AST NEWSLETTER

In this Issue:

[1 Ledger Detail Report - See line item charge codes and

other transaction details.

[l Tips & Reminders—Memo Copy & Paste, Portal Flyers | Need assistance?
for Future Residents and Roommates, Lease Charge Contact ast@essex.com

Updates
REHA Focus
[1 Job Aid—Charges & Payments

or call 844-ESSEX-IT

[1 Job Aid—What to do if payments and charges

don’t match

Ledger Detail Report

Looking for a little more detail on your resident’s trans-
actions? Try the Ledger Detail. This ledger provides
additional information that is handy when researching a
balance or reconciling a difference. Details include the
post date, the posting period, charge code, etc. The
Ledger Detalil is located on the side menu Re-
ports>Resident>Ledger Detail and in the Reports sec-
tion of the Review Resident page.
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Resident Memo & Copy/Paste Activity

Some special characters don’t paste well into Yardi resi-
dent memos. Apostrophes and brackets are known is-
sues. If you're having issues after pasting these or other
special characters, try typing them in directly instead.

Portal Flyer for Future Residents

Portal flyers can printed for residents before they
move in. All you need is the TCode, which can be
found on the Applicant ledger. Then use the Jump To
field to navigate to the Future resident’s Review Resi-
dent page. The flyer is located in the Reports section
of the Review Resident page.
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Roommate Portal Flyers

Remember that the Lessee checkbox must be
checked in order to print a Rent Café Roommate por-
tal flyer!

Lease Charge Updates

We hope to get this access to you in the very near
future. In the meantime, you can make some Lease
Charge modifications from the side menu
Toolbox>Update Lease Charge Amount. Contact
AST@essex.com if you have questions about how
this tool works.

This publication is intended for distribution to Essex Property Trust, Inc.’s Yardi users and is
E S S E X for internal use only. The USER BULLETIN reports current issues, discusses solutions to user
questions, and gives users info on pending system enhancements, changes and more. Please
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email your questions, comments and suggestions to Nicki Agner at nagner@essex.com.



REHA Job Aid—How to Adjust Housing Authority Charges

o Charge REHA — Only adjust if a notification from Housing Authority has been received
(Side Menu) Charges > Create Detail Batch
| Batch Charge | Charge

Biteh Diaseriptian |~m--. 01133015 08, Propesty !—I:IHTI‘1 Cirl {Mew] Unposted fatch 9748
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reason for the adjusiment
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postMonth  [0dfe0ie. B eyt for 1715 Save, Report, and Post batch to
Hald |?_;@ complete REHA adjustment

Always charge Housing Authority charges to REHA and resident charges to RENT.

**Most of the ime adjusting REHA charges also requires an offsetiing adjustmient to RENT. Make sure that the
total charges for this resident matches the lease amount (REHA+RENT).

To adjust recurring lease charges for REHA refer to Section 3 below.

CZ)/Charge RENT — offset the REHA charge by making an adjustment to RENT \

Adjustments can be made using a Detail Batch or from the Review Resident screen
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To update recurring lease charges, attach HA notification and contact Application Support

StEIJ 1 — Attach the notification document to the StEF 2 —email ast@essex.com to requegt the
Review Resident screen. This document must | ypdate to lease charges. Include:

include; s Resident tcode & name

* Resident name bemzo Shaiae e New amounts for REHA & RENT
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=  REHA new amount AR L0} *  Start dates for new charges
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REHA Job Aid—How to Process a Housing Authority Payment

1 Open a new Consolidated Receipt Batch \

(Side Menu) Payments > Consolidated Receipt > Add Conselidated Receipt

Complete the fields in this filter to pull in REHA charges that are currently unpaid.

Greate Consolidated Rocoipt | IR Tenant — select a resident ID# if you only want to view
1 resident’s REHA open charges

Propesty 353 Yesta

Lerent Charge code — ALWAYS reha (rent: housing authority)
Charge code Imhﬂ Rent: Housing suthority
erepavacet  [22158 Prep aid Subsidy Rent Prepay Acct — ALWAYS 22155, If a payment is in

h - .
charge month - [RRERRDIE to- [ERIEIE excess of current charges the prepay will be reserved
Subsidy Provider
Details per page

sk B Heit Charge Month — use a 3 month range to pull in all

& Submit P — open REHA charges /

2 Enter the payment details using the Housing Authority itemized breakdown
*the itemized breakdown can be found in the electronic notification or paper stub of payment

in this account
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After entering the detail information for the REHA payment click - then M0
*To edit, locate receipt: (Side Menu) Payments > Consolidated Receipt > Review Consolidated Receipt

@Fost Consolidated Receipt

A Click Batch # at top of Unposted Batch Report
B. Click Report — review for accuracy and close . T
C. Click Post — Print report and save with deposit slips Tepomt st Mowhf
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REHA Job Aid—What to do if payments and charges don’t match.

If HA payments have been posted without an REHA lease charge here is

10/1/2015
10/1/2015
10/5/2015
10/6/2015
10/20/2015
10/20/2015
11/1/2015
11/1/2015
11/5/2015
11/6/2015

what you will see...

e The full rent amount charged to “rent” and not broken out between “rent” and “reha”
e A balance due to “rent” each month even if the overall account balance is $0

* A late fee charged and waived each month (due to outstanding amount due to “rent”)

e A “HAP" payment and regular payment visible on the ledger for the same period

Rent {10/2015)

chks# 326909 :HAP -

chks 2109

Fees: Late Fees, 109 of § 1,594.00
Aum Payment

chk# 7235

Rent {11/2015)

chks 329971 HAP -

chks 2110 Reversed by ctriz70256660
Fees: Late Fees, 10% of $ 1,594.00

159.40
200.00

1,594.00

1,594.00

635[?0 This i
559 IE is is a sample
ledger showing a
potential issue
with HA charges

& payments

200.00

635.00
959.00

159.40

Notice a pattern exists. Full rent charged. 2 payments applied (one HAP) and a late fee
assessed. This tvoe of pattern indicates the lease charges need to be updated

Correct the lease charges to reflect the HA payment breakdown

In this example there is only one recurring charge to “rent” of 1594.00

| Lease Charges

Amaount

(rent} Rent 1,594.00

if this resident receives a housing authority
subsidy the total rent charge needs to be
broken down between “rent” and “reha”
the terms of the agreement with the
provider. *This letter must be attached to the
Review Resident Screen.

per

Correct the Lease Charges by emailing:
AST@Eessex.com

Include the following:
® Resident name, unit, and tcode
¢ |ease Charge amounts with start
dates
Attach HA letter to Review Resident
screen
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Create adjusting charges to correct for previous billing errors

You will make 3 ledger adjustments for each period (month) where billing was inaccurate.
Use the Effective Date from the letter and verify all charges from that point forward are

HCCHETe: 8/1/2015  Rent (08/2015) 1,587.00

B/1/2015 | Reverse incorrect rent amount 08/2015 {1,587.00]
CHARGE 1: Reverse L : / 2t 00
7 8/1/2015 Charge tha correct amount of REHA portion 08/2015 835.00

otal amount billed to B/1/2015 Correct Rent amount portion for 08/2015 -

“rent” 8/1/2015 | chk& 320747 [HAP -
B/5/2015 | chks 2104

CHARGE 2: Bill correct 8/6/2015 | Fees: Late Fess, 10% of $1587.00 158,70
amount to “rent” 8/10/2015 | Resident not late. Can't apply reha to rent, {158.70]

9/1/2015 Rant [09,/2015)
Hie 912015 Incorract rent portion for 09,2015
' 9/1/2015 Correct REHA portion for 09/2015
0/1/2015 Correct Rent amount portion for 09/2015

*Continue making adjustments for each period. Back-date the charges so they appear

in the ledger on the correct date. Note: All adjustments will be posted in the current

If you need help creating housing authority charges,
refer to the | Fiare |

Reallocate prepayments and credits

Prepayments —if a “reha”payment was made prior to a charge existing it is likely there is a
prepayment to account 22155 (housing-subsidy prepayment). Only Application Support can
reallocate HA prepayments. Send an email request to ast@essex.com.

Credits — if you are lowering the total charge amount to “reha” a credit will need to be
reallocated.

TR RNy B Create a Zero Dollar Consolidated Receipt

Beeiinrie

(Side Menu) Receipts > Consolidated Receipt
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