All About Letters and Notices

PROMAS

Property Management Solutions for Over 30 Years

Overview

This companion document for the webinar All About Letters and Notices explains how to create and
edit letters, send notices to tenants and perform a mail merge using Microsoft Word.

Related Documents

To do a mail merge see Mail Merge Document.

Quick Links to Individual Topics

Letters — How to Create and Edit Letters and then Print or Publish Letters.

Notices — How to Create a Notice Profile, Assign Notice to Tenants, Set Notice Default for New
Tenant Profiles, Understand Notice Date Criteria, and Run Notice Letters.
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Letters

How to Create and Edit Letters

Use this function, under Mailings > Edit Letters, to create letters. Late notice letters and any other
letters you may want to send to owners, tenants or vendor can be created and stored. The letters are
printed through Mailings -- Notices, Owner Letters, Tenant Letters, or Vendor Letters. Late notice
letters should always be printed from the Notices function. They are printed using font size 10. The
mailing address is taken from the appropriate profile.

Return Address: Select from the Find List the return address format you want on the letter. It can be
from the company profile, the management group profile, or not printed if using letterhead stock. You
can also choose to use the Additional Letterhead Information entered in the company profile or

management group profile. This note prints to the right of the return and mailing address information.

Do Not Print Return or Mailing Address: An X in this check box will prevent both the return address
and the mailing address of the recipient from printing on the letter.

Letter Title: Whatever you enter in this field will print on the letter, centered, before the information
entered in the letter body.

Substitutions: This box contains the text substitutions you can incorporate into the letter. Double
click the substitution in this box and it will fill in the letter body at the position of the cursor. Text
substitutions that begin with the word "letter" will use the field from the appropriate profile. For
example, if you choose the text substitution letter.formal salutation, when you run letters from the
Owner Letters function it will use the formal salutation from the Owner Profile, when you run letters
from the Tenant Letters function it will use the formal salutation from the Tenant Profile.

*Text substitutions that begin with the word "notice" will only be filled in when the letter is run through
Mailings, Notice Letters.

**Text substitutions that begin with the word "categories" refer to all the categories assigned to that
particular Category tab in the profile. Those that begin with the word "category" refer to the specific
category created under Setup, Categories.

Letter Body: Type the letter body in this section, including date and salutation if desired. Multiple
page letters can be entered. Spell check is active in the letter body. Right click on the underlined word
to view the list of optional spellings.
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Under Mailings > Edit Letters you can pick an existing letter to edit or you can click new to start
creating a new letter.

Search for | | {» Sortby ID
(" Sort by Name

Master merge letter
3 DAY Three Day Motice
DL Delinquent Letter

Here is an example of a letter. The substitutions used in this example include {Letter.Date} which will
display as the actual date when the letter is run.

1D |D|- | |Delinquent Letter |
—Substitution
Bl s |Management Group vl Cateqaries. Camment A
Letter Title |L,-'.‘.,TE WNOTICE | Categories. Emergency

Categonez. General

Cateqories. |nspection

[ ] Do Mot Print Feturn or Mailing Address Categaries. Listing
Categonesz.Maintenance
Cateqaries.\Welcome
Categon.Automobile o
=k | k i

b

—Letter Body
{Letter. D ate} A

Dear {Tenant. Farmal Salutation):

Cur records show that you owe (M otice. B alance Duel of which {MNaotice. B alance Late} iz past due. Full
payrient of {Motice.Balance Late} must be received, together with the |late charges, within 5 days from
the date of this notice.
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How to Print or Publish Letters

To Run Letters first decide who the letter is being sent to and then pick the appropriate path. The
options include Owner, Tenant, Unit and Vendor. For example, a tenant letter would be run by going
to Mailings > Tenant Letters. Select the letter and any criteria and click Run Letters.

Owner Letters

Letter | % ||}‘

Letter Date |3/30/2019 |

Restrict to | v|iz2] | |
Limit To Category | v |z
Limit to Balance | "r| | v| | $EI.EIEI|

Unit Letters

Letter | % ||}|

Letter Date |3/20/2019 pe|

Restrict to | vz | v

Limit To Category | v (2]

Tenant Letters

Letter DL: Delinquent Letter % |2
| |Z| Current Tenants

Letter Date |8/30/2013 | [ Euture Tenants

|:| Past Tenants

Restrict to | %|[].| | -
Limit To Categary | v (2]
e e | Ho | 5 =
Move In | E| to | '1"'_5]| [ Month to Month
Mowe COut | E| to | ‘1"'_5]| |E| Open
Limit to Balance | v| | v| | $0.00
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Vendor Letters

e | ST
ot e 5 to o
|:| Inactive
Restrict to | v|2] | A
Limit To Category | \-|[}|
Workman's Comp | ﬁ| to | E|
Liability Insurance | ﬁ| to | E|

Once compiled a list of letters will appear. Before running the letters, the list can be reviewed, and
candidates can be skipped if needed. Once ready, click Run Letters to Preview the letters and either
Print or Publish the letters.

=~
|

a

*

Word Document | |

Mail Merge Action |E|:|itD|:|c:ument w| Execute Mail Merge | Select Document |
Date Addresses Letter
|e;3wzma | |EF|UNIII:Jnseph F. Bruna | |DL:DeIinquent Letter | [ skip =
|8J3EI.-’2EI19 | |F||3D:.Jen}I and K.aryl Bodriguez | |DL:De|ir1quent Letter | [ skip -
|e;3wzma | |I3UFHII: Edward & Marianne Guro | |DL:Delir1quent Letter | [ skip
|e;3wzma | |SF'EITZ: Fobert Spotz | |DL:Delir1quent Letter | [ skip
|e;3wzma | |PAF|SDNS:Jahnny Parsans | |DL:Delir1quent Letter | [ skip
_ |e;3wzma | |SI:HF|ADEH: Phylis S chrader | |DL:Delir1quent Letter | [ skip
_ |e;3wzma | |STIEFFEL: Thomas J. Stieffel | |DL:Delir1quent Letter | [ skin
|e;3wzma | |F|DSEMAN: Rita Roseman | |DL:Delir1quent Letter | [ skip
|e;3wzma | |F|DSEMAN2: Rita Roseman | |DL:Delir1quent Letter | ] skip
maiiogs |

-
== ot | epor | s 0 | coca

' &l Letters /f Selected Latters | Skipped Letters /
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PROMAS Demaonstration Package This is a good place to put.
311D Maple Avenue We st Contact Information
Vienna, VA 22180 Phone numbers, Email addres ses.

It goes on statements.
Whatever is here is centered in the statement block

Joseph P. Bruno
436 Fairway Drive
Vienna. VA 22180

LATE NOTICE

Friday August 30, 2019

Dear Joseph P. Bruno:

Cur records show that you owe of which is past due. Full payment of must be received, together with the late
charges, within & days from the date of this notice.

In the event payment is not received your account will be turned over to the attorney for legal action, which will
incur additional costs including, but not limited to, interest, legal fees, and late charges. Once the account is
turned over to the attorney, we will no longer be involved. Questions and payment should then be directed to the
attorney’s office.

In closing, be reminded that your next rent payment is expected in a timely manner. We trust that all payments,

as herein specified, will be promptly received to avoid legal action.

Sincerely,

Emma Bull
Property Manager
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Notice Overview

All letters are created in the Mailings > Edit Letters function. See the last 2 pages for information on
creating the Notice letter. The Notice letters are run from Mailings > Notices.

Late notice letters are compiled using information in the Notice profile which sets up a notice letter to
use based on the number of days late. Each tenant must be assigned a Notice Profile in their Tenant
Profile. They also use the grace period information in the Late Fee profile.

Create and Edit Notice Profile

To create or edit a notice profile, go to Setup > Notices. Here will be a list of any existing notices. To
add a new profile, click New and to edit an existing profile, highlight selection and click Edit. Each
profile can have up to four different late notice letters, each with its own number of days late. The
letter bodies are defined in Mailings > Edit Letters. When notice letters are run from the Mailings >
Notices function, the system will choose the notice letter to use based on the number of days late for
each notice candidate. The letter type can be changed prior to printing.

Late notice [Notice] |
D |DL | |Late notice |
MNatice Letter
15t Motice |DL: Delinguent Letter % |g,| Days Late
2nd Matice |3 DAY: Three Day Motice % |g,| Days Late
Ard Matice |LAST CHAMCE: Last Chance MNotice % |g,| Days Late
dth Motice |LAST CHAMCE: Last Chance MNotice % |g,| Days Late

Assign Notice to Tenants

After creating the notice under setup, notice profiles are assigned to tenants under Profiles > Tenant
> Highlight and Edit Tenant > Tab 2 Lease (at bottom) > Notice. Since notices are assigned at the
tenant level, this means different tenants can have different letters sent and/or at different days late
intervals. An example of when different notices might be required would be if new units and tenants
are taken over from another management group and tenants have already signed a lease with
different dates than what your current tenants are set to.

Rate Table |.-’-'-.F|LTN: Arlington Courby % ||}|
> Motices |DL: Late notice %h}l
Late Fees |25: Fived $25 > ||}|
Grace Perind Additional banagement Fee [%) |:|
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Set Notice Default for New Tenant Profiles

To have Promas automatically fill in a default Notice Profile when creating new Tenants, go to Setup
> Processing Defaults > Tab 2 Tenant Profiles (at bottom) > Notices. Select a default notice profile
here and when a new tenant is added, this will be the default. This will not affect existing tenants.

| Processing Defaults |

I Rent Charge |?ENT: Rent % ||}|
I Late Charge |L.-5.TE FEE: Late Fee + |D|
I NSE Charge [NSF: NSF Check Fee v @]

Rate Table | % ||}|
I Motices |DL: Late notice % ||}|
I Late Fee |25: Fixed $25 N |D|
I Tenant Statement |E.-5.SIC: Basic Statement > |D|
i

Understand Notice Date Criteria

The system ignores the scheduling rules set up in the Late Fee profile when determining candidates
for late notice letters so that notices can be sent to tenants who have already been charged a late
fee. It will also consider all charges even if the Balance Late field contains a different selection. See
the Late Fee Document for information on the Late Fee Profile and charging late fees.

Only charges with the "Subject to Romt Chargel]
Late Fees" checkbox marked are —

. ) D ‘RENT } ‘Renl B Active
considered when the notice
candidates are determined. A Late Account [RENT: Rent *|3{ & SubjecttoLete Charges
Fee profile must be assigned to the  eayof Friority [Nomal ~| [ Subjectto Management Fees
[ Taxahble

tenant. :
[0 Use to Track Deposits

[J Eams Interest as a Deposit

[0 Pay Management Group
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The first consideration in determining notice candidates is the grace period set up in the Late Fee
profile and in the Tenant Profile. If the grace period has passed, the system uses the Days Late fields
in the Notice profile. If the number of days late (beyond the grace period) is less than or equal to the
Days Late in the Notice profile, that tenant will be a notice candidate and will be assigned the
appropriate notice letter per the Notice profile.

Late Fee Profile

Fixed $25 [Late Fee]
D |25 | |Fixed $25 | [ Charge Current and Future Tenants Onby
rLate Fee rLate Fee Calculation Method
> Grace Perind in Days Base Fee |Flat Fee Plus Percentage v|
Fixed Dollar Amount Balance Late |AII Charges v|
Percent of Balance Late I:I
I:I Schedule
Charge Per Day Late R I:I
rLate Charge
LATE FEE: Late Fee > Minimum
rDiscount for Early Payment of Rent
Maximurn Days after Due Date I:I
Fixgd Dollar Amount I:I
Percent of Rent I:I

Skip if Late Before
Potential notice letter candidates will be skipped if they became late prior to the date entered here.

Notice Letters |

MNotice Date [B/7/2018 T

Restrict to | v[iz] | >

Skip if Late Before |
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Run Notice Letters

Once you compile a screen will display with the notice candidates and the letter they will receive.

[P] send Notices - O X

Word Document | |

Mail Merge Action |Edit Document v| Execute Mail Merge | Select Document |
Merge Fields Source |DL: Delinquent Letter $|D|
Date Tenant Unit
|6,"7,-"2018 7| [SCHRADER: Phyllis Schrader | |WEIEDS: Willow Brooke Linit 203 [ skip f
Motice Letter |DL: Delinquent Letter % |2 bl
Balance Due $1.150.00 Balance Late $1.150.00|  Times Late
Rent Due $1.150.00 Rent Late §115000]  DaysLate 1
(e NETIE | [SELSKI Edward R Seilski N | | wB206: Willow Brooke Unit 206 | o skp
ark Notice Letter |DL: Delinquent Letter
[e/272018 | [SELL Allen Sell \\I [ROCKE317: 9317 Radkport | @ skip
INotice Letter [DL: Delinguent Letter \ |
N AN
| Maiings | =

o | N ot | e

All Notices;{Seleded NDtices,{AII First Time LateJ{Se\ected First Time Late;(Skipped Notices;f \ \ |

From this screen you can: \
e Review the candidates and skip any you don’t want to create a late notice for.
e Click on a line to see more information about the tenant.
e Click on Report to get a report of the candidates.

Notices
August 28, 2018

PostDate Tenant Unit Skipped
§/7/2018 ROD: Jerry and Karyl Rodriguez OAK2118: 2118 Dak Street
6/7/2018 ROSEMAN: Rita Roseman CEDAR3ZT: 327 Cedar Lane
§/7/2018 SCHRADER: Phylis Schrader WB203: Willow Brocke Unit 203
6/7/2018 SEILSKIL Edward R. Seilski WB206: Willow Brooke Unit 206
6/7/2018 SELL: Allen Sel ROCKS317: 9317 Rockport
8/7/2018 SPOTZ: Robert Spotz WB202: Willow Brocke Unit 202

e You can follow the Mail Merge procedure to export the information to Word (see Mail Merge
Document).
e Click on Run Notices to preview the Notice Letters.
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PROMAS Demenstration Package
3110 Maple Avenue West
Vienna, VA 22180

Phyllis Schrader

206 Center Street MNorth
Unit 203

Vienna, VA 22181

Thursday June 7, 2018

Dear Phyllis Schrader:

This is the additional letterhead information
from the management group profile.
Good for contact information phone numbers, email
address

up to ten lines

LATE NOTICE

Our records show that you owe $1,150.00 of which $1,150.00 is past due. Full payment of $1,150.00 must be
received, together with the late charges, within & days from the date of this notice.

In the event payment is not received your account will be turned over to the attorney for legal action, which will
incur additional costs including, but not limited to, interest, legal fees, and late charges. Once the account is
turned over to the attorney, we will no longer be involved. Questions and payment should then be directed to the

attorney's office.

In closing, be reminded that your next rent payment is expected in a timely manner. We trust that all payments,
as herein specified, will be promptly received to avoid legal action.

Sincerely,

Emma Bull
Property Manager
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Examples of Notice Letter dates:

Based on the information in Tenant A’s profile
e grace period is 5 days (from Late Fee and Tenant profiles)
e letter 1 - 1 day late (Notice profile)
e letter 2 - 10 days late (Notice profile)

Based on the information in Tenant B’s profile
e grace period is 10 days (from Late Fee and Tenant profiles)
e letter 1 -1 day late (Notice profile)
e letter 3 - 5 days late (Notice profile)

Rent is charged on 3/1. The first day rent is late for Tenant A is 3/7. The first day rent is late for
Tenant B is 3/12.

In Mailings, Notices

Notice date is set to 3/7.
e Tenant A will get letter 1.
e Tenant B will not be a notice candidate.

Notice date is set to 3/12.
e Tenant A will get letter 1.
e Tenant B will get letter 1.

Notice date is set to 3/17.
e Tenant A will get letter 2.
e Tenant B will get letter 3.
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