Publishing with Legacy

PROMAS

Property Management Solutions for Over 30 Years

Promas has had no relationship with HeroPM for the last 5 years. We can no longer test or
maintain this integration. We strongly recommend that you contact our partner Inosio to learn
about their integration.

In Promas

You will first have to go to Setup, Database Settings, Publishing tab.

Setup Help
Account Codes

Bill Codes Database Settings

i:z;iitcfi;:s General | Accounting] Financial Repor‘tsl Integration | Maintenance Hm EI
Account Sections 2 Publishing Method [-egacy -]
Posting Tables —_— Statement Publishing Header [Default |
Categories Manager Publishing Defauit [Defeult |
Late Fees Owner Publishing Default [Default -l
MarTagement Fees Tenant Publishing Default [Default -]
Notlce.s Vendor Publishing Default |Default ﬂ
Recurring Transfers

Profile Lists

Rate Tables In Publishing Method choose Legacy.

Owner Statements
Tenant Statements

Environment Options

Processing Defaults
\ Company

Manager Reports

Post Recurring Notes

Database Settings
User Settings

s

—~

To Publish, click on Integration, Publishing | Mailings | Integration  Links Setup _y€fp
Publishing L}
Frederick Preferred Partners

Service Partners

Legacy Integrations

Publishing is a two step process. The first is to publish or create
Legacy Dashboard

the pdf files of the owner/tenant statements. They will be put in the
LL12 Legacy folder. The second is to upload to the Legacy portal.

:entl 3. Che

ddress—— Import Journal Transactions

Import Journal Formats

The PROMAS Landlord Software Center « 703-255-1400 « www.promas.com

Document Number R-782 Page 1 May 2025


http://promas.com/
http://support.promas.com

Publishing
Basic tab
Publish
Send Activity and Documents
Publishing Details tab
Upload Manager
Owner/Tenant Statement Message
Open Email Publishing
Open for Business
Advanced tab
Publishing Settings
Integration Settings
Regenerate Owner/Tenant Statements

Publishing, Basic tab

Dublichi
P

£

>

BaSIC \ Publishing Details] Advanced

Legacy Portal
Close of Business Thursday May 16, 2024
Activity Transmission Is Part of the Legacy Integration.
Owner Statement Generation Will Be Included When You Publish
Tenant Statement Generation Is Not Scheduled

Publish

Send Activity

Send Documents Inosio Publishing Guide

18 Documents Waiting, No Documents Processed This Session
No Documents Skipped

Click Publish to create the pdf files to upload to the Legacy portal.
Click Send Activity and Send Documents to just upload those, not publish statements.
e The right side of the screen shows what is scheduled based on parameters you establish on
the Advanced tab.
e The bottom indicates any documents entered in the Document Manager on the Publishing
Detalils tab.

To set up parameters for publishing, click on the Advanced tab.

Portal Publishing
: ; A
Profile Search Basic I Publishing Details A
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Publish: After clicking Publish or Send Activity you will receive a message:

Information X

You have selected to use a legacy portal provider in Database Settings.
Legacy publishing will be opened so you may upload documents and activity to the legacy portal.
If you have questions or concerns, please contact the Help Desk.

Click OK to go to a screen to upload the statements, documents, and activity that you have created.
And to email documents if you choose.

Publishing | Legacy Publishing =

] _i| Publish Details ] Advanced ]

Upload to Legacy Portal ‘ Upload Manager
Email Documents Owner Statement Message
Backup and Upload to Legacy Portal Tenant Statement Message
Logon

rConnection Status

Mot Logged On

Upload Activity Is Mext Scheduled for Close of Business 2/13/2025

Upload Documents Will Be Induded When You Upload

rClose of Business Thursday February 13, 2025
¢ Open for Business ( CloseofDay ( Close of Week Close of Week - Monday Holiday

If the screen indicates it will not publish activity you may have to change the Close of Business on the
Publish Detalils tab.

Open for Business Section
Based on the selection the day published through is displayed.
e Open for Business - publishing is through yesterday.
e Close of Day - publishing through today. If tomorrow is your normal publishing date, you can
initiate tomorrows actions today.
e Close of Week - publishing is through Sunday.
e Close of Week - Monday Holiday - publishing is through next Monday.

Once that is changed you should be able to send activity and documents.
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Publishing | Legacy Publishing

Basic |Publish Details | Advanced |
Upload to Legacy Portal Upload Manager
Email Documents Owner Statement Message
Tenant Statement Message
Logon

rConnection Status

|Not Logged On

I Backup and Upload to Legacy Portal

Upload Activity Will Be Induded When You Upload
Upload Documents Will Be Induded When You Upload

rClose of Business Friday February 14, 2025

" Open for Business % { Close of Week

{” Close of Week - Monday Holiday
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Advanced tab
Publishing Settings

General tab _
Publishing Settings

General | Owner Statements | Tenant Statements

Last Published fe|

Last Published -- This is the last date that information was uploaded to HeroPM. It will be set to
today’s date after publishing. (If the date is in the past, all appropriate statement uploads will take
place based upon the owner and tenant settings and the date will be updated.)

Owner Statements tab
Publishing Settings

General Owner Statements | Tenant Statements

\

Default Monthly Statement | ﬂﬁl
8

Annual Statement | ﬂg

Generate Monthly Statements [X]

Generate Annual Statements []

Publish Activity [X]

Monthly Statement Closing Day l 24l (End of Month if Not Specified)

Last Statement Closing Date \ 1

o Default Monthly Owner Statement — If no statement style is selected owners will get the
statement identified in their profile. Owners with no statement selected in their PROMAS
profile will get the statement style selected here. Owners marked "Do Not Publish to
Internet” in their profile will not get a statement.

e Annual Owner Statement -- You can select from the drop down list an annual statement
profile that all owners will receive for end of year. If left blank, owners will get the statement
identified in their profile. Annual statements are generated when the January monthly
statement is due. Select the End of Year statement.

e Generate Monthly Statements / Annual Statements / Publish Recent Activity -- The
checkboxes, when marked, indicate what statements and activity will be generated when
appropriate.

¢ Monthly Statement Closing Day -- If blank the statement closing date will default to the last
day of the month. When a day is entered, statements generated, regardless of the day
done, will be through that date. Thus choosing 12 would generate a statement starting the
13th of last month through the 12th of this month. All statements are based on the same
schedule. Choosing 28, 29, 30, 31 defaults to the last day of the month.

Do the same for tenant settings if applicable.
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Integration Settings —this applies only to the Inosio Portal

Inosio Settings
Inosio

User Token [ ‘

Alternate Server | ‘

[™ Alternate Security Protocol

Processing Options [ synchronize with Server Daily
[~ Send Data to the Server in the Background
| Send Balances After Posting Deposit Slip
[ Send Balances After Posting Scheduled Receivables

Enabled Features [ Applicant Screening
[~ Document Portal
[” Maintenance Coordination

Regenerate Owner Statements

Republish Owner Statements X
Reprint From Date 15
Limit To Category | ﬂﬂ
Restrict to | ﬂﬂ | j
| compte | cancel |

The regenerate statements can be used to:

1. Correct the most recently published statement.

Click the Regenerate Owner Statements button.

Logon.

The Reprint From date defaults to the start date of the last published statement.

Enter any Restrict To or Limit To Category parameters. If there is more than one, you can

create a profile list to use in the Restrict To.

Compile — the generated statements are added to the Upload folder and will publish when

documents are uploaded next. The original statements will be replaced by the regenerated
ones.

2. Publish past months statements. This is generally only done when publishing the first time.

Click the Regenerate Owner Statements button.

Logon.

Change the Reprint From date to a date in the past to generate a statement for each month.
Enter any Restrict To or Limit To Category parameters. If there is more than one, you can
create a profile list to use in the Restrict To.

Compile — the generated statements are added to the Upload folder and will publish when
documents are uploaded next.

3. Publish a statement to cover transactions for owners who have income and distributions posted
after the normal statement closing date. The common practice is to publish activity for the owner
to logon and view, but if a statement is necessary, follow the steps below.
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Version 12 -
¢ Go to Mailings, Owner statements.
e Restrict to the owner or a profile list of owners and put in the date range.
e Click Publish. They will be in the Upload folder.
e Then go to Publishing and upload documents.

Upload Manager
See help document R-396 Document Manager for information on how to add documents to upload to

the portal.

Owner / Tenant Statement Message

Owner Statement Message X

Statement Note

[ Prompt for Message Change Before Publishing

[] Repeat Message Every Month

—seve—|-comcat-

This brings up a screen where you can enter a note to add to the beginning of each statement. The
checkboxes allow you to be prompted to change the message each time you publish or to repeat the
message every month.

Open Email Publishing will bring up a screen to enter email settings.

{Basic |

Upload Manager Email Settings |

Email Documents

Open Upload Folder ‘

See help document R-720 Email Documents for information on entering your email settings.
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Click on the Open Upload Folder and then on the LL12_Legacy folder to see the statements and

documents ready for upload.

;This PC > Local Disk > RPROMAS > 2Training > LL12_Database >

A
Name

LL12_Legacy

Sear

v O
Date modified Type
6/17/2024 9:15 AM  File folder

Click on the Log folder to see the log files generated by the upload and email.

la) 1
Name

Backup

Log

Local Disk > RPROMAS > 2Training > LL12_Database > LL12_Legacy >

Date modified

6/24/2024 9:48 AM

6/17/2024 9:15 AM
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