Billing Procedures for Property Genie

Procedure for Posting Rent

1.  Go to monthly Charges and post the rent charge.

[image: image1.png]T Property Genie for Magical Management Co - [Monthly Charges]

Tenant Coordinator  Property Manager  Owner Coordinator  Accounting  System Settings _ Remninders  Help

Monthly Charges

‘ Late Fee 3n2/2015 e
Recuring Charges Only | 5/12/205 0
Tor T
1258 San Carlos Ave Sanford FL - US 32771 Lauren Sanders Lauren Sanders $1.25000) [
1425 s v DfandoFL-US 32606 Hany o and Bt Hon s s
1446 Lavender St Deltona FL-US 32725 Ryan Piedio Ryan Piedio 150000 7]
1446 Lavender St DekonaFL - US 32725 Howard Miller Howard Miller $1.00000
21 LongvinwLare O FL-L5 2545 ey Hoyes Moty Hages samm
3223 Croton Lane Dienda FL-US 32812 Ramona Valeze Ramona Valeze siomm [
43 Desperado Blvd Orlando FL - US 32851 Norman Brown Norman Brown $35000 [

43 Desperao B O FL-L5 250 Nomsn Bown NaranErn 00 (] :
555 Rivertonn Blvd Urit 1 Orlanda FL-US 32221 Jeremy Davis Jeremy Davis 150000 7]
555 Rivertonn Blvd Urit 1 Orlando FL - US 32221 Jeremy Davis Jeremy Davis $150000
5 Fivetonn B Lk 2 O FL-US 2221 aneSritid e St samm
589 Cutler Ave Sarford FL-US 32771 Melani Srith Melani Srith siomm [
8417 Bell Stieet Orlando FL - US 32814 Francis Grover Francis Grover $1.60000) [
8012 Bl et Longwand L-L5 2750 Mot S s Schmih s
902 First Stieet Apt. 1 Otlandi FL - US 32805 Lauren Sanders Lauren Sanders 125000 ]
02 First Stieet Apt 1 #201 Olando FL - US 32805 Cindy Gresn Cindy Green s70000

5095, 3 Suee SariadFL-US 32771 sy Vicent sy Vicent simm -
989 Sruthlake Pk D Dl El 115 22700 testlave Sithfld Lo Sttt siomm

Next Page >

1) Puint Renewal Remindr ] Pint Retiow Leaso Infornation

LogOut  Lagged On As: Tech Support

:





2. Receive as they come in
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3. Transfer to QB daily

 [image: image3.png]Tenant Coordinator

Morihly Charges
Paymerts

Other Charges

Metered Charges
Renewal Reminder120
Late Pay Notice
Ourers

Fropsiies

Fiecuring Payments
Py Invsices
Statements

Fay Ouner

Vendors

. QuickBooks®

Property Manager

. Property Genie*
17 Ny

£ Property Genie for Magical Management Co - [QuickBooks Transfr Details]

Owner Coordinator

TENANT
COORDINATOR

Accounting

Systern Settiny Help

| et

View Transfer Detais
Tech Support- On: Mar 12 2015 3444M

[] Tenant/Prospect Charges (Rents)
(17)for $1257000

[] Tenant/Prospect Checks (Refunds)
(1) for $500.00

[] Management Income.
(22)for $3876.10

[] Tech Support
(17) for §16020.00

[T] Tish Monroe
(2)for $150.00

Detai Transter

[] Dwner Charges (Fees and Invoices)
@ for 4130000

[] Owner Payments (Receipts)
@for $1347.00

[] Pagments to Owner
8)for $5645.65.

[] Get Updates from QuickBooks

Launch QuickBooks®

[] Vendor Funding Work Orders
O)for$0

[] Vendor Funding Repayments
O)for$0

[] Recurring Check Payments
O)for$0

Transter Transactions

LogOut Lagged On As: Tech Support





4. Make appropriate deposits through QB.
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Procedure for paying the owner and bills in PG.

1.  Print out Owner Balances (Accounting/Reports/Owner/Owner Balances

2. Review to determine if you are going to manually alter owner payments based on Work Order Estimates, are there any work orders you want to resolve or post charges for, invoices you need to post etc.

3. When that is done, go to Pay Invoices, and click Process All Owners
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4. Go to Recurring Payments and pay those.
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5. NOW, pay owner.

NOTE:  We recommend paying the ACH owners in one batch and then doing the owners who receive checks in a second batch.
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6. Transfer transactions to QB.  Always do the lease transactions first (rent,SD)

7. Cut checks

NOTE:  If PG is set up to Create Bills not Checks for owners and/or vendors then in QuickBooks you will go to Vendors/Pay Bills.
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If PG is set up to create checks for owners and/or vendors then in QuickBooks you will go to Banking/Print Checks.
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Procedures for month end balancing/reconciliation between PG & QB
1. Clear the QuickBooks transfer screen by transferring all the transactions to QuickBooks.

2. Print Checks in QuickBooks for those that need to be printed

3. Review the Vendor – Pay Bills to clear any bills (Management Income, etc.) that need to get paid from QuickBooks

4. Run an Owner Balance report [Accounting]-[Reports]-[Owner Tab]-[Owner Balances Report] with:

a. [All Owners]-[All Properties]-[All Property Status]-[All Property Managers].  The Posted Balance column total will provide you with your total Owner’s monies on hand.

b. [All Owners]-[All Properties]-[All Property Status]-[All Property Managers] AND [Posted Balance]-[Less Than]-[0].  This will show you owner’s that have negative balances due to bounced checks or forced paid invoices.

5. Run a Property-Tenant Balance report [Accounting]-[Reports]-[Tenant Tab]-[Property Tenant Balance] Report with:

a. [All Owners]-[All Properties]-[All Lease Status]-[All Property Managers] AND [Credit Balance]-[Greater Than]-[0].  The Credit Balance column total will provide you with your total Tenant’s monies on hand.

6. The balance in the QuickBooks Property Management checking account should equal Owner’s Monies (from #4) + Tenant’s Monies (from #5) plus any management income not yet taken.

ALONG WITH THE REPORTS LISTED ABOVE, YOU WILL ALSO WANT TO RUN THE FOLLOWING REPORTS AT MONTH END TO HAVE ON HAND IN THE EVENT OF AN AUDIT.  THE REPORTS RUN AS OF THE CURRENT DATE, SO IT IS IMPORTANT THAT THEY BE RUN AT THE END OF EVERY MONTH.
· [Accounting]-[Reports]-[Tenant Tab]-[Security Deposits] Report (Choose ALL for Selection Criteria)

· [Accounting]-[Reports]-[Tenant Tab]-[Prospect Balance] Report (Choose ALL for Selection Criteria)

It is recommended that you run all of the reports and export them to pdf to save them as an electronic file.  

Detail Transfer will show you each transaction








