PROMAS

Add a Field to a Report

Property Management Solutions for Over 30 Years

This document will give you step by step instructions on how to modify an existing report by adding
and/or removing fields. The Tenant Balance report will be used. A field (unit address) will be added
and a field (advanced payments) will be removed.

1. Go to <<Reports, Tenant Reports>>.

Click on <Manage Reports>.

2. Highlight Tenant Balances
click <Copy>.
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Report Name: Aged Receivables

Column Fields.
1. Name from Tenant
2 Total Due from Lease Aged Receivables
3. Currentfrom Lease Aged Receivahles
4.30 Days from Lease Aged Receivables
5.60 Days from Lease Aged Receivables
B.90 Days from Lease Aged Receivables

Filters: Table: "Tenant'
(Status = Current) OR (Status = Notice) OR (Status = Eviction) OR (Status =
Future) OR (Status = Past Active))

(Group Fields:
1.1D from Tenant (ascending)
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Run Highlighted Report ‘ Mnd\iy‘ Filter

Options
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Fieport Name: Tenant Balances

Column Fields
1. Name from Tenant
2. Fentfrom Tenant
3. Unpaid Charges from Lease Balance
4. Advance Payments from Lease Balance
& Open Credits from Lease Balance
EB. Security Deposits from Lease Balance

Filters: Table: "Tenant"
((Status = Current) OR (Status = Notice) OR (Status = Eviction) OR
(Status = Future) OR (Status = Past Active)

Sort Fields:

New ‘ Copy | ‘
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Madify Driver Opti

3. Click on <Modify Driver Options>. Click on the  |Asessies] Resor([conec
Contact tab. Mark the Address, Single Line e Rl (Ehod

[~ Contact Name [~ Label Phone Numbers

checkbox. Click <Modify>. ™ e dtess

|— All Phone Numbers
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Address [ Name
[~ Email Address

Report Information

Name ITenant Balances with Unit Address
||

Description -

M odify Cancel

Comments -

i 4. On the Report

from Enct toer = Information tab, change the
name to Tenant Balances with

Unit Address.
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. Report Fields
5- On the Report fleld tab under ISeiectpt:Zﬁek:lstouse'\nthereport Fields you have selected

the Tenant contact section mark e — " " |
Tenant Address

Save | Preview | Cancel | |

Tenant (Driving Table)

__| Emer Phone 02
(| Emer Phone 03

Column Report D¢

Report Information A
Report Fields
Select the fields to use in the report Fields you have selected | Preview | Cancel |
L ] Occupancy End » |Tenant (Driving Table] Modify Driver Options
" ocoupancy End Month T — O 7 |
(| Long Term Mame
("] Occupancy Status Rent
Tenant Contact Status
|| Serial Number Tenant Contact
| Type Tenant Address
[_| Tenant Name Lease Balance
(] Tenant ID Unpaid Charges
[ Tah Advance Payments
|| Active Open Credits
(| Contact Security Deposits
[ Cel
| Fax
| Phone
|| Alternate
[ Address Label
(| Tenant Phone Numbers
g Tenant Part Time Address -
Save | Preview | Cancel |
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Column Fields
Select the fields to display

Set the column order

Configure the selected field
. | [Tenant (Driving Table) Name [Tenant] olumn order [5 =
6. On the Column fields tab o Rent [Tenant] ‘ .
¥| Name Unpaid Charges [Lease Balance] Column label override (optional)
% gg;tls (Sjgcel? r'cre[‘::e[kﬁeg: I:a‘;egnce
U n ma rk Ad Va nced Payments I RS Text alignment |Default -
Lease Balance
Mark Tenant Address s ok sum [oefut B
v Open_Cr its ] Position |Default hd
Move up Tenant Address so  [J|” =™ ™"  Worksnesteny
it is below Name [Tenant]

Move Up | IMaonve Dowr |
Save Preview Cancel
P Column Report Design =T
Report Information Fage LayoutReport Field Co\umn F»eldsPosiﬁoned Fields Group FeldsSort F'eldsFiter F'eldsAnnotaﬁons

Column Fields

Select the fields to display Set the column order Configure the selected field

Tenant (Driving Table) Name [Tenant Column order |2 =]

i} Tenant Address [ Tenant Contact =l

Name Rent [Tenant] Column label override (optional)

Rent Unpaid Charges [Lease Balance]

[ | status Qpen Credits [Lease Balance] I

Tenant Contact Security Deposits [Lease Balance]

Tenant Address Text alignment |Defauft -

Lease Balance

Unpaid Charges

[_| Advance Payments
Open Credits
Security Deposits

Column sum |Defauft -
Position I[)efault vl
[~ Worksheet entry

7. Click Save, Close,
Add to Report List.

Move Down
Save | Preview | Cancel |
Tenant Balances
October 30, 2012
Unpaid Security
Hame Tenant Address Rent Cha OpenCredits Deposits
Joseph P. Bruno 438 Fairway Drive, VWenna VA 22130 31,140.00 $1,325.00
John Geldman 202 Windham Street, Vienna VA $1,125.00
22181
Edward & Marianne Guro 212 Wain Street, Faifax VA& 21015 2850.00 21,150.00
Anthomy Kmetz 2118 Dak Street, Vienna VA 22180 §965.00
Johnny Parsons 206 Center Street North, Unit 202,
Vienna VA 22181
Jerry and Karyl Rodriguez 2118 Oak Street, Plantation FL 74380 §980.00 §980.00
Rita Roseman 327 Cedar Lane, Vienna VA 22181 $550.00 §715.00 ‘$590.00
Phyliis Schrader 206 Center Street North, Unit 203, $1,150.00 $1,150.00
Vienna WA 22181
Edward R. Seilski 206 Center Street North, Unit 201, E775.00
Vienna WA 22181
Robert Spotz 206 Center Street North, Unit 202, £850.00 $955.00
Vienna WA 22181
Thomas J. Stieffel 2068 Center Street Nerth, Unit 201, 52,325.00 E775.00
Vienna WA 22181
£10,950.00 £715.00 £0.00 £7,025.00
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