Deposit Accounting Procedure EBMC

The Deposit Accounting process has been changed to make it a bit easier on you. Yardi will now
create the refund payable as well as the transfer payable. The other major difference is you are no
longer responsible for creating the manual check; all checks will be produced at the Rohnert Park
Corporate Office. This means you will need to return your security deposit account checkbook to

your supervisor.
Deposit Accounting Procedure

Reports to print to verify current Security Deposit; do this prior to going to Deposit Accounting it
is also an excellent idea to check the original resident lease for the security deposit amount:

e Resident Ledger
e Security Deposit Activity report (that resident only)

Security Deposit Activity
Qualwood Apartments (qu)
Activity For the Months of January 2008 through May 2008
Page 1
Transaction Prior Deposits Prior Current Current Deposits P De s
Datz ol & Billad Recaipts Dep. Bilad Recaipts On Hand { ﬂm remd Dascription
49¢8 0013051 Koth Jackson (Current)
02/20/08 CE4118 020 0.00 70000 0.00 0.00 F00.00 Seaurity Depost
022608 R-802507 030 0.00 0.00 700.00 700.00 (700.00)
Total 0.00 0.00 700.00 700.00 700.00 0.00 0.00
Totals - Quailwood Apartments 000 0.00 J00.00 70000 700.00 D.00 0.00

Once you have completed the Move Out Inspection, received the keys, remotes and gate cards
back and completed your SODA worksheet; click on the Deposit Accounting link from the
Resident Activity section of the Dashboard.

Community Manager Dashboard - The Villas

Heveln D Total Units s5
Hove Ot o eased Upj 48 87.27%
Ccpoat feoumting = Qccupied Urits 48 87.27% Add + ik B3
On Notice i B Quick Suest
i Ayailable Urits g 14.55% aacing: Ecactal Baily At
Expi-ing Leases (120 days) 34 Model/Down/ Admin N i Ledsng specialy L2y Activity
Scheduled Lease Renewals o N Hot Sheet Monitor Reports
On Hold Units 0 0% =
Alerts New PO New Sve, Req.
1 New Sve Reg,
Urit Transfers o

Pending Make Ready 4 Prospect Fipeline 0 Charges New Charge Batch
Pending Weork Reguests o Today's Showings [:] i
Completed WO Followup (1] on Waitlist 2 Beceipts New ¢ i h
Pending Applications [ Pavables New Pavable Batch
Calendar Deposit Accounting - 04;1512009_M
Move Out Date ! Unit Resident o kil
04/01/2008 15 angel Quintan [ - /‘f‘\

v

Click on the Deposit Accounting button for the Resident you want to begin the process.
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Deposit Accounting Procedure EBMC

Forwarding Address:

Deposit Accounting

Code (0014803 Property gl Lease From 08/25/2008
Name  Angel Quintana unit 1is Lease Te 03/31/2009
Address 1249 Stratford Circle 516 Status Past Maove In 05/25/2008

Rent 760.00 Move Cut 04/01/2009
City Stockton, CA 95207 Telephone (H)

[Forwarding Address
hddresshzs Maine Street

City |Fa|lcn

State |N\.I

Zip [es208

Roommates Cristhian Vega, Cindy Vega

Enter the forwarding address. The system changes the address on the Resident Information
screen once deposit accounting is posted. If you want to preserve the original address, you must
first copy this address to a Notes field or another field prior to posting the deposit accounting.

Charge Amt/Credit:

P |ret  [5120000-Rent (0472009) |

v lsecdep :Security Deposit Charges credit

~ rent 5120000-Rent (04/2009) Credit 25 days 0 734.67

r cleaning |Carpet Cleaning 0 0.00

r cleaning |Apartment Cleaning 0 0.00

r cleaning |Painting 0 0.00

r cleaning |Pet Damages 0 0.00

r cleaning |Replacement 0 0.00

r lock Jkey 0 0.00

r legal JLegal Fees 0 0.00

r cleaning |Damages 0 0.00

r secdep  |Security Deposit Credit 0 0.00

r rent Adjust Move-out Proration 0 0.00

r utilbmb  |Utilities 0 0.00
Totals: 734.67 1,234.67

[ ‘ Amount of refundl 500.00 !

‘ } Amount cwec[l 0.00 [

I™ Print Statement

| lbostin) |bioipu

The system will list any outstanding charges, then the security deposit credit and any other
credits.
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The user will then see a variety of charge and credit options, based on the associated unit type.
Place a check mark in the Yes/No column next to each item that is applicable. Enter a charge or
credit amount in the appropriate column. If the charge or credit is modifiable Voyager will track
the totals and maintain an Amount of refund or Amount owed for the Resident.

¥ rent 5120000-Rent (04/2008)
¥ ’;secdep 1Security Deposit Charges credit
= ‘;rent 5120000-Rent (04/2005) Credit 29 days
v !_cleaning Carpet Cleaning (cil spot in livingroom from motorcycle) 75.00 0.00
r _chleaning Apartment Cleaning 1] 0.00
- !cleaning Painting 0 0.00
- 'é:leaning Pet Damages 0 0.00
I ';:Ieaning Replacement (livingrcom blinds & master bedroem closet doer) 135.00 0.00
,.r : ;Icck key 0.00
r legal Legal Fees 0.00
r lcleaning [Damages 0.00
I secdep  |Security Deposit Credit 0.00
- Irent Adjust Move-cut Proration 0.00
r |otiemb  Jotiities 0.00
Totals: ,234.67
l. i Amount of refundl
| | Amount awedl 0.00 |

Note: the description field will wrap the text on the Move-out Statement, so you can be
descriptive, just don’t try to write a novel!

Print Statement:

¥ Print Statement

Place a checkmark in this box to have a Move-Out Statement printed when the deposit
accounting is posted.

Post:

. post |“|

Will finalize and post deposit accounting. All charges and credits are created. Along with a zero

dollar receipt to fully pay all charges and credits. If you have clicked in the Print Statement box a
Move-Out Statement will print to the screen as a crystal report. Print however many copies you
need (1-file; 1-resident; 1-supervisor; 1-move-out file, for example)
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| x @& gl = || 10« 1 of1 Yoo |44 " rystal e
Preview I
=

Move Out Statement

Date: 4/15/2008

Ceode \ 014803 \ Froperty | vl | Lease From 08/25/2008
Mame [Angs! Quintsns | unit [ | LeszeTe 02/21/2008
Address \ 123 Maine Street \ Status | Fast | Move In 09252008
Rent | 7E0.00 | Mave Cut 04/01/2008
City \ Fallon, NV 58408 \ Nectice 02/05/2009
Telephons | (000 - (H)I0- |
D ate Description Charge Payment Balance Chg/Rec
Balsncs 35 of 04/01/2008 J.00
04/01/2008 | 5120000-Rent (04/2008) 760.00 760.00 1040408
04/01/20098 | :Securtty Depost Charges credit [Text Object (500.00) 260.00 1062872
04/01/2005 | 5120000-Rent (04/2008) Cradit 29 days {734 .67) (474,67} 1042873
n4m1/2008 Pk Pl ioe G - ond T PP S, TEON 1288 A7y 1N42A74

If a refund is due to the Resident, a charge will be created to the Deposit Refund charge code and
then a payable invoice will also be created.

At the same time any refund to the Resident is created, if there is any retained deposit to be
transferred, the system will create that payable as well. Or, if in the case, the Resident is not
going to receive any refund, the system will create a payable to transfer the entire security deposit
to the operating account.

Reviewing the Payable Invoice(s) Created

If a refund is due to the
resident, a payable invoice is e P
created when deposit
accounting is posted. To
review the payable, select
Payables > Find Payable

Invoice from the side menu.

Do this immediately after

(Secuey Cenaees Cearieg [

posting and no criterion is

required for the filter.

In the past you have followed these instructions up to this point. This is where there will be a
change in your processing. You will no longer need to create the transfer payable.
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EBMC

At the same time the :Refund is created, if there is any retained deposit to be transferred to the
Operating Account from the Security Deposit Account; the system will create that payable

invoice.
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We recommend you print both payable invoice screens and attach to your Move-out package.
These payables are to be treated exactly like any other payable. At this point all processing is
completed for the Deposit Accounting function.

You will need to email your supervisor with the control numbers of the payables; they do not have
a Batch Number associated with the Move-out.

Your supervisor will approve the payable(s); inform Corporate; Rohnert Park Accounting will cut
the check(s), then mail them back to you for final processing.

Once you receive the check(s) the refund is to be mailed to the prior resident with the Yardi
Voyager Move Out Statement immediately.

In the case where the prior resident DOES NOT receive a refund, the Move Out Statement must
be mailed immediately. It is our responsibility to get that Statement out to the prior resident as
quickly as possible. There can be financial penalties if the Move Out Statement is late.

If you don’t know all of the expenses to be charged, send them an estimate; using your SODA
(Statement of Deposit Accounting worksheet) and on the top put “ESTIMATE” in bold letters and
highlight the header.
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The retained deposit check is to be deposited into the Operating Account as a Non-tenant
Receipt. Use refsec as the Charge Code, no Acct required. In the Notes field enter the unit
number, the resident id, the last name and ‘retained deposit’. This transfer check can be
deposited with other checks or separately.

Ercosrty [ The villas Cirl (new) Unposted Batch 103796 Check Reader
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Okay, it’s done. Get a cuppa Joe and get on to the next project!
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