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Check Scanning

Essex Property Trust

INTRODUCTION

This document provides procedures for Yardi check scanning including scanning of
checks, editing scanned checks and closing & posting receipt batches.

PREPARE TO SCAN CHECKS

SPECIFY A CHECK SCANNER

The first time the check scanner is used, the model of the check scanner must be
selected in the top, left corner of the CheckScan window.

» (Side Menu) Payments>Check Scanning> Scan Checks.

If the Scanner drop down does not display
upon entering the CheckScan screen, click the
Scanner icon located in the top, left hand
corner of the screen.

Clicking the Open/Test scanner icon might
also be required in some cases.

PREPARE CHECKS AND TOTALS

AN [—Panini . ej Total Entered $0.00 | Total Declared
Threshold | Default > |[4 ;

Items Entered 0 | Items Declared

ol (@)] Post Month 09/2015 | Date Received | 01/23/2016 | GO

Tape Information

Amount Checks# Property Unit Payer Cocument Type

-
0.00

BT

[

ol

Date Received Mote Comment

e ——

Total Entered

Items Entered

)
Post Month 09/2015

Scanner | TellerScam = | | Tots

Threshald ||'.'le|:m|il w || f | Them

-4 10 Pusl

m.‘ 5 open/Test scanner

* Confirm that all checks have been written with black or blue ink. Checks with
other color ink must be taken to the bank for deposit. Residents using an ink
color other than blue or black should be advised that only blue or black ink is

acceptable.

All money orders & cashier’s checks must be legible (i.e. if ink is light, it will not
be read properly by scanner and will need to be bank deposited.)

Endorse checks. Check endorsements should not bleed through to the front of
the checks.

Sort checks by size.

Run a tape for the total dollar amount of the batch. The spelled out written
amount of the check must always be used as the amount paid.

Count the number of total checks to be scanned. The total number of checks
must not exceed 50.
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Check Scanning

THE SCANNING PROCESS
SCAN

Place one or more checks in the document feeder.

2» (Side Menu) Payments>Check Scanning> Scan Checks.

Essex Property Trust

Enter the Total Declared and Items Declared, and confirm the

accuracy of the Post Month and Date Received. Click Go. Once
checks are loaded, click Scan.

Total Entered %0.00 | Total Declared 0.00

Threshold [Default__ ~ ][4 =

Items Entered 0 | Items Declared

Post Month 09/2015 | Date Received | 01/23/2016 | G

Tape Information

1

Documents scanned. .

Amount  Check# Property Unit Payer Document Type Date Received Mote  Comment

The scanner moves the checks through the scanner and into the output tray. A list of
scanned items displays.

Seanncr | Tape Infe

Check# Property Unit

Date Receved  Mote Comment

Search By end Value are used to
$0.00 000DD00381 01/23/2016 Not Associated search and itter by desired criteria.

Payer | Document Type

$U.UL OUULUOUSYS u1/23/2016 Not Associated
$0.00 0000000408 01/23/2016 Mot Associated
$0.00 0000000105 01/23/2016 Mot Associated

From left to right, the top toolbar icons can be used 1o

- Scan addit onzl chacks

- Batch: Save, Close or Post the baich

- Aclions. Delele gl checks, tun a balch Repol

-View Display chack Netails, Frrors, and Warnings

- Scanner: Display Scarner details. Cnee expanced, ol ck ] te colapsc.

- Tape Irfo: Display patch Tape Info, including totals. Onca 2xpanded, cliclﬂ 10 collapse.

| Existing checks, Failed chzcks and Logs display |

| Tot i
otals and Batch # display here.
D\/ Check(s) already exists (U) d Che npp an Log | piay |
Ready to scan checks.

Items entered 5 | Total entered $0.00 | Batch# 260750

» To delete individual checks, check the white check box on the applicable line item
and then click Save.

Page 5 of 15



Check Scanning

ASSIGN CHECK

Essex Property Trust

The first time that personal checks are processed using CHECKscan, the bank
information (routing and account numbers) on the checks must be matched to the
corresponding residents, vendors, owners or customers. Once the information is
matched, personal checks are automatically assigned to the corresponding payers as
long as the bank routing and account numbers remain unchanged. *Money orders and
cashier’s checks will always need to be assigned.

Upon entering this screen for the first time,
you might be prompted to install ORPALIS.
Should this occur, follow system prompts as

directed to install as required.

®, [ Plal e 0] Q"?ill]

0 Click here to installthe Sollowing ActiveX contsol: ‘gdpictureprab.cab from
BRPALIS.

To assign a payment, click a line item to view details and open the payer information

SCreemn.

Documents scanned...

[ Amount Check# Property  Unit  Payer

Document Type

Payer Information

. CHECKSCANTEST - 424
we L.

225 Esar Mowgew
57 Pt Hita, CABRIL
880.245- 1680

hrIONE AND 00/100 DOLLARE
0s/v4 /2009

B
[ EEEEX FORTEOLIQ LP
| 525 EAST MEADOW URIVE
| PALO BLTO, Ch 94303

*JO0CI0TL e HO7LAALIIEN L2ILSERTES"

81.00kAehirs

Amount

Property

Resident

E

$0.00 0000000423
$0.00 0000000422

$0.00 0000000421

= @

$0.00 0000000106

01/23/2016
01/23/2016
01/23/2016

01/23/2018

Not Associated
Mot Associated
Mot Associated

Not Associated

From left to right, the icons displayed above

the check image are used to:
- Zoom

- Flip the check image

- Clear lookups

- Indicate errors
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Check Scanning Essex Property Trust

Click the payment button to open the complete
Payer Information screen with detail. As
applicable, select the Property, Unit, Resident,
and Roommate, then click the Enter Detail
button. For checks that are not from a resident,
complete the Property and Non Tenant Payer 7 T f
?
3

fields, then the Enter Detail button. FI, TR

4 $0.00 GO0DDDOAZL
s $0.00 0G00000106

The Distribution table displays. Complete as necessary and click Save.
Use the following buttons to:

- Charge: Create a new charge for the payer.

- Reselect: Select a different payer.

- Erase Distribution: Erase default distribution and manually complete payment
fields.

Dzlton Bergman
Past)

T
- | lt2010 | CHECK SCAN TEST
| B G ek e

S 381
P, Ko TA SO0 i
ST

E G ke e - guiaen LTS,
Check Amount 0.00 Enter Detail Reselect Resider " 3 mre 06/08/2009 $1.cpmeeeers

e ——— ESSEX PORTPOLIO LP
Non Tenant Payer | Bank Account  Wells Fargo Bank (ck100) | 825 EAST MRADCW DRIVE

e

Post Month 09/2015 #O0D00000384¢ HOTLAELIZEE L 23456765

PALD ALTO, €A 34303

The Payment Info screen closes and the Scan Checks screen displays, displaying the
updated payment information.

Payment button indications:
» Green — Check amount is equal to the payer’s unpaid charges.
» Yellow — Allocated payments do not match unpaid charges.
» Blue — Account and routing numbers are associated with more than one payer.
>

Red — Not yet associated with a resident or MICR information needs to be
updated.
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EDIT CHECK INFORMATION

Should it become necessary to edit payment item information, click a line item to view
details and open the payer information screen. Click the MICR Info button to display
the additional necessary fields, edit as necessary and click Save on the top toolbar.

o 2 g - Raw MICR <0000000105<:074514326:123456789 <

Document Type

Check# |DUCODDDJ:|5 | Transit# |D?4914325 |
Accounts | 123456789 | onus | 123456789/ |
Auxiliary |0009000105 |

®» When a check is rejected, always try deleting and rescanning the check. This often
solves the issue. Rescanned checks are included in the existing batch. If after several
attempts the check will not scan, the check must be taken to the bank, not scanned.
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Check Scanning Essex Property Trust

RUN A BATCH REPORT AND POST A BATCH

Once all checks have been scanned and necessary changes made, scanned batches
must be reviewed prior to being closed. From the check scanning window, a batch
report should be printed and compared to an adding machine tape total of all
payments in the batch. Confirm that the report matches the tape of all checks.

400 Total Declared 5.00 ‘

1

1]

fi

Post Month 09/2015 | Date Received | 01/23/2016 G.D ‘

Checks

Property u Document Type Date Received

Note Comment
0000000381 Cedar Terrage (003) 01101 Amy Crawiord(r0009552)  Cashiers Chedk 0i/23/2018 Gk - Checic Amount not equai to Actual Charges

Once totals have been confirmed and all necessary changes made, click Post to post

the batch. Then click OK.

| —

:E = = =H = w22
i Post Batch (Alt+Crrl+P)

« [owmmone] Ga

Receipt batche(s) created successfully.

Payment Type - X9; Batch: 658289

—

Once scanning is completed:

* Do not take scanned checks to the bank.

* Stamp the check on the front or back to mark it processed.

» Store all checks, marked with the date they should be shredded.
* Travelers’ checks must be taken to the bank, not scanned.

» Shred the physical checks 30 days after being scanned.

* Batches submitted after the designated time, approximately 3:30 PM, will be
automatically transmitted to the bank the following business day.
* Batches submitted during the weekend will be processed on Monday.
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CHECKSCAN DASHBOARD

Using the CHECKScan Dashboard, batches of scanned checks can be accessed using
any of the displayed criteria options. Search results can be saved as an Excel or PDF
file.

REVIEW A BATCH OF SCANNED CHECKS
» (Side Menu) Payments>Check Scanning>CHECKscan Dashboard.

The filter screen allows you to review batches that meet specific criteria. Entering
information in any of the fields restricts the results to show only batches meeting
the selected criteria. For example, entering dates in the Date Scanned fields will
restrict the results to batches scanned within the entered date range. To view only
a specific batch, enter the Batch Number.

0 Complete fields as desired and click Submit.

The search results appear on the Payment tab. To save the search results, click
Excel or PDF.

CHECKscan D
Summarized By | Batch w| Bank Account | Date Scanned From |Dl,"D 1/2016 ﬁ —to—| m
Property |DDS Batch Mumber | | |
Unit | Batch Status | v| Amount From | -to- |
Resident | Type | v| My Batches
| submit || clear || Excer || pOF |
Payment

Batch Batch Date Batch Post Post Delete
Number  Amount Scanned  St3tus StatusDate p..;  Month Batch | Batch

260760 4.00| 01/23/2016 | Posted 01/23/2016 | Report 09/2015 ||

®» For scanned payments that have been applied to the incorrect resident, the Reapply
function should not be processed for at least 48 hours after the payment has been
scanned. If the payment was a personal check, the EFT set up should be removed for
the resident that received the payment in error (See page 12). If the Reapply function
is not available, please contact Application Support for assistance.
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Check Scanning Essex Property Trust

VIEW A SCANNED CHECK FROM THE RESIDENT LEDGER

Once a check has been scanned and the batch posted, the check image is saved as an
attachment on the resident ledger. To view the attachment, open the resident ledger,
click the payment control link and then click the attachment link.

Ledasar-

% |6/23/2010 | chk# 0000000381 | | 1.00|  (1.00)| 1742754
Prelim i

Statement

Ledger Dretail

g

Propert i Essex Apartments Batch 145721 Data/Reports
T A | 625 Eact Maadow Strast Date Received  |06/23/2010) .Eﬁ.’_;hmgn;
Eesidant (054851 Jghn Adams Post Month [os/2010 Wq
iy o Statugs=Current Check Num, |ooooooozsL

Cach Acct 2015
Payer | It
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Check Scanning Essex Property Trust

CLEAR EFT SET UP

It may occasionally be necessary to remove a resident’s EFT set up. This could be a
result of a tenant transfer from one unit or property to a different unit or property or
from a change in banking information. When necessary, the EFT set up can be
removed using the link within the Review Resident screen. This function should only
be used to clear EFT set up related to CheckScan.

Cancel notice
Adiust Mowveout Dates
Move Clut
Deposit Accounting
Apply Dieposit
Mowve Out Calculatar

Charge

Clear EFT S=tup >
Brepay &) esis =1 |

Move Ot ator
Credit Check

Page 12 of 15




Check Scanning

Essex Property Trust

ON-US INFORMATION

The Auxiliary On-Us field is an optional field on a business size check’s MICR line. If a
check includes an Auxiliary On-Us field, this information will appear in the leftmost
position of the MICR line, before the routing number field.

The information captured in the On-Us field is determined by the financial institution
and may vary among different checks. Some of the information collected might be the
check serial number, or a code to indicate that the check’s account holder uses

treasury or risk management.

ANYCOMPANY
1430 ANY STREET
ANYTOWH, CA 00000

DI pay TD THE

G ORDER OF:

DATE

101

s.

DOLLARS s

ANYTOWN BANK
1000 WANKING WAY
ANYTONN, CA 90000

MERD

L oauliary ) T
o

POO000 0 e

OH-US L

85-46 44
:

V2LS RO ZN

=
el
=
=
5]
4

2 4332

SOO00000000.¢

POSITION 129
i

FIELDS ARE RADE UP OF POSITIONS

Page 13 of 15




Check Scanning Essex Property Trust

TROUBLE SHOOTING / ERROR MESSAGES

SCANNING IN PROGRESS - BATCH IN USE

If when trying to access an existing batch you receive a “Batch In Use” error, contact
Application Support for assistance.

Payment

1344| 2,669.00| 07/13/2010 | Posted 07/13/2010 | Report x|
1346| 3,404.31| 07/13/2010 | Posted 07/13/2010 | Report
1385| 6,683.98|07/20/2010 | Scanning in Progress | 07/20/2010 3 This batch is currently in use.
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Check Scanning Essex Property Trust

SYSTEM.EXCEPTION: THIS BANK ACCOUNT IS ASSOCIATED W ITH
RESIDENT...

When scanning a check that is associated with a resident at another property, the
following error message appears. If you receive the error message below, contact the
Application Support Team at ast@essex.com to have the EFT settings reset for the t-
code listed.

Eror x|
System,Exception: This bank account is assocated with resident ', Guest Suite (t0065000)', Due to security, you do not currently have access to this resident, Please contact your system adminstrator to
deassociate this bank account. .
at ¥5I.CheckScanlJI. CheckScan. UpdateDatabase(CheckInformation objChedkinfo)
at ¥SI.CheckScanlI CheckScan. ScanChedk({Int32 BatchHmy)
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