Tenant History

PROMAS

Property Management Solutions for Over 30 Years

Overview
This function contains a complete history of the tenant’s charges and payments and what they were
used for. It provides a way to view and edit tenant transactions.

You can select the transactions to view by using the Unit/Tenant Find List fields. Current status of the
tenant balance, unpaid charges, open credits, and deposits is displayed. The detailed transactions
are listed in date sequence. Six tabs can be viewed: Unpaid Charges, Charges, Receipts, Advance
Payments, Deposits, Open Credits, Deposit History.

|Tenant History |
Unit |0AK2118: 2118 Oak Street ﬂE‘I Current |:|
Tenant |ROD: Jerry and Karyl Rodriguez ﬂ?l Tenant Info 30 Days |:|
60 Days $980.00
Balance $960.00 Unpaid Charges $980.00 90 Days |:|
Deposits $980.00| Advance Payments ‘:I Not Yet Due I:l
Open Credits I:l Total $980.00
Posted Description Amount Due Date Paid Remaining |Memo ~ [ Enable Filter
2/1/2019 Rent $980.00 |2/1/2019 $980.00
Filter
Edit
Dispute
Reverse
Void
General Ledger
v
< >
[ 1. Unpaid Charges /.2 Charges } 3 Receipts / 4 Advance Payments 4 5 Deposits 4 6. Open Credits 4 7. Deposit History |

While viewing transactions in any of the folders, the action buttons on the right are active if the are
applicable to that folder. The action buttons are: Filter, Edit, Dispute, Void, Reverse, NSF, General
Ledger.
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There is a Tenant Info button that will show information on their balances and whether there is a
refund potential.

| Information X
i Id ROD ~
Description Jerry and Karyl Rodrigu
Status Current

| Rent $980.00
| Balance $980.00

Unpaid Charges $980.00
| Security Deposits $380.00
‘ Security Deposits Held By Management $380.00
I Refund Potential $0.00

A checkbox that lets you see transactions that were posted to the non-responsible tenant prior to the
responsible tenant being assigned is on the screen. The default is to show the responsible tenant's
transactions - unmarking with show the selected tenant transactions. The checkbox is only visible if
there is a Responsible Tenant.

l}Tenam History | /
y 4
Unit |w5202: Willow Brooke Unit 202 ‘l';l ¢ Current I:]
Tenant |FARSONS: Johnny Parsons ﬂgl Tenant Info 30 Days I:]
60 Days $850.00
Balance $1.750.00 Unpaid Charges $1.750.00 90 Days $900.00
Deposits $955.00 Advance Payments I:] Not Yet Due I:]
~> Show for Responsible (X Open Credits I: Total $1,750.00

Summary Boxes
These boxes show at a glance the status of the tenant’s account:

Balance - The net amount owed if positive, the amount overpaid or prepaid if negative

Deposits - The amount being held as security deposit. It consists of charges paid that had the Use to
Track Deposits checkbox marked in the Setup, Charge Code definition.

Unpaid Charges - The sum of all unpaid charges

Advance Payments - Payments that were marked as Advance Payments in Tenant Receipt that
have not yet been used by a new charge.

Open Credits — The sum of:
- Deposits released but not disbursed
- Payments received but not yet earmarked for any particular charge
- Other adjustments that add undesignated amounts to the tenant

Tabs
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Unpaid Charges - The unpaid charges for the tenant selected are listed in date sequence. If the
charge has been partially paid off, that information will be displayed.

Charges - A history of all charges for the selected tenant is displayed in date sequence. On the
security deposit charges, the amount and paid fields are cleared when the deposit is released.

Receipts - A history of receipts for the selected tenant is displayed in date sequence. Highlighting the
receipt and clicking the Edit button will display details what charges were paid off by the receipt.

Advance Payments - All outstanding advance payments are listed. Once the charge is posted for the
advance payment, the amount no longer displays.

Deposits - A list of the deposits being held.

Open Credits - Tenant funds that have not been applied to a charge.

Deposit History - Contains the history of activity related to the security deposit.

On the Charges tab:

Highlight a charge and click <Edit> to see when it was paid off.

P, Edit Charge
Profile Search
Dashboard
Internet Publishing

Profiles

Maintenance

Reports

Due By 14172019 o

Unit |om11s: 2118 Oak Street

Tenant

Charge |RENT: Rent

Amount $980.00 Amount Paid $980.00

Memo |‘

Comment

[ Disputed
[ Deposit
O Taxable

O Pay Management Group

Control [AR-281-RENT

|

Status ‘ |
Entered [LYN: 3/20/2019, 9:07 am |
|

Modified [

Type [Post Date  [amount  [Memo
M Pay charge 1/3/2019 $980.00 EeerallSuney
Show Fees
Payoff
< > v

===

In the example above, the charge date is 1/1/2019 and it was paid on 1/3/2019.
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On the Receipts tab:
Highlight a receipt and click <Edit> to see what it paid off.

P Edit Receipt — O X
Profile Search Date [3/25/2013 b | Void Date o Receipt # [2903250ZYA
Dashboard Unit |FAIR436: 436 Fairway Drive -] O currency
Internet Publishing Tenant
Amount $1.210.00 Open Credits
: ’ ) s AT |
|
R o | |
Comment
CEE— s B SS S1
I s |
Date |Type Description Amount IMemo A~ 1?
[M|3/25/2019 Tenant Receipt _ Payment Received $1,210.00 General Ledger
m L 12/1/2018 Pay Charge Trash Removal $25.00 Reimbursement f P
| |12/21/2018 Pay Charge NSF Check Fee $50.00 NSF check receiv: ﬂb Deposit Slip
| [1/1/2019  Pay Charge Rent $1,140.00
Print Recelpt
v
< >

In the example above, the receipt is dated 3/25/2019 and it paid a 12/1/2018 trash charge, a
12/21/2018 NSF charge and a 1/1/2019 rent charge.

On the Open Credits tab:

rfenant History l

Unit |FA1R436: 436 Fairway Drive ﬂ?l Current l:l
Tenant |BRUN0: Joseph P. Bruno ﬂ?l Tenant Info 2l l:l
Balance Unpaid Charges I:I 90 Days I:I
Deposits Advance Payments I:I Not Yet Due :I

Open Credits Total :I

Fosted |Descriptian |Amnunt |0pen Creditsl Memo |Ledger ~
1/26/2019  Payment Received $2,000.00 $2,000.00 Harrison S. Golden
52/1/2019 Apply Open Credits ($1,140.00) Harrison S. Golden
52/5/2019 Adjustment £5.00 $5.00 Harrison S. Golden
5/25/2019 Payment Received $1,210.00 ($5.00) Harrison S. Golden
:4/5/2019 Deposit Released $200.00 $200.00 Harrison S. Golden

501 mgpyopencreats || (s lvarson 5. Goen

< >
|\ 1 Unpaid Charges 4 2 Charges 4 3 Receipts } 4 Advance Payments 4 5 Deposits 4 6. Open Credits /. 2. Deposit History |

On the screen above you can see that:
- 1/26/2019 $2000 was received and it went into Open Credits.
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- 2/1/2019 $1140 of those open credits was used. You can edit that transaction to see that it

was used to pay February rent.
7| Edit Receipt

Profile Search

pate [2/1/2019 T

- O X

Dashboard

Unit |FA]R436: 436 Fairway Drive

[ Currency

|2

Tenant

Internet Publishing

Open Credit 1,140.0
pen Lredits @ L) ol IAR—EISS—RENT

Profiles | I
wemo | Staus | |
Comment
Entered ILYN: 4/10/2018, 2:39 pm |
Modified | |
Maintenance -
Date Type Description Amount Memo A =7
Reports 2/1/2019  Tenant Receipt Apply Open Credits £0.00 General Ledger
2/1/2019 Pay Charge Rent $1,140.00

2/5/2019 an adjustment was posted from AR, Adjust Open Credits giving the tenant $5 in open

credits.

3/25/2019 a payment of $1210 was received and it used $5 of open credits to pay a charge.

Edit the transaction to see what was paid.

P/ Edit Receipt

Profile Search

Date |3/25/2018 o

- | X

Unit ‘FAJR436: 436 Fairway Drive

[J Currency

>

Internet Publishing Tenant
Amount $1.210.00 Open Credits
A 4 B0 ool [ETTOEEAT |
Memo ‘ | Status ‘ |
Comment
Entered [LYN: 3/25/2019, 3:21 pm |
Modified ‘ |
e Date [Type Description Amount  [Memo A =
»|3/25/2019  Tenant Receipt Payment Received $1,210.00 General Ledger
12/1/2018 Pay Charge Trash Removal $25.00 Reimbursement f =
I S ,
| |12/21/2018 Pay charge NSF Check Fee $50.00 NSF check receivs Il Deposit Slip
[ J1/1/2019  Pay Charge Rent $1,140.00
Print Receipt
v
< >

- 4/5/2019 $200 of deposit was released and money went into open credits.
- 4/5/2019 $25 of open credits was used to pay a charge.
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On the Deposit History tab:

9/30/2017  Pet Deposit $200.00

4/5/2019

Deposit Released

<

Tenant History I
Unit |FA.IR436: 436 Fairway Drive ﬂg_.l Current
Tenant |BRLINO: Joseph P. Bruno ﬂﬂ Tenant Info 30 Days
60 Days
S p—
———
Posted |Description |amount  [Remaining [Memo |Ledger | A
9/30/2017  Security Deposit $1,125.00 $1,125.00 Harrison S. Golden

Harrison S. Golden

Harrison S. Golden

>

[ Enable Filter

Filter |
e |
Dispute |

! 1. Unpaid Charges | 2. Charges | 3. Receipts | 4 Advance Payments

) 5 Deposits | 6. Open Credits ), 7 Deposit History [
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