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Introduction

The Tenmast Delinquent Tenant Program is a standalone module that maintains a list of
former housing authority tenants who, when their tenancy terminated, had a delinquent
account. The delinquent tenant record can include a “reason for delinquency” code and
a “status” code.

This version of Delinquent Tenant does not integrate with the Occupancy and Rent
Calculation program. So you will have to add delinquent tenant records to the program
manually. Once a list of delinquent tenant is added to the program, the program allows
the user to search the list by name and social security number, and it reports the status
of that account. The user can also edit the records to update the status of the delinquent
account at any time.

The following is a user manual for the Delinquent Tenant Program.

Main Menu

When you start the Delinquent Tenant Program, you will be required to enter the usual
security information (username and password) and select the data area in which the
delinquent tenant data is stored. Once you have made those selections, the following
main menu screen will appear.
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The main menu consists of four main functions: Search/Edit/Review DTenants, Print
Reports, Re-index tables and Maintain Setup Data. The main menu also contains a
“Version Check” button in the upper left-hand corner of the screen.

Setup

The Setup area of the program contains a number of helpful options that will make the
program more useful. To enter the Setup area, click the Setup button from the main
menu and the following Default Settings screen will appear:
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The Setup screen contains three tabs: Default Settings, Status Codes and Reason
Codes. The Setup area also contains a Toolbox button with an option to setup collection
agency information. Each tab is described below.

The Default Settings tab contains information about your Public Housing agency. This
information will appear on reports you print from the program. To edit the information,
click the Edit button on the toolbar and make the changes in the appropriate data fields.
When done, click the Save button to save your changes or the Cancel button to cancel
the changes you made.

Reason Codes

The program allows you to add Reason codes to each delinquent record to reflect the
reason the tenant account is considered delinquent. For example, the Reason codes



might include “evicted from unit,” “misreported income” or “moved without notice.” Once
you have created these codes in Setup, you can select them from a drop-down list on
your delinquent tenant record. You can also print delinquent tenant reports selected by
the Reason codes you created.

To add, edit or review Reason codes, click on the Reason Code tab and the following
screen will appear:
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Feazon Code  |Description
DarAGE DarAGED UMIT
EVICTED EVICTED FROM UMIT
FRAUD FRAUDULEMTLY MIS-REPORTED INCOME
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To add a Reason code, click the Add button on the toolbar and the Reason Code and
Description fields will appear blank at the bottom of the screen. Enter a Reason Code
and Description for the new Reason code and click the Save button on the toolbar. The
new Reason Code will then appear in the list on the screen.

You can also delete a Reason Code by highlighting it on the list and clicking the Delete
button on the toolbar. If you want to change the code for an existing Reason Code, you
must use the Reason Code change button on the toolbar.

Status Codes

The program allows you to add Status codes to each delinquent record and change the
status of each delinquent tenant record over time. For example, a status code would
include “referred to collection agency,” “collected,” “partially collected” or “written off.”
Once you have created these codes in Setup, you can select them from a drop-down list



on your delinquent tenant record. You can also print reports selected by the Status
codes you created.

To add, edit or review Status codes, click on the Status Code tab and the following
screen will appear:
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To add a Status code, click the Add button on the toolbar and the Status Code and
Description fields will appear blank at the bottom of the screen. Enter a Status Code and
Description for the new status code and click the Save button on the toolbar. The new
Status Code will then appear in the list on the screen.

You can also delete a Status Code by highlighting it on the list and clicking the Delete
button on the toolbar. If you want to change the code for an existing Status Code, you
must use the Status Code change button on the toolbar.

Collection Agencies

If you typically refer delinquent accounts to a collection agency, the program allows you
to add collection agencies to a global list of outside agencies maintained by the Tenmast
programs. This is the same global list of outside agencies that is available to you in the
Occupancy and Rent Calculation program. Once a collection agency record is added in
Setup, you can select the agency record on the delinquent tenant screen and associate
the agency with that collection account.



To add a collection agency record to the global list, click on the Toolbox button on the
Setup screen toolbar and select the Maintain Outside Agency option from the drop-down
list. The following screen will appear:
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To add a collection agency to the list, click the Add button on the toolbar and the agency
information fields will appear blank at the bottom of the screen. Enter the name, street
address, phone, fax and e-mail information in the appropriate fields and click the Save
button on the toolbar. The new agency will then appear in the list on the screen.

You can also delete an agency by highlighting it on the list and clicking the Delete button
on the toolbar.



Add a Delinquent Tenant Record

To add a delinquent tenant record to the database, click the Tenants button on the main

menu and the following browse screen will appear.
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From the browse screen, click the Add button at the bottom of the screen and the
following Add Delinquent Tenant wizard screen will appear:
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The Add Tenant wizard steps you through the process of adding a delinquent tenant
record to the database. On the first wizard screen, enter the Social Security number and
name of the tenant on the first wizard screen. The Date Added field defaults to the
current system date, but you can edit the date by typing in the correct date or clicking on
the date icon to the right of the field. When all the data is entered, click the Start button
and the next wizard screen appears.



Add Tenant [Step 2 of &

Before adding the tenant data to the database, the program will search the existing
delinquent tenant database to determine if a similar tenant record already exists in the
database. The second wizard screen asks you to confirm the tenant data you entered
before the program searches for similar records. Once you have confirmed the tenant
data you entered, click the Next button.

If the program finds an existing record for the same tenant name or SSN you are adding,
a message will appear to indicate that a similar record already exists. If you see this
message, you should cancel the Add Tenant wizard and review the matching delinquent
tenant record to confirm it is the same person. If no matching record is found, the
following wizard screen will appear.
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On the third wizard screen, you can enter the amount owed on the delinquent account.
You can also select a Reason Code and a Status Code from the drop-down boxes. (The
Reason Codes and Status Codes that appear in the drop-down boxes are the codes you
created in Setup.) When you have entered the data, click the Next button and the
following wizard screen will appear:
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dd Tenant [Step 5 of

Enter any other comments about the Tenant's Lizt. This will be zaved as a note attached to the Tenant.

_Keaek | N

On the fourth wizard screen, you can enter notes about the tenant account. This is a
free-form field and you can enter as much text as necessary. When you have entered
the data, click the Next button and the final wizard screen will appear.
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Add Tenant [Step b of &

Confirm the Tenant Datea you entered and click Finish to complete the tazk,
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On the final wizard screen, confirm that the information you entered is correct. If you
need to correct any information you entered, click the Back button to return to the
appropriate screen and make the changes. When you have completed making any
necessary changes, click the Next buttons on the screen to return to the final wizard
screen. When you have confirmed that the data on the final wizard screen is correct,
click the Finish button to complete adding the new delinquent tenant record to the
program.

Search Delinquent Tenant Database

To search the delinquent tenant database, click the Tenants button from the main menu
and the following browse screen will appear.
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On the browse screen, you can either enter a search string in the Search For field, or
you can scroll down the list to manually search the records. In either case, you should
first select the best Sort By criteria (Last Name, Social Security Number or Status) in the
upper, right-hand side of the screen. When you change the sort criteria, the list of
delinquent tenants will reorder itself according to the selected criteria.

To search by a name or social security number, enter the first few characters of your
search in the Search For field and the record marker on the left side of the screen will
automatically scroll down to the first record in the list that starts with those characters.

Once you have found a delinquent tenant record that matches your search, you can
review the record either by double-clicking on the record or by clicking on the
Edit/Review button at the bottom of the screen while the record is highlighted. When you
do either, the delinquent tenant screen will appear. (See the section on Edit/Review a
Delinquent Tenant Record, below, for detailed description of the Delinquent Tenant
screen.)

Edit/Review a Delinquent Tenant Record

To edit or review a delinquent tenant record, click the Tenants button from the main
menu and the browse screen will appear. (For a detailed description of the Browse
screen, see the section on Searching the Database, above.) On the Browse screen,
highlight the tenant record you wish to edit or review and click the Edit/Review button at
the bottom of the screen and the following Tenant screen will appear.

13



 Delinguent Tenants x|

812-57-4687 JOHNSON, SHIBLEY D

SHREY )
B A
SSIGNED TO COLLECTION AGENEY =
FuechousnG &
[onoers2

The main delinquent tenant screen consists of two sub-tabs, marked Details and
Collection Information. The Details sub-tab lists the SSN, name and address of the
delinquent tenant. The Details sub-tab also lists the reason and status code for the
delinquent tenancy and balance due on the tenant account.

Add Collection Agency

If you have referred the tenant to a collection agency, you can record the collection
information on the Collection Information sub-tab. When you click on the Collection
Information sub-tab, the following screen appears:
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812-57-4687 JOHMSON, SHIRLEY D

Collection agencies are added to a global database of Outside Agencies in the Setup
area of the program. On the Collection Information tab, you can assign a collection
agency to the delinquent tenant account through the Toolbox option on the toolbar. To
assign a collection agency, click the arrow to the right of the Toolbox, select the Insert
Agency option from the drop-down menu, and the following dialog box will appear:
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Select Agency to Insert

Agency Mame I

Agency Mame | Care 0Of | Addrezs | City | Sl Zip | Phonie
CHILD/SURPPORT

JEFFERSOM COUMTY HUMAM SERWICES

JEFFERSOM COUNMTY SOCIAL SERVICES S00JEFFERSOM COUMNTY Pkwa" GOLDEM CO 20401 (303
SOCIAL SECURITY ADMINISTRATION MICOLE 101 MalN STREET LEXINGTOMN Ky 40502 (30001
SOCIAL SECURITY ADMINISTRATION BRE5 W 14TH AVE LAKEWOOD CO  80215-  [B00)
4] | »

o OK I X Cancel |

The list of agencies on this screen can be sorted by any of the data fields at the top of
the list. The default sort order is by Agency Name. To change the sort order, click on the
field name at the top of the list. To add an agency record to the delinquent tenant record,
highlight the appropriate agency and click the OK button.

When you click the OK button, the program will return to the Delinquent Tenant screen.
You can also edit the Date Paid, Amount Paid, Date Written Off and Amount Written Off
fields on the Collections tab. To do so, click the Edit toolbar button and then make your
changes. When done, click the Save button to save those changes or the Cancel button
to cancel any changes you have made to the record.

Change Log

The Delinquent Tenants program automatically maintains a Change Log of all changes
you make to each delinquent tenant record. The change log is available to review on the
Change Tracking tab. When you click on the Change Tracking tab, the following screen
appears:

16



A Delinguent Tenants x|

812-57-4687 JOHMSON, SHIRLEY D

CHG Collect D1ate

The Change Log tab lists each of the changes you have made to the delinquent tenant
record. Each log entry includes the date of the change, and a description of the type of
change. Change records are entered on the Change Log tab automatically when you
make a change to the delinquent tenant record. You cannot edit the Change Log, but
you can print the list of changes by clicking on the Print or Print Preview icons on the
toolbar.

Reports
The Delinquent Tenant program offers a variety of built-in reports. To access the reports,

click on the Reports button on the main menu and the following reports screen will
appear.
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* Delinquent Tenant Reports

Select the report you need to print from the left side of the screen and make the
necessary report configuration settings on the right side of the screen. When your
selections are made, click on the Print button or the Print Preview button on the toolbar.

Index

Like any database, it may be necessary to re-index the delinquent tenant database from
time to time. This also may be helpful if the program is running more slowly than usual or
your are having difficulty finding tenant records that you know are in the database. To re-
index, click the Index button on the main menu and the following Index dialog box
appears.
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v Current
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Select the database you want to re-index, place a check mark next to Re-Index at the
bottom of the box, and click OK. When the re-index process is complete, the screen will
return to the main menu.
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