the next time you print it.

TERE

Hint: Clearing the Deposit Log

Clearing the deposit log does not destroy Receivables’ per-
manent records of the transactions. It only marks records
as deposited. Most agencies clear their deposit logs on a
daily or weekly basis.

Tenant Accounting |Tenant Managementl Cluick Listsl LItilitw b eter Readings | Labels/kail Mergel

—Receipt/Depozit

OPTIONS |

[ Payments ‘ith Beceipt

™ Woidz Only % MO Yoids
[T Payments “Without Beceipt - [Current Orly]
[~ Bank Deposit [Curent Ol
[T &llReceipts in Receipt Murnber Order

& with Receipt £ without Beceint
) Histor Beceipts
[T Surmmany Receipt Bepart

i with Feceipt = without Fleceipt
[ Summany Receipt Bepart with EFF Account

£ With Beceipt €& Without Feceipt

Fayments / Credits | Registers / Delinguent / additional I

[ Prirt using Green-Bar farmat [dot-matrix printers only)

—FRepart Period:
Plzaze enter the starting date: ||:|3="2'| L2003 ﬂ
Pleaze enter the ending date: ||:|3="2'| L2003 H

- Group By: which Project?
% Project [Leawe blank, for all.]

™ |nitialz I—;,

™ Mo Grouping

& Current
€ Hiztary
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Payments Sub-Tab

The Payments sub-tab enables you to run the
Receipt/Deposit reports. This family of reports is
interconnected, and you can print more than one of
them in the same print run. Check the boxes that
correspond to the reports you want to run, then se-
lect your formatting options on the right side of the
screen and print or preview the reports normally.

All six reports have the same set of formatting op-
tions. You can produce each report for a selected
range of dates, and group the data by project or by
the initials of the user who entered the transaction.
You can select either current or history reports, and
you can produce the report to cover all projects or
one specified projects.

Reports

032172003
032172003 [
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Available Reports

Payments With Receipt

The Payments with Receipt report includes all
matching payments taken since the last monthly
initialization for which your agency issued a receipt.
You must choose whether the report will include
voided or un-voided payments.

Payments Without Receipt (Current Only)

The Payments without Receipt report includes all
matching payments for which your agency posted
payments and did not issue a receipt.

Bank Deposit (Current Only)

This is a transaction log of all payments that your
agency has taken since the last time the bank de-
posit log was cleared. This report is used to bal-
ance your agency’s cash drawer.

All Receipts in Receipt Number Order

This report lists all matching receipts in the order in
which they were processed. You must select pay-
ments with receipts, payments without receipts, or
history receipts.

Summary Receipt Report

This is a summary report of all receipts within the
selected period, with tenant name and account
number.

Summary Receipt Report with EPF Account
This is a summary report of all receipts within the
selected period, with tenant name and EPF (“lock-
box”) account number. This report is available only
if you are using the EPF (“Lockbox”) functions.
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Registers/Delinquent/Additional Sub-Tab

The Registers/Delinquent/Additional sub-tab con-
tains three families of reports: Tenant Registers,
Delinquent Reports, and Additional Reports. Use
the set of radio buttons on the left side of the
screen to select the report you want to produce.
The right side of the screen changes to display the
formatting options for the currently selected report.

Reports
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Available Reports

Tenant Register Reports

Monthly Rental Register

The monthly rental register lists all charges and
balances for all tenants’ accounts for the current
Receivables month. You can print this report in or-
der of tenant account number, tenant last name, or
unit number. The report can be a summary report
(which shows totals by project) or a detail report
(which shows data for each individual tenant). You
can include all tenants in all of your agency’s proj-
ects, or all tenants in one selected project.

After you print or preview this report, a dialog box
appears that asks you if you want to post receiv-
ables to the General Ledger now. Click Yes to post
all transactions from the report to the General Led-
ger or No to not post.

Monthly Rental Register Balance Report

This report is the same as the Monthly Rental
Register report, but also includes pet and secu-
rity deposit transactions. It combines charges and
breaks down payments into details.

Security/Pet Deposit Listing

This report lists each tenant’s current balances
for security and pet deposits. You can print this
report in order of tenant account number, tenant
last name, or unit number, and you can include all
tenants in all projects or all tenants in one selected
project.

Future Charges/Rent Listing

This report displays each tenant’s future (due next
billing period) charges. You can print this report in
order of tenant account number, tenant last name,
or unit number. You can include all tenants in all
projects or all tenants in one selected project. You
can also include all tenants regardless of Z ac-
count status, or only those who are or are not Z
accounts.

Credit (Negative) Rent Listing

This report displays the current balance of each
tenant account that has a balance less than zero
(credit balance) for rent. You can print this reportin
order of tenant account number, tenant last name,
or unit number, and you can include all tenants in
all projects or all tenants in one selected project.

I~ Print using Green-Bar format (dot-matris printers only)

& Curent
= Histary

 InWhat Order?
% By &ccount Mumber
" ByMame

" By Urit Mumber

i Summary
' Detail

— InWhat Order?
% By &ccount Mumber
" ByMame

" By Urit Mumber

= Summary
' Detail

In*what Order?

' By Account Mumber
" By Name

By Uriit Number

Which Tenants?
& All Tenants

£ Mon Z Accounts

" Only Z Accounts

Which Tenants?
& All Tenants

£ Mon Z Accounts

" Only Z Accounts

I~ Frint using Green-Bar format (dot-matris printers only)

— InWhat Order?
= By Account Mumber
" ByMame

" By Urit Number

i Summary
i Detall

In 'w'hat Order?

i+ By Account Mumber
" ByMame

" By Uit Mumber

Which Tenants?
Al Tenants

€ Mon 2 Accounts
 Only Z Accounts
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Promissory Note Listing

This report displays the account status of each ten-
ant who has a promissory note in effect. You can
include all tenants in all projects or all tenants in
one selected project.

Retro Rent Listing

This report displays the account status of each
tenant who has a retroactive rent repayment (retro
rent) agreement in effect. You can include all ten-
ants in all projects or all tenants in one selected
project.

Delinquent Reports

Delinquent Accounts

This report lists all tenant accounts that have a cur-
rent balance due that is greater than zero. You can
print this report in order of tenant account number,
tenant last name, or unit number. The report can
be a summary report (which shows totals by proj-
ect) or a detail report (which shows data for each
individual tenant). You can include all tenants in
all of your agency’s projects, or all tenants in one
selected project. Finally, you can choose to only
include tenants who owe rent, or tenants who owe
any charge.

Aged Delinquent Accounts

This report lists all tenant accounts that have a bal-
ance greater than zero that is past due by 30 or
more days. You can print this report in order of ten-
ant account number, tenant last name, or unit num-
ber. The report can be a summary report (which
shows totals by project) or a detail report (which
shows data for each individual tenant). You can
include all tenants in all of your agency’s projects,
or all tenants in one selected project.

'Z’ Accounts ONLY

This report lists all tenant accounts that are ‘Z’ ac-
counts (accounts of tenants who have moved out)
and that have a balance greater than zero. You
can print this report in order of tenant account num-
ber, tenant last name, or unit number. The report
can be a summary report (which shows totals by
project) or a detail report (which shows data for
each individual tenant). You can include all tenants
in all of your agency’s projects, or all tenants in one
selected project.

 Inwhat Order? ————

I Ww'hat Order?
% By Account Mumber
" By Mame
By Unit Number

In 'w'hat Order?

i+ By Account Mumber
" By Mame

" By Uit Mumber

I~ Print using Green-Bar format [dot-matris printers only)

¢ By Account Mumber
© By Mame
" By Unit Muriber

= Summarny
i Detall

— InWhat Order?

[~ Only Tenants wha awe rent

% By &ccount Mumber
" ByMame
" By Urit Number

i Summary
i Detall

— InWhat Order?

I Exclude credit balances

‘which Project?
[Leawve blank: for all.)

I jv

‘which Project?
[Leawve blank for all.)

I jv

I~ Print using Green-Bar format (dot-matris printers only)

% By Account Mumber
" ByMame
" By Uriit Mumber

= Summary
i Detall

‘which Project?
[Leawve blank for all.

I jv
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Non ‘Z’ Accounts

This report lists all tenant accounts that are not
‘Z’ accounts and that have a balance greater than
zero. You can print this report in order of tenant
account number, tenant last name, or unit number.
The report can be a summary report (which shows
totals by project) or a detail report (which shows
data for each individual tenant). You can include
all tenants in all of your agency’s projects, or all
tenants in one selected project.

Ad(ditional Reports

Daily Statement of Operations (DSO)

The DSO contains a summary of all transactions
(payments, refunds, adjustments, security and pet
deposits, charge offs, etc.) that occurred on the
selected date.

NOTE: If no transactions occurred on a given
date (for example, a Saturday when no one was
in your office), that date will not be an available
option for this report.

Normally, the program creates the DSO from a log
file. In the event of a problem, check the Recreate
the DSO Report check box to make the program
build the DSO from Receivables journal entries.
This method of creating the report takes substan-
tially longer than the normal way, but it also avoids
the possibility that an incorrect log file could pro-
duce an incorrect report.

NOTE: We do not recommend that you use
the Recreate the DSO Report option without
assistance from Tenmast Training & Support
personnel.

I~ Print using Green-Bar format [dot-matris printers only)

— InWwhat Order?
¢ By Account Mumber
© By Mame
" By Unit Muriber

= Summary
' Detall

‘which Project?
[Leawve blank: for all.)

I jv

which Date? ID3.”2EIH2UEI3 'I

[~ Recreate the DS0 Repart
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HUD-52295 Tenant Accounts Receivable (TAR)
Form HUD-52295 is the official HUD Tenant Ac-
counts Receivable report. You have the option to
produce the final Form HUD-52295 or the detail
worksheet that shows all of the calculations used
to fill in HUD-52295. You can run this report for
any completed month (e.g. you cannot run the re-
port for the month in which Receivables is currently
operating).

If you select the detail worksheet option, you must
specify a period ending month and year for the
worksheet.

If you select the Form HUD-52295 option and click
the Print or Print Preview buttons, the TAR Report
Specifications dialog box opens. This dialog box
contains several options for formatting Form HUD-
52295:

* Fiscal Year Beginning Date: This is the beginning
date of the fiscal year in which the selected re-
porting period falls.

* Project: Select the project whose receivables ac-
tivity the report should cover, or leave the drop-
down selection box blank for all projects.

» Type of Program: Select the appropriate housing
program type to print on the report.

* Print Individual Reports: Select whether each
project’s data should be printed individually, or
whether all projects’ data should be lumped to-
gether.

* Report Period Ending: Select the month and year
that the report should cover.

» Percentage Analysis: Fill in the appropriate data
from your agency’s previous two years’ HUD-
52295 reports.

TAR Report Specification:

i+ HUD Form 52295

What [nformation?
’7(" D etail wharkshest

Fiscal Year Beginning D ate:

‘what project do you wart this report for?

[Blark for all): i

Type of Program
* PHA-Owned Rental Housing

" PHA-Leased Section 23

Frint INDIVIDUAL
reports for each
project?

& e
Mo

Report Period Ending

Month: IJANUAHY vl
‘Year |2DUE) vl

Percentage Analysis

One Year &go | Two Years Ago
0140141938 01/01/1997

E 1] Percent of Accounts Delinquent ta Mumber of Tenants In Possession.

ooo & ID.DD b4

up-ta-date repayment agreement]

' OK

to Total Charges:

E.5] Percent of Amount Delinguent [excluding amounts covered by formal

0.oo & IU.UU E
X Cancel
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Complete Totals

This report displays complete totals for all receiv-
able items for your agency. You can include all of
your agency’s projects, or one selected project.
This is a “here and now” report - it shows your
agency’s receivable item totals as they are at the
time you run the report.

If you choose to print the report for all projects,
you can print each project on an individual page or
lump all projects’ data together.

Payment History for One Unit
This report contains all payments for a selected
unit that your agency took within the selected
range of dates. The program subtotals this report
by Payments with Receipt, Payments without Re-
ceipt, and Payments in History.

Promissory Note Journal Entries for Ledger
This report contains all promissory note transac-
tions that have been posted to the General Ledger
within the selected range of dates.

Retroactive Rent Journal Entries for Ledger
This report contains all retroactive rent repayment
transactions that have been posted to the General
Ledger within the selected range of dates.

RCV Journal Listing from General Ledger

This report contains all receivables transactions
that have been posted to the General Ledger within
the selected range of dates. You can choose for the
report to cover all ledger accounts or one selected
account. You can print the report in debit/credit
(two-column) format or in one-column format.

‘which Project?

[Leave blank for all)

I jv

[ Frint Projects Individually

Report Period:
Flease enter the starting date: |D3-'"21 J2003 i
Please enter the ending date: |D3-'"21 J2003 i
‘which Unit #7
FReport Period:
Please enter the starting date: |U3-"2'| 42003 i
Please enter the ending date: |U3-"2'| 42003 i
FReport Period:
Please enter the starting date: |U3-"2'| 42003 i
Please enter the ending date: |U3-"2'| 42003 i
Report Period:
Please enter the starting date: |03£2‘| £2003 i
Please enter the ending date: |U3e’21 £2003 i
Which Acct #7
[Leawve blank for all.

Format:

" Debit/Credit ¢ One Column |

Sort By

& Date and Reference Mumber
 Account and Date

= Account and Reference Mumber
" Reference Mumber
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Tenant Management Tab

The Tenant Management tab contains two sets
of reports: Miscellaneous Reports and PHAS Re-
ports. The right side of the tab contains the format-
ting options for the currently selected report, and its
appearance changes depending on which report is
currently selected.

Reportz
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Available Reports

Miscellaneous Reports

Directory Listings

This report lists all tenants, along with their unit
numbers, account numbers, and phone numbers.
You can sort the report by unit number, account
number, or tenant last name, and you can produce
the report for all projects or for one selected proj-
ect. If you produce the report for all projects, you
can group tenants into sub-lists by projects or leave
them in one large list.

NOTE: Because this report includes account
numbers, we recommend against distributing it
to tenants as an internal telephone directory.

Income Level Distribution

This report lists all tenants, along with their income
levels (Low, Very Low, or Extremely Low), number
of bedrooms in their units, and gross incomes. Re-
ceivables groups the report by income levels. You
can produce the report for all projects or for one
selected project.

Dependents (minors) in Household

This report lists all tenants, along with their unit
numbers, account numbers, family sizes, and
numbers of minors in their households. You can
sort the report by account number, last name, unit
number, or unit bedroom size.

Link Report from 50058/59

This report lists all tenants who are in the 58 Link
database. For more information on the 58 Link
database, see the Program Overview chapter. You
can sort the report by tenant name, unit number,
Social Security number, account number, or effec-
tive date of the link entry. The report can cover all
link records with effective dates in the next month,
all link records in the database, or all link entries
with effective dates within a specified range of
dates.

Order:

& Urit

© Account #
 Last Mame

[ Group by Project

‘wihich Project?
[Leawve blank for all.)

Wwhich Project? [Leave
blank for all.]

I jv

Which Tenants?
& All Tenants

= Tenants in Possession
7 Account Tenants

In'what Order? ———
i By Account Number

i By Mame

= By Unit Nurnber
i~ By Bedroom Size

¥ Include Z Accounts

I wihat Order?
* By Account Murber
= ByMame

= By Unit Murmber

= By Bedoom Size

DlLICl.
1+ Name © Acct #
i Urit # ™ Elfective Date
= 55M " Naone
Report Period:
" Next Month
" All Entries

" Range of Dates
Flease enter the starting date;

Flease enter the ending date:

|03£21 J2003 i
|03£21 J2003 i
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Receivables Details

When you select this option, the entire Tenant Man-
agement tab changes to the appearance shown
below (this report has a lot of options). The Receiv-
ables Detail report contains details of every trans-
action of the selected types that occurred within the
selected range of dates. Check the boxes next to
the transaction types you want to include on the
report, or check the All box. You can produce the
report for all projects or one selected project, and
for all tenants within the selected project(s) or for
one selected tenant.

&0

Tenant Accounting  Tenant Management ||]ui|:k Listsl LItility bd eber Headingsl Labelzt ail Mergel
—Report Peniod: ‘which Project? [Leave Repoart Type Which Tenantz?
Flease enter the starting date: blank, for al.] & Summary Al

Please enter the ending date: ID##EE#’EDDE g I ..I " Detail " Single
kYOT - Tenant kMowve Ot RVOT - Reverse URP Refund
MWTR - Tenant Transfer CLSS - Collection Loss Pt
kWM - Tenant Move In PMTS - Payment with Receipt
INIT - Iritializatiorn PR T - Pavrnent w/o Receipt
CHGS - Cunrent Charge SDPM - Deposit Papment
FREY - Previouz Balance OMPM - Home Dwnership Pt
L5TH - Lazt Months Preyv Bal =PMT - BalancePmt Transfer
UTLS - Utility Charges A0UM - Adiustment
MOTE - Promizzory Mate WOID - Vaoid Regular Payment
RETR - Retroactive Rent YODOP - Yoid Deposit Payment
MFUT - Mowee Out Future Chg YDHO - Yoid Home Ownership
DPCH - Dep Prev Bal Change WOCL - Yoid Collection Logs
CHRO - Charge OFf Tenant YDA - Void Adjustrent
FUTC - Future Charges FMEM - Remove Agreement PN
HFER - Deposit Refund RARM - Bemove Agreement BR
FERMD - Reverse Dep Refund PHRAY - Reverse Cur Balance PN
RFMD - URP Refund FRRY - Reverse Cur Balance RR
1] | i
o Mark ALL | % Unmark ALL < Retun ta Tenant Management Screen

Year-to-Date Rent Paid

This report lists all tenants, along with their unit
numbers, account numbers, and rent paid in the
current fiscal year. You can produce the report for
all projects or for one selected project.

Number of Times Unit Was Occupied

This report lists all units and the number of families
that have occupied them (drawn from the Master
Unit database). It also contains each unit's ad-
dress, condition, and status. You can produce the
report for all projects or for one selected project.

‘wihich Project? [Leave
bilank for all.]

I jv

wihich Froject? [Leave
blank for all.]

I jv
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HUD-51234 Report on Occupancy

Form HUD-51234 is the official HUD Report on Oc-
cupancy for Public and Indian Housing. You have
the option to produce the final Form HUD-51234 or
the detail worksheet that shows all of the calcula-
tions used to fill in HUD-51234. You must specify
a period ending month and year for the report or
worksheet.

Promissory Note Details

When you select this option, the entire Tenant Man-
agement tab changes to the appearance shown
below (this report has a lot of options). The Prom-
issory Note Details report contains details of every
promissory note transaction of the selected types
that occurred within the selected range of dates.
Check the boxes next to the transaction types you
want to include on the report, or check the All box.
You can produce the report for all projects or one
selected project, and for all tenants within the se-
lected project(s) or for one selected tenant.

e

— ‘what Information’?

& HUD Form 51234
" Detall Warksheet

Report Period Ending

tMonth: IJANUAHY vl

‘ear: I‘ISSB 'I

Tenant &ccounting 1 enant Management |Eluin::k Listsl LItility b eter Fieadingsl Labelz. b ail Mergel

—Repart Period:

Fleaze enter the starting date:

Fleaze enter the ending date: 050242003 g

Which Project? [Leave
blank for all] oA
I j" = Single

Wwhich Tenante™

MW TR - Tenant Transfer

INIT - Initialization

CHGS - Current Charge
PREY - Previous B alance
L5TH - Last Maonths Prev Bal
PMTS - Payment with Receipt
PMTw - Papment w/o Receipt
#PMT - Balance/Pmt Transfer
WOID - Vaoid Regular Payment
CREA - Create Agreeement
TRMS - Tranzfer Agreement
RAMVE - Remove Agremeent
CURR - Agreement to Current
CHMC - Change Manthly Chg

o Mark ALL | () Unmark ALL

< Retum to Tenant Management Screen
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Retroactive Rent Details

When you select this option, the entire Tenant
Management tab changes to the appearance
shown below (this report has a lot of options). The
Retroactive Rent Details report contains details of
every retro rent transaction of the selected types
that occurred within the selected range of dates.
Check the boxes next to the transaction types you
want to include on the report, or check the All box.
You can produce the report for all projects or one
selected project, and for all tenants within the se-
lected project(s) or for one selected tenant.

e

Tenant Accounting  Tenant Management ||]ui|:k Listsl LItility bd eber Headingsl Labelzt ail Mergel

—Report Peniod:

Fleaze enter the ztarting date:

Pleaze enter the ending date: 05/02/2003 g

Wwihich Project? [Leave
blank. for all ]

I :I'

Which Tenants™
e Al

" Single

MYTH - Tenant Transfer

IMIT - Initialization

CHGS - Cunrent Charge
FREY - Previous Balance
LSTH - Last Months Prey Bal
FMTS - Pavment with Feceipt
PMTW - Papment w'o Receipt
#PMT - BalancePmt Transfer
YOID -%oid Regular Payrment
CREA - Create Agreeement
TRMS - Transfer Agreement
FMVE - Remaove Agremeent
CURR - Agreement to Current
CHMC - Change Monthly Chg

 MWark ALL | () Unmark ALL

<& Retum to Tenant Management Screen
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Prior Monthly Initialization Reports Report Period Ending

Every time you initialize Receivables into a new Month [ 3
month, the program stores a list of the changes Vear [19% ]

made to every tenant record. This report shows
all of those changes for the initialization that ended
the selected month and year.

PHAS Reports

These reports are identical to those produced by
the WinTen PHAS module.

Cumulative Rent Receivable
This report shows the monthly rent receivable totals Enter the Fiscal Year Ending Date: [r2rs1720m @
for the selected fiscal year and time period, broken
down by month. Each month’s data includes be-

ginning rent receivable, total rent charges, total Report Period:
payments for rent, charge off of rent charges, and
ending rent receivable figures.

Please enter the starting date: |D3.-"21 2003 i
Please enter the ending date: |D3.-"21 22003 i

Cumulative Rent Receivable Detail Worksheet I Pt Instrustions
This report is a more detailed form of the Cumula-

Feport Period:

tive Rent Receivable report, described above. The
Detail Worksheet breaks down financial transac-
tions by individual tenant.

Please enter the starting date: IDSH21 f2003 i
If you check the Print Instructions box, the pro- Please enter the ending date: ~ [03/21/2003 [

gram prints a page containing the HUD standard
instructions for these calculations after it prints the

report.
Cumulative Unlt Vacancy Flease enter the starting date: Im
This report covers total vacancy days for each Please enter the ending date: ~ [03/21/2003 [

PHAS condition code for the selected range of
dates. It includes total number of units and unit
days vacant for each month and the total number
of unit turnovers.

Cu_mUIatlve_Reportable Elapsed Days Please enter the starting date: Im
This report is a summary of all reportable down Flesse entr e endingdete:  [15/2172005

time, make ready time, lease up time, and exclud-
ed days for the selected range of dates.
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PHAS Event Fiscal Year Vacancy Totals

This report details the actual vacancy events for the
selected reporting period. Vacancy events are all
transactions that involve a unit between move-out
and move-in. This report is the worksheet for the
Cumulative Unit Vacancy report. You can choose
for the report to include data on a specific project or
all projects, and for a specific unit or all units.

PHAS Event Reportable Elapsed Days

This report is a detailed listing of all reportable down
time, make ready time, and lease up time elapsed
days. In its full form (all units for all projects), this
report is the worksheet for the Cumulative Report-
able Elapsed Days report. You can choose for the
report to include data on a specific project or all
projects, and for a specific unit or all units.

NOTE: Only event sequences completed in the
current fiscal year (no matter when they start-
ed) will appear on this report.

‘which Project? ‘wihich Lnit?
[Leave blank for all]  [Leave blank for all.]
Fiepart Period:
Pleaze enter the starting date: |03f21 f2003 i
Pleaze enter the ending date: |D3x'21 J2003 ;
‘which Project? ‘wihich Lnit?
[Leave blank for all]  [Leave blank for all.]
Fiepart Period:
Pleaze enter the starting date: |03f21 f2003 i
Pleaze enter the ending date: |D3x'21 J2003 ;
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Quick Lists Tab

The Quick Lists tab contains five reports, which
are quick lists of different items in Receivables’
databases. The right side of the tab contains the
formatting options for the currently selected report,
and its appearance changes depending on which
report is currently selected.

Reportz

| H

03/21/2003 @
03/21/2003 [

WinTen Tenant Accounts Receivable < [1/14/2003 Edition * Reports < Page 7.9



Available Reports

Charged Off Tenants

The Charged Off Tenants report details all tenants
who were charged off between the selected dates.
The report can be a summary report (which shows
totals by project) or a detail report (which shows
data for each individual tenant), and it can cover all
projects or one specified project.

History Tenants

The History Tenants report details all tenants who
were moved out (leases terminated) between the
selected dates. The report can be a summary
report (which shows totals by project) or a detail
report (which shows data for each individual ten-
ant), and it can cover all projects or one specified
project.

Master Units

The Master Units report details all units in the Mas-
ter Unit database. The report can cover all projects
or one specified project, and it can include only
vacant units or all units.

Work Orders in Service1

This report lists all work orders in the Service1
database that were completed between the se-
lected dates. You can sort the report by work order
number or by tenant Social Security number. For
more information on the Service1 database and
how Tenant Accounts Receivable interacts with
the WinTen WorkOrder module, see the Program
Overview chapter.

Tenant Listing

This report lists all tenants in a selected list of
projects, along with their SSNs, account numbers,
caseworkers, and management codes. You can
filter the report by management code and/or case-
worker, and sort it by account number, last name,
unit number, or SSN.
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% Summary
= Detail

I~ Tatal lines anly

Which Project? [Leave
blank for all.]

I jv

—Report Periad:
Pleasze enter the starting date:

Fleasze enter the ending date:

|03£21 42003 i
|03£2‘I 42003 i

% Summary
€ Detall

[~ Tatal lines anly

wihich Project? [Leave
blank for all.]

I j'

Report Periad:
Pleaze enter the starting date:
Pleaze enter the ending date:

|03J21 42003 i
|03£2‘I 42003 i

I Yacant units anly

|

‘wihich Project? [Leave
blank for all.]

I jv

Order:
= wiork Order Mumber

£ 55M

‘wiork Orders finished within this period:

Please enter the starting date: |U3.-"21 2003 i

Please enter the ending date: |D3.-"21 /2003 i
—Select Project:

001 - Pinebrook

002 - Bridgshurst

003 - Stinking Creek

004 - Lave Canal

" Mark &l | ) Unmark &l |

Select Caseworker

JlaLL) |
—Select Management Code

f(aLL] I
Order By




Utility Meter Readings Tab

The Utility Meter Readings tab enables you to pro-
duce a report on meter reading activity. All of the
options on this tab relate to this report. Select the
utility that the report covers, the reading to which it
applies, and the manner in which to sortit. Choose
a project or leave the drop-down selection box
blank for all projects.

NOTE: If you choose for the report to cover
supplemental meter readings, you must also
specify the utility reading type it covers: vacant
unit readings, current readings, or readings
whose charges are due in 30 days.

Reports
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Labels/Mail Merge Tab

The Labels/Mail Merge tab enables you to create
mailing labels or mail merge files for all tenants or
a selected group of tenants. The tab is divided into
two areas. The top area, Tenant Labels, enables
you to select the set of information from which to
generate the labels or file. The bottom area, Select
a Label Type, enables you to specify whether you
are generating a specific size of mailing label, a
mail merge file, or a custom size of mailing label.

Reportz
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Tenant Labels

Select the radio button that corresponds to the ad-
dress you want to use: Physical Address (unit ad-
dress) or Mailing Address. Select the radio button
that corresponds to the order in which to print the
labels or include the data in the file: tenant name,
tenant account number, unit number, or project
number.

If you are generating labels or a mail merge file for
all tenants, select the All Tenants radio button.

If you are generating labels or a mail merge file for
a specific group of tenants, select the Only Those
for a Criterion radio button. The controls to the
right of this radio button become active. These
enable you to choose the criterion by which you
want to filter your tenants (admission date, base
rent, account number, ethnicity, and so forth) and
the value against which you want to check them.
For example, you can filter your tenants so that you
only print mailing labels for those who have a rent
charge that’'s over 30 days past due and greater
than $25.

The primary control for determining the criterion
by which to filter tenants is the topmost drop-down
selection box. This enables you to choose from vir-
tually every data field in the tenant database. The
controls beneath the primary criterion selection
field change depending on what filtering criterion
you have selected.

The leftmost control is a drop-down selection box
which enables you to choose the “operator” to use.
A database operator is a mathematical expres-
sion, like “equal to “ (=) or “greater than” (>), that
performs a comparison between two things. This
enables you to specify how you are checking in-
dividual tenants against the filtering criterion. To
continue the above example, you would set this to
“>” which is the symbol for “greater than,” if you
only wanted tenants with a 30-day-past-due rent
charge greater than a certain amount.

The rightmost control is a data field that lets you
enter the value against which you are checking ev-
ery tenant record. Again, to continue the above ex-
ample, you would set this to “25” if you only wanted
tenants with a 30-day-past-due rent charge greater
than $25.

‘BENT CHARBGE DUE OVER 30 Dey's

RENT CHARGE DUE OWER 30 D&Y'S j
READ ORDER B
REFUMDS

REMT BALAMCE

REMT CHARGE DUE OVER B0 DAYS
REMT CHARGES
FEMT PAYMEMTS e

T
Inn

Rt

Select Cntena to print labels for |

| BEDRODMS -

S
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Select a Label Type

The set of radio buttons in this area of the tab
enables you to specify the type of labels or mail
merge file that you are creating.

If you want to print to a laser printer, using sheets
of labels, select the Avery 5160 or Avery 5197 radio
button, depending on which size of labels you are
using. You must use label sheets that conform to
one of these sizes or the program will not line up
the addresses with the labels correctly.

If you want to print to a dot-matrix printer, select
the Dot Matrix Printer Labels radio button. The
four data fields in the bottom right corner of the
tab become usable. Enter the width and height
of the labels and the left and top margins that the
program should use to print them. Note that these
values are in hundredths of an inch. For example,
if the labels are four inches wide, enter “400” in the
Width field.

If you want to create a mail merge file that word
processing programs like Microsoft Word can use,
select the Create Mail Merge File radio button.
When you “print” this selection, you do not actually
send anything to your printer. Instead, the program
opens a standard Windows file save dialog box and
asks you where you want to save your mail merge
file. Select a location and file name and save the
file.

% Dot Matrix Printer Labels [Select Size)
£ dweny 5160 [Lazer Prinker Prezet Size)
£ dwen 5197 [Laser Printer Preset Size)
™ Create Mail Merge File

The walues below reprezent 1/100th of an inch. Therefore 450
would reprezent 4.50 inches. Y'ou zhould meazure vour labels to zet
theze valugs comect.

Width Height Left Margin -~ Top kargin

20 #Hss #Hpp =H[p #

Hint: Mail Merge Files

It's best to choose a name by which you can easily identify
your mail merge file. You should also save it in a place
where you can find it again when you need to use it for a
mail merge operation.
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BILLING

Tenant Accounts Receivable allows you to print bill-
ing notices to be mailed to tenants. You can print
billing notices for rent, utilities, or other services, or
for a combination thereof. The Billing Menu screen
is the area of the program that contains these func-
tions. To access this screen, click the Billing button
or press <B> at the Main Menu.

= Tenant Accounts Receivable Main Menu

WinTen Tenant Accounts Receivable < I1/14/2003 Edition * Billing * Page 8.1



BiLLING MENU SCREEN

The Billing Menu screen allows you to produce bill-
ing notices for selected groups of tenants. The left
side of the screen contains the list of available bill-
ing notices. The right side of the screen contains
the formatting options for the currently selected
billing notice.

Billing Menu

03/21/2003 [
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Printing Billing Notices

To produce a billing notice, select its radio button.
Set all of the formatting options for the bills, then
click the Print or Print Preview button.

If you click the Print button, a standard WinTen print
control dialog box opens. Select the printing op-
tions for the bills and click OK.

If you click the Print Preview button, a print preview
screen opens with the selected bills. Review the
bills from this screen and close it when you are
finished.

Standard Formatting Options

The following options are available for all billing
notices:

Print Bills Using Laser Printers

Normally, Receivables prints one bill per page.
This is because most Tenmast clients use dot-ma-
trix printers to print bills. On a dot-matrix printer,
each bill is a separate page, so the program sends
a form feed command to the printer after each bill.

Some clients use laser printers to produce their
bills. These clients use pre-perforated 8.5"x11”
laser billing forms. On each form, they print three
bills, then tear the form along the perforations to
separate those bills. For this to work properly,
Receivables needs to be told “print three bills on
one sheet of paper” so it doesn’t send a form feed
command after printing the first bill. To use this
option, check the Print Bills Using Laser Printers
check box.

Due Date
This is the due date for the bills.
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Available Bills

Excess Gas Bills

Excess gas bills are bills for tenants whose natu-
ral gas usage for the month has exceeded their
monthly utility allowances. You can sort these bills
by tenant last name, unit number, tenant Social Se-
curity number, tenant account number, project and
unit, or project and tenant last name. You can print
bills for one selected project, for all projects, or for
one selected unit.

Excess Electric Bills

Excess electric bills are bills for tenants whose
electricity usage for the month has exceeded their
monthly utility allowances. You can sort these bills
by tenant last name, unit number, tenant Social Se-
curity number, tenant account number, project and
unit, or project and tenant last name. You can print
bills for one selected project, for all projects, or for
one selected unit.

Excess Water Bills

Excess water bills are bills for tenants whose water
usage for the month has exceeded their monthly
utility allowances. You can sort these bills by ten-
ant last name, unit number, tenant Social Security
number, tenant account number, project and unit,
or project and tenant last name. You can print bills
for one selected project, for all projects, or for one
selected unit.

Combined Utility Bills

Combined utility bills are bills that combine all three
utility charges (gas, electricity, and water). You can
sort these bills by tenant last name, unit number,
tenant Social Security number, tenant account
number, project and unit, or project and tenant last
name. You can print bills for one selected project,
for all projects, or for one selected unit.

Flease enter the due date: IDS.-"21 42003 i

" Tenant S5N
" Account #
= Praject/Unit
" Project/Last Name

Praject? [Leave blank for all.]

‘which Unit?
[Leawe blank for all.]

I j‘

I~ Frint Bills Using LASER Printers

Flease enter the due date: IDS.-"21 42003 i

" Tenant S5H
" Account #
= Praject/Unit
= Project/Last Name

Praject? [Leave blank for all.]

‘which Unit?
[Leawe blank for all.]

I :I'

I~ Frint Bills Using LASER Printers

Flease enter the due date: IDS.-"21 42003 i

" Tenant 55N
" Account #
= Praject/Unit
= Project/Last Mame

Praject? [Leave blank for all.]
Wwhich Unit?
[Leawe blank for all.)

I j‘

[~ Piint Bills Using LASER Printers

Pleaze enter the due date: |03£21 A2003 i

Order:

& Mame

= Unit #

" Tenant 55N
 Account #

= Project/Unit

= Project/Last Name

Project? [Leave blank for all.]
“which Unit?
[Leawe blank for all)

I j‘

[~ Frint Bills Using LASER Printers
™ Print Bills Using POSTCARDS
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Late Charge B | I IS Please enter the due date: |03£21 42003 i

Late charge bills are bills for tenants who have late Order
charge balances. You can sort these bills by ten- e
ant last name, unit number, tenant Social Security ;;zgzg;?g“
number, tenant account number, project and unit, ' Praject/Unit
or project and tenant last name. You can print bills (€ Priesiites Hane
for one selected project, for all projects, or for one Praject? (Leave blank for all]
selected unit. W|hi0hunin |

[Leave blank for all)

I j‘

[~ Print Bills Using LASER Printers

A||-in-0ne BI||S Please enter the due date: lm
All-in-one bills are bills for tenants who have any A
outstanding charges at all. These bills are due and by
payable now. You can sort these bills by tenant last .
name, unit number, tenant Social Security number, € Projsct/Unit
tenant account number, project and unit, or project & el
and tenant last name. You can print bills for one Proisot? (Leave blank for al)
selected project, for all projects, or for one selected | |
unit. You can include credit accounts, zero bal- et
ance accounts (those with no outstanding charges, [ =

in which case the tenant will receive a billing state-

. . [ Frint Bills Using LASER Printers
ment which has a message to this effect) and/or Z

aCCOUntS. [ Include Credit Balances?

™ Include Zero Balances?

¥ Include £ accounts?
Future A"_in_one Bi"s Pleaze enter the due date: |03£21,-"2003 i
Future all-in-one bills are bills for tenants who have RO
any future charges due. These bills show what will C Units
be due at the first of the next month. You can sort S o
these bills by tenant last name, unit number, tenant B ame
Social Security number, tenant account number, _
project and unit, or project and tenant last name. P'°'e°|mmimjf°'a"']
You can print bills for one selected project, for all which Lt
projects, or for one selected unit. You can include [Leave blank for all)
credit accounts, zero balance accounts (those with | |
no outstanding charges, in which case the tenant [ Print Bills Using LASER Frinters
will receive a billing statement which has a mes-
sage to this effect) and/or Z accounts. [ Include Credit Balances?

[ Include Zera Balances?
¥ Include Z accounts?
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Delinquent Notices

Delinquent notices are bills for tenants who have
outstanding past due charges. You can sort these
bills by tenant last name, unit number, tenant Social
Security number, tenant account number, project
and unit, or project and tenant last name. You can
print bills for one selected project, for all projects,
or for one selected unit. You can print delinquent
notices for tenants who owe late charges, who owe
rent, or who owe anything.

Delinquent notices print one per page (8.5” x 117).
They follow the format defined on the Setup screen
(Default Settings tab, Delinquent Notice sub-tab;
see the Setup chapter for more information).

You can also use this option to create a mail merge
file (see the Reports chapter for more information
on mail merge files). If you check the Create Mail
Merge dialog box and print delinquent notices, the
Mail Merge File Selection dialog box opens. Select
the directory in which to save the mail merge file,
specify a file name, and click the Save button.

Services Bills (must choose a specific unit)
Services bills are for billing individual tenants who
have received specific services from your agency.
You must enter the unit number to which the charge
applies and a brief (up to 50 characters) descrip-
tion of the service. The tenant must have a current
work order charge for a bill to print.

Fleaze enter the due date: IDB.-"21 42003 i

‘Wwhich Tenants?
« Na!ﬂe % Owe Late Charges
€ Unit #
€ Tenant S5M € Owe F!ent.
¢ Account # = Owe dnything

= Praject/Unit .
£ Project/Last Name “which Tenants?

& Al Tenants
Praject? [Leawve blank for all] € NonZ Accaunts

lﬁ i Orly Z Accounts

“wéhich Unit?
[Leave blank for all.]

I :I'

I~ Frint Bills Using LASER Printers

[~ Create MaiMerge (Mo Bills)

Flease enter the due date: IDB.-"21 42003 i

Which Lnit?

I~ Frint Bills Using LASER Printers

Pleaze enter the services performed:

Hint; What are services bills for?

In general, services bills can apply to any action that would
require a work order. Most agencies which use services
bills are those which don’t use the WinTen WorkOrder pro-
gram. You can also use services bills for administrative
fees or other miscellaneous billable items.
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Repayment Agreement Bills Please enter the due dete: [03/21/2003 ]

Repayment agreement bills are bills for tenants Order.

who have repayment agreements (promissory £ e

notes or retroactive rent repayment agreements) ;;zgzg;?g“

in effect. You can sort these bills by tenant last  Project/Uni
name, unit number, tenant Social Security number, € Frofeetastfone
tenant account number, project and unit, or project Pz Lol fanell]
and tenant last name. You can print bills for one | |
selected project, for all projects, or for one selected e ok for )
unit. You can include zero balance accounts (those [ =

with no outstanding charges, in which case the ten-
ant will receive a billing statement which has a
message to this effect) and/or Z accounts. I Include Credit Balances?

I Include Zera Balances?
W Include Z accounts?

[ Print Bills Using LASER Printers

Security/Pet Deposit Bills Please enter the dus date: [03/21/2003 ]
Security/pet deposit bills are for tenants who have .
any outstanding security deposit or pet deposit () Nano
charges. You can sort these bills by tenant last £ Tenant SN
name, unit number, tenant Social Security number, e
tenant account number, project and unit, or project ® Frope s e
and tenant last name. You can print bills for one Project? (Leave blank for 2]
selected project, for all projects, or for one selected | |
unit. AR
I j'

[ Print Bills Using LASER Printers

Work Order Please enter the due date: |03321;2003 ]|
Work order are bills for tenants who have any out- Order
standing charges at all. You can sort these bills by Coams
. ccount i
unit number, tenant account number, work order otk Order #
number, or tenant Social Security number. You can £ =8N

print bills for one selected project, for all projects, or
for one Selected Unlt Project? [Leave blank for all.]

“wihich Unit?
[Leawe blank for all.)

I j‘

[~ Frint Bills Using LASER Printers
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Post 10 LEDGER

The WinTen General Ledger module is the central
collection point for all of your agency’s financial
data. The process by which Tenant Accounts Re-
ceivable shares the financial data it records with
General Ledger is called posting. When you post,
Receivables writes all of the transaction records it's
accrued since the last initialization to a file which
General Ledger reads and incorporates into its own
databases. To start the posting process, click the
Post button or press <O> at the Main Menu.

= Tenant Accounts Heceivable Main Menu
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Posting

When you start the posting process, the Post Re-
ceivables to General Ledger screen opens. This
screen contains a table of every General Ledger
account that is subject to a transaction. Click the
Post button to post these transactions or the Can-
cel button to cancel the procedure and return to the
Main Menu.

If you click the Post button, the program posts
each transaction to the General Ledger. When this
process is done, the Post Receivables to General
Ledger screen closes and the program returns to
the Main Menu.

Post Receivables to General Ledger

" Post X Cancel |

mm Furd D [Account # Amount
|3 r1| IMNTH-EMD C AMT ACCOUMTS RECEIWAE 2.216.29
| MOMTH-EMD  0303TC EIEI1 PROMISSORY MOTE DSH31 .-’EIIIIIIB OPH 1122 PN -30.00
| MOMTH-EMD  0303TC 00 SECURITY DEFOSIT 03431/2003 DPH 2114 E1.96
| MOMTH-EMD  0303TC 00 SECURITY DEFOSIT INTEREST 034312003 DPH 2114 -2.93
| MOMTH-EMD  0303TC 00 REMT 03431/2003 DPH 310 -1.845.22
| MOMTH-EMD  0303TC 00 CABLE TV 03431/2003 DPH 36490 -440.00
| MOMTH-EMD  0303TC 00 CHARGE OFF 03431/2003 DPH 4570 40.00
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Task WizaRDs

The Tenant Accounts Receivable program allows
you to handle tenant data in many ways. This
chapter describes the wizards that the program
uses to handle common data management tasks.
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Promissory Note Creation Wizard/

Retroactive Rent Agreement Creation Wizard

The Promissory Note Creation Wizard controls
the process of adding a new promissory note for
a selected tenant. This wizard is available through
the Create Agreement function on the Promis-
sory Note/Retro Rent Agreement Menu dialog
box, which opens when you click the Promissory
Note button on the Charges tab of the Tenant Edit/
Review screen.

The Retroactive Rent Agreement Creation Wizard
controls the process of adding a new promissory
note for a selected tenant. This wizard is avail-
able through the Create Agreement function on
the Promissory Note/Retro Rent Agreement Menu
dialog box, which opens when you click the Retro
Rent Repayment Agreement button on the Charg-
es tab of the Tenant Edit/Review screen.

These two wizards are identical in every way,
except that the Promissory Note Creation Wizard
enables you to add any of the tenant’s outstand-
ing charges to the repayment agreement, while the
Retroactive Rent Agreement Creation Wizard only
enables you to add outstanding rent charges to the
repayment agreement.

Step One

The wizard displays a table of outstanding charges
on the tenant’s account. In the Amount to Apply
column, enter the amount of each charge to apply
to the repayment agreement.

NOTE: If you are aware of charges that the ten-
ant has incurred but have not yet been entered
in the tenant’s account (e.g. an exceptionally
expensive work order), you can enter them in
the appropriate fields now. You do not have to
enter repayment amounts that correspond to
the current account balances.

Click the Start button to proceed to Step Two.

WinTen Tenant Accounts Receivable <« 11/14/2003 Edition

.= Promissory Note Creation

Enter Amounts

Tenant
’7 Name IHEGINALD K DIAMOND

55 [seagr-a13

Uit # [045 Froject # IF Account # IUUUUUUUUZUEH oo
Amount To Apply Past Due Amounts Current Charges Balance
Rent 46.00 20.00 25.00 4500
Late 0.00 0.00 0.00 0.00
Wiork Orders 0.00 0.00 0.00 ooo
Gias / ppl 0.00 0.00 | 0.00 0.00
Electric / Appl 0.oo 0.00 0.00 ooo
‘Water / Appl 0.00 0.00 0.00 0.00
Bad Checks 0.00 0.00 0.00 0.00
MISC 0.o0 1000 1000
COURT COST 0.00 0.00 0.00 000
EWICTION 0.00 0.00 0.00 o.oo
SUPPLIES 0.00 0.00 0.00 0.00
CLEAN-UP .00 0.00 0.00 0.0o
Instruction:
’7 Enter amaunts ta be included in the tatal agreement. |
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Step Two
Enter the tenant’s monthly payment amount.

Enter the date on which the repayment agreement
will take effect.

Click the Next button to proceed to Step Three.

Step Three

If you want to print Form HUD-56146, check the
appropriate check box.

Click the Next button to proceed to Step Three.

Step Four

Review the repayment agreement summary. If you
need to make any changes, click the Back button
to return to the appropriate step and edit the data
as needed. If everything is correct, click the Fin-
ish button to save the repayment agreement in the
tenant’s record.

If you chose to print Form HUD-56146, a standard
WinTen print control dialog box opens. Select your
printer options and click OK to print Form HUD-
56146.
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Promissory Note Transfer Wizard/

Retroactive Rent Agreement Transfer Wizard

The Promissory Note Transfer Wizard controls the
process of transferring an existing account balance
to a new promissory note for a selected tenant.
This wizard is available through the Transfer Exist-
ing Balance to Agreement function on the Prom-
issory Note/Retro Rent Agreement Menu dialog
box, which opens when you click the Promissory
Note button on the Charges tab of the Tenant Edit/
Review screen.

The Retroactive Rent Agreement Creation Wizard
controls the process of transferring an existing
account balance a new promissory note for a se-
lected tenant. This wizard is available through the
Transfer Existing Balance to Agreement function
on the Promissory Note/Retro Rent Agreement
Menu dialog box, which opens when you click the
Retro Rent Repayment Agreement button on the
Charges tab of the Tenant Edit/Review screen.

These two wizards are identical in every way,
except that the Promissory Note Transfer Wizard
enables you to add any of the tenant’s outstand-
ing charges to the repayment agreement, while the
Retroactive Rent Agreement Transfer Wizard only
enables you to add outstanding rent charges to the
repayment agreement.

Step One

The wizard displays a table of outstanding charges
on the tenant’s account. In the Amount to Apply
column, enter the amount of each charge to apply
to the repayment agreement.

Click the Start button to proceed to Step Two.

.= Promissory Mote Transfer

Enter Amounts

Tenant
’7 Mame: IHEBEECAN GUGLIELMO

Unit # [042 Project # |00

55N [430:20.0252

Account § |nnnnnnnnznm 016

Amount ToApply

Past Dug Amounts  Cunent Charges

Balance

Rent I

150.00

125,00 |

50 |

Late I

40,00

anon |

oo |

‘whork Orders I

0.00

F|

0o |

Gas /gl [

0.00

000 |

0,00 |

Electric / Appl I

0.00

0.00 |

0,00 |

Water / Appl

0.00

0.00

0.00

Bad Checks

0.00

0.00

0.00

MISC

60

50.00

10.00

COURT COST

0.00

0.00

0.00

EVICTION

0.00

0.00

0.00

SUPPLIES

0.00

0.00

0.00

CLEAN-UP

0.00

0.00

0.00

"\nslructlon

Enter amounts to be included in the total agreement.

Canesl
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Step Two
Enter the tenant’s monthly payment amount.

Enter the date on which the repayment agreement
will take effect.

Click the Next button to proceed to Step Three.

Step Three

If you want to print Form HUD-56146, check the
appropriate check box.

Click the Next button to proceed to Step Three.

Step Four

Review the repayment agreement summary. If you
need to make any changes, click the Back button
to return to the appropriate step and edit the data
as needed. If everything is correct, click the Fin-
ish button to save the repayment agreement in the
tenant’s record.

If you chose to print Form HUD-56146, a standard
WinTen print control dialog box opens. Select your
printer options and click OK to print Form HUD-
56146.
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Edit Monthly Agreement Charge Wizard

The Edit Monthly Agreement Wizard controls the
process of editing the monthly charge of a tenant’s
existing repayment agreement. This wizard is
available through the Edit Monthly Charge on
Agreement function on the Promissory Note/Retro
Rent Agreement Menu dialog box, which opens
when you click the Promissory Note or Retro Rent
Repayment Agreement button on the Charges tab
of the Tenant Edit/Review screen.

Step One
Enter the tenant’s new monthly charge.

Click the Start button to proceed to Step Two.

Step Two

Review the repayment agreement summary. If you
need to make any changes, click the Back button
to return Step One and edit the data as needed. If
everything is correct, click the Finish button to save
the repayment agreement change in the tenant’s
record.

.= Edit Monthly Agreement x|
I Enter Mew Monthly Charge
Tenant
Mame IHEBEED—\N GUGLIELMO
Account # IDDDDDDDD2DD1 016 55N |430-2D-D252
Urit # [os2 Froiect # [o01
Ageement Total I 200.00
tonthly Charge I
Instruction:
’7 Enter Mew Monthly Charge ‘
Start >> I Cancel |
.= Edit Monthly Agreement ﬂ
I Confirm Mew Monthly Payment
Tenant
Mame IHEBECCAN GUGLIELMO
Account # IDDDDDDDD2DD1 016 S5M |430-2D-D252
Uit # [042 Project # [om1
Ageement Total I 200.00
tonthly Charge I R0.00

Instruction
’7 Confirm the above values, and click Finizh to complete the task

& Back | Firish 3 |

Cancel |
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Agreement Removal Wizard

The Agreement Removal Wizard controls the pro-
cess of removing a repayment agreement from a
tenant’s account. This wizard is available through
the Remove Agreement function on the Promis-
sory Note/Retro Rent Agreement Menu dialog box,
which opens when you click the Promissory Note
or Retro Rent Repayment Agreement button on the
Charges tab of the Tenant Edit/Review screen.

Step One

If the repayment agreement was created (not trans-
ferred), you have the option to remove all charges
that were created. If you want to do so, check the
appropriate check box.

Click the Start button to proceed to Step Two.

Step Two

Review the repayment agreement summary. If you
need to make any changes, click the Back button
to return Step One and edit the data as needed. If
everything is correct, click the Finish button to re-
move the repayment agreement from the tenant’s
record.

.= Agreement Removal [ x|
Agresment Amaunts
Tenant
Name [JODI L HOLZBERG 55M [e7268-2203
Unit # [033 Froject # |007 Account # IUUUUUUUUZUEH 7
Amount To Apply
Rent 160.00 Ageement Tatal |150.00
The current balance of $30.00 wil be removed
from the Tenant's Account.
This agreement was originally CREATED and not
transfered fiom exisitng balances.
P
= Agreement Removal [ x|
Confirm Agreement Removal
Tenant
Name [JODI L HOLZBERG 55M [g7268-2203
Unit # |033 Project # |00 Acoount # IDUDUDUDUZUm m7
Amaount To Apple
Rent 160.00 Ageement Total |1ED 0o
Inistruction:
’7 Confirm the above values, and click Finish to complete the task |
& Back Firish 3 Caneel
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REINDEX

This function rebuilds the indexes that Tenant Ac-
counts Receivable uses to search for specific re-
cords within its databases. Index files are similar
to a library’s card catalog — they tell the computer
the location of the data for which you are search-
ing. Indexing databases is safe to do at any time
— it does not need to be done at a specific time
of the month or the year. To initiate the indexing
process, clicking the Index button or press <I> at
the Main Menu.

= Tenant Accounts Receivable Main Menu
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When to Reindex

Occasionally, index files can become corrupted.
This means that such a file’'s data is no longer
complete, and it may not be in a form that Receiv-
ables can read. The most common indicator of a
corrupted index file comes when you search for a
record that you know is present and the program
does not find it. Reindexing solves this problem
by going through each database and rebuilding the
index file for it.

Caurion

You must make sure that no one else is using Receivables
before using this feature. Reindexing rewrites files, which
can cause damage to the data within those files if they are
already open when Receivables attempts to index them.

When to Pack

While you are reindexing, you also have the op-
tion to pack Receivables’ databases. Packing is a
process by which the program removes all blank or
deleted entries from its databases, thereby reduc-
ing the size of the files.

Caurion

Tenmast recommends that you do not perform packing un-
less specifically instructed to do so by Tenmast Training &
Support personnel. Packing permanently removes deleted
records. Once you have packed, data that the packing
process erases will be irrevocably gone.
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When you select Index, a dialog box appears that
asks you to confirm your intent to reindex. It also
reminds you that all other users must be out of
Receivables at this time. Click Yes to continue or
No to abort the procedure and return to the Main
Menu.

If you click Yes, the Index and Pack Databases
dialog box opens. It has eight check boxes, four
of which are grayed out (disabled) when the dialog
box opens, and two buttons.

If you want to reindex a selected database, check
the corresponding box. This enables the second
check box. If you want to pack the records for the
selected database as well, check the second box.

When you have selected your options, click the OK
button to proceed or the Cancel button to abort in-
dexing process and return to the Main Menu.

If you click OK, a dialog box appears that provides
a graphical representation of Receivables’ progress
through the indexing process. When the process
is complete, all associated dialog boxes close and
the process returns to the Main Menu.

Confirm

Indexing requires the excluzive uze of the Tenant Accounts R eceivable Databases.
“rou must make sure that MO ONE else iz in the Tenant Accounts Receivable
Syztern befare continuing with this process.

Do you want to INDEX the databazes?

Index and Pack Databazes |

YWhich D atabasze(z]?
[+ Currert [+ Pack Cument
[+ Histaomny [~ Pack History
I~ AL Detaf I= | Pack A Detai

[T TenantDetal [fendt] [ Fack Tenant Oetal

¢ ] x Cancel |

Indexing Curmrent Databases - Please wait.._

Tenant Table.

[ |

Creating Index - ACCT ND<. Please ‘Waitl

- |
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Periopic ReporTs AND INITIALIZATION

Tenant Accounts Receivables is designed to man-
age a vast amount of financial data. To assist you
in maintaining proper audit records and keeping
track of your agency’s financial status, Receivables
offers several daily and monthly financial reports
which you can process and print as needed. To
use these reports, or to perform monthly initial-
ization, click the Periodic button or press <E> at
the Main Menu. This opens the Periodic Reports

Screen.

File Help
ki)
|

(5

£ Tenant

Charges

Eayments

Beports

Tenmast
Software

‘ Tenant Accounis Receivabie

=10l |

FPublic Housing Documentation - hiimkitenimktphz

Tenant Actions

Charges, |Lilities, Calculations kdenu
Fayments and Credits Menu

Fepon Options

Feriodic Fepaorts and Initialization

F] Exit

& Eilling

+ Puost

& Index

Setup

Billing Options
Fostto Ledger
Index Databases

Setup
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Periobic REPORTS SCREEN

The Periodic Reports screen contains a selection
of periodic financial reports which provide you with
information about your agency’s daily and monthly
financial operations. This screen is divided into two
tabs: Daily and Monthly. On each tab, the left side
contains a set of radio buttons which correspond to
the reports available on that tab, and the right side
contains the formatting options for the currently
selected report.

indic Reports

[v]:001 - Pinebrook
002 - Bridgehurst
003 - Stinking Creek
004 - Love Canal

Morsl
Pamers
R

s @ o [waas [
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Producing a Report

To produce a report, select its radio button. Set all
of the formatting options for the report, then click
the Print or Print Preview button.

If you click the Print button, a standard WinTen print
control dialog box opens. Select the printing op-
tions for the report and click OK.

If you click the Print Preview button, a print preview
screen opens with the selected report. Review the
report from this screen and close it when you are
finished.

Daily Tab

The Daily tab contains reports on Receivables’ fi-
nancial activity on a single selected day or range
of dates.

Available Reports
Recommended Reports

Recommended reports are reports that you should
run at the close of each business day and store in
a notebook or file folder for audit purposes.

Bank Deposit

The Bank Deposit Report accounts for all cash
payments (cash, checks, and money orders) that
have been recorded in Receivables in a specified
range of dates. At the end of the day, compare this
report to the Bank Deposit report. If the reports
match, all payments that have been deposited in
the bank were also recorded in Receivables and
vice versa.

Use the Select Projects set of check boxes to
include payments for any combination of proj-
ects. Use the Group By drop-down selection box
to group the report by all payments in a specific
project or all payments taken by a specific cashier.
Use the Select Payments and Select Cashier Ini-
tials drop-down selection boxes to filter the report
on a specific payment type and/or transactions
recorded by a specific cashier. Use the Report Pe-
riod set of date fields to specify the range of dates
that the report covers.
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Payment Summary

This report shows the detailed transaction records
of each transaction on the Bank Deposit report. It
is otherwise identical to the Bank Deposit report in
terms of uses and report formatting options.

Adjustment Summary

The Adjustment Summary accounts for all account
adjustments that have been recorded in Receiv-
ables in a specified range of dates.

Use the Select Projects set of check boxes to
include adjustments for any combination of proj-
ects. Use the Group By drop-down selection box
to group the report by all adjustments in a specific
project or all adjustments recorded by a specific
user. Use the Select Cashier Initials drop-down
selection box to filter the report on adjustments
recorded by a specific user. Use the Report Period
set of date fields to specify the range of dates that
the report covers.

Payment Surmmary

— Select Projects

[w:0071 - Pinebrook,
002 - Eridgehwirst
003 - Stirking Creek
004 - Love Canal

o Mark Al | ) Unmark &1 |

Group By | [Mane) -

Select Payments: I.-'l'«ll Paymentsz j

Select Cazhier [nitials: |[,&II] j
— Report Peniod

Dates from [03/21/2002 [

o [03/21/2003 [

v Frint Detail

Adjuztment Surnmarny |

— Select Projects

[w:007 - Pinebroak,
002 - Bridgehurst
003 - Stinking Creek
004 - Love Canal

o Mark A | ) Unmark &1 |

Group By I[Nu:une] j

Select Cazhier Initials: I[All] j
— Report Penod

Dates fiom [03/21/2003 [ to [03/21/2003 [

v Frint Detail
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Research Reports

Research reports provide you with a more in-depth
look at the data contained in the recommended re-
ports. Run research reports as needed to view and
verify this data.

Applied Payment

This report is similar to the Bank Deposit report,
and has identical formatting options, but shows the
tenant account charge to which each payment was
applied.

Applied Adjustment

This report is similar to the Account Summary
report, and has identical formatting options, but
shows the tenant account charge to which each
adjustment was applied.

Applied Paprment

— Select Projects

(w001 - Finebroak,

002 - Bridgehurst
003 - Stirking Creek,
004 - Love Canal

o Mark &l | ) Unmark &1 |

Group By |[N|:.ne] j

Select Payments: I.-'l'-.II Paymentsz j
Select Cashier Initials: I[,&II] j

— Report Period

Dates fiom [03/21/2003 [ to

[o3/z21/2003 ]

v Frirt Detail

Applied Adjuztment |

— Select Projects

[w:0071 - Pinebrook,

002 - Eridgehwirst
003 - Stirking Creek
004 - Love Canal

o Mark &l | ) Unmark &1 |
Group By | [Mane) -]
Select Cazhier Initials: I[All] j

— Report Penod

Dates fiom [03/21/2003 [ to

|pa/21/2003 ]

v Frirt Detail
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Monthly Tab

The Monthly tab contains reports on Receivables’
financial activity in the current month. It also
contains the Initialization button, which starts the
monthly initialization procedure.

Monthly reports are used to show that all pay-
ments, adjustments, security deposits, repayment
agreements, and re-certifications have been cor-
rectly entered into the program before you initialize
Receivables into the next month. Many of these
reports show all account activity that will be posted
to the General Ledger.

= Periodic Reports

[v]:001 - Pinebrook
002 - Bridgehurst
003 - Stinking Creek
004 - Love Canal

All Tenants |_
Lastname 1]
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Available Reports
Recommended Reports

Recommended reports are reports that you should
run at the close of each business day and store in
a notebook or file folder for audit purposes.

Rental Register

This report lists all Receivables activity for the cur-
rent month. The report’s totals represent all ledger
activity for the Tenant Accounts Receivable ac-
count in General Ledger (typically account number
1122).

Use the Select Projects set of check boxes to in-
clude adjustments for any combination of projects.
Use the Select Tenants drop-down selection box to
filter the report by a specific group of tenants. Use
the Order By drop-down selection box to select the
order in which the report is sorted.

Deposit Register

This report lists all security deposit and pet deposit
activity for the current month. The report’s totals
represent all ledger activity for the deposit account
(typically account number 2114).

Use the Select Projects set of check boxes to in-
clude adjustments for any combination of projects.

Retro Rent Register

This report lists all retroactive rent repayment
agreement activity for the current month. The
report’s totals represent all ledger activity for the
retroactive rent repayment account (typically ac-
count number 1122.RR).

Use the Select Projects set of check boxes to in-
clude transactions for any combination of projects.
Use the Group By drop-down selection box to group
the report by all transactions in a specific project or
all transactions recorded by a specific cashier. Use
the Select Payments and Select Cashier Initials
drop-down selection boxes to filter the report on a
specific payment type and/or transactions recorded
by a specific cashier. Use the Report Period set
of date fields to specify the range of dates that the
report covers.
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— Select Projects

[w:000 - Finebroak,

002 - Bridgehurst
003 - Stirking Creek
004 - Lave Canal

W Mark 4l | ) Unmark &1 |
Select Tenants I.t'l'-.ll Tenants j
Order By |Last EE j
W Frint Detail
Retra Rent Listing
— Select Projects
[0 - Pinebrook,
002 - Eridgehwirst
003 - Stirking Creek
004 - Love Canal
o Mark A | ) Unmark &1 |
Order By ILast name j




Promissory Note Register

This report lists all promissory note activity for
the current month. The report’s totals represent
all ledger activity for the promissory note account
(typically account number 1122.PN).

Use the Select Projects set of check boxes to in-
clude adjustments for any combination of projects.
Use the Order By drop-down selection box to se-
lect the order in which the report is sorted.

Complete Totals

This report is a one-page executive summary of the
Rental, Deposit, Retro Rent, and Promissory Note
registers. Many agencies use the Complete Totals
report as a handout at monthly board meetings to
show all account activity for the month.

Use the Select Projects set of check boxes to in-
clude totals for any combination of projects. Check
the Print Projects Separately check box to print
each selected project’s totals on a separate page.

Future Charges/Rent List

This report shows the charges that will be posted
to tenant accounts when you initialize into the next
month.

Use the Select Projects set of check boxes to in-
clude charges that will be posted in any combina-
tion of projects. Use the Select Tenants drop-down
selection box to filter the report by a specific group
of tenants. Use the Order By drop-down selec-
tion box to select the order in which the report is
sorted.
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ORC Changes

This report lists all rent certification changes that
will be brought into Receivables from Occupancy
and Rent Calculation when you initialize into the
next month.

Use the Order By drop-down selection box to se-
lect the order in which the report is sorted. Use the
Effective Date Range to filter the rent changes by
their effective date: the next month, all regardless
of date, or all that will take effect within a specified
range of dates.

Research Reports

Research reports provide you with a more in-depth
look at the data contained in the recommended re-
ports. Run research reports as needed to view and
verify this data.

Charge Analysis

The Charge Analysis report shows the current
month’s charges by tenant. This report provides
the full charge detail of each tenant, expanding on
the data provided in the Rental Register. Where
the Rental Register compresses some similar
charges into one category, this report breaks down
each individual charge.

Use the Select Projects set of check boxes to in-
clude charges that will be posted in any combina-
tion of projects. Use the Select Tenants drop-down
selection box to filter the report by a specific group
of tenants. Use the Order By drop-down selec-
tion box to select the order in which the report is
sorted.

Credit Analysis

The Credit Analysis report shows the current
month’s account credits by tenant. Credits are
broken down by category: tenant payments,
charge adjustments, charge offs, refunds, deposit
transfers, and repayment agreements. This report
is useful for verifying the payment section of the
Rental Register.

Use the Select Projects set of check boxes to
include charges that will be posted in any combi-
nation of projects. Use the Order By drop-down
selection box to select the order in which the report
is sorted.

—Order By

Order By Mame

2= GRS pecilic Diate Fange
— Report Period
Dates fiom [04/01/2003 [ to [04/30/2003 [

Charge Analyziz

— Select Projects

[0 - Pinebrook,

002 - Bridgehurst
003 - Stinking Creek
004 - Lave Canal

o Mark A | ) Unmark &1 |
Select Tenants I.t'l'«ll Tenants j
Order By ILast narne j
v Print Detail
Credit Analysiz |
— Select Projects
[w]:007 - Pinebroak,
002 - Bridgehurst
003 - Stinking Creek
004 - Lave Canal
o Mark Al | ) Unmark A1 |
Crder By ILast name j
¥ Print Detail
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Applied Payment

The Applied Payment report shows how each cash
payment was applied to the charges in the tenant’s
account.

Use the Select Projects set of check boxes to
include payments for any combination of proj-
ects. Use the Group By drop-down selection box
to group the report by all payments in a specific
project or all payments taken by a specific cashier.
Use the Select Payments and Select Cashier Ini-
tials drop-down selection boxes to filter the report
on a specific payment type and/or transactions
recorded by a specific cashier. Use the Report Pe-
riod set of date fields to specify the range of dates
that the report covers.

Applied Adjustment

The Applied Adjustment report shows how each
adjustment was applied to the charges in the
tenant’s account.

Use the Select Projects set of check boxes to
include payments for any combination of proj-
ects. Use the Group By drop-down selection box
to group the report by all payments in a specific
project or all payments taken by a specific cashier.
Use the Select Payments and Select Cashier Ini-
tials drop-down selection boxes to filter the report
on a specific payment type and/or transactions
recorded by a specific cashier. Use the Report Pe-
riod set of date fields to specify the range of dates
that the report covers.

Applied Payment

— Select Projects

[w:0071 - Pinebrook,

002 - Eridgehwirst
003 - Stirking Creek
004 - Love Canal

o Mark Al | ) Unmark &1 |

Group By | [Mane) -

Select Payments: I.-'l'«ll Paymentsz j
Select Cazhier [nitials: |[,&II] j

— Report Peniod

Dates from [03/21/2002 [ to

|0z/21/2003

v Frint Detail

Applied Adjustrment |

— Select Projects
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INITIALIZATION

Because of the way accounting works, Receiv-
ables only works with the records for one month
at a time. When Receivables is in a given month,
it only handles transactions that occur within that
month. Because many agencies don’t always fin-
ish recording a month’s transactions until after that
month has ended on the calendar, Receivables
doesn’t automatically move itself to the next month.
It waits until a user tells it, “okay, you’re done with
this month, now close the books on it and open
them for the next month.” This process of clos-

Hint: Before you initialize...

Before initialization, you should have printed each of the
recommended monthly reports so you can go over them

ing one month and opening the next one is known
as initialization. To initialize, click the Initialization
button on the Monthly tab of the Periodic Reports
screen.

Initialization

IRF=NE:

and make sure all your data is correct.

.& Periodic Reports

Daily  Monthly |

Fental Register

— Select Projects

ecommended

£+ \Gental Register
Ddposit Register

treN\Gent Register

w007 - Finebraok,

002 - Bridgehuirst
003 - Stinking Creek
004 - Love Canal

Mote Register
aygs/Rent List o Mark All | ) Unmark Al |
Select Tenants IAII Tenants j ‘
\
Initialization OiderBy |Last name |

™ EPF Accounts

i Research
™ Charge Analysis
= Credit &nalysis
= Applied Payment
= Applied Adjustment

¥ Fiint Detail
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Initialization Menu Dialog Box

When you click the Initialization button, the Initial-
ization Menu dialog box opens. This dialog box en-
ables you to select the two steps of the initialization g s :
process: pre-initialization and actual initialization. L &P Stepl
Pre-initialization enables you to review your data
to ensure that everything is correct for the month
you’re about to close.

] Exi |
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Pre-Initialization

If you click the Step 1 button on the Initialization
Menu dialog box, the Pre-Initialization Selections
sub-screen opens. This sub-screen enables you
to set your options for the pre-initialization data
processing and report printing procedures. Select
the options you want, then click the Begin Pre-
Initialization button to begin the pre-initialization
procedure.

CautioN

The pre-initialization process is designed to help you
ensure that all of your data is correct before you initialize
Receivables into a new month. Initializing with incorrect
data can be very costly in terms of time spent correcting
errors. Please go over each report that the pre-initializa-
tion process produces and check it for errors. You can run
the pre-initialization process as many times as you need
to before running the actual initialization process, and we
strongly recommend that you take full advantage of this
capability.

Pre-lmtiahization Selections |

RACMNTHLY PRE-IMITIALIZATION REFORT FOR THE MONTH OF: JUNE

hanthly FPre-Initialization generates a repor of all changes that will be posted to the Tenants' accounts
during the Monthly Initialization. Flease REVIEWY this reportto insure all rent changes, mowve outs, mowe
ing, utility charges, wark arder charges, promissory notes, retroactive rents, repeating charges, and
any ather miscellaneous charges thatwill be posted during bMonthly Intialization are CORRECT.

PLEASE REVIEW THIS DOCUMENTATION
CAREFULLY BEFORE INITIALIZING!

FRE-IMITIALLZATION REFPORT — Pre-Initializaion Beport Sart Order;
— Which Report Do ou Wish Ta See? % Tenant Mame " Account Mumber

& ALL TEMAMTS - Entire Rent Rall, Including Changes £ Unit Mumber " Project/Unit Murnber

" CHAMGES - Tenants w/Bent tddress Changes Orly " Tenant 55M " Porjecticct Murmber

[f you are using the Occupancy and Bent Calculation

pragrar, few future rents from the Oocupancy and Bent —Rent Changes From Occupancy and Rent Repart Sark Order:—
Calculation will be brought in for ALL projects. [F pou want to t* Tenant Hame = Account Mumber

lirnit thie initialization far an individual project, select the project . ;

= Unit Mumber i~ Effective Date
Select one project or leave blank to select ALL. I 'I = Tenant S5H

Rertal B egister AND In*what Order? ——— . e
Futures Report " By Accourt Hum v Begin Pre-Initialization
& By MName
™ By Unit Murmber ¥ Cancel
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Pre-Initialization Options

Pre-Initialization Report

The pre-initialization report can contain all tenants,
or only those whose rent and/or addresses have
changed in the last month. Select the radio button
that corresponds to the option you want.

Pre-Initialization Report Sort Order

The program can sort the pre-initialization report in
order of tenant name, unit number, tenant Social
Security number, tenant account number, project
number and unit number, or project number and
account number. Select the radio button that cor-
responds to the option you want.

Project

You can run the pre-initialization process for one
specific project, or for all projects. If you want to
limit it to one project, use the drop-down selection
box to select the project. We recommend running
the process for all projects.

Rent Changes from Occupancy and Rent Re-
port Sort Order

The pre-initialization process includes a report on
all tenant rent changes that will be imported from
the Occupancy and Rent Calculation module. The
program can sort this report in order of tenant
name, unit number, tenant Social Security number,
tenant account number, or effective date. Select
the radio button that corresponds to the option you
want.

Rental Register and Futures Report

The pre-initialization process includes the Rental
Register and Futures reports. The program can
sort these reports in order of tenant account num-
ber, tenant name, or unit number. Select the radio
button that corresponds to the option you want.

Pre-Initialization S elections

FMONTHLY PRE-INITIALIZATION REPORT FOR THE MONTH OF: JUNE

during the Maonthly Initislization. Flease REVIEW this reportto insure all rent changes, move outs, move

ins. utility charges. wark order charges. promissory notes. refroactive rents. repeating charges, and

’Mumhy Pre-Initialization generates a report of all changes that will be posted to the Tenants' accounts

any other miscellaneous charges that will be posted during Monthly Initialization are CORRECT.

PLEASE REVIEW THIS DOCUMENTATION
CAREFULLY BEFORE INITIALIZING!

PRE-INITIALIZATION REFORT

Which Repart Do YouWish To See?
% ALL TEMANTS - Entire Rent Ral, Including Changes
" CHAMNGES - Tenants w/Rent/Address Changes Only

& Tenant Hame " Account Number
" Unit Number ™ Project/Unit Number

Pre-Initializaion Report Sort Order
’7(" Tenant SSMN " Poriect/Acct MNumber

It pou are using the Dccupancy and Rent Calculation
prodram, new future rents from the Dccupancy and Rent
Caleulation will be brought in for ALL projects. If pou want to
limit the initialization for an individual project, select the praject

Select one project or leave blank to select ALL. -

[ Rent Changes From Occupancy and Rent Report Sort Order. |
 Aceount Number

" Effective Date

& Tenant Name
 Unit Mumber
" Tenant 55N

Fiental Fiegister AND
Fulures Report

In‘what Order?
By Account Mum
& By Mame

£~ By Unit Number

\/ Begin Pre-Initialization

X Ccancel |
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When you click the Begin Pre-Initialization button,
a standard print preview screen opens with the
Monthly Register report. Review this report on the
screen, or click the Print button to print it. When
you are done with the Monthly Register report, click
the Close button to close the print preview screen
and continue with pre-initialization.

NOTE: Tenmast strongly recommends that you
print each available report in the pre-initializa-

tion sequence.
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When you close the Monthly Register report, the
Post Receivables to General Ledger sub-screen
opens. This screen contains a table of every Gen-
eral Ledger account that is subject to a transaction.
Click the Post button to post these transactions or
the Cancel button to cancel the procedure and re-
turn to the Main Menu.

Post Receivables to General Ledger

m t| D escription Fund |0 |Account # ﬂ
F MOMNTH-EMD C |0 TEMAMNT ACCOUMTS RECEMNABLE| 0343142003 2]
| [MOMTH-EMD IIIEEISTI: oo FROMISSORY MOTE 034312002 OPH  NM22PN -130.00
| [MOMNTH-END 0305TC 007 RETRO-REMT AGREEMENT 03/3142003 DPH 1123RR -R5.00
| [MOMNTH-END 0305TC 007 SECURITY DEPOSIT 03/3142003 DPH 2114 B1.86
| [MOMNTH-EMD D30ETC 001 SECURITY DEPOSIT INTEREST  03/31/2003 DPH 2114 =293
| [MONMTH-EMND  0303TC 007 REMT 0343172003 DPH - 3110 -1.845.22
| [MOMNTH-END 0305TC 007 CABLE TV 03/3142003 DPH 3630 -440.00
| [MOMNTH-END 0305TC 007 CHARGE OFF 03/3142003 DPH 4570 40.00
| [ADJUSTMENT 030674 001 TEMNANT ACCOUNMTS RECENABLE 03/31/2003 DPH 112 455.00
| [ALJUSTMENT 0303TA 007 REMT 0343172003 DPH - 3110 -345.00
| [ADJUSTMENT 0303TA 001 LATE CHARGE 034312003 DPH 3690 -40.00
| [ADJUSTMENT 030ETA 001 CABLE TV 03/3142003 DPH 3630 -f0.00
=
" Post X Cancel |
If you click the Post button, the program posts
each transaction to the General Ledger. When this Information |

process is done, a dialog box opens that informs
you that posting is complete. Click OK to close the
Post Receivables to General Ledger screen and
continue with the pre-initialization process.

@ Fosting iz Complete

WinTen Tenant Accounts Receivable < [1/14/2003 Edition < Periodic Reports and Initialization * Page [2.16




When you finish posting (or cancel posting), a
standard print preview screen opens with the Re-
ceivables Transaction Journal report. Review this
report on the screen, or click the Print button to
print it. When you are done with the Receivables
Transaction Journal report, click the Close button
to close the print preview screen and continue with
pre-initialization.

Hint: Deja Vu?

This report has two parts. When you close the first part, the
second one opens. The first part is the permanent Receiv-
ables Transaction Journal from the WinTen General Ledger
module. The second part is the temporary journal to which
Receivables posts.

.= Receivables Journal Heport [Perma 10| =l
BE w0 n & HE| gos|
-
Fan By .ER TEHMAST CITY HOUS ING ALTHO RTY
Current Receiwables [/ 58 Joumal Listing
Pabk: Hov e kg Doc ame vt - kit i opa 2
[k £ from O2.01200 © 035200
me  pccont Retd  [escipibe LebE amt Creditamt Pupose
me1ana 1122 MOPN  TENS NT AGREBIENT - 001 5500 T4 R Rerod 0300
m21and 1122 [EOSPN  TEMANT AGREEENT - 001 2500 TAR Perid 030
m21and 1122 [EOSPN  TEMANT AGREEENT - 001 2500 TAR Perid 030
m2iamd 1122 MORK  TEMS NT AGREEWENT - 001 1000 TR Reriod 030
meiand 1122 MR TENS NT AGREBIENT - 001 10 TR Reribd 030
m21and 1122 [EOSRN  TEMANT AGREEENT - 001 00 TR Period 03A0E
m2iamd 1122 MORK  TEMS NT AGREEWENT - 001 1200 TAR Rerid 0300
Sabiotl 100 msm
B2 1A03 1122 PN [EOSPN  TEMANT AGREEENT - 001 ul TAR Perid 030
B2 1A03 1122 PN [EOSPN  TEMANT AGREEENT - 001 29000 TAR Perid 030
M2 103 1122 PN MOPN  TEMS NT AGREEWENT - 001 200 TAR Rerid 0300
Sabiotl s3500 om
B2 1A03 1123RR [EOSRN  TEMANT AGREEENT - 001 15000 TAR Perid 030
m21A03 1173FR MORK  TEMS NT AGREEWENT - 001 19000 TAR Rerid 0300
m21A03 11Z73RR MR TENS NT AGREBIENT - 001 nm TAR Rerid 03A00
B2 1A03 1123RR [EOSRN  TEMANT AGREEENT - 001 1M TR R rd D30 —
Sabitl 3300 1m
Tota | For Report 1,008 00 100800
=
| |F'age‘| of 1 v
If your agency performs meter readings, a dialog

box opens that tells you which month’s utility al-
lowance table the program will use to set up future
utility charges during initialization. If this is correct,
click Yes to continue with pre-initialization. If it is
not correct, click No to cancel the rest of pre-ini-
tialization, then go to the Setup screen and change
the month setting on the Ultilities tab (see the Setup
chapter for more information).

\"I) “r'our future utility allowances will be read from the AGUST. s this conect?

no |
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If you click Yes, the Work Order Dates dialog box
opens. This dialog box asks you for the latest
date for which the program should post work order
charges to tenant accounts. Enter the correct date
in the data field and click OK to continue with pre-
initialization.

When you finish with the Work Order Dates dialog
box, a standard print preview screen opens with
the Pre-Initialization report. Review this report on
the screen, or click the Print button to printit. When
you are done with the Pre-Initialization report, click
the Close button to close the print preview screen
and continue with pre-initialization.

.= Pre-Initialization Report

Work Order Dates
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When you finish with the Pre-Initialization report,
a standard print preview screen opens with the
Pre-Initialization Future Charges report. Review
this report on the screen, or click the Print button to
print it. When you are done with the Pre-Initializa-
tion Future Charges report, click the Close button
to close the print preview screen and continue with
pre-initialization.

.= Monthly Pre-Initialization Report - Future Charges

BEB( K« 1| S| HE | Dol

oun op: Gad TEHWAST CIMY WD uSHG AuTuO R
Fumirs Changss Repor - [ealka Uzing
Bacalvsdlat kmnThjTass oume Wbl cnastlan TaETlng - hiymbroanirkrphd

PUTURE CHORGS ES

CULIANT  TUTULM  LATH  OeTa roun muack  Garf  mlaf  Ats) oad ozl
nane unlx b acct b oant oant  Chog  ganc mom  Grdesc  appl  appl  Appl CAmk Tv Giwnt OO EvoiToom Jureaceld Cimamcur  Ghackr  Ghacgec

rzajact WAL

AHFTAVALA, AlDA P Wt [TRTIYS FAT) FAT) ) (A (A T T HT AT (A AT ) (A [EAT]
oaniiin, aiom T chil [TRHT (A (A ) (A (A (A ) AT (A AT ) (A (A

OiaaroT, ComTi o (18] -zdn (AT FINTY (] (AT (AT (AT Lh.kk A (AT [l (] (AT RN T]

ooime, oo o [TH [TRITTTH FINTY FINTY (T (N1 (N1 (N1 e .n (N1 wn (T (N1 LI
Cosnine, quicma G (L] TR (R TEEFTINT] (T (N1 (N1 (N1 e .n (N1 wn (T (N1 FIT T
ClauireG, miom £ [1¥] TR FINTY FINTY (T (N1 (N1 (N1 e .n (N1 wn (T (N1 LI

CimAnT, 1AuDA Y [L1] Hi-dEid L5.ME L5.ME (1] (AT (AT (AT Li.kk A (AT [l (] (AT EEAT]

C0IT CEAD, HIOAKL A (Y] [ IR F31] LS50 LS50 (] (AT (AT (AT Lh.kk [l (AT [l (] (AT EEAT]
Come, Cosoach T chk [ IR F1 3 (AT (AT (] (AT (AT (AT (] [l (AT [l (] (AT (AT
Cumco, DoKTT A [H] TR ELH FINTY FINTY (] (AT (AT (AT Lh.kk [l (AT [l (] (AT RN T]
orsaiEn, oxGoAio o [TH WL-LLY FINTY FINTY (] (AT (AT (AT Lh.kk [l (AT [l (] (AT RN T]
oouGoroTr, 1mcoim o WLL FINTY FINTY (T (N1 (N1 (N1 e wn (N1 wn (T (N1 LI
camiom, aunt » chzz NL-R3GL (N1 (N1 (T (N1 (N1 (N1 (T .n (N1 wn (T (N1 (N1
Teman, muick o (L] LA FINTY FINTY (T (N1 (N1 (N1 e .n (N1 wn (T (N1 LI
TilTo, DAEDALL 3 [EH TR ETH LS50 LS50 (] (AT (AT (AT Lh.kk [l (AT [l (] (AT EEAT]
GOmcEs, oamAm (111 I EIL] LS50 LS50 (] (AT (AT (AT Lh.kk [l (AT [l (] (AT EEAT]
Goummnain, omuGiad o bLE IR 1H FINTY FINTY (] (AT (AT (AT Lh.kk [l (AT [l (] (AT RN T]
Guiacrami, omEitam  bdX [TRFIH FINTY FINTY (] (AT (AT (AT Lh.kk [l (AT [l (] (AT RN T]
OEiDiEMTER, KUBDAT B kEX WL-sEdn FINTY FINTY (] (AT (AT (AT Lh.kk [l (AT [l (] (AT RN T]
ooirorns, mioe 1 [LT] mimzzna FINTY FINTY (T (N1 (N1 (N1 e .n (N1 wn (T (N1 LI

orer, DaciT-uE K1 (1] [TRIFIF FINTY FINTY (T (N1 (N1 (N1 e .n (N1 wn (T (N1 LI

oek, oar o (18] [T ITY FINTY FINTY (T (N1 (N1 (N1 e wn (N1 wn (T (N1 LI
1Amioun, duoE ® [LL] [IRIFIT ] LS50 LS50 (] (AT (AT (AT Lh.kk [l (AT [l (] (AT EEAT]
i0mn, masoo 3 [IX] IR I} LS50 LS50 (] (AT (AT (AT Lh.kk [l (AT [l (] (AT EEAT]
iurADDED, mAEIT € [11] [T H | FINTY FINTY (] (AT (AT (AT Lh.kk [l (AT [l (] (AT RN T]
HADain, ooHOmAT 3 [F] WL-Lzzl FINTY FINTY (] (AT (AT (AT Lh.kk [l (AT [l (] (AT RN T]
BATIELl, SADA B 11 Whzdzl FINTY FINTY (] (AT (AT (AT Lh.kk A (AT [l (] (AT RN T]
mEdimarin, oot © (11 TR 1L FINTY FINTY (] (AT (AT (AT Lh.kk A (AT [l (] (AT RN T]
JOETOTA, CHEGY [F1 NL-1514 (N1 (N1 (T (N1 (N1 (N1 e .n (N1 wn (T (N1 [THT]
HiDAN, HILLT K [F1] IR TH LS50 LS50 (] (AT (AT (AT Lh.kk A (AT [l (] (AT EEAT]
HuInOom, kX3 O [L1] IR FI FINTY FINTY (] (AT (AT (AT Lh.kk A (AT [l (] (AT RN T]
mEmaaE, 1cia k (11 TR LTS FINTY FINTY (] (AT (AT (AT Lh.kk [l (AT [l (] (AT RN T]
0'Cmmdn, KemT [11] WL-1szl FINTY FINTY (] (AT (AT (AT Lh.kk [l (AT [l (] (AT RN T]

oama: BEPRISEREL LL: 34:i 0w rage L

| |Page 1 of 2

When you finish with the Pre-Initialization Future
Charges report, the program returns to the Initial-
ization Menu dialog box.
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Initialization

If you click the Step 2 button on the Initialization
Menu dialog box, a warning dialog box opens.
This dialog box informs you that initialization is a
very memory-intensive process, and recommends
that you reboot your workstation before continuing
so that a maximum amount of system resources
will be available for the process. If you have not
rebooted your workstation, click the Cancel button
and shut it down. Wait 60 seconds, then restart
your workstation and return to the Initialization pro-
cess. If you have rebooted your workstation, click
OK to continue with initialization.

Warning

&

Initialization Menu

Pre-Initialization

Initialization

[ue to the amount of memary that it takes to rwn this option, it is our
RECOMMENDATIOM that before continuing with this option, you perform the
following step to help ingure that the Monthly Initialization iz properly completed. |f
you have already completed the following steps and are beginning with a frezh
machine, pleaze click OK to continue with initialization.

1. After vou hawve run the Pre-nitialization and it is CORRELCT . select CANCEL and
cloze this program.  Then, shut your computer down properly and turn it aff. This will
free up the memory on your computer.

2. Wait at least one [1] minute before tuming vour machine on.

3. Tumn your maching on and run the konthly Initishization IMMEDIATELY.

By doing this, all of the available memory on pou machine can be used to Initislize.

Cancel
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If you click OK, the Monthly Initialization sub-
screen opens. Select the version of the Rental
register you want to print and the order in which
you want to apply rent changes from Occupancy
and Rent Calculation, then click the Begin Initial-
ization button to begin initialization or the Cancel
button to cancel it.

CautioN

Once you begin the initialization process, you cannot stop
it until it is complete.

Monthly Initialization

If you click the Begin Initialization button, a dialog
box opens that asks you to confirm your intent to
initialize. Click Yes to continue or No to cancel.
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If your agency performs meter readings, a dialog
box opens that tells you which month’s utility al-
lowance table the program will use to set up future
utility charges during initialization. If this is correct,
click Yes to continue with initialization. If it is not
correct, click No to cancel the rest of initialization,
then go to the Setup screen and change the month
setting on the Utilities tab (see the Setup chapter
for more information).

If you click Yes, the Work Order Dates dialog box
opens. This dialog box asks you for the latest
date for which the program should post work order
charges to tenant accounts. Enter the correct date
in the data field and click OK to continue with ini-
tialization.

If you use daily late charges, the program process-
es all outstanding work orders for the new month.
A dialog box opens that asks you if you want to
apply the daily late charge at the end of the month.
Click the button that corresponds to your choice.

Confirm

@ “Your future utility allowances will be read from the AUGUST. |z thiz comect?

q_ we |

Work Order Dates

The DUE DATE Far The Woark Drders Will Be 07 /01/2001

“What iz the date of the MOST RECEMT waork order to post to Future?

084037200 E
x Cancel |
@ Do you wish to apply the DAILY LateCharge ta the end of the month?
0w |
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A standard print preview screen opens with the
Monthly Rental Register report. Review this report
on the screen, or click the Print button to print it.
When you are done with the Monthly Rental Reg-
ister report, click the Close button to close the print
preview screen and continue with pre-initialization.

NOTE: Tenmast strongly recommends that you
print each available report in the initialization
sequence.

.= Monthly Rental Register
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A dialog box opens that asks if you want to clear
year-to-date rents during initialization. Click the
button that corresponds to your choice.

Confirm |

\ql) Do you want 'ear-to-D ate rents cleared?
[ )

Hint: When should | clear year-to-date rents?

Typically, you should only clear year-to-date rents if you are
initializing from December to January.
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The Post Receivables to General Ledger sub-
This screen contains a table of
every General Ledger account that is subject to
a transaction. Click the Post button to post these
transactions or the Cancel button to cancel the pro-
cedure and continue with initialization.

screen opens.

 MOMTH-EMD
|_|MONTH-END
| |MONTH-END
| |MONTH-END
MOMTH-EMD
|_|MONTH-END
| |MONTH-END
| |MONTH-END
ADJUSTMENT
| |4DJUSTMENT
| |4DJUSTMENT
| |4DJUSTMENT

DSDSTE
0303TC
0303TC
0303TC
0303TC
0303TC
0303TC
0303TA
0303TA
030374,
0303TA

siclesc m r-:||eu: Description

o
om
om
om
o
om
om
om
o
om
om

Post Receivables to General Ledger

TEMAMT ACCOUMTS REC

PROMISSORY NOTE DS#EHEDDS
RETRO-REMT AGREEMENT 03/31/2003
SECURITY DEPOSIT 03/31/2003
SECURITY DEPOSIT INTEREST  03/31/2003
REMT 03/31/2003
CABLE T 03/31/2003
CHARGE OFF 03/31/2003
TEMANT ACCOUNTS RECENVABLE 03/31/2003
REMT 03/31/2003
LATE CHARGE 03/31/2003
CABLE T 03/31/2003
" Ok

Fund ID | Account #

DPH
DPH
DPH
DPH
DPH
DPH
DPH
DPH
DPH
DPH
DPH

1122 PM
1123RR

2114
2114
3110
3630
4570
1122
3110
3630
3630

-2.93

-1.845.22

-440.00
40.00
455.00
-345.00
-40.00
-70.00
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When you finish posting (or cancel posting), a
standard print preview screen opens with the Re-
ceivables Transaction Journal report. Review this
report on the screen, or click the Print button to
print it. When you are done with the Receivables
Transaction Journal report, click the Close button
to close the print preview screen and continue with
initialization.

Hint: Deja Vu?

This report has two parts. When you close the first part, the
second one opens. The first part is the permanent Receiv-
ables Transaction Journal from the WinTen General Ledger
module. The second part is the temporary journal to which
Receivables posts.

.= Receivables Journal Report [ =10l x|
B K S| HE| Do
Furn By JEB TEHMAST CIT HOUSING AUTHORITY
Current Receivables / 58 Journal Listing
Publc Housing Cocumentation - himbtentmitphi2
Dates from 03012003 to 3031 2003
Late Account Fef# Description Debi ATt Credit At Purposs
212003 1122 03PN TENANT A5 FERVENT - 001 25000 TAR Period 032000
22003 1122 03PN TENANT AGFERVENT - 001 55.00 TAR Period 032000
22003 1122 03PN TENANT AGFERVENT - 001 28000 TAR Period 032000
/2003 1122 O3RN TERWNANT AG RERVENT - 001 12000 TAR Period 032003
/2003 1122 O3RN TERWNANT AG RERVENT - 001 15000 TAR Perod 032003
212003 1122 [03RM  TENANT AGFERVENT - 001 30.00 TAR Period 032000
22003 1122 [03RN  TENANT AGFERVENT - 001 15000 TAR Period 032000
532003 1122 [EO03TC TEWNANT CHARGES - 001 23714 TAR Period 032003
Subtotal 248129 284600
/212003 1122 PH 03PN TERANT AG RERVENT - 001 5000 TAR Period 032003
/212003 1122 PH 03PN TENANT A5 FERVENT - 001 5500 TAR Period 032000
212003 1122 PH 03PN TENANT AGFERVENT - 001 25000 TAR Period 032000 —
532003 1122 PH [EO03TC TEWNANT CHARGES - 001 13000 TAR Perod 032003
Subtotzal 55500 13000
212003 1123FR [03RN  TENANT AGFERVENT - 001 15000 TAR Period 032000
/212003 1123FR O3RN TERWNANT AG RERVENT - 001 15000 TAR Period 032003
/212003 1123FR [03RM  TENANT AGFERVENT - 001 3000 TAR Period 032000
212003 1123FR [03RN  TENANT AGFERVENT - 001 12000 TAR Period 032000
532003 1123FR [EO03TC TEWNANT CHARGES - 001 5500 TAR Period 032000
Subtotzal #3000 17500
CEA32003 2114 [EO03TC TEWNANT CHARGES - 001 61486 TAR Period 032003
2003 2114 [E03TC TEMANT CHARGES - 001 2.93 TAR Period 032000
Subtotal 6188 203 =
| |F'age‘| of 1 o
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When you are finished with the Receivables Trans-
action Journal report, the program returns to the
Monthly Initialization sub-screen. The bottom area
of this screen displays a running status report on
the initialization process.

Proceszsing
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When the program is done updating its databases, Confirm
a dialog box opens that asks if you want to run the 5 Woudyoulke o un the * NEW ™ Morty Rental Register now?
new Monthly Rental Register report with the new \)

month’s charges and balances. Click the button
that corresponds to your choice.

Mo |

If you click Yes, a standard print preview screen
opens with the Monthly Rental Register report. Re-
view this report on the screen, or click the Print but-
ton to printit. When you are done with the Monthly
Rental Register report, click the Close button to
close the print preview screen and continue with
initialization.

.= Monthly Rental Register - & x]
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When you are finished with the Monthly Rental
Register report, a standard print preview screen
opens with the Monthly Initialization report. Review
this report on the screen, or click the Print button to
print it. When you are done with the Monthly Ini-
tialization report, click the Close button to close the
print preview screen continue with initialization.

il
BE® W« » 1 | S| HE| o]

oy aen TENMAETC Ty HOUS NG AUTHO R MY
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A dialog box opens that asks if you want to update
the retroactive rent agreement information in Occu-
pancy and Rent Calculation. Click the button that
corresponds to your choice.

NOTE: This is not an automatic function due
to differences in housing authority policies
regarding retro rent agreements. You must
manually choose for Receivables to update the
agreements.

A dialog box opens that informs you that the initial-
ization process is complete. Click OK to close all
associated dialog boxes and screens and return to
the Main Menu.

Confirm

i

‘wiould pou like to update the Retroactive Rent Agreement information i the
Oecupancy and Rent Calculation Frogram?

REC - WinTen Receivables
\!.I) Initislization iz complete!
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ApPENDIX A: SPEciaL UTiumy CALCULATIONS

The Allowance Tables setup function (the Allow-
ance Tables sub-tab of the Utilities tab of the Setup
screen) allows you to set up utility allowance ta-
bles. Normally, these tables are based on the num-
ber of bedrooms in a unit. However, Receivables
also supports utility allowance tables based on the
number of residents in a household. To use this
option, check the Use New Utility Calculation check
box on the Utility Setup sub-tab of the Ultilities tab.
The Allowance Tables sub-tab’s appearance and
functionality changes to support this option.

When you first enter the Allowance Tables sub-tab,
. . . . ) . i Default Settings | Frojeats  Utities | Master Units | Late Charge Riate | Spesial System Functions |
it displays a table which contains the unique identi- He-%B0 8 wes

fying codes for each existing utility allowance table.
When you add a new table or edit an existing one, o
the sub-tab changes to display the detailed infor- B
mation for the selected table. Use the standard T
WinTen icons to edit the data on this sub-tab and "
save or cancel your changes.

Caurion

If your agency uses this option for calculating utility allow-
ances, you must base all of the following settings on a utility

audit conducted by an energy consulting firm. Contact your

Utility Setup  Allowance Tables | Aate Tables

local utility company for details.

In addition, you may need assistance from a Tenmast
Training & Support Specialist to perform the calculations
required to set up this option. Do not change any of the
data on this sub-tab unless Tenmast personnel have in-
structed you to do so.
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Adding a Utility Allowance Table |

When you click the Add icon, the Utility Allowance
Add dialog box opens. Select the project to which
the new utility allowance table applies, then enter a Praiect | 001 -
unique identifying code (up to three characters) for roj=c

it. Click the OK button. The program then creates Litiity Code -"3'-'_
a blank utility allowance table and the Allowance
Tables sub-tab changes to display the detailed in-
formation for this table.

Editing a Utility Allowance Table W OK ¥ Cancel |

When the Allowance Table sub-tab enters edit
mode, it changes to display the detailed informa-
tion for the selected utility allowance table.

Drefailk Settingsl Projects  Utilities | b aster Llnitsl Late Charge Hatel Special Spztem Fur‘u:tinnsl

i+ -HD &l we>
Energy Consumption B ates/Bazes for Heating
Heat Baze Unit Code GCR [HCFAFD] EFBR [Kwh/FD Allow Table PRIOTIO
Jan | 0 & 0.00000 0.00000 o
Fob [0 B 0.00000 0.00000
C 0.00000 0.00000
b ar I 0 B] 0 00000 0. C0000 LInitz of \ater per Person
A I—D E g ggggg g ggggg Fer Dap Allowance:
May | 0 G 0.00000 0.00000 I o0
O H 0.00000 0.00000
l 0.00000 0.00000 Base Factar
A 0 d 0.00000 0.00000  wOM-HeatGss [ o000 | 0000
Aug I—D 5 0.00000 0.00000  WOoM-Heat Elec: 0.0 [0 000
L 0.00000 0.00000 R ool co
Sep | 0 i 0.00000 0.00000 SLmmer ool 0.000
ot [0 N 0.00000 0.00000 ' '
o 0.00000 0.00000
Mo I 0 F 0 00000 0. C0000 GCR = Gaz Consumption B ate
Dec I—D [ 0 00000 0. C0000 EFER =Elec Furnan:e. Blower Rate
R 000000 0. 00000 HCF =Hundred Cubic Feet
5 000000 0. 00000 kit = Kilowsatt Hour
T 000000 0. 00000 FOr = per Fahrenheit Dayp

Ltility Setup  Allowance Tables | Bate Tablez I
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Allowance Tables Sub-Tab Data
Fields

Heat Base

These are the base heating allowances for each
month of the year, as determined by the utility au-
dit.

Unit Code

This is an optional field that you can use to classify
unit types. Each unit code corresponds to a letter
(A through T), which you can use to reference unit
types for individual households. Refer to the utility
audit for recommended unit codes.

GCR (HCF/FD)

GCR stands for Gas Consumption Rate, and
FD stands for Fahrenheit Day. These fields are
the gas consumption rates for each unit code (A
through T), based on hundreds of cubic feet of gas
per Fahrenheit day.

EFBR (kWh/FD)

EFBR stands for Electric Furnace Blower Rate, and
kWh/FD stands for KiloWatt-Hour per Fahrenheit
Day. These fields are the electric furnace energy
consumption rates for each unit code (A through T),
based on kilowatt-hours per Fahrenheit day.

Units of Water per Person per Day Allowance
This is the water allowance per resident per day. If
your agency reads water consumption in gallons,
this field should be 60 (the HUD standard). If your
agency uses another unit for water consumption,
this field should be the appropriate value here.

Non-Heat Gas

This is the allowance rate for gas used for purposes
other than heating. This allowance has two com-
ponents: a base rate and a per-resident factor.

Non-Heat Elec

This is the allowance rate for electricity used for
purposes other than heating. This allowance has
two components: a base rate and a per-resident
factor.

Cooling

This is the allowance rate for cooling utilities. This
allowance has two components: a base rate and a
per-resident factor.

Summer

This is the allowance rate for summer-only utilities.
This allowance has two components: a base rate
and a per-resident factor.
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ApPeNDIX B: PHAS Events

The core purpose of the PHAS functions in Receivabls is to collect and interpret unit vacancy data for sub-
mission to HUD. The program accomplishes this through analyzing changes to unit status known as PHAS
events. This chapter examines the theory and practice of PHAS events.

Basic Principles of Event Tracking

Every time a unit’'s condition or status changes in
a manner that affects the unit's vacancy status,
a PHAS event occurs. This includes old tenants
moving out, new tenants moving in, or an unoccu-
pied unit undergoing maintenance or being used
for a purpose other than tenant habitation. Hint: PHAS
This appendix and the following Appendix C provide only
cursory explanations of the calculations involved in PHAS
reporting. For a more complete overview of the PHAS re-
porting process, please refer to the WinTen PHAS user’s
manual.

The end result of all of this record-keeping is a
set of reports that your agency submits to HUD to
show HUD how long units are remaining vacant
before new tenants move into them, and why that
vacancy time is occurring. Naturally, because HUD
is paying your agency to run these units, HUD likes
to see as little vacancy time as possible. This
ensures that the federal government is getting its
money’s worth from your agency’s funding.

The PHAS program summarizes each PHAS event
in an event record. A complete set of event records
that begins with a tenant moving out and ends with
a tenant moving in is called an event sequence.

Because HUD requires vacancy tracking by days
per month, an event sequence that begins in one
month and ends in another must be split between
those months. To do this, whenever a new month
begins, the PHAS program closes out an existing
event on the first day of the new month and begins
a new event of the same type on the same day.
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Event Record Terminology

The following terms describe individual pieces of
information in an event record.

Official HUD Definitions

Vacancy Days

Vacancy days are the total days in your agency’s
fiscal year in which a unit is not “Under Lease.”
HUD calculates total vacant days from the actual
move out date or legal expiration date of the imme-
diate past lease, whichever is later, to the date that
the next tenant’s lease takes effect. If the unit is
not leased as of the last day of the reporting fiscal
year, the total vacant days are calculated from the
actual move out date or legal expiration date of the
immediate past lease, whichever is later, to the last
day of the reporting fiscal year.

Legal Expiration of the Lease

This assumes a month-to-month lease, and is,
by default, no later than the last day of the cur-
rent month. If your agency is not using a month
to month lease, this is the date the unit became
vacant or the date your agency became aware of
the unit becoming vacant. This is defined in HUD
7460.5G, page 2-13.

Down Time

Down time is the total number of days that a unit is
vacant from the actual move out date or legal expi-
ration date of the immediate past lease, whichever
is later, to the date that your agency refers the unit
to your Maintenance department for repair of any
deficiencies that were found during the move-out
inspection.

Down time is only counted in a reporting year if the
unit is reoccupied during that year. If a unit is not
reoccupied until a later year, all down time days
are counted against the year in which the unit was
reoccupied. For example, if a tenant moves out in
December 2001 but the unit isn’t referred to Main-
tenance until January 2002, the entire down time
total for that period is reported for your agency’s
2002 fiscal year.

Time that the unit spends under a capital funds
plan or another exemption is not counted as down
time.

Make Ready Time (Maintenance Time)

Make ready time, also known as maintenance time,
is the total number of days that a unit is vacant from
the date the unit was referred to Maintenance (the
ending date of the unit’s down time) to the time that
Maintenance reported that repairs were completed

Hint: What does today count as?

For the purposes of the PHAS program, any day that a
unit's condition changes is counted as a day for the condi-
tion to which the unit is changing. The one exception to this
rule is a day for which a lease is in effect on the unit.

Confused? Us, too. Try using these simple rules of
thumb:

« If your agency could legally charge someone rent for that
day, it doesn’t count as a vacancy day. This includes every
day up to and including the day on which the old tenant’s
lease expires. This also includes every day on and after
the new tenant’s lease takes effect.

* Assuming that a day is a legal vacancy day (a lease isn’t
in effect at any time during that day), use the condition in
which the unit was in when your office closed for the day to
determine what its condition is. If a unit is sent to mainte-
nance on June 1, it doesn’t matter if maintenance got the
work order at 8:01 a.m. or 4:59 p.m. — if the unit was in
maintenance at the end of business on that day, June 1
counts as a maintenance day.
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and the unit was ready for occupancy again.

Make ready time is only counted in a reporting year
if the unit is reoccupied during that year. If a unit
is not reoccupied until a later year, all make ready
time is counted against the year in which the unit
was reoccupied. For example, if a unitis referred to
Maintenance in December 2001 but Maintenance
doesn’t finish with it until January 2002, the entire
make ready time total for that period is reported for
your agency’s 2002 fiscal year.

Time that the unit spends under a capital funds
plan or another exemption is not counted as make
ready time.

Occupancy or Lease Up Time

Occupancy or lease up time is the total number of
days that a unit is vacant from the date that Main-
tenance completed repairs on it (the ending date of
the unit’'s make ready time) to the actual move in
date of the next tenant.

Occupancy or lease up time is only counted in a
reporting year if the unit is reoccupied during that
year. If a unitis not reoccupied until a later year, all
occupancy or lease up time is counted against the
year in which the unit was reoccupied. For exam-
ple, if Maintenance finishes with a unit in December
2001 but a new tenant doesn’t move in until Janu-
ary 2002, the entire occupancy or lease up time
total for that period is reported for your agency’s
2002 fiscal year.

Time that the unit spends under a capital funds
plan or another exemption is not counted as oc-
cupancy or lease up time.
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Tenmast Definitions

Event
An event is a record that signifies a change made
to a unit, whether it is a condition change, a status
change, or the beginning of a new receivables
month.

Event Sequence

An event sequence is a series of events involving
one unit, from move out to move in. All events
within this time period make one event sequence.

Event Types (Condition Codes)

The PHAS program supports ten types of events,
or condition codes. Each of the following ten defi-
nitions is a condition code that corresponds to a
PHAS reportable event:

MO
Move Out. Tenant has moved out.

ND

Non-Dwelling. Unit is being used for purposes
other than housing, such as a maintenance shop, a
police sub-station, or a day care facility.

EM
Employee occupied. Unit is occupied by an em-
ployee of your agency.

CA

The unit is available for rental or is currently occu-
pied. In the PHAS event world, this almost always
indicates that the unit is available for rental.

CR

The unit is unavailable for rental because the last
resident left property in the unit. This only applies
if state law requires the property to remain in the
unit and only applies for the time limit given by state
law. In most cases, this is used when the unit has
been sealed due to an eviction.

Days during which the unit falls under a CR condi-
tion are considered exempt from reporting, though
they are still vacancy days.

cDh

The unit is unavailable for rental because the unit
has been added to an approved deprogramming
plan. This includes a plan to demolish or dispose
of the unit.

Days during which the unit falls under a CD condi-
tion are considered exempt from reporting, though
they are still vacancy days.

Hint: “Exempt from Reporting”

Vacancy days that are exempt from reporting are days that
HUD won't penalize your agency for. Six of the condition
codes indicate exempt vacancy days. Generally speaking,
if the unit is vacant because of legal or physical reasons
beyond your agency’s control, HUD understands this, con-
siders it an exempt day, and won't penalize your agency
for it.
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CM

The unit is vacant as a result of action under an
approved modernization plan. This includes Comp
Grant, CIAP, capital funds, or other modernization
plans. You must enter the date of modernization
approval on the Master Unit Main tab of the Mas-
ter Unit Maintenance screen before entering a CM
event.

Days during which the unit falls under a CM condi-
tion are considered exempt from reporting, though
they are still vacancy days.

CP

The unit is vacant due to changing market con-
ditions. HUD 7460.5G, page 2-10, paragraph
3 defines this as “HA’'s in communities that are
undergoing dramatic population loss or economic
dislocations that experience resulting vacancies.”
The Form HUD-50072 Instruction Guidebook de-
fines changing market conditions as “related to
declining population, no waiting list, competitive
housing stock... or particular problems matching a
certain bedroom size with a segment of the avail-
able population.”

Days during which the unit falls under a CP condi-
tion are considered exempt from reporting, though
they are still vacancy days.

o]

The unit is vacant due to other reasons outside
your agency’s control. These include natural di-
sasters (flood, tornado, hurricane, earthquake, vol-
canic eruption, plague of locusts, comet striking the
planet), casualty damage, or any litigation or court
orders that directly involve an insurance claim.

For purposes of this condition code, a natural di-
saster only applies to an area where the president
or governor has issued a declaration or proclama-
tion of the disaster, and its time frame is limited to
the one specified in the declaration or proclamation
— if the declaration/proclamation ends, so does
the CI condition.

Likewise, casualty damage is limited to the time
an insurance claim is pending — as soon as the
insurance company agrees to pay, the Cl condition
ends, even if your agency hasn’t actually received
the check yet.

Days during which the unit falls under a Cl condi-
tion are considered exempt from reporting, though
they are still vacancy days.

Hint: What is casualty damage?

Casualty damage is any insurance claim on the unit that
doesn’t involve a presidential or governor’s declaration or
proclamation of a natural disaster.
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CE

The unit is vacant due to legal conditions that do
not directly involve an insurance claim (insurance
claims and related legal action are covered under
the Cl condition code). This may be due to litigation
that directly involves the unit, such as a court order.
It also applies if a government agency has sealed
the unit — for example, a police crime scene seal.

This code also covers units that are vacant because
they are in conditions that make habitation illegal.
Such conditions include high or unsafe levels of
hazardous or toxic materials or structural decay or
damage that renders the unit uninhabitable.

Finally, this code also includes specific orders from
a legally empowered government agency, such as
the local health department or the Environmental
Protection Agency.

Days during which the unit falls under a CE condi-
tion are considered exempt from reporting, though
they are still vacancy days.

Caurion

Some condition codes have complicated definitions and
require HUD approval before being used. This is because
all C- codes except CA are exempt from vacancy totals,
and thus can affect your agency’s PHAS scores. Be sure
you refer to the applicable regulations and obtain proper
approval where necessary.
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Examples of Event Sequences

Under the most basic normal circumstances, an
event sequence consists of the following steps:

« tenant moves out of unit

* unit is referred to maintenance for VFW (Vacancy
Fix-up Work order)

* unit maintenance is completed, unit is returned to
ready status (“referred to occupancy”)

* new tenant moves into unit

More complex versions of this scenario are possi-
ble, with condition changes and/or status changes
for the unit occurring between move out and move
in. The rest of this chapter examines common
ways in which the PHAS rules are applied to create
events and event sequences.

Example 1: Normal Scenario

(move out date and lease termination dates are the same)

Ewent  Ewent Start Leaze Term Fefer Tao Refer Event  Maint Event Total Elapsed - Daps
Type Date Drate b aint ToOcc EndDate Pend Cmplt “acnt Downetdaint/Occ
MO OB E7F52001 QLFZ7 2001 QE/SZ28720010 0872972001 0573172001 No  Yes 3 u} 1 Z

In the Real World

Atenant’s lease expires on May 27. He moves out
on that day.

The unit is referred to maintenance for a VFW on
May 28.

Maintenance finishes the VFW and refers the unit
to occupancy on May 29. It's now ready for a new
tenant.

A new tenant moves in on May 31. The unit is oc-
cupied again.

In the PHAS Event World

The tenant moves out on May 27, starting the
event. The lease also terminates on May 27, so
the lease termination date is the same as the event
start date. The 27th is the last day of occupancy,
so it doesn’t count as a vacancy day.

The unit is referred to maintenance on May 28.
This occurs on the first day the unit is vacant, so
there is no down time. At the end of the day on the
28th, the unit is in maintenance, so the 28th counts
as maintenance (make ready) time.

Maintenance finishes with the unit on May 29,
taking one day to complete the work. The unit’'s
elapsed maintenance time is 1 day. The unitis now
referred back to occupancy. At the end of the day
on the 29th, the unit is in occupancy, so the 29th
counts as occupancy/lease up time.

On the 30th, the unit is still in occupancy, so the
30th counts as occupancy/lease up time.

A new tenant moves into the unit on May 31. The
unit is now occupied again. The 31st is a move-in
day, so it doesn’t count as a vacancy day.

The unit has a total of 3 vacancy days: 1 for main-
tenance and 2 for occupancy or lease up.
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Example 2: Normal Scenario

(move out date and lease termination dates are the same)

Event  EwentStatt  Lease Tem Fefer To Refer Event  Maint Event Total Elapsed - Daps
Tvpe Date [ ate b aint ToOce End Date Pend Cmplt Wacnt Downetd aint/Dec
MO OB/ 20/2001 QE/230/Z2001 Q523172001 0670172001 Q&/0LFZ001 Tes Mo 1 n} 1 o

Ch 0Oe/01/2001 O5/230/2001 067012001 05/ 0152001 0e/04/2001 No  Yes E) ] ] ]

In the Real World

Atenant’s lease expires on May 30. He moves out
on that day.

The unit is referred to maintenance for a VFW on
May 31.

While the unit is being worked on by Maintenance,
a new month begins. The Tenant Accounts Receiv-
able program is initialized into that new month.

Maintenance finishes the VFW and refers the unit
to occupancy on June 1. It's now ready for a new
tenant.

A new tenant moves in on June 4. The unit is oc-
cupied again.

In the PHAS Event World

The tenant moves out on May 30, starting the
event. The lease also terminates on May 30, so
the lease termination date is the same as the event
start date. The 30th is the last day of occupancy,
so it doesn’t count as a vacancy day.

The unit is referred to maintenance on May 31.
This occurs on the first day the unit is vacant, so
there is no down time. At the end of the day on the
31st, the unit is in maintenance, so the 31st counts
as maintenance (make ready) time.

A new month begins. Tenant Accounts Receiv-
able is initialized into the new month. Because
PHAS event tracking is monthly, the original event
is closed out with an ending date of June 1 (the
first day of the new month). A new event is begun
with a June 1 start date (see the Event Complete
column in the example above: the first event is not
marked as complete, indicating that the sequence
isn't over yet). When the original event is closed
out, the program calculates vacancy days through
the end of that event. Because the unit has been
in maintenance one day so far (referred on May
31, event ended on June 1), it now has one main-
tenance day.

Maintenance finishes with the unit on June 1, taking
one day to complete the work. The unit’s elapsed
maintenance time for the new event is 0 days (but
remember, it still has one maintenance day already
logged from the original event). The unit is now re-
ferred back to occupancy. At the end of the day on
the 1st, the unit is in occupancy, so the 1st counts
as occupancy/lease up time.

On the 2nd and 3rd, the unit is still in occupancy, so
those days count as occupancy/lease up time.

A new tenant moves into the unit on June 4, three
days after the unit was referred back to occupancy.
The 4th is a move-in day, so it doesn’t count as a
vacancy day.

The unit has a total of 4 vacancy days: 1 for main-
tenance and 3 for occupancy or lease up.
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Example 3: Normal Scenario

(move out date before lease termination date)

Event  Ewent Start Leaze Tem Refer To Refer Event  Maint Event Total Elapsed--Daps
Type Drate D ate EET ToOco End Date Pend Crplt Yachnt Downed aint/Oc
Mo OB2302Z001 O&E/31L,2001 Q53120010 060102001 0670172001 Tes Mo u] u] u] u]

CA 080172001 0532172001 08 01,2001 0670172001 0670472001 No Yes 3 ] ] 3

In the Real World

A tenant’s lease is about to expire on May 31. He
moves out a day early, on May 30.

The unit is referred to maintenance for a VFW on
May 31.

While the unit is being worked on by Maintenance,
a new month begins. The Tenant Accounts Receiv-
able program is initialized into that new month.

Maintenance finishes the VFW and refers the unit
to occupancy on June 1. It's now ready for a new
tenant.

A new tenant moves in on June 4. The unit is oc-
cupied again.

In the PHAS Event World

The tenant moves out on May 30, starting the
event. However, the lease does not terminate until
May 31. This means that the 31st is the last day
of occupancy for PHAS reporting purposes, and
anything that occurs through the end of that day
doesn’t count for vacancy purposes.

The unit is referred to maintenance on May 31.
This occurs on the first day the unit is vacant, so
there is no down time. The 31st is the last day of
occupancy, so it doesn’t count as a maintenance
(make ready) day, even though the unit is in main-
tenance at the end of the 31st.

A new month begins. Tenant Accounts Receivable
is initialized into the new month. Because PHAS
event tracking is monthly, the original event is
closed out with an ending date of June 1 (the first
day of the new month). A new event is begun with
a June 1 start date.

When the original event is closed out, the program
calculates vacancy days through the end of that
event. The unit has zero vacancy days so far,
because the 31st is the last day of occupancy. Va-
cancy tracking will start on the 1st.

Maintenance finishes with the unit on June 1. The
unit's elapsed maintenance time for the new event
is 0 days (remember, May 31 didn’t count as any-
thing because it was the day of lease termination).
The unit is now referred back to occupancy. At the
end of the day on the 1st, the unit is in occupancy,
so the 1st counts as occupancy/lease up time.

On the 2nd and 3rd, the unit is still in occupancy, so
those days count as occupancy/lease up time.

A new tenant moves into a the unit on June 4, three
days after the unit was referred back to occupancy.
The 4th is a move-in day, so it doesn’t count as a
vacancy day.

The unit has a total of 3 vacancy days, all of which
are occupancy or lease up days.
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Example 4: Scenario with Condition Changes

(move out date and lease termination dates are the same)

Ewent  Ewent Start Leaze Term Refer To Refer Ewvent  Maint Event Tatal Elapsed - Daps
Type Drate D ate GET ToOcc EndDate Pend Crplt %acnt Downebd aint/Occ
MO Q2072001 052052001 A L Q5202001 Hae Mo u} u} u} u}
CR OE/S30/2001 O5/230/2001 Q53172001 0&/0172001 O&/0172001 Tes Mo 1 u} 1 u}

CR 05012001 OB/230/2001 0&/0172001 0&/012001 O&/0Z272001 HNo Mo 1 u} u} 1

Ch Q50272001 0E/20/52001 A L Og/04/2001 Ha TYes z u} u} z

In the Real World

The tenant is evicted on May 30, starting the event.
The lease also terminates on May 30, so the lease
termination date is the same as the event start
date.

When the tenant is evicted, the unit is sealed with
all of his property in it. Under state law, this is
property that cannot be removed from the unit for
a given period of time, so the unit can’t be rented
again.

While the housing authority is waiting for the
property to become legally removable, the unit is
referred to maintenance on the day after the move
out (May 31).

While the unit is being worked on by maintenance,
a new month begins. The Tenant Accounts Receiv-
able program is initialized into that new month.

Maintenance personnel take one day to complete
the VFW, working around the property which is still
in the unit. They finish the job on June 1. However,
because the property isn’t legally removable yet,
the unit still can’t be rented out.

In the PHAS Event World

A move out event occurs on May 30, the same day
as the lease terminates. The 30th is the last day of
occupancy, so it doesn’t count as a vacancy day.

Because there is property in the unit, the unit’s
initial condition following the move out is CR.
This requires an event beginning on the 30th to
set that condition. Because the unit’s condition is
CR, there will eventually be a condition change
to CA when the property is removed and the unit
becomes available for rental again. However, it
hasn’t happened yet.

While the housing authority is waiting for the prop-
erty to be removed, the unit is referred to mainte-
nance on May 31. This occurs on the first day the
unit is vacant, so there is no down time. At the end
of the day on the 31st, the unit is in maintenance,
so the 31st counts as maintenance (make ready)
time.

A new month begins. Tenant Accounts Receiv-
able is initialized into the new month. Because
PHAS event tracking is monthly, the original event
is closed out with an ending date of June 1 (the
first day of the new month). A new event is begun
with a June 1 start date. When the original event
is closed out, the program calculates vacancy days
through the end of that event. Because the unit
has been in maintenance one day so far (referred
on May 31, event ended on June 1), it now has one
maintenance day.

Maintenance finishes with the unit on June 1, taking
one day to complete the work. The unit’s elapsed
maintenance time for the new event is 0 days (but
remember, it still has one maintenance day already
logged from the original event). Maintenance re-
fers the unit back to occupancy. At the end of the
day on the 1st, the unit is in occupancy, so the 1st
counts as occupancy/lease up time. However, be-
cause there is still property in the unit, it can’t be
rented again yet - its condition is still CR.
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On June 2, the housing authority is legally able to
remove the property. It is moved to the agency’s
own on-site storage facility. With the removal of the
property, the unit can now be rented again.

A new tenant moves in on June 4. The unit is oc-
cupied again.

Once the property is removed, the unit can now
be rented (maintenance already finished the VFW
work order and the unit has been referred back to
occupancy). The unit's condition changes to CA.
When this occurs, the previous CR event is closed
out. That CR event accrues one occupancy or
lease up day, for the day of June 2.

On the 3rd, the unit is still in occupancy, so the 3rd
counts as occupancy/lease up time.

A new tenant moves into a the unit on June 4, two
days after the CA event began. This ends the CA
event. The 4th is a move-in day, so it doesn’t count
as a vacancy day.

The unit has a total of 4 vacancy days: 1 for main-
tenance and 3 for occupancy or lease up.
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Example 5: Scenario with Condition Changes

(move out date and lease termination dates are the same)

Ewent  Ewent Start Leaze Term Refer To Refer Evernt  Maint Event Total Elapsed--Daps
Type [ ate Drate b aint ToOcc EndDate Pend Cmplt Wacnt Downedd aint/Ooc
MO Q5202001 0523172001 A ’oF Q5202001 No Mo u} u} u] u]
CE OE/230/Z2001 0QO&K/3172001 OB/3231L/72001 Q80120010 0Os/01 20010 Yes No o ul a a

CR O&/01/2001 0O&L/31/72001 05/0172001 0&/01 /2001 060272001 HNo  No 1 u} u] 1

Ch O6/0Z/2001 OE/3172001 ioof iof 0E/04/7001 WMo Yes z ] ] z

In the Real World

A tenant’s lease is about to expire on May 31. He
is evicted a day early, on May 30.

When the tenant is evicted, the unit is sealed with
all his property in it. Under state law, this is proper-
ty that cannot be removed from the unit for a given
period of time, so the unit can’t be rented again.

While the housing authority is waiting for the prop-
erty to be removed, the unit is referred to mainte-
nance on the day after the move out (May 31).

While the unit is being worked on by Maintenance,
a new month begins. The Tenant Accounts Receiv-
able program is initialized into that new month.

Maintenance personnel take one day to complete
the VFW, working around the property which is still
in the unit. They finish the job on June 1. However,
because the property isn’t legally removable yet,
the unit still can’t be rented out.

In the PHAS Event World

The tenant moves out on May 30, starting the
event. However, the lease does not terminate until
May 31. This means that the 31st is the last day
of occupancy for PHAS reporting purposes, and
anything that occurs through the end of that day
doesn’t count for vacancy purposes.

Because there is property in the unit, the unit’s
initial condition following the move out is CR.
This requires an event beginning on the 30th to
set that condition. Because the unit’s condition
is CR, there will eventually be a condition change
to CA when the property is removed and the unit
becomes available for rental again. However, it
hasn’t happened yet.

While the housing authority is waiting for the prop-
erty to be removed, the unit is referred to mainte-
nance on May 31. This occurs on the first day the
unit is vacant, so there is no down time. The 31st
is the last day of occupancy, so it doesn’t count as
a maintenance (make ready) day, even though the
unit is in maintenance at the end of the 31st.

A new month begins. Tenant Accounts Receivable
is initialized into the new month. Because PHAS
event tracking is monthly, the original event is
closed out with an ending date of June 1 (the first
day of the new month). A new event is begun with
a June 1 start date. The program has zero vacancy
days so far, because the 31st is the last day of oc-
cupancy. Vacancy tracking will start on the 1st.

Maintenance finishes with the unit on June 1. The
unit's elapsed maintenance time for the new event
is 0 days (remember, May 31 didn’t count as any-
thing because it was the day of lease termination).
The unit is now referred back to occupancy. How-
ever, because there is still property in the unit, it
can’t be rented again yet - its condition is still CR.

At the end of the day on June 1, the unit is in oc-
cupancy. June 1 counts as occupancy/lease up
time.
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On June 2, the housing authority is legally able to
remove the property. It is moved to the agency’s
own on-site storage facility. With the removal of the
property, the unit can now be rented again.

A new tenant moves in on June 4. The unit is oc-
cupied again.

Once the property is removed, the unit can now
be rented (maintenance already finished the VFW
work order and the unit has been referred back to
occupancy). The unit's condition changes to CA.
When this occurs, the previous CR event is closed
out. That CR event accrues one occupancy or
lease up day, for the day of June 2.

On the 3rd, the unit is still in occupancy, so the 3rd
counts as occupancy/lease up time.

A new tenant moves into a the unit on June 4, two
days after the CA event began. This ends the CA
event. The 4th is a move-in day, so it doesn’t count
as a vacancy day.

The unit has a total of 3 vacancy days, all of which
are occupancy or lease up days.
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Example 6: Scenario with Multiple Condition Changes

(move out date and lease termination date are the same)

Event  EwentStart  Leaze Term Refer Ta Fefer Ewvent  Maint Event Taotal Elapsed - Daps
Tvpe Drate [ ate b aint ToOce End Date Pend Cmplt %acnt Downetd aint/Dec
MO OLE230,,Z2001 O530,,2001 P F Q5302001 No  No

CER OL/230/Z001 05302001 05/31/2001 0g/01/2001 0g/01/2001 Tes No
CR 08/017z001 0573072001 0670172001 050152001 06/01/72001 Yes Ho
CI Os/012001 05202001 06012001 0e/02/2001 0e/0Z2/2001 Yes No
Ch QOe/0z/20010 O5/230/2001 067022001 0/0352001 0e/04/2001 No  Yes

In the Real World

Atenant is evicted on May 30. The lease also ter-
minates on May 30, so the lease termination date
is the same as the move-out date.

When the tenant is evicted, the unit is sealed with
all his property in it. Under state law, this is proper-
ty that cannot be removed from the unit for a given
period of time, so the unit can’t be rented again.

While the housing authority is waiting for the prop-
erty to be removed, the unit is referred to mainte-
nance on the day after the move out (May 31).

While the unit is being worked on by Maintenance,
a new month begins. The Tenant Accounts Receiv-
able program is initialized into that new month.

Early on the morning of June 1, the unit is struck
by a meteorite, which punches a hole in the roof.
The unit still has property in it, but it's now sus-
tained damage from a source outside the housing
authority’s control which makes it uninhabitable.
The unit is still in maintenance, but maintenance
is now working on the hole in the roof, which takes
precedence over the VFW.
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In the PHAS Event World

A move out event occurs on May 30, the same day
as the lease terminates. The 30th is the last day of
occupancy, so it doesn’t count as a vacancy day.

Because there is property in the unit, the unit’s
initial condition following the move out is CR.
This requires an event beginning on the 30th to
set that condition. Because the unit’'s condition
is CR, there will eventually be a condition change
to CA when the property is removed and the unit
becomes available for rental again. However, it
hasn’t happened yet.

While the housing authority is waiting for the prop-
erty to be removed, the unit is referred to mainte-
nance on the 31st. This occurs on the first day the
unit is vacant, so there is no down time. At the end
of the day on the 31st, the unit is in maintenance,
so the 31st counts as maintenance (make ready)
time.

A new month begins. Tenant Accounts Receiv-
able is initialized into the new month. Because
PHAS event tracking is monthly, the original event
is closed out with an ending date of June 1 (the
first day of the new month). A new event is begun
with a June 1 start date. When the original event
is closed out, the program calculates vacancy days
through the end of that event. Because the unit
has been in maintenance one day so far (referred
on May 31, event ended on June 1), it now has one
maintenance day.

When the unit becomes uninhabitable due to cir-
cumstances outside the housing authority’s control,
its condition changes from CR to Cl. The previous
CR event is closed out with an ending date of June
1 and a new CI event begins with a start date of
June 1. The unit is still in maintenance at the end
of the day on June 1, so June 1 counts as a main-
tenance (make ready) day.
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On June 2, the housing authority is legally able to
remove the property. It is moved to the agency’s
own on-site storage facility. With the removal of
the property, the unit could now be rented again, if
it weren’t still in maintenance for roof repairs.

Later on June 2, maintenance finishes patching the
roof. The unit is now technically inhabitable again.
They resume work on the VFW.

On June 3, maintenance finishes the VFW. The
unit is referred back to occupancy.

A new tenant moves in on June 4. The unit is oc-
cupied again.

Once the property is removed, the unit could now
be rented — if it weren’t still in maintenance for
roof repairs. Its condition remains Cl. June 1 still
counts as a maintenance (make ready) day.

Now that the roof repairs are completed, the unit
is technically available. Even though maintenance
is still working on the VFW, there are no conditions
(property in unit, meteorite hole in unit’s roof) that
make the unit non-rentable. The Cl event is closed
out with an ending date of June 2. A CA event
begins with a start date of June 2. At the end of
the day on June 2, the unit is still in maintenance,
so the 2nd counts as a maintenance (make ready)
day.

The unit is in occupancy at the end of the day on
June 3, so the 3rd counts as an occupancy/lease
up day.

A new tenant moves in on June 4. This ends the
CA event. The 4th is a move-in day, so it doesn’t
count as a vacancy day.

The unit has a total of 4 vacancy days: 3 for main-
tenance and 1 for occupancy or lease up.
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Example 7: Scenario with Multiple Condition Changes

(move out date before lease termination date)
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In the Real World

A tenant’s lease is about to expire on May 31. He
is evicted on May 20.

When the tenant is evicted, the unit is sealed with
all his property in it. Under state law, this is proper-
ty that cannot be removed from the unit for a given
period of time, so the unit can’t be rented again.

While the housing authority is waiting for the prop-
erty to be removed, the unit is referred to mainte-
nance two days after the move out (May 22).

While the unit is being worked on by Maintenance,
a new month begins. The Tenant Accounts Receiv-
able program is initialized into that new month.

In the PHAS Event World

The tenant moves out on May 20, starting the
event. However, the lease does not terminate until
May 31. This means that the 31st is the last day
of occupancy for PHAS reporting purposes, and
anything that occurs through the end of that day
doesn’t count for vacancy purposes.

Because there is property in the unit, the unit’s
initial condition following the move out is CR.
This requires an event beginning on the 20th to
set that condition. Because the unit’'s condition
is CR, there will eventually be a condition change
to CA when the property is removed and the unit
becomes available for rental again. However, it
hasn’t happened yet.

While the housing authority is waiting for the prop-
erty to be removed, the unit is referred to mainte-
nance on the 22st. Under normal circumstanes,
the 21st would count as a day of down time. How-
ever, because the last day of occupancy hasn’t
happened yet, the unit isn’t yet subject to vacancy
tracking.

The unit is in maintenance from the 22nd to the
31st. None of these days count for vacancy track-
ing purposes because they occur before or on the
last day of occupancy.

A new month begins. Tenant Accounts Receiv-
able is initialized into the new month. Because
PHAS event tracking is monthly, the original event
is closed out with an ending date of June 1 (the
first day of the new month). A new event is begun
with a June 1 start date. When the original event
is closed out, the program calculates vacancy days
through the end of that event. However, there are
no vacancy days to record so far, because noth-
ing that happened through the end of the 31st was
subject to vacancy tracking.
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Early on the morning of June 1, the unit is struck
by a meteorite, which punches a hole in the roof.
The unit still has property in it, but it's now sus-
tained damage from a source outside the housing
authority’s control which makes it uninhabitable.
The unit is still in maintenance, but maintenance
is now working on the hole in the roof, which takes
precedence over the VFW.

On June 2, the housing authority is legally able to
remove the property. It is moved to the agency’s
own on-site storage facility. With the removal of
the property, the unit could now be rented again, if
it weren't still in maintenance for roof repairs.

Later on June 2, maintenance finishes patching the
roof. The unit is now technically inhabitable again.
They resume work on the VFW.

On June 3, maintenance finishes the VFW. The
unit is referred back to occupancy.

A new tenant moves in on June 4. The unit is oc-
cupied again.

When the unit becomes uninhabitable due to cir-
cumstances outside the housing authority’s control,
its condition changes from CR to Cl. The previous
CR event is closed out with an ending date of June
1 and a new CI event begins with a start date of
June 1. The unit is still in maintenance at the end
of the day on June 1, so June 1 counts as a main-
tenance (make ready) day.

Once the property is removed, the unit could now
be rented — if it weren’t still in maintenance for
roof repairs. Its condition remains Cl. June 1 still
counts as a maintenance (make ready) day.

Now that the roof repairs are completed, the unit
is technically available. Even though maintenance
is still working on the VFW, there are no conditions
(property in unit, meteorite hole in unit’s roof) that
make the unit non-rentable. The Cl event is closed
out with an ending date of June 2. A CA event
begins with a start date of June 2. At the end of
the day on June 2, the unit is still in maintenance,
so the 2nd counts as a maintenance (make ready)
day.

The unit is in occupancy at the end of the day on
June 3, so the 3rd counts as an occupancy/lease
up day.

A new tenant moves in on June 4. This ends the
CA event. The 4th is a move-in day, so it doesn’t
count as a vacancy day.

The unit has a total of 4 vacancy days: 3 for main-
tenance and 1 for occupancy or lease up.

WinTen Tenant Accounts Receivable < 11/14/2003 Edition * PHAS Events * Page B.I7



Example 8: Scenario with Condition Change that Crosses Months

(move out date and lease termination date are the same)

Event  Ewent Start Lease Tem Refer To Refer Event  Maint Event Total Elapsed - Daps
Type Date D ate b aint ToOcc End Date Pend Cmplt %acnt Downetd aint/Occ
MO Q20,2001 Q52302001 P ) Q52302001 No Mo u} u] u] u]
CM Q57302001 Q57302001 FE A Os01L 20010 Noo Mo 1 1 u] u]

CM 0570172001 OB/ 30/7001 Q6042001 0750172001 0?01 72001 Tes Mo 20 3 27 u]

CM O07?/0172001 Q5202001 0770120010 a7/01 720010 a7/ 72001 Tes Mo 10 o 10 u]

Ca 0O7/711,2001 OEs302001 0771172001 Q77122001 071872001 HNo  Yes 7 u] 1 &

In the Real World

On August 1 of the previous year, a unit is approved
for modernization. However, as there is a tenant in
the unit, no action is taken at this time.

A tenant moves out on May 30, the day his lease
terminates.

As soon as the tenant moves out, the unit becomes
eligible for modernization.

While the unit is waiting for a referral to mainte-
nance, a new month begins. The Tenant Accounts
Receivable program is initialized into June.

The unit is referred to maintenance on June 4.
Maintenance begins modernization.

While the unit is undergoing modernization, a new
month begins. The Tenant Accounts Receivable
program is initialized into July.

In the PHAS Event World

The tenant moves out on May 30, starting the
event. The lease also terminates on May 30, so
the lease termination date is the same as the event
start date. The 30th is the last day of occupancy,
so it doesn’t count as a vacancy day.

When the tenant moves out, the unit becomes eli-
gible for modernization. This initiates a CM event
which begins on the day of the move out.

The unit hasn’t been referred to maintenance yet,
so May 31 counts as a day of down time.

A new month begins. Tenant Accounts Receivable
is initialized into the new month. Because PHAS
event tracking is monthly, the original CM event is
closed out with an ending date of June 1 (the first
day of the new month). A new CM event is begin
with a June 1 start date.

On June 1 through 3, the unit is still waiting for a re-
ferral to maintenance. It accrues three more days
of down time.

Maintenance receives the modernization work
order on June 4. June 4 is the first day of a long
series of days that count as maintenance (make
ready) time.

A new month begins. Tenant Accounts Receivable
is initialized into the new month. Because PHAS
event tracking is monthly, the June CM event is
closed out with an ending date of July 1 (the first
day of the new month). A new CM event is begin
with a July 1 start date. Every day from June 4
through June 30 counts as maintenance (make
ready) time.
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Maintenance finishes with the modernization work
on July 11. They begin working on last-minute
cleanup, which is effectively a VFW for them.

Maintenance finishes the post-modernization
cleanup on July 12. The unit is referred back to
occupancy.

A new tenant moves in on July 18. The unit is oc-
cupied again.

On July 11, maintenance finishes modernization
of the unit. This ends the CM event (finally!). The
CM event is closed out with an ending date of July
11. July 1 through 10 are counted as maintenance
(make ready) days. A new event begins with a start
date of July 11. Because there are no conditions
in effect that make this unit uninhabitable, the new
event is CA. (However, remember that it hasn’t
technically undergone any VFW time yet.)

Maintenance finishes with the unit on July 12, tak-
ing one day to complete the work. July 11 counts
as one last maintenance (make ready) day.

A new tenant moves into the unit on July 18. July
12 through 17 count as occupancy or lease up
days. July 18 is a move-in day, so it doesn’t count
as a vacancy day.

The unit has a total of 48 vacancy days: 4 days
of downtime, 38 days of maintenance time, and 6
days of occupancy or lease up time.
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Example 9: Scenario with Condition Change that Crosses Months

(move out date before lease termination date)

Event  Ewent Start Leaze Term Fefer Ta Refer Ewvent  Maint Event Tatal Elapsed--Daps
Type Date [ ate b aint ToOce End Date Pend Cmplt %acnt Downdd aint/Dec
MO QL 02,2001 0573231 ,2001 FE F Q50220010 HNo Mo u} u] u] u]
CM OE/03/72001 OE/21 /2001 £ FA Q0172001 No Mo u] n} u} u}

CM 0&/0172001 Q52120010 060420010 07,010,200 070172001 Tes No 20 3 Z27 u}

CM 07/017Z001 QE/23120010 Q70120010 a7/ 720010 a7/11 720010 Tes HNo 10 o 10 o

Ch 0771172001 0&E/2L20010 077120010 A7/ L2720010 Q7 /18,2000 Ho  Tes 7 n} 1 =

In the Real World

On August 1 of the previous year, a unit is approved
for modernization. However, as there is a tenant in
the unit, no action is taken at this time.

A tenant’s lease is about to expire on May 31. He
moves out on May 3.

As soon as the tenant moves out, the unit becomes
eligible for modernization.

The unit is referred to maintenance on June 4.
Maintenance begins modernization.

While the unit is undergoing modernization, a new
month begins. The Tenant Accounts Receivable
program is initialized into July.

In the PHAS Event World

Nothing occurs at this time.

The tenant moves out on May 3, starting the event.
However, the lease does not terminate until May
31. This means that the 31st is the last day of
occupancy for PHAS reporting purposes, and
anything that occurs through the end of that day
doesn’t count for vacancy purposes.

When the tenant moves out, the unit becomes eli-
gible for modernization. This initiates a CM event
which begins on the day of the move out.

A new month begins. Tenant Accounts Receivable
is initialized into the new month. Because PHAS
event tracking is monthly, the original CM event is
closed out with an ending date of June 1 (the first
day of the new month). A new CM event is begin
with a June 1 start date.

On June 1 through 3, the unit is still waiting for a
referral to maintenance. It accrues three days of
down time.

Maintenance receives the modernization work
order on June 4. June 4 is the first day of a long
series of days that count as maintenance (make
ready) time.

A new month begins. Tenant Accounts Receivable
is initialized into the new month. Because PHAS
event tracking is monthly, the June CM event is
closed out with an ending date of July 1 (the first
day of the new month). A new CM event is begin
with a July 1 start date. Every day from June 4
through June 30 counts as maintenance (make
ready) time.
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Maintenance finishes with the modernization work
on July 11. They begin working on last-minute
cleanup, which is effectively a VFW for them.

Maintenance finishes the post-modernization
cleanup on July 12. The unit is referred back to
occupancy.

A new tenant moves in on July 18. The unit is oc-
cupied again.

On July 11, maintenance finishes modernization
of the unit. This ends the CM event (finally!). The
CM event is closed out with an ending date of July
11. July 1 through 10 are counted as maintenance
(make ready) days. A new event begins with a start
date of July 11. Because there are no conditions
in effect that make this unit uninhabitable, the new
event is CA. (However, remember that it hasn’t
technically undergone any VFW time yet.)

Maintenance finishes with the unit on July 12, tak-
ing one day to complete the work. July 11 counts
as one last maintenance (make ready) day.

A new tenant moves into the unit on July 18. July
12 through 17 count as occupancy or lease up
days. July 18 is a move-in day, so it doesn’t count
as a vacancy day.

The unit has a total of 47 vacancy days: 3 days
of downtime, 38 days of maintenance time, and 6
days of occupancy or lease up time.
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Appenpix (C:
Fixing Invaup PHAS Event Recoros

Whenever you recalculate vacancy days (from
the Special System Functions tab of the Setup
screen), Receivables checks all of your PHAS
event records for errors. If it detects any errors, it
opens a print preview screen with the Invalid PHAS
Event Report. This report details all errors that the
program found.

This appendix summarizes the possible error mes-
sages in the Invalid PHAS Event Report, shows an
example of actual event record data that contains
the error in question, and describes the easiest
way to fix each error.
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Invalid PHAS Event Records Report

The Invalid PHAS Event Records report allows us-
ers and Tenmast Training & Support personnel to
locate and correct event errors. You can run the
report from either the WinTen Tenant Accounts Re-
ceivable or the WinTen PHAS program. In either
program, the procedure for running the report is the
same. From the Main Menu, click the Setup but-
ton. Go to the Special System Functions tab of the
Setup screen and click the Recalculate PHAS Va-
cancy Totals button. The program will recalculate
all vacancy totals. When this process is complete,
a print preview screen opens with the Invalid PHAS
Event Records report.

NOTE: If the program does not find any errors
during the recalculation process, the Invalid
PHAS Event Records report will not appear.

Default Settings |5 ﬁ'éc"{a'\"'s]i'st'EnTFUn'EnEhE"j

~" Update Update Fiscal Year End Dates in Cumulative Data Files

ﬁ Recalculate Recalculate PHAS Wacancy Totals

Bl Esit

Default Setings | Frojests | Uiities | Master Units | Late Charge Rate  Special System Funclions |

{f Fe-Create Re-Create Master Unit Database From Tenants
" PostlUnpast Fost/Unpost Future Work Orders
& Recalculats Recalculate PHMARPHAS Vacancy Totals
=] Edit Edit the Cumulative Rent Receivable Data
Fepeat Lkility Make All Future Utility Charges a Reccurring Monthly Charge
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Editing Event Sequences

To open the Event Information Edit sub-screen,

Eile  Edit Tools

e —#LW0| &+

click the Edit toolbar button on the Events tab of e ———

the Master Unit Maintenance screen. mU:de ;1;;?:;*;” PLACE ——

When you edit a field on the Event Information Edit Ever Dat [cer 1700 EventCampeel™

sub-screen, the data in the corresponding column Eve Ty [V e 0 e | B:dzt Eiﬂﬁggg
on the Events tab will change to match that data: e

Date Urit Refered to Maintenance |03/03/2000
Actual Lease Temination Date |03/01/2000
Date Unit Retumed from Maintenance | 04./01/2000

Maintenance Continued in Other Event [
Date Unit Approved for Mod Plan

Events Tab Event Information Edit Sub-Screen

Event Type Event Type

Event Start Date Begin Date

Lease Term Date Actual Lease Termination Date

Refer To Maint Date Unit Referred to Maintenance

Refer To Occ Date Unit Returned from Maintenance

Event End Date End Date

Maint Pend Maintenance Continued in Other Event (Check Box)

Event Cmplt Event Complete (Check Box)
Event EwentStart  Lease Termn Refer To Refer Event  Maint Event Total Elapsed - Daps
Type Date Date b 2irt ToOcc EndDate Pend Cmpl Wacnt Downstdaint/Oce

MO 023/01/2000 037012000 02/03/Z000 04 0172000 0ds0L/Z000 Yes Mo 230 1 23 0

CA 0470172000 A 040172000 042772000 043052000 No  MNo 23 o z& )

Hint: Editing Event Dates

Before editing event dates, you should attempt to deter-
mine the correct date. You can check the tenant records to
verify this information or have your agency determine the
correct date. Remember that on a Move Out record, the
event start date is always the actual date the tenant moved
out and the event end date is always the date that a new
tenant moved in.
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Errors Found on the Invalid PHAS Event Record Report
Event Ending Date is Before Event
Beginning Date

This error occurs when an event’s ending date is
a date that is prior to the same event’s beginning

date.
Master Unit Maintenance Screen
Froject 001 nit # 101 Bldg # Entrance #

bl azter LlnitMain] Inspection Status  Events l thilitiesl
Bl | & <+ =

Ewent  Ewent Start Leaze Term Refer Ta Fefer Event  Maint Event Total Elapsed--Days
[Lats b aint Pend Cmplt %acnt Downebd aint/Occ
e T

The Fix:

Edit the Event End Date to be the same month as
the Event Start Date:

The corrected event sequence should look like
this:

Maszter Unit Maintenance Screen

Project 001 Unit # 101 Bldg # Entrance #

td aster L nit Main] Inzpection Status  Ewents l thilities]

Bl | & <+ =+
Event  Ewent Start Leasze Term Refer To Refer Event  Maint Event Total Elapsed - Days
Type Drate Drate AET ToOcc End Date Pend Cmplt Yacnt Downedd aint/Doc
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Work Order Dates Do Not Match
Properly

When the Maintenance Continued in Other Event
check box is checked in an event record, the Date
Unit Returned from Maintenance date of that event
must be the same as the Date Unit Referred to
Maintenance date of the next event.

M azter Unit Maintenance Screen

Froject 001 dnit # 104 Bldg # Entrance #

b aster Lnit Main] Inspection Status  Events lUt”itiES]

ANF AI=1R e

Event  Ewent Start Leaze Temm Refer To Refer Ewvent  Maint Event Total Elapsed--Daps
Type [rate [rate b zink ToOco EndDate Pend Cmplt Yacnt Downedd aint/Occ

03012000 037

The Fix:

Edit the Refer to Occ field on the first record to
match the Refer To Maint field on the next record:

The corrected event sequence should look like
this:

I
i M azter Umt Maintenance Screen

|
Project 001 Lnit # 104 Bldg # Entrance #

b azter Lnit Main] Inzpection Statuz  Ewents ] thilitiesl

0 # B e

Ewent  Ewent Start Leaze Tem Refer To Fefer Event  Maint Event Total Elepsed - Daps
Type [rate [rate b aink ToOcc End Date Pend Cmplt Yacnt Downedd aint/ Qoo
MO Q20172000 020172000 0230372000 04,01 ,2000 040102000 Yeas Mo 20 1l Z3 u}
Ch Q47012000 f S 04,/0172000 04,27 72000 042302000 No Mo 29 o Ze 3
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Beginning Date is not Equal to the
Previous Ending Date

Events in the same event sequence should “flow”
together smoothly. The event ending date of one
event should be the same as the start date of the
next event. This error occurs when the ending and
beginning dates of two sequential records don’t

match.
Mazter Unit Maintenance Screen
Project 001 Uit # 107 Bldg # Entrance #

b aster Uit Main] Inspection Statuz  Events l Utilitie&]

bl ¢ | S|+ >

Ewvent  Ewent Start Leaze Tem Refer Ta Fefer Evert  Maint Event Total Elapsed--Days
Type [rate [rate EET To oo EndDate Pend Cmplt Wacnt Downebd aint/Occ
013172000 Q1,31 72000

MO

Ch OZS5L783%0 0131 /2000

CAfOZ/01/72000

CA O T O0l/s31 72000 s i r r 04,10,/,2000 No
MO 0g,/S19,/,2001 019 ,/,2001 Wi CiRr Q29720010 No  HNo a u] u] a
The Fix:

Edit the Event End Date field on the second event
to match the Event Start Date of the third Event:

The corrected event sequence should look like
this:

M aster Unit Maintenance Screen

Fraoject 001 it # 107 Bldg # Entrance #

k azter L nit Main] Inspection Status  Ewvents lthiIities]

I & &+

Event  Ewent Start Leaze Tem Refer Ta Riefer Ewvent  Maint Event Total Elapsed - Daps
Type [rate [rate I aint ToOco EndDate Pend Cmplt Vacnt Downedd aint/Occ
MO 0ls231 72000 0172172000 Oz,01 72000 HNo
f 0l/21 /72000 £ S S :
Ca 0ZF/0L/2000 01312000 LA £ 04,01 /200000 Mo 21 u] ozl
Cai 04012000 0153172000 ;o ) 04 ,107,2000 No Yes 9 u} u] 9
MO O&F12 /2001 0651972001 LA £ Oe/23,/20010 No Mo 2 u] u} 2
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Ending Date Must Have Same Month
as Beginning Date When Complete

When the Event Complete check box is checked
in an event record, that event’'s beginning date
and ending date must occur in the same month.
Depending on the Move In date, this event can
be corrected by changing the Event End Date to
the same month as the Event Start Date, or a new
event can be created with a start date of the Event
End Date and the Event Completed flag set on the
new event.

I Mazter Unit Maintenance Screen

Froject 001 Lnit #1714 Bldg # Entrance # |

M acter Lnit Mainl Inspection Status ~ Events | thilitiasl

D - |

Event  Ewvent Statt  Lease Term Fefer Ta Fefer Event  Maint Event Total Elapsed--Days
Type [ ate [ ate M airil Ta Oee End Date  Pend Crplt Yacht DawndMaint/Dee
s (] O 22715999 Q8722719949 LA Lo DE/Z2/15999 No Yaes [u] 8] u] Q
F. JOlLslas9 |]..
_________________________________ g
MO O/s19/20010 06719 /2001 P P 0&/19/2001 No Mo 0 0 u] u]
The Fix:

Edit the Event End Date to be the same month as
the Event Start Date:

The corrected event sequence should look like

this:
M aster Unit Maintenance Screen
Fraoject 001 Lnit# 114 Bldg # Entrance #

k azter L nit Mainl Inspection Status  Ewvents |L|ti|ities|

0 & > |

Event  EwentStart  Leasze Tem Refer Ta Riefer Ewent  Maint Ewent Total Elapsed - Daps
Type [rate [rate b zink ToOco EndDate Pend Cmplt Yacnt Downedd aint/Occ
jull] O&FEZZ271999 062271999 5o FA 062271999 Mo TYes o u] u} o

07413/1955

MO O&s 1272001 06519, /2001 £ fof 0e/s12/2001 No  No u] u] u] u]

YYIILIUIL IVHIANIIL AWVUTIW  nLLuiraviv 11/ 1T/ aVVJ LMUILIVIE III\IIIS HIVAIM 1 1INJ LYUIIL LWV WD Ius\- el



Another Fix:

You could also add a new event record with the
Event End Date of the first event having the same
date as the Event Start Date of the third record.
This would depend on the actual move in date of
next tenant. Your agency should be able to provide
you with the actual move in date.

M aster Unit Maintenance Screen

Fraoject 001 Lnit# 114 Bldg # Entrance # ‘

k azter L nit Mainl Inspection Statuz  Ewvents |L|ti|ities|

0 & > |

Event  EwentStart  Leasze Temn Refer Ta Refer Ewent  Maint Ewvent Total Elapsed - Daps
Type [rate [rate b aink ToOco EndDate Pend Cmplt Yacnt Downedd aint/ Qoo
jull] Q& 2271999 062271999 £ of F 062271999 Mo TYes ul u] u} ul

[=T=T1: x

l] Desla/E001 071372001 £oF £ 0e/19/2001 No No ul 0 ) 0
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Ending Date Past the First Day of the
Next Month

Because PHAS event tracking works on a monthly
basis, events that span multiple months are given
break points at the first day of every new month.
This error occurs if an event has an ending date
that is later than the first day of the month after the
event began.

Mazter Unit Maintenance Screen

Project 001 it # EOE Eldg # Ertrance # 1

Master Lnit Main | Inspection Status  Events

V| &>

Event  Ewent Stait  Lease Tem Fefer Ta Fefer Evert  Maint Event Total Elapsed - Daps
Type Coate Doate M airit Ta Oee Erd Date  Pend Croplt Vacnt DawnMaint/Dee
O ... OB AR DT L2R1338 d Ll BB 21995 B0 Mo 12 ..9..0..58...)

F0Ls1838 % / f L e Ne Yes 0O 0O 0O 0O

The Fix:

Edit the Event End Date of the first event to be the
same as the Event Start Date of the second event

record.
The corrected event sequence should look like
this:
Maszter Unit Maintenance Screen
Project 001 Lnit # 506 Bldg # Entrance # 1 |

bl azter Unit Mainl Inspection Status  Events | thilitiesl

0 & += |

Ewent E[}SentStart Leaze Term Refer Ta Fefer Event  Maint Event Total Elapsed--Dayps
Type D ate D ate b aint ToOcc EndDate Pend Cmpl %acnt Downetd aint/Occ
MO 072041999 07/,20,19959 F P 02,/0171999 No HNo 11 u] o 11
ChA 02,/01719593 L Sof FE 02,/0171993 No Tes u} u} u] u}
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Missing Move Out Record

There is no Move Out Record for the event se-
quence. In this case, delete the duplicated record.

Master Unit Maintenance Screen

Projset 001 Limit § 700 Bldg # Ertrarce # 1 |

M aster LlnitMain| Irspection Status ~ Events | thilitias|

0|8 e> |

Evert  Ewvent Stat  Leaze Term Fefer Ta Fefer Event  Maint Event Total Elapsed - Days

Type [ ate [ ate b ainit Ta Occ End Date  Pend Crpl Yacht DowneMaint/Oce

s (] a7 z0/1999 Q9 /20719949 ;o L7 agsaLs1959 Noo Mo 11 8] o 11
CA 08/01/1999 (17 L2000 Ll il et P P - . o o

M0 03/30/2000 v Lo ] oot :
ChA Q40172000 03/30/2000 ! 7 7 0414 /2000 No Yas 13 u] o 13
The Fix:

Since all of the dates in this event are exactly the
same as the previous event, delete the event.

The corrected event sequence should look like
this:

M azter Unit Maintenance Screen

Froject 001 nit # 700 Bldg # Entrance 1 ‘

Ik aster Lnit Mainl Inspection Status  Events |L|tilitiesl

Ui & <+ |

Event  Ewent Start Leaze Tem Refer To Refer Ewvent  Maint Event Total Elapsed--Daps
Type [rate [rate b zink ToOco EndDate Pend Cmplt Yacnt Downedd aint/Occ
MO Q7P f20,1999 0772051999 ;o ) 0g2,0171999 No HNo 11 u} o 11
MO Q272302000 037323052000 ;o ) 040172000 No HNo 1 u} u] 1
Ca 04012000 02,/,30,,2000 for P 04,1472000 No YTes 13 u} o 13

The Other Fix:

If the event record is not a duplicate you will need
to add a Move Out record for the event sequence.
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Sequence is Marked Complete with
No Event Ending Date

The event sequence has been marked as complete
(the Event Complete check box is checked in the
event record), but there is no event ending date
entered in the record.

Mazter Unit Maintenance Screen

Froject 001 Linit # 700 Bldg # Entrance # 1 |

M acter Lnit Mainl Inspection Status ~ Events | thilitiasl

0 i &)< |

Evert  Ewvent Stat  Lease Term Fefer Ta Fefer Event  Maint Event Total Elapsed - Days
Type [ ate [ ate M airil Ta Oee End Date  Pend Crplt Yacht DawndMaint/Dee
s (] 07/20/1999 Q7 /2071999 ff Hof HNo Mo 11 8] 0o 11

CA 08/01/1999 0%/20/1999 £ Hof oo Tas 0 0 0 0

03/30/2000 03/30/2000 PR dod 04,701 /2000
Ch 0470172000 0373072000 ;o dod 0471472000 No  Tes 13 0 o1z

The Fix:

Edit and add the correct Event End Date to com-
plete the sequence.

The corrected event sequence should look like
this:

M aster Unit Maintenance Screen

Froject 001 LInit # 700 Bldg # Entrance # 1 ‘

kd azter Lnit Mainl Inspection Status  Events |L|ti|ities|

0l &+ |
Event  EwentStart  Lease Tem Refer To Refer Event  Maint Event Total Elapsed - Daps
Type Drate Drate b zint ToOeo EndDate Pend Cmplt Yacnt Downedd aint/Doc

MO O7/20,/1292 07/,20,,13595 L fof 02,01,1%2%2% No Mo 11 u] o 11

MO Oz/20/2000 03/30,,2000 LA £ 04,01 /2000 Ho Mo 1 u] u} 1

Ch 0470172000 0O3F30,,2000 5o FA 04714 72000 Mo TYes 13 u] o 13
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Move Out Record in the Middle of An-
other Sequence

There is a second move out (MO) record in the
middle of an event sequence. This has two pos-
sible causes. The first is that there actually is a
MO record in the middle of the event sequence. In
this case, you should either delete it or change the
event type. The second possible cause is that the
previous event sequence was not completed (or
was not marked as completed) before a new event
sequence was started.

Master Unit Maintenance Screen

Project 0O Unit & 701 Bido & Entrance & 1

Master Urit Main | Inspection Status  Events | Uties |
Bll# & «>

Event EvertStat  Lease Temm Refer To Refer Evernt Mant Event Total Elapsed —Daps
Tvpe Date Date Mamnt ToOcc EndDate Pend Cmphk Yacnt Downidant/Occ

o 11

The Fix:

Since all of the dates in this event are exactly the
same as the previous event, delete the event.

The corrected event sequence should look like
this:

I
il M azter Umit Maintenance Screen

|
Project 007 Linit & #01 Bldg # Entrance # 1

bl azter Lnit Mainl Inspection Status  Events | thilitiesl
[}

|0 # &=+

Ewent  Ewent Start Leaze Tem Refer To Refer Evert  Maint Event Total Elapsed--Days
Type D ate D ate i aint ToOcc End Diate Fend Cmplt Yacnt Dovernedd aint/Occ
MO Q72071999 0772019599 £F L 02s01/1999 Ho HNo 11 u] o 11
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The Other Fix:

Or your sequence could look like this with the same
error:

Maszter Unit Maintenance Screen

Project 001 Lnit # 705 Bldg # Entrance # 1

b azter Lnit Main] Inzpection Statuz  Ewents ] thilitiesl

il & & ==+

Ewent  Ewent Start Leaze Term Fefer Ta Fefer Ewent  Maint Ewent Total Elapsed - Daps
Type [rate [rate T ToOcc End Date Pend Cmplt Yacnt Downedd aint/ Qoo
Q772019599 0920719593 020171999 k 11

| Ch O2/01,1999 07201999 SR s 02021999 .
MO Olys21 72000 Q13172000 FE P Oz 0172000 Mo T, u] u} u} u]
Ch QZ701/72000 017312000 P £ 02012000 No Mo Z9 u} o z3
Ch Q370172000 017312000 FA LA 02302000 No Tes £9 u} o z3

Set the Event Completed flag.

The corrected event sequence should look like
this:

I
il M azter Unit Maintenance Screen

|
Project 001 Unit £ 705 Bldg # Entrance § 1

td aster L nit Main] Inzpection Status  Ewents l thilities]

P2 TS

Ewent  Ewent Start Leaze Tem Refer To Fefer Evert  Maint Event Total Elapsed--Days
Type [rate [rate b aink ToOcc End Date Pend Cmplt Yacnt Downedd aint/ Qoo
Q7720719599 07720715955 0g/017/1255

|0 £y

Ca 02,/01/1999 07 /20,1399 080219959

Mo Q012172000 0172172000 LA Lo Dz/0172000 No No 0 u] u] u]
Ca OES01L/2000 O1l/31 2000 FA L 02012000 Ho Mo z9 u] o ES9
Ca 030172000 0173172000 Lo £ 0373072000 Ho Yes 29 u] o z9
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Open Event Sequence - Beginning
Date Older than 60 Days
This error message indicates that an event has a

start date more than 60 days before the current
system date and does not have an ending date.

Mazter Unit Maintenance Screen

Froject 001 Lnit § 707 Bldg # Entrance # 1

M acter Lnit Mainl Inspection Status ~ Events | thilitiasl

Vi &>

Evert  Ewvent Stat  Lease Term Fefer Ta Fefer Event  Maint Event Total Elapsed - Days
Type [ ate [ ate M airil Ta Oee End Date  Pend Crplt Yacht DowndMaint/Dee

i (0] 07/20/1989 Q7 /20715999 foF fof Oog/01/1999 No o No 11 8] 0o 11
Ch 08/01/1333 07/20/1939 L f FA a8/21/1959% No YTesx 20 u] o 20

The Fix:
Edit and add the correct Event End Date.

The corrected event sequence should look like

this:
Master Unit Maintenance Screen
Project 001 Unit # 707 Bldg # Entrance # 1

bl azter Unit Mainl Inspection Status  Events | thilitiesl

& & <=+

Ewent  Ewent Start Leaze Term Refer To Refer Evert  Maint Event Total Elapsed--Days

Type D ate D ate b aint ToOcc EndDate Pend Cmpl %acnt Downetd aint/Occ

MO 072041999 07/,20,19959 F P 02,/0171999 No HNo 11 u] o 11

CA 0270171953 077207159593 P FE 02721719593 No Tes Z0 u} o zo

MO 01,31 72001 01,31 7,2001 FoF L Oz 0172001 No Ho u] u] u} u]
CA OZ/0172001 OL/A31 72001 OZF1E/Z001 Mo
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Invalid PHAS Event Record on a Unit
that Has Been Deleted

If a unit has been added to an approved depro-
gramming plan, it could still have event records
even if the unit has been deleted from the Master
Unit database. To correct the event sequences, the
unit must be temporarily added back into the sys-
tem. If the Tenant Accounts Receivable program is
set up in this data area, the unit must be added in
the Receivables program. Your agency should not
delete any Deprogrammed Unit until the end of the
Fiscal Year. However, it does happen.

The Fix:

To add a unit back into the Master Unit data base,
in the Setup Menu under the Master Units tab, se-
lect any unit then select add from the Master Unit
Main tab.

Froject 001 it # ¥10

Maszter Unit Maintenance Screen

Unit Addresz |1 TEMMAST 5T

[oenn o e — S ———

City, State, Zip - |LEX [kr =] [

Select the correct project from the drop down list,
and then enter the unit number.

Hew Unit Information

Fleaze enter the following infarmation far the
niew unit bo be added. BOTH items must be
complete ar the process will be aborted.

Project {001 :_j

Uit Murnber  |703

s
v 0 _X carce |
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The event sequence only recognizes the Project
number and Unit number; fortunately, you will not
need to fill in the correct address for the unit. The
address, city-state and zip code fields must be filled
in, but any character and numeric combination will
work, (you will have to use characters in the char-
acter field and numbers in the numeric field).

Maszter Unit Maintenance Screen

Froject 001 Urit # 7039 Bldg #

tdaster Unit Main | Inspection Status I Eventsl thilitiesl

i+ - 02 |&|+> < | Y9E8F|B

Uit &ddrezs  [&SDFJEL;
City, State, Zip  |GIEEERISHM: Ky | [55555

NOTE: When you add the unit back in, the sys-
tem automatically adds an “MO” event record
to mark the unit coming back online. You must
delete this event.

After correcting the event sequence, return to the
Master Unit Main tab and delete the unit.

Mazter Unit Haintenance Screen

Project 001 Uit # 703 Bldg # Entrance #

tdaster Unit kain | |nzpection Statl.ml Event&l Utilitie&l

fll+ 5 #E0 8 <«+ o980 B |
Urit Address  [4SDFJEL; Family # Dccupied | 0
City, State. Zip |GIBBERISH [kr =] [F5558 FeadOider | O

— T | ||V ceie e[ o ]
@ Are pou sure you want ko delete the current itenm? Paint Date I

[rate unit was

added to approved I

Modernization plan

I
[ =3
[

WinTen Tenant Accounts Receivable * 11/14/2003 Edition < Fixing Invalid PHAS Event Records ¢ Page C.16



Printing and Comparing Elapsed Days Reports After All Er-

rors Have Been Corrected

When you have corrected all errors from the Invalid
PHAS Event Records report, and you can recalcu-
late the vacancy totals without getting the Invalid
PHAS Events report, you are ready to move on to
the final step in the event correction process.

Setup

Defaul Settings | Projects | Utilties | Master Units | Late Charge Rate  Special System Funclions

i Fe-Create Fe-Craate Master Unit Database From Tenants
+ PostfUnpost FostiUnpost Future \Work Orders
& Recalculats Fecalculate PHMARP/PHAS Vacancy Totals
5] Edit Friit tha Curmulative Rent Bresivable Data
B Repeat Utility
@= Recalculating is complete.

a Reccurring Monthly Charge

Cumulative Reportable Elapsed Days
and PHAS Event Reportable Elapsed
Days Reports

You now need to print and compare the Cumula-
tive Reportable Elapsed Days report to the PHAS
Event Reportable Elapsed Days report.

In PHAS, go to the Reports screen, or in Tenant Ac-
counts Receivable, go to the Tenant Management
tab of the Reports screen. Print the Cumulative
Elapsed Days and PHAS Event Reportable El-
pased Days reports for the same date range.

TEE |

Tenant Acounting  Tenant Management | Quick Lists | Uity Meter Readings | LabelsiMail Merge |

Miscellaneous Reports
€ Directory Listings OPTIONS
€ Income Level Distibution

€ Dependents (minors) in Household
€ Link Rieport from S0058/59

€ Receivables Detalls

€ Yearto-Date Rent Paid

€ Mumber of Times Unit was Dccupied
£ HUD-51234 Report on Occupancy ‘which Project? ‘which Unit?

" Promissory Mote Details [Le=ave blank for all]  [Leave blank for all.)

 Rietioactive Rent Detalls -

" Prior Monthly Initialization Reports Report Period

PHAS Report

€ Cumulative Rent Receivable

™ Cumulative Rent Rew Detail workshest
1 Curnulative Uit Yacancy

Please enter the stating dete: a0 6 |
 Cumulative Reportable Elapsed Days B T SR S
7~ PHAS Event Fiscal Year Vacancy Totak Please enter the ending date: 03/31/2001 |

& PHAS Event Reportable Elapsed Days

i

Default Settings  Special System Functions:

f Updaie Updata Fiscal Yaar End Dates in Cumlative Data Fies
= 3] information y Totals

Ni) Recalculating is complete.

e

~PHAS Report " PHMAP Reports ‘

 Cumulative Rent Receivable ' PHMAP Form - 50072
 Cumulative Rent Rov Detail Waorkshest

' Cumulative Unit Y acancy OPTIONS |

 Cumulative Reportable Elspsed Days

" Event Fiscal Year Vacancy Totals

@ Event Repatable Elopsed Days

™ “whork Order Status Wworksheet/S ummary
" Master Unit Listing

' PHAS Fom - 50072 [08/1999)

' PHAS Faom - 50072 [04/2000)

wihich Praject? which Unit?
[Leave blank for all]  [Leave blank for all)

vI l—

Report Period
Pleaze enter the starting date IU?/‘EH J2000 g
Pleaze enter the ending date: IUEBU/ZUEH g
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Comparing Reports

Compare the Cumulative Reportable Elapsed
Days report to the Event Reportable Elapsed Days
report. Verify that the detailed information matches
the cumulative totals. The Form HUD-50072 is
printed from cumulative totals, but needs to match
the detail information for audit purposes.

If the totals do not match, you may have a problem
with the data or the program. In such an event,
contact Tenmast Training & Support at (877) 359-
5492 or support@tenmast.com.

On the following page, the totals you need to com-
pare are labeled for reference.

Compare the totals labeled 1, 2, and 3 on the Cu-
mulative Reportable Elapsed Days report to the
corresponding totals labeled 1, 2, and 3 on the
Event Reportable Elapsed Days report.

Total 1

On the Cumulative Reportable Elapsed Days re-
port, we are comparing the total Elapsed Days to
the total Vacant Days minus the Excluded Vacant
Days on the Event Reportable Elapsed Days re-
port.

Total 2

On the Cumulative Reportable Elapsed Days re-
port, we are comparing the sum of Total Vacant
Days exempted for Modernization and Total Vacant
Days exempted or other reasons to the Excluded
Vacancy days on the Event Reportable Elapsed
Days report.

Total 3

On the Cumulative Reportable Elapsed Days re-
port, we are comparing the Total Number of Turn-
around days to the Total Vacant Days on the Event
Reportable Elapsed Days report.

When you can complete the recalculation process
without receiving the Invalid PHAS Event Records
report, and the Reportable Elapsed Days report
matches the Event Reportable Elapsed Days re-
port, then the numbers on Form HUD-50072 are
correct.
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Appenpix D:
ELectrRoNiC PayMENT FILE PROCESSING

This appendix details the electronic payment file
processing (“lockbox”) function of Tenant Accounts
Receivable.

The basic electronic payment file concept involves
rent collection through a bank rather than through
the housing authority. Every month, the agency
sends each tenant a rent statement with an at-
tached remittance coupon (billing statement). This
remittance coupon includes the tenant’s unique ac-
count number and monthly charges.

The tenant pays the rent charges at a participating
regional bank by giving the bank his rent payment
with the remittance coupon. The bank deposits
the payment directly into the housing authority’s
account and enters the payment information into
its collection system. The bank’s collection system
then generates an electronic payment file (EPF)
that includes the account numbers and collected
amounts of each tenant who has paid his rent
through the bank. The bank then transmits this file
to the housing authority via email attachment.

Once it receives the EPF, the housing authority
imports the data into Tenant Accounts Receivable.
The import function updates each tenant’s account
with his payment information.

Hint: What about partial payments and overpayments?

The system can handle partial payments and overpay-
ments. It automatically applies each payment to the
tenant’s open balances, based on the settings selected in
EPF setup.
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EPF Setup

From the Default Settings tab of the Setup screen,
open the Other Functions menu and select the
Electronic Payment File Setup option. This opens
the Electronic Payment File Setup sub-screen.

Default Setiings | Projeats | Utiities | Master Units | Late Charge Riate | Spesial System Funcions

D#Fmo | =5-

Diganization Name |TENMAST CITY HOUSING AUTHORITY
Address |132VENTLIHE CT.5TE1

City, State, Zip [LEXINGTON kv ] J40511
Phaone I[EES]JEE—BDH Fax I[EEE]SE?—?ABD
Name of miscellaneous tenant charge #1 |CABLE TV Receivables
Name of miscellaneous tenant charge #2  [COURT COST Month l—s
Name of miscellaneous tenant charge #3 |EVICTION ear (2001 =

MName of miscellaneous tenant charge #4  |SUPPLIES
MName of miscellaneous tenant charge #5  |CLEAN-UP

Directary Settings (l2ave blank if not tied in]
Directary For Ledger IH SMEKTTEMAMETPHY
Directory For Payables IH SKTTEMAMETPHY

¥ Use Unique Account Murabers (This will tum on the validation for the account numbers on the tenant screens. )

¥ Auta number the aceount numbers starting at 2002001

P Seis |Addilinna\ ‘Samngsl ‘Sacurily.‘F‘etDapnsill Eriavannel Delinquent Notice Info | Delinquent Notice Memo

b

&

Electronic Payment File Setup
Azgign Account Mumbers
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Electronic Payment File Setup Sub-Screen

The Electronic Payment File Setup sub-screen
controls the electronic payment file import func-
tions of Receivables. It has two tabs: Electronic
Payment File Settings and Address Information.
This sub-screen always opens on the Electronic
Payment File Settings tab, as shown below.

Electronic Payment File Settings
Tab

The Electronic Payment File Settings tab contains
the setup information required for Receivables to
import EPFs correctly. Use the standard WinTen
icons to edit the data on this tab and save or cancel
your changes.

= Electronic Papment File Setup x|

n#mo

FADOWMNLOADAERF
98111872
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Electronic Payment File Settings Tab Data
Fields

Default File Name
This is the default name of the EPF files from your
participating bank.

Default File Extension
This is the default extension of EPF files from your
participating bank.

Default File Directory
This is the file directory on your network where you
store the received EPF.

HA Bank Account

This is the account number of the bank account
into which payments in the EPF are deposited
when received at the bank.

Bank Initials

These are the “user” initials under which the Ten-
mast programs should record and post all EPF
transactions. The program uses these to sort and
filter receipt reports.

Apply Payment to Rent First

Check this box if the program should apply pay-
ments received in EPFs to rent charges first. If this
box is not checked, the program applies payments
to all other charges before applying them to rent
charges.

Electronic Payment File Has a Header Line
Check this box if the EPF file has an identifying or
administrative (not transaction data) header line.

Electronic Payment File Has a Footer Line
Check this box if the EPF file has an identifying or
administrative (not transaction data) footer line.

File Specifications

Each line of the EPF contains the complete data for
one tenant’s payment transaction, and the bank’s
computers arrange it in a certain way. The File
Specifications fields tell Receivables how this data
is presented so that Receivables can read the file
correctly.

These are the mandatory fields that Receivables
must read from each line of the file when it imports
the EPF. It will ignore all other fields. Contact your
financial institution to obtain the file specifications
for their EPFs, then enter the starting position and
length of each field as defined. If you need further
assistance with interpreting your bank’s EPF speci-
fications, contact Tenmast.

Dl#mo

Electionic Payment File Sellings | Address Information

Default File Name IHA-PM T

Default File Extension |EPF
Default File tory IF‘\DDWNLDAD\EPF\

Hé Bank Account t IBEW-HED
Bank Initials IEF‘F

I Apply Payment to Fent First

I Electronic Papment File has a Header Line

I Electronic Papment File has a Footer Line

Electronic Payment Fils Specifications

Sequence Mumber Starting Position l—ZE Length |_3
Date Paid Starting Position lT Length I_E
Account Number Starting Position l—ﬂ Length I_E
Amount Paid Starting Position l—E Length |_7

Hint: File Names

Complete file names are generally composed of eight or
fewer characters, a period, and three characters. The
characters before the period are typically referred to as the
file name, and those after the period are the extension. For
example, if your bank sends EPFs named “HA-PMT.EPF,”
the file name is “HA-PMT” and the file extension is “EPF.”

Hint: What are file specifications?

EPFs are ASCII (plain text) files. Each line in an EPF con-
tains the complete data on one rent payment transaction.
The line consists of multiple items of data, strung together
without spaces or commas. The only way to tell where one
data field ends and the next one begins is to know the start-
ing and ending positions of each field. This is what the File
Specifications fields provide.
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Address Information Tab

The Address Information tab contains the destina-
tion information for billing statements sent out for
use with EPF payment collection. Use the stan-
dard WinTen icons to edit the data on this tab and
save or cancel your changes.

Remit To Information

These data fields hold the address of the location
where payments are collected for EPF processing
(typically, the local bank branch).

Billing Inquiry Information

These data fields hold the contact information for
the office to which tenants or the collecting bank
should send billing inquiries. If you leave these
fields blank, the program uses the default agency
address information from the Default Settings tab
of the Setup screen.

= Electronic Payment File Setup X|

Nlemo

FIFTH THIRD B&ME.

MARK wILHOIT
2376 VERSAILLES ROAD
LEXIMGTON Ky =] 40511

WinTen Tenant Accounts Receivable < 11/14/2003 Edition <« Electronic Payment File Processing ¢ Page D.5



IMPORTING AN EPF

To import an EPF, click the Payments button or
press <P> at the Main Menu. The Payments Menu
screen opens.

On the Payments Menu screen, click the Import
EPF button. This starts the Process Electronic
Payments wizard.

e

i Tenmast
@Softvmre A nination

‘ Tenant Accounts Receivable

Public Housing Documentation - hiymkiteniymkiph

# Tenant | TenaniActions B Biling | Billing Options
5] Charges | Charges, Utilties, Calculations Menu « Fast Postto Ledger

# Payments] Peyments and Credits Menu & Index Index Databases

Beports | Peport Options A2 Setup Setup
] Exit

i

anmentsl

Papments Menu

Bl Payment Fayment With Receipt
&= Payment W/0 Receipt Fayment Without ReceipyTransfer Fayment
&) Waid Woid a Receipt
Batch Batch Receipt
MNon-Dwelling Income
i’ Charge Off Charge Off Tenant
1=} Other Refund Refund Other Than Security Deposit/ Utility Reimbursements
< Reverse SecurityiPet Feverse Security/Pet Deposit Transfer/Refund
& Reverse Other Refund Feverse Fefund Other Than Security Deposit Refund
Import Electronic Payment File

] Exit |

& Import EPF
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Process Electronic Payments Wizard

Step One: Import Electronic Payments File

Click the Start button to begin the file import pro-
cess. The Select Electronic Payment File to Import
dialog box opens. This is a standard Windows file
selection dialog box. Select the EPF that you want
to import and process and click Open. The pro-
gram returns to the Process Electronic Payments
wizard.

If there is a problem with the EPF, a standard
Windows print preview screen opens with a report
detailing each record that could not be processed.
The program will skip these records and will con-
tinue with the process, importing only the records
that did not have errors. If you receive this report,
review it, then click the Close button to close the
print preview screen and return to the wizard.

Click the Next button to continue to Step Two.

.= Process Electro

« Import Electronic Papments File
« Walidate Imported Electronic Payments
Print Pre-Posting Report

Pozt Electronic Paprments

—Process Electronic Payments Wizard Steps——

Print Pogted Electronic Payments Report

*Ne:-:t |
L Bk |

Select Electronic F

21

Look in: I i EFF

| = @ e E-

j ha-pmt. epf

Object name:  |FENEE

Open I

Objectsof Al Files 7]

j Cancel |
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Step Two: Validate Imported Electronic Re-
cords

When you proceed to Step Two, the program goes
through each record in the EPF you selected and
checks it for validity. This ensures that each ac-
count number is valid and that the selected file has
not been imported before.

If the process finishes with errors, a standard WinT-
en print preview screen opens with the Electronic
Payments Validation Errors Listing report. This
report details each record in the EPF in which the
program had errors.

If the process finishes with no errors, a dialog box
opens to tell you that each record passed. Click
OK to close this dialog box.

Click the Next button to continue to Step Three.

Step Three: Print Pre-Posting Report

When you proceed to Step Three, a standard
WinTen print preview screen opens with the Elec-
tronic Payments Pre-Posting Report. Review this
report, then click the Print icon to printit. When you
are done, click the Close button to close the print
preview screen and return to the Process Elec-
tronic Payments wizard.

Click the Next button to continue to Step Four.

Step Four: Post Electronic Payments

When you proceed to Step Four, Receivables
posts each electronic payment transaction to its
corresponding tenant record. When the process is
complete, a dialog box opens to tell you that each
record has been posted. Click OK to close this
dialog box.

Click the Next button to continue to Step Five.

Step Five: Print Posted Electronic Payments
Report

When you proceed to Step Five, a standard WinT-
en print preview screen opens with the Posted
Electronic Payments Report. Review this report,
then click the Print icon to print it. When you are
done, click the Close button to close the print pre-
view screen and exit the wizard.

RELC - WinTen x|

-
\11) Al imported electronic payments were validated successfully
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Balancing Your EPF

If the bank sends you a report along with the EPF,
you can balance the bank’s report against the Pay-
ments Without Receipt report (run the report and
filter the report by the initials you specified in EPF
setup). You can then check the report totals in Re-
ceivables against the report from the bank. These You can also use the Posted Electronic Payments Report to
totals should match unless an error occurred dur- balance with, either with or without a report from the bank.
ing the import process.

Hint: Posted Electronic Payments Report

If the bank does not send you a report, you can
still balance by using the Payment Without Receipt
report by initials. This total will match a bank total
deposit slip.
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Appenpix E:
UsiNg THE PayMENT WizaRD

In the 1/15/2003 version of WinTen Tenant Ac-
counts Receivable, Tenmast released the Payment
Wizard. This is a new function in Receivables that
simplifies the data entry process for processing ten-
ant payments. Because this is a significant change
to the way the program’s interface handles a daily
part of your agency’s operations, we are phasing in
its introduction.

For the next few months, you will have the option
of using the new Payment Wizard or the current
method of taking a payment — we will support both
functions simultaneously, and you will be able to
switch back and forth until you are comfortable with
the Wizard.

This appendix shows you how to set up your agen-
cy’s Receivables program to use the Wizard, and
how to use the Wizard to record payments.
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Serting Up THE PayMent Wizard

To turn on the payment wizard, go into the Setup
screen of Receivables. Select the Additional Set-
tings sub-tab of the Default Settings tab. Edit the
data on this sub-tab and check the Use Payment
Wizard box.

If you ever want to turn off the payment wizard, re-
turn to this sub-tab and uncheck the Use Payment
Wizard box.

Hint: Apply Payments to Rent First?

If you check the Apply Payments to Rent First box (directly
below the Use Payment Wizard box), the program applies
payments to rent before applying them to any other charg-
es. Ifthis box is unchecked, the program applies payments
in the order in which charges are displayed on the Charges
tab of the Tenant Edit/Review screen.

Default Settings IF'rcuieclsI Utiities | Master Units | Late Charge Rate | Special System Functions |

#mo &%

Bills

[T Use biling sequential numbers

v Fiint grievance on notices

[T Usze 1zt of fallowing manth far notice date
[T Usze Mailing &ddress for Biling

Select Billing Statements
* Thiz format will only print for &l in One . Future &l in One, and
Security/Pet Deposit Bills.

ILI se standard Tenmast bills [8.5" by 366"

Utilities

¥ Apply unused utility allowance ta Balance as a credit
[ Apply utiity charges/credit less than a dollar

[T Apply utility credits but zera wtility charges

¥ Found utility charges ta whale dollar

[ Biing in Future Utilite Charges for Move-outs

[T Do MNOT print HA infarmation an receipt
—% ¥ Use Payment Wizard
[T Apply payments to Rent FIRST

Payments and Heceipts
[T Multiple people take rent an zame work station

[T Use Mailing &ddress for Receipts

Select Receipt Type
ILIse 4" [roll paper] R eceipt Printer [Star]

[T Usze Cash Drawer with 4 inch Receipt Printer
[T Usze 4 inch Beceipt Printer without Print Delay
Other Options
v “wiark Order Bils Automatically Posted
[ Bring in‘wark Order Charges for Wove-outs

Home Ownership Monthly Rental Chg 0.00

dydditianal text for Billing Statements [entire meszage may not fit on Mailers). Example: "Please pay the full amount on or befare

the due date.” [PLEASE Pev THE FULL AMOUNT ON OF BEFORE THE DUE DATE

Additional text for Receipts. Example: "Will nat reflect charges which hawve naot been applied.”

I‘W’ILL MOT REFLECT CHARGES “wHICH HAWE NOT BEEMN APFLIED

Security/FPet Deposit

Primary Setting:  Additional Settings

Grievance

Delinguent Matice Infa | Delinguent Matice Menma
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Using THE Payment Wizarp

To take a payment with the Payment Wizard, click
the Payments button or press <P> at the Receiv-
ables Main Menu. This opens the Payments Menu
screen.

On the Payments Menu screen, click the Payment
button if you want to take a payment with a receipt.
If you are taking a payment without a receipt, click
the Payment W/O Receipt button.

The Tenant Search screen opens. Select the ten-
ant whose payment you are taking, then press
<Alt+P> or click the Take a Payment button. This
starts the Payment Wizard.

This is the point at which the process changes
from the one with which you were previously
familiar.

.= Tenant Accounts Re

File Help

s, Lhilities

Bepors | Report Options
Periodic | Periodic Reports

ents and Credits Menu

=1olx]

[ Billing Billing Options
+ Post
Is Index

Setup Setup

Ulations Menu Postto Ledger

Index Databases

did

and Initialization

Payments Menu

Eatch
<7 Deposit Ti

(= Payment wi Receipt

(= Paymentw/n Beceipt

i Charge Off
12 Other Refund
= Reverse Security / Pet
% Reverse Other Befund
&l Impont EPF

Charge Off Tenant

Utility Reimbursements & Refunds Other Than Security Deposit
Feverse SecurityPet Deposit Transfer or Refund

Reverse Refund Other Than Security Deposit Refund

Import Electronic Payment File

E Exit

Wiew IAII Current Tenants j Ordered By INama j Search For ||
Last Name [First Name [55M [Unit Mumber [Acot Mumber  [EFF Acct #t [Stest Addiess H
M amIT AL 4SRA P I64-86-4611 001 000000002001 0C 123 TATES CRE
[ |poLLaent CHERYLD 646152488 013 000000002001 00 125 TATES CREI
BROWN TODD D 933854395 046 000000002001 0C I57 HPPIEN Wi
| cHarsk JULIANA G 63468-3262 (030 000000002001 00 1560 ARMSTROI
CLAUSING JOHN E 438388350 |12 000000002001 0C 125 TATES CREI
[ |cLesmy LAURA S 635:33-4224 043 000000002001 00 357 APPIAN Wi
COFFIELD MICHAEL W 193259259 018 000000002001 0C 127 TATES CREI
| cummi BRETT & 983298432 020 000000002001 00 127 TATES CREI
| |DiaMonD REGIMALD K 56461-3113 045 000000002001 01 I57 HPPIEN Wi
|_|pOUGHERTY LINCOLM D 915841323 01 000000002001 01 125 TATES CREI
| |EMERSON JupY P 543539761 2022 0000000200104 127 TATES CREI
|_|Fi=<MER Juua o 34331318 03 000000002001 01 1561 ARMSTRO!
| [FLovo RAMDALL L 425458385 035 000000002001 01 1565 ARMSTROI
|| GOHRING DANA 930350484 004 000000002001 01 123 TATES CREI
| |GRUENWALD DOUGLAS B 933395932 016 000000002001 01 125 TATES CREI
|| GUGLIELMO REBECCAN 430200252 042 000000002001 01 I57 APPIAN Wi
| |[HECKLEMYER  MURR&YD 544115649 022 0000000200104 127 TATES CREI
| |HOLZBERG JopiL a7268-2200 033 000000002001 01 1551 ARMSTROL
i1 o
Add / Move In Edit # Reviswr ] Exit
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Payment Wizard: Step One

Step One of the Payment Wizard allows you to en-
ter the data on the payment you are taking.

i

Enter Amount Tendered

Tenant

Name |CHERYL D BOLLAERT
Urit # [013

Froject # |E|EI1

S5M |E45-1 b-2488

Accourt # [000000002001002

—Balance Due and Tender &mount

—Payment Type Balance Due

i* Begular Payment Future Balance Due

i~ Pet / Secuty Deposit Securty Deposit Dwed
i~ Tranzfer Balances Pet Deposit Owed

i~ Home Ownerzhip Down Pmt Owed

Purchaze &mt Owed
[ Adjustrment

Expected Due Mow

5000 Initialz [CA0
85h.00
55h.00
10.00

{ Ll

5000

J

Bayment Date |11/430/20010

LCazh I 50,00
Check I Q.00

Money Order I .00
|

Total Tendered I 50.00

Deschnption

”Instructiun

Enter amount tendered for payment, and click the Start button to continue

Start >>

Cancel |

The Tenant group of data fields at the top of the
screen is not editable. These fields show you the
identifying information of the tenant whose pay-
ment you are taking.

The Payment Type set of radio buttons allows you
to select the type of payment you are taking: a reg-
ular payment, a security or pet deposit payment, or
a balance transfer. If the tenant is a Section 8 ho-
meownership participant, you also have the option
to take a home ownership escrow payment.

If you check the Adjustment box, the program re-
cords the transaction you are entering as a non-
cash item. This new feature enables you to use
the Payment Wizard to make manual adjustments
to tenant balances.

The column of data fields in the middle of the
screen displays the tenant’s current and future
balances and outstanding pet and security deposit
charges. The Expected Due Now field totals the

charges that are currently due for the selected pay-
ment type. You cannot edit these fields.

The column of data fields on the right side of the
screen identifies the payment you are taking. |t
includes user initials (editable only if the program
is set up for multiple users to take payments on
the same workstation) and payment date. It also
includes separate fields for you to enter cash,
check, and money order payment amounts and a
brief (20-character) description line to enter check
or money order numbers. The non-editable Total
Tendered field below these fields totals the pay-
ments that you have entered.

When you have entered all payment information,
click the Start button or press <Page Down> to
proceed to Step Two.
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Payment Wizard: Step Two

Step Two of the Payment Wizard applies the pay-
ments you took in Step One to the tenant’s specific
balances according to the default payment appli-
cation settings that you specified in Setup. This
screen’s functionality varies slightly, depending on
which payment type you selected in Step One.

As in Step One, the Tenant group of data fields at
the top of the screen is not editable. These fields
show you the identifying information of the tenant
whose payment you are taking.

The set of four data fields immediately below the
Tenant fields is not editable. These fields summa-
rize information about the payment you are apply-
ing as entered in Step 1. You can edit the applied
payment amounts in the table; the value in the Total
Applied field changes if you change any of the pay-
ment amounts.

.= Enter Payments Without B x|
I Apply Fayment

Tenant

55N |E45-1 5-2488

Account # |000000002001002

Mame |CHERYL D BOLLAERT
Urit # [013

Froject # ||:||:|1
PaymentDateI‘I‘IfBEl,-‘EElEl‘l TntaITenderedl 50.00 Tutal.ﬁ.ppliedl RO.00 Change Duel 0.00

—Enter Payment &rmount

Remaining)] A emainingl 1=

Current Future Current Future Current Future:

* |Charge Fayment Balance B alance B alance Balance Charge Charge

il |CABLE T A0.00 B0.00 000 10.00 10.00 10.00

al REMT Q.00 0.00 25.00 Q.00 25,00 0.00 25,00
b] LATE CHARGE 0.an 0.o0 0.00 0.an 0.an 0.an 000

c] RETRORENT 0.on 0.00 0.00 000 000 000 000

dl PROM MOTE Q.00 0.00 0.00 Q.00 Q.00 0.00 0.00

g] ‘WORE ORDERS 0.an 0.o0 0.00 0.an 0.an 0.an 0.an

fl | GASAAPPL 0.on 0.00 0.00 000 000 000 000
Tatals 50.00 50.00 | 55.00 | 0.00 35.00 10.00 3500,

1] | |

"Instructinn

Enter the payment amount to apply to each charge twpe; click Mest button to continue

<< Back |

et >>

Cancel |

WinTen Tenant Accounts Receivable < 11/14/2003 Edition * Using the Payment Wizard ¢ Page E.5




Regular Payments

If you selected the Regular Payment payment type
in Step 1, the table in the middle of the screen sum-
marizes the tenant’s current and future balances
and the payment amounts that the program auto-
matically applied to each charge. You can edit the
values in the Payment column of the table if you
want to change the default payment applications.

Before you click Next, confirm that the Total Applied
and Total Tendered fields are equal.

Pet/Security Deposit Payments

If you selected the Pet/Security Deposit payment
type in Step 1, the table in the middle of the screen
summarizes the tenant’s deposit balances and the
payment amounts that the program is applying au-
tomatically to each deposit. You can edit the val-
ues in the Payment column of the table if you want
to change the default payment allocations.

Before you click Next, confirm that the Total Applied
and Total Tendered fields are equal.

Homeownership Payments

If you selected the Homeownership Payment pay-
ment type in Step 1, the table in the middle of the
screen summarizes the tenant’s balances and the
payment amounts that the program is applying au-
tomatically to each balance. You can edit the val-
ues in the Payment column of the table if you want
to change the default payment allocations.

Before you click Next, confirm that the Total Applied
and Total Tendered fields are equal.

.= Enter Payments Without Ri x|
Apply Papment
Tenant
Name [CHERYL D BOLLAERT 55M [5a6-15-2488
Unit # [013 Project # |00 Account § IDDDDDDDDZDDT ooz
Payment Date |11/30/2001 Total Tendered I 50.00 Total Applied I 50,00 Change Due I 0o
(Enter Payment Amount:
Remaining)  Remaining| =
Current Future| Current] Future| Current Future|
= |Charge Paymert|  Balance|  Balance|  Balance Balance Charge Charge
il |CABLE TV 50,00 60,00 0.00 10,001 10.00 10,000
a] RENT 0.00 0.00 25.00 0.00 25.001 0.00 25.00
b] LATE CHARGE 0.00 0.00 0.00 0.oo 0.00 0.00 0.00]_|
c] RETRORENT 0.00 0.00 0.00 0.oo 0.00 0.00 0.00
d] PROMNOTE 0.00 0.00 0.00 0.oo 0.00 0.00 0.00
e] ‘WORK ORDERS 0.00 0.00 0.00 0.oo 0.00 0.00 0.00
] GAS/APPL 0.oo 0.oo 0.oo 0.oo 0.0o 0.00 0.oo
[ Totals | 50.00 50.00 | 8500 | 0.00| 3500 | 10.00 B0
< | 0|

"\nslruction

Eniter the payment amount to apply to sach charge type: click Nest button ta continue

Co

Cancel

.= Enter Payments Without Ri x|
Apply Payment
Tenant
Name [CHERYL D BOLLAERT 55M [5a6-15-2488
Urit # [m3 Project # |00 Ascount |nnnnnnnnznm 002
Payment Date |11/30/2001 Total Tendered I 50.00 Total Applied I 50,00 Change Due I 0o
~Enter Payment Amount:
Remaining|
Paid Tol Arnant) ArnaLint) Previous
= |Charae Payment Dats Owed Owed| Payments|  Balance| Transferred
o] |SECURITY DEPOSIT 45.00 55.00 15.00 0.00 45.00 0.00
pl |PET DEPOSIT 10.00 500 10.00 0.00 0.0 5.00 0.0
[ Totals [ 50.00 | 50.00 | 65.00 | 15.00 | 0.00 50.00 | 0.00 |

"\nslruction

Eniter the payment amount to apply to sach charge type: click Nest button ta continue

Co

Cancel

.= Enter Payments Without Ri x|
Apply Payment
Tenant
Name [CHERYL D BOLLAERT 55M [54515-2488
Unit # [013 FProject # |00 Account § IDDDDDDDDZDDT ooz
Payment Date |11/30/2001 Total Tendered I 50.00 Total Applied I 000 Change Dus I 50.00
(Enter Payment Amount:
Fiemaining|
Paid Tof Amount] Amount| Previous)
= |Charge Payment Date Owed Owed| Payments|  Balance| Transferred
q]  DOWN PAYMENT 119000 -1.165.00 0.00 000 1.190.00 0.00
1] PURCHASE AMOUNT 95.00 0.00 95.00 0.00 0.00 0.00 0.00
[Tatals | -07000( 1.190.00| -1,070.00 | 000 | 000 119000/ 0.00 |
Instruction:
’7 Eniter the payment amount to apply to sach charge type: click Nest button ta continue |

Co

Cancel
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Transfer Balances

If you selected the Transfer Balances payment type
in Step 1, the table in the middle of the screen sum-
marizes the tenant’s current and future balances in
all categories.

If you have taken one or more payments from a
tenant in the current month, you can transfer these
payments between the tenant’s charges. To do
this, edit the values in the Payment column.

NOTE: For a balance transfer transaction, the
Total Applied field must equal zero when you
are done (i.e. all balance changes must sum to
zero).

.= Enter Payment: Without Receipt Wiza |
I Apply Payment
Tenant
Mame IEHEH‘T’L D BOLLAERT S5M |E45-1 5-2488
it 8 |D13 Froject # |E|E|1 Account # IDDDDDDDDEDD'I ooz
Fapment [ ate I‘I 1/30/ 2001 Tatal &pplied 0.00
—Enter Payment &movint
Fiemnaining Fiemainingl 1=
Current Future Current Future Current Future
* |Charge Fapment Balance Balance Balance Balance Charge Charge
al REMT 0.00 25.00 5000 75,00 0.00 25.00
b] LATE CHARGE 0.00 0.00 0.00 0.00 0.00 0.00 0.00
c] RETROREMT 0.00 0.00 Q.00 000 000 0.00 0.00
d] PROMMNOTE 0.00 0.00 0.00 000 000 0.00 0.00
e] 'WORE ORDERS 0.00 0.00 0.00 0.00 0.00 0.00 0.00
fl | GASAAFPL 20,00 0.00 Q.00 -25.00 -25.00 0.00 0.00
gl ELE/APPL 25.00 0.00 0.00 -25.00 -25.00 0.00 0.00
Tatals 0.00 50.00 | 85.00 | 50.00 85.00 10.00 300
1 | ]
~Instruction
Enter the pavment amount to apply to each charge type; click MNest button b continue

<< Back

| et >>

Cancel |

When you have applied the payment to the tenant’s
charges, click the Next button or press <Page
Down> to proceed to Step Three.
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Payment Wizard: Step Three

Step Three of the Payment Wizard allows you to
review and confirm the payment information you
have entered before the program saves it.

If you are taking a payment but will not generate a
receipt from the program, enter the receipt number
for a manual receipt in the Receipt Number field
which appears below the Description field. If you
are taking a payment and will generate a receipt
from the program, the program assigns the receipt
number automatically.

If you need to make any corrections to the payment
transaction, click the Back button or press <Page
Up> to return to the previous steps. Otherwise,
click the Print button to save the transaction and
print the receipt. If you are not printing a receipt,
click the Finish button.

Enter Payments With Receipt Wizard [Step 3 of 3]

Confirm the above values, and click Finish to complete the task |
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