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Installation

Typically someone from Property Genie will install the software over the phone with you as they remote desktop into your computer.  There are times that someone may want to install the software on their own, so here is how it is done.  
1. Open your web browser and go to http://www.property-genie.com/support/downloads.htm
2. Click/Install Full PG Program Install, direct link: http://www.property-genie.com/updates/PGLatestVer.exe
3. If you are going to use QuickBooks on the computer you will need to download the QuickBooks file and toolkit.

a. Click/Install Download Property Genie Compatible QuickBooks File, direct link: http://www.property-genie.com/updates/PropertyGenieQBFile.exe
b. Click/Install Download QuickBooks Toolkit, direct link: http://www.property-genie.com/updates/QBFC7_0Installer.exe
4. Towards the bottom click Install for MS Report Viewer 2005, direct link: http://www.property-genie.com/updates/MSReportViewer2005.exe
5. If your company uses dropbox, you will want to go to http://www.dropbox.com and download dropbox on your machine.  Typically, the dropbox folder is set to “C:\dropbox”
6. After Property Genie installs it will open up property genie and a popup will come up saying there are no databases setup.  Click ok to get to the login screen.

7. Here you will want to click on the dropdown where it says database connection.

8. Click Add New Connection

9. You may need to contact Property Genie Support to get the information

Add New Database Screen:
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Login & License Issues


Sometimes when there is a connection issue with a computer that is using Property Genie you will get a license error or you will see red text at the top that says “Error : Getting User Info.”  To correct this issue, verify you have a working internet connection by opening a browser and going to a website.  If you are able to go to a website, then try again to login to Property Genie.  



General Overview of Property Genie

The general flow of data in Property Genie is from right to left.

Begin with the System Settings to be sure that all required settings have been properly set up.  From there you will enter your Owners first, and then the Properties for each Owner and lastly the Tenants for each Property.

After the Tenants are entered, you will enter the Lease associated with the Tenant/Property.

Just try to think of entering the data in Property Genie in the same fashion you would handle actual paperwork for Property Management.

1.)  You must have an Owner in order to have a Property.

2.)  You must have a Property in order to have a Tenant.

3.)  You must have a Prospect in order to turn them into a Tenant.

4.)  You must have a Tenant in order to have a Lease.

Owners
How to Add an Owner

Click on the Owner Coordinator button and then Add Owner.  Once you have completed the information in the dialog box, click Add.  This will create the record for the Owner with a status of Pending.  You will now need to double click on the Owner in the Owner Coordinator to open the record and complete the information in the following tabs:

· Contact Information - This screen is where you will enter address, phone, email and login for the Owner to use the Web Genie powered website to view their documents and statements.

· Owner Properties - This is where you will add any properties that you will be managing for this Owner.

· Accounting Settings - If you will be paying your Owner via ACH, this is where that information is stored as well as a distribution address if different than his mailing address in the Contact Information screen.  You will also enter 1099 information here as well as payment information.  The 'Create Bills not Checks' is referring to items that are transferred to QuickBooks.  If you have an owner with multiple properties and only want to cut him one check each month, you will want to check this box so that when items transfer to QuickBooks, you can select them all and cut one check.

· Other Information - This is where you change the status from Pending to Active or Inactive.  You will also need to enter the social security number for the Owner in order to prepare 1099's at year-end.

How to Pay an Owner by ACH

The first thing you will have to do is be sure that the Owner is set up with his account information in the Accounting Settings of the Owners record.
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When you load the data to Pay Owner, you will want to uncheck the “Checks” box so that you will only pay the ACH owners.  When you process the Pay Owner, the system will create an ACH file that you will need to upload to your bank using the method they advise you to use[image: image3.png][ Property Genie for Magical Management Co - [Pay Owner]
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The path of the ACH file is designated in your System Settings/Company Info
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How to Create Bills Instead of Checks


Property Genie gives the option to create bills instead of checks.  This is useful for some owners that have multiple properties.  Instead of having a check made in QuickBooks for every property, you can just cut one check.  To enable this feature, go to Owner Coordinator then double click an owner.  From there you will click the accounting settings tab and click edit record.  Check off “create bills not checks.”  Click save record to finish.

How to Set an Owner Status to Inactive


To set an owner status to inactive, go to Owner Coordinator and double click an owner.  Then click on the other information tab and click edit record.  Then click the status drop down menu and choose inactive and click save record.  

Owner does not have rent money from tenant rent payment

Usually this is just because the tenant payment wasn’t applied to the rent charge.  Ggo the lease tab under the property and look at the unpaid charges.  If the tenant has any unpaid charges, click payments to view them and/or pay them.



How to Upload Document to Owner

From within the Tenant Coordiantor, click on the Link Scan Documents

Choose the Type (Property or Owner) and select the specific record.  

Click on the Browse for File button and browse to the location where your file is saved.   You can give your file a different name in the Save As File Name field.

Check the Upload box to upload the file, and then choose to either Move or Copy the file.

Click on Add and then Process in the lower right corner.

How to Set Up Recurring Payment for Owner HOA Dues

In Property Genie go to System Settings / Vendors list.  

Verify that there is a record for the Owner’s HOA Company; if one does not exist create one. 

Make sure that there is a Charge Type that you want to use in the System Settings / Charges list.

You can create an unlimited amount of charge types so if nothing in this list fits the type you are looking for, CLICK the edit button and create a new Charge Type using the bottom line (Make sure it’s in the Owner Category and name it whatever you want and leave the rest of the fields unchecked).
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Once you have verified that the Vendor and Charge you want to use are in the System, from the Property Manager tab go to the Owner Tab and then the Recurring Payments tab.  Click the Edit Record button in the lower-right hand corner of the screen.
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1. SELECT the appropriate HOA Vendor from the Vendor drop-down list. 

2. Select the Charge Type you want to use, as well as the Recurring Period.
3.  In the Memo field, fill in what you want to show up as the Charge Reference.

4.  In the Start Date field, fill when you want the first charge to be posted to the Owner’s Accounting Journal, leave the Next Date the same (it will update when the charge is posted depending on the Recurring Period you selected).
5. Once EVERYTHING is filled out like the example below, click the Save button in the lower-right hand corner.
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6. Once you have setup the recurring payment on the Owner Tab of the Property’s Ledger, go to the Accounting / Recurring Payments screen to Charge the Owners. 

It is recommended that you set up  ALL Recurring Payments before continuing.

7. In the Accounting / Recurring Payments screen select the Date for which you set the Recurring Payment to “Start”. This will give you a list of ALL Recurring Payments for that date; you can choose to filter by a specific property in the upper-right hand corner of the screen.
8. SELECT all of the Recurring Payments you want to process in the right-hand column and then CLICK the Make Payments button in the lower-right hand corner of the screen.
[image: image8.png]Tenant Coordinator | Property Manager

Property Genie*

PROPERTY
# <o MANAGER

Vendor
Worthiy Charges 8 East Church Sireet Uit 10 HOA Company Morthiy . Morthly

Paymerts
Otrer Crrges
Renewal Reminder 75
Lt ey Notce
Owners

Propeties

Staemerts
Pay Onner
Vendors
Repors
QuickBooks®

Pay Invoices

Log Out + Logged On A%





9. Confirm that you want to “Process Payments for the selected records?” by clicking YES
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In the above example the Owner’s Account balance was $0, so they did not have enough “Available Credit” to pay the invoice. Somehow the owner needs to receive credit before continuing (via a tenant Rent/Owner Reimbursement or by recording a payment “From the Owner”) 

To continue, we posted a $500 payment on the owner’s ledger and referenced it “Opening Balance” 
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10.  Once Property Genie is done creating/paying the invoices you will be presented with a window stating that “Payments for selected records have been posted”.
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11. GO BACK to the Owner’s Accounting Journal in the Property Profile / Owner tab to verify that the charge posted correctly.
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12.  Finally head over to the Recurring Payments tab and verify that the Next Date field updated correctly.

How to Send Email to Owner
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Once you click on Send Email, you will be able to choose to send email based on Owner, Property or Property Manager, as well as by Property Status.   You have the ability to select and deselect from the list.  You can also attach a file by clicking “Add” under the Attachments section in the lower left corner.  The email address that your mail is coming from is located in System Settings/Company Settings and under the Company Info tab.
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Properties

How to Add a Property


Go to the owner coordinator and double click the owner in the list that you want to add a property for.  If the owner is not in the list, you will need to first add the owner to the system.  Click on the properties tab then click “add property.  You will be asked if you want to link to an existing property.  This is for when a property has several owners and you want to link another owner to the property.  
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Setting a Property Status


To change the property status, go to property manager then double click a property.  On the first tab, “property information", click edit record.  Then click the status drop down menu and choose a status.

· Occupied – Contains a lease and tenant

· Dormant – No tenants but the property can still process accounting functions

· Inactive – Cannot do any functions with the property and will not be billed .75 cents for the property



Work Orders

Work Orders enable you to track the progress of work while also maintaining an estimated amount of the owners’ funds to cover the cost of the work to be done.

If you are entering a vendor invoice after the fact, and are not in need of tracking the progress, you can enter the amount from within the Property, under the Owner tab and then click the Charges button in the lower left portion of the screen.  You will enter the charge type, amount, date and a reference which is the description of the charge.  If paying a vendor, check the box for Paying Vendor Invoice, select the vendor to pay and indicate the vendor invoice number.  

If you are in need of tracking the progress work, follow these steps:

Go to the Property Manager Button and select the property and double click to open it.  Go to the Work Orders tab and click Add New Work Order.  All required fields are marked in red.  Check the box to indicate whether or not work has been started by the vendor.

When work is complete, go back to the Work Order and edit it to mark vendor ended and date Work Order completed and date and technician.

By entering the Work Order and an estimate of the charges, the amount payable to this owner is reduced by the estimated amount of the Work Order.  

When ready to post charges to the owner, open the Work Order and click on payments tab and enter the amount and charge code, vendor invoice and authorized by and Save.  Then you will click the Post Charges in the Owner section and confirm payment authorization by clicking Yes.

Now the bill for the vendor will be in the transfer screen to go to QuickBooks to cut the check for the vendor.  Once you pay the vendor and a check number is issued in QuickBooks, you can go into the Property Genie/Accounting/QuickBooks transfer screen and check the box to Get Updates from QuickBooks and this will bring the date and check number back into Property Genie in the appropriate field of the Work Order.

If you create a Work Order and then don’t need the work done, clicking the Resolved button in the Work Order will make it inactive.

Link document (like an invoice) to a work order to upload to the owner portal for viewing.

Click on Link Document

When the box opens, choose a document that has already been linked (see Link Scanned Documents), or click New to return to the Document Upload Screen to link a new scanned document.

If you choose NOT to immediately upload a scanned invoice attached to a work order, then PG will wait until the work order is paid and THEN the document will be uploaded to the owner portal when statements have been uploaded.  This allows the vendor invoice to correspond with the current statement.
Property Information
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Reviews
Prior to scheduling any reviews, you will need to make sure that your Review Items are set up.  Go to System Settings and Review Checklist to set them up.  [image: image17.png][ Property Genie for Magical Management Co - [Review Maintenance]
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This screen is designed to notify tenants of mid-year inspections.  Any review can be scheduled from this screen, but it is best used to generate tenant notifications in bulk. 

Filter by Lease End Date: show only properties with the indicated lease end dates.

Select All: select all leases in the screen to generate and schedule reviews.  Leases may be selected one by one as well.

Print Review Letters: print review letters for the selected properties:

Review Type: select the review type that will be scheduled: Move In, Move Out, Midterm Review, Other

Schedule Review on: select the date on which the review will be scheduled.

An open review is also placed in the Property Manager screen array under the Review tab

To Add New Review  from within the property, go to the Reviews tab and Click Add New Review. 

Select inspection date

Select inspection time

Indicate type of inspection (move in, move out, midterm, other)

Select lease (if applicable)

Check send review notice if property is occupied, and you would like Property Genie to generate a notification letter for the tenant.

Double click review to see review sheet.  Review type  filled in by selecting the type when the review is created.

Review date: Filled in by selecting the date when the review is created.

Review by: Can be selected from the drop down.

Review Status: Scheduled, Pass, Fail.  To complete a review, pass or fail must be selected.

Category

Item

Condition: Good, Fair,  Poor.

Notes: Any description of the item reviewed.  Notes will be included on the 7 day notice to cure document if the item is marked poor.

Print Pictures: Include pictures linked to Property Genie in review documents

Create Documents: 

If the review is marked pass, then a congratulatory letter to the tenant will be created.

If the review is marked fail, then a 7 day notice to cure is generated that includes the failed items and relevant notes.

Review Sheet: Creates a printable review sheet.

Edit Review: make changes to the review

Close: close the review sheet

Property Review Items: Compiles a review sheet specific to the property (See System Settings/Review Checklist) 

Edit Record: Select the relevant review categories and items that you would like to be included on the review sheet.

Review Pictures Link review pictures to Property Genie.  When a review is created, the relevant photo line is created.  30 photos may be linked. 

Owner Accounting Journal
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The Owner Accounting Journal is where you can individually create charges, payments or simply review the accounting journal for the Owner.  This screen gives you an overview of all history related to this particular property for this owner.
Documents
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The Documents tab is where you generate documents related to the property.  There are pre-defined documents that come with Property Genie, however, the ability to add your own or customize the pre-defined documents  is available by simply editing the documents located in the forms folder shown in the path under System Settings/Documents.  
Once a document is created from within a Property, it remains listed in the Property/Documents tab with a link to it’s location at the time of creation.
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Lease Accounting Journal
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The Lease Accounting Journal is where you can individually create charges, payments or simply review the accounting journal for the Tenant.  This screen gives you an overview of all accounting history related to this particular property for this tenant.
Amenities
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The Amenities tab is where you indicate the specific features of the property.  This is used for marketing purposes.
Warranty Information
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The Warranty Information tab was designed so that Property Managers could track any warranty information related to a property.  This generally applies to large items such as Air Conditioning Units, appliances, etc.  This is most useful when a repair is needed so that you can verify that the item is not under warranty prior to contacting a repair vendor.
Utilities
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The Utilities tab allows you to track power, water and gas utilities for each property as well as schedule when to turn on or off the utilities.
Marketing
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The Marketing tab allows you to indicate whether or not a property is available to show.  You can also indicate the date available, rent amount, minimum rent, sign up and sign down.  You also have the ability to upload photos and make the property the “Featured Property” on your Property Genie powered website.  This is where you can also upload the property and its information to Web Genie, Zillow, Rentals.com and RentalHomesPlus.Rentals.com and RentalHomesPlus both require prior setup with them and a subscription.
Tenants and Leases

Add New Prospect

To begin setting up a new tenant, you will first have to create a prospect and go through the stages of approving them before you can put them into a lease on a property.  If you don’t see the property in the list, uncheck the “show only available” check box.  Otherwise you will need to check off “available to show” on the marketing tab of a property.

Adding an Approved Prospect to a lease is the only way to change the Prospect’s Status to Tenant.
1. Open Property Genie and Navigate to the Tenant Coordinator screen.
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2. CLICK the Add Prospect button in the upper-left hand corner of the screen.
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3. After clicking the Add Prospect button you will be presented with Add A Prospect window. Fill in all of the required fields.
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4. This will open up the new Prospect Application Record
5. CLICK the Edit Record button in the lower right hand corner
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6. Now that you are able to EDIT the Prospect’s Application fill in the Required Fields.

Note that Social Security Number, Date of Birth, Driver’s License State, and a SELECTION from the Preferred Contact drop down list are all that is REQUIRED.

If you choose not keep any of this information on file we recommend that you will the fileds in with data that you know to be false (ie. No SSN= 000-00-0000, no d.o.b. = 1/1/2000, etc.)
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7. Once you have filled out the Required Fields, click the Save Record button in the lower right hand corner of the screen.

8. After SAVING the record NAVIGATE your way to the next tab of the Application. Once in the Application Status tab click the Edit Record button in the lower right hand corner of the screen.
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9. After CLICKING the Edit Record button you can select a new Application Status for the Prospects. 
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10. Please select “Approved” from the drop down list on the right hand side. Then select the Property for which they are Approved For from the dropdown that appears in the middle of the screen. Then CLICK the SAVE Record button in the lower right hand corner of the window.
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REPEAT STEPS 1-10 For LEASES with MULTIPLE TENANTS, until all of the Tenants records have been created and Approved for the Property.
11. Once all of the Tenants have been Approved for their selected property, NAVIGATE to the Lease tab of the Property Profile. 
(From the Prospect Application Screen you can use the “Go to Property” button to open the record for the selected Property.)
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12. Once on the Property’s Profile, select the Lease tab. In the Lease Tab CLICK the Add New Lease button. 
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13. Property Genie will prompt you to make sure you want to continue adding a lease to the property, CLICK the YES button.
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14. This will bring up the Lease Details screen. Fill out all of the required fields and confirm all of the data to be correct before clicking the Save Button.
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15. Once all of the info is set, click the Save button. Allow you to then Execute the Lease.

Executing the lease will change the tenants status from Approved  to Tenants. It will also post the Rent and Security Deposit charges as Receivable items in the Lease Ledger.
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Once a prospect has been added it will take you to the prospect details screen.  Here you will want to fill in anymore information you have on the prospect.  Keep in mind that to make a prospect approved for a property you will need to fill out a social security number and contact method.  If you don’t have a social security number you can put in place holder numbers such as “0001112222.”  To change an application status you will want to go the application status tab and click edit on the bottom.  Here you can select from several statuses.  If you wish to set a prospect as approved you will also have to select the property from the drop down that appears.  Once you click saved for an approved prospect, you can now go to the property and add them into a lease.

Add Prospect to Existing Lease

Step 1: Open Property Genie and Navigate to the Tenant Coordinator / Prospective Tenants screen.
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Step 2: CLICK the Add Prospect button in the upper-left hand corner of the screen.
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Step 3: After clicking the Add Prospect button you will be presented with Add a Prospect window. Fill in all of the required fields (First name, last name, selected property, and move in date).
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*When adding a new prospect, you will need to select their “Primary Choice” property from the drop down list in the middle of the page. By default Property Genie will only display properties in the system marked “available to show”. If the property you wish to move the prospect into is not setup as “available to show” you can uncheck the box labeled Show Only Available and a list of ALL of your active properties will show up.

**Users are only required to select the Secondary Property if they plan on processing the tenant’s background check through Property Genie since part of the check compares the selected properties asking rent, vs. the prospects monthly income.
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Step 4: This will open up the new Prospect Application Record
Step 5: CLICK the Edit Record button in the lower right hand corner
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Step 6: Now that you are able to EDIT the Prospect’s Application fill in the Required Fields.

*Note there are four required fields:

1. Social Security Number

2. Date of Birth

3. Driver’s License State

4. a SELECTION from the Preferred Contact drop down list are all
**If you choose not keep any of this information on file Property Genie recommends that you fill these fields in with data that you know to be false (ie. No SSN= 000-00-0000, no d.o.b. = 1/1/1900, etc.)
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Step 7: Once you have filled out the Required Fields, click the Save Record button in the lower right hand corner of the screen. If you have not filled in the required fields you will receive the following error:
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If you are going to process a background check for this prospect then you will need to fill in as much data you have from the tenant in the RESIDENT INFORMATION and INCOME INFORMATION tabs of the prospect record. Any data you have about your prospect is important to keep on file and Property Genie recommends you retain all of the data they provide.

Step 8: After SAVING the record NAVIGATE to the next tab of the prospect record. Once in the Application Status tab, click the Edit Record button in the lower right hand corner of the screen.
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Step 9: After CLICKING the Edit Record button you can select a new Application Status for the Prospects.
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Step 10: Please select “Approved” from the drop down list on the right hand side. Then select the Property for which they are approved for from the dropdown that appears in the middle of the screen. Then CLICK the SAVE Record button in the lower right hand corner of the window.
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*For LEASES with MULTIPLE TENANTS, REPEAT STEPS 1-10 until all of the Tenants records have been created and Approved for the Property.
Step 11: Once all of the Tenants have been Approved for their selected property, NAVIGATE to the Lease tab of the Property Profile.
From the Prospect Application Screen you can use the “Go to Property” button to open the record for the selected Property.
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Step 12: Once on the Property Record, navigate to the Lease tab.

Step 13: In the Lease tab, DOUBLE-CLICK on the lease you wish to enter.
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Step 14: From the Lease Details window, click on the TENANTS tab.
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Step 15: In the Lease Details / Tenants tab, click the EDIT RECORD button. 
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*Click OK to Accept the message that prompts “WARNING! Changing information after a lease has been closed will result in having to adjust posted transactions.”

	
	


Step 16: Click the button labeled Add New Tenant
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Step 17: Click the button labeled Add New Tenant and then click the YES button when the system tells you that “Adding a tenant to a closed lease cannot be un-done except by moving out the tenant. Are you sure you want to add a Tenant to this Lease?”
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*If you did not update the new prospect to the status “Approved” (Steps 9 & 10) you will get the following error stating “There are no Approved Prospects for this Property”
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Step 18: Select the Prospect you want to move in from the TENANT list, and also set the Move in Date. Finally click the ADD button.
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Step 19: Click the Yes button to confirm that “you want to add this Prospect as a tenant to this lease”
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*Repeat Steps 18 & 19 until you have moved in all of the approved prospects you want as tenant on this property lease.

Step 20: Click the CLOSE button when you are done adding tenants.
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	Step 21: Click the SAVE button in the lower-right hand corner

*Notice the Lease’s Legal Names and Informal Names fields update to include the new tenant’s name in each.

**The QuickBooks Customer Name will not update automatically. If you wish to update this field you will also need to manually update the Customer: Job record in QuickBooks to match.

***After clicking SAVE the new tenant’s will show up in the TENANT list of the lease details.
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	Step 22: Click the CLOSE button to close the lease details screen.
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*Congratulations, you have successfully moved in a new prospect to an active lease in Property Genie

**You will now find that the Prospect’s record has been changed from “Approved” to “Tenant”, and they will now show up on all of the current tenant reports in Property Genie.
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Add New Lease

To add a new lease, go to the property manager and double click on the property you want to setup the lease on.  Now you can go to the lease tab and click add new lease at the top.  Keep in mind that if you don’t have an approved prospect,  a message box will come up letting you know and you will not be able to create a lease.  
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Now when the lease details screen comes up, it will look similar to this:
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Be sure to type in a lease name and fill out the rest of the important information.   Also don’t forget to set your late fee schedule for this lease.  Once you fill out all the information, click the save button.  Clicking save does not execute the lease, you will have to click execute lease in the bottom left corner after you click save.  After a lease is executed it will post several charges, rent, pro-rated rent, and a security deposit charge.  

How to Move a Lease From One Property to Another

If the tenant is on a lease in one property and you want to move the lease to another property you can use the Move Lease button seen in the screenshot below (click on the lease name and the button will be visible).

A few things to keep in mind:  When you move a lease the only items from the existing accounting journal that move to the new are security deposits.  So if there is any balance due or credits, they do NOT transfer.  PG expects the journal to have a zero balance for the particular property they are in prior to moving the lease.
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How to Record NSF
To record an NSF check, go to the property manager and double click on the property. Now you can go to the lease tab and click on the check that was returned in the accounting journal.  Click on the “Record NSF” button at the bottom of the screen.  The NSF check fee is the amount you are charging the tenant for the returned item.  If the check that was returned was applied to a charge that is set to transfer to the owner when paid, you will see a debit record created on the Owners Accounting Journal once you post the NSF.  
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Move only one Tenant out of a Lease


To move out just one tenant off a lease, go to the tenant coordinator then click tenants on the left bar and double click the tenant you want to move out.  Click the lease Information tab and click edit in the bottom right.  Here you will want to put in the dates and make sure you fill in the notice given by field.  Click save record and now click move out in the bottom left.  This will only move out one tenant off the lease.

How to Make a Tenant/Lease Inactive

Go to the property and click on the Lease tab.  Double click on the lease you want to make inactive.

Click on the Move Out tab of the lease and complete the information needed to move the tenant(s)

out. 

Once the tenants have been moved out, you can make the Lease Dormant or Terminate it.

If there are accounting transactions that may still need to be processed, including disposition of the security deposit, simply make the lease dormant.

If everything has been finalized and you are completely done with this Lease you can click the Terminate button to terminate it.
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Link Scan Documents

Choose where you would like to place the document (under owner or property), and select the owner or property. Browse for the file.  Edit the file name if you choose, directly in the field text box.  Choose if you want to move the document fromits current location (like a “cut”) or leave it in the current location and copy it to the PG document or owner folders.  Click Add

Now, you have a choice.  If you wish to upload the document now, check off Upload and click PRocess.  The document will upload to a new page on the owners screen.

If you want to upload the document later, don’t click upload and Click Process

You would then link the document to a work order.  (See Work Orders)

Property Reviews

This tab in the Property Manager screen array is used for recording all of the typical property reviews that may be done, like move in, move out and interim reviews 

Reviews (scheduled) Active reviews are listed here. Double click to open review forms.  BEFORE SCHEDULING A REVIEW, MAKE SURE THE PROPERTY REVIEW ITEMS TAB HAS BEEN COMPLETED BEFORE YOU SCHEDULE THE FIRST REVIEW ON A PROPERTY. 

Option Checkbox 

All Reviews View closed reviews

Open Reviews View open reviews (default setting)

Button — Delete Review: Delete selected review

Button — Add New Review  Click to add a new review. 

(Insert box here).

Select inspection date

Select inspection time

Indicate type of inspection (move in, more out, midterm,other)

Select lease (if applicable)

Check send review notice if property is occupied, and you would like Property Genie to generate a notification letter for the tenant.

Double click review to see review sheetReview type filled in by selecting the type when the review is created.

Review date: Filled in by selecting the date when the review is created.

Review by: Can be selected from the drop down.

Review Status: Scheduled, Pass, Fail.  To complete a review, pass or fail must be selected.

Category

Item

Condition: Good, Fair, Poor.

Notes: Any description of the item reviewed.  Notes will be included on the 7 day notice to cure document if the item is marked poor.

Print Pictures: Include pictures linked to Property Genie in review documents

Create Documents: 

If the review is marked pass,then a congratulatory letter to the tenant will be created.

If the review is marked fail, then a 7 day notice to cure is generated that includes the failed items and relevant notes.

Review Sheet: Creates a printable review sheet.

Edit Review: make changes to the review

Close: close the review sheet

Property Review Items: Compiles a review sheet specific to the property (See System Settings/Review Checklist) 

Button — Edit Record: Select the relevant review categories and items that you would like to be included on the review sheet.

Page Tab — Review Pictures Link review pictures to Property Genie.  When a review is created, the relevant photo line is created.  30 photos may be linked. 

Button – Delete

Button — Edit 

User Entry Field — Enter Row Details (Top)Property reviews

Vendor Funding

Step by step for how pre-funding for vendors (cutting the vendors a check ahead of the owner rental proceeds) is designed to work.

First, Vendor (pre) Funding was developed as a way to create a revenue stream on maintenance costs without marking up the invoice. The vendor provides you a discount in exchange for your prompt payment.  You charge the owner the full invoice and you take 10% of all maintenance costs.  Now, if you want to be the bank without being compensated for risk, that’s up to you. The functionality is the same.

Second: Here is how it works.

1.  When you post a charge (I am assuming everything is set up correctly) from the work order, you check off Vendor Funding, and a check is sent to the QB transfer screen.

2. Simultaneously a charge is posted to the owner to await his rental proceeds.

3. When transferred to QB, a bill is available to pay. It is strongly recommended to have a separate bank account specifically for vendor funding—especially if it is a revenue stream.  PG can track it better—especially if you don’t want to have your operating/business bank account in the same QB file as your trust accounts. 

4. Now the owner pays his charge. A bill is generated for transfer made out to Vendor Funding (you have to add Vendor Funding to the QB vendor list, and put your company name in the Print on Check As field). 

5. Deposit the repayment into the vendor funding account (or in your case, operating).  Now you have been paid back.

6. PG generates reports to track vendor funding. Accounting/vendors/vendor funding Income and Vendor Funding Repayment.  You must pull check numbers back for it to generate correctly. (Accounting/QB Transfer/Check off Get Updates from QB).

Accounting

Posting Rents 

At the beginning of each month, usually the 1st, you will want to post rents for your active leases.  The easiest way to post rent charges into go to the accounting section then monthly charges.  Here you will want to set your date and select the properties you want to post rent to.  Keep in mind that leases that have gone past their end date will not be charged.  To fix this you will have to change the lease end date, renew the lease, or convert the lease to monthly.  These functions can be performed in the lease details screen.  To get there you double click on a lease in the lease tab on a property.
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Receiving Rents

There are two ways to receive rent, either through the tenant coordinator – receive rent or through accounting – payments.  The most efficient way is to receive payments through the accounting – payments screen because unlike the receive rent screen under the tenant coordinator, you can apply the payment directly to the rent charge.  

In the payments screen you will first want to specify whether it’s going to be a new payment or use credit option.  If you are using a credit, be sure to select the correct credit from the drop down list.  When making a new payment be sure to fill out the payment date, type, and total payment amount.  Once the payment information is entered, you will want to double click on the charge in the list in which you want to apply the payment to.  To finish and save click the “record payments” button in the bottom right.  
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You can also sign up with one of our online processors for receiving tenant payments automatically through the Web Genie website.

Once you have the necessary information from the processor set up in Property Genie and each tenant has a user login and password assigned to them you are ready to accept payments.

When a tenant makes an online payment, the email address set up in System Settings will receive an email notification.  You will then go into the property and apply the credit to the appropriate charge.

Or you can click the Pay Now button to manually process a credit card payment on behalf of the tenant.
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When a tenant makes an online payment, the email address set up in System Settings will receive an email notification.  You will then go into the property and apply the credit to the appropriate charge.

After Rent Is Paid

Once the rent charge has been paid on the lease side, it will flow over to the owners accounting journal.  Typically you will see the credit for the rent payment with a debit for the management fee if you have one.  Considering that the owner has a credit balance from the rent payment, you can now pay the owner if you wish.
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Posting Other Charges

Enter any management company or vendor charge to an individual ledger, or multiple ledgers for owners and tenants.
Vendor Invoice or Memo: this will print on the check memo line when transferred to QB: 20 characters or less

Work Order type: a very basic work order is created when Paying Vendor Invoice is checked, in order to record the check number and check date from QB when the check is cut. Indicate a vendor type (electrical, advertising etc) from the drop down to identify the basic work order created.

The charges posted to the owner must either be for a vendor charge, or reimbursement to the management company, or be income charge for the management company.
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Posting Metered Charges

In order to use the Metered Charges, you must first have a charge set up under System Settings/Charges and it must be designated as a metered charge type.  Once that is done, upon entering the Metered Charges, you will be able to select the charge from the Charge Type drop down.

You will enter a Rate, Date, Reference and Invoice Total.  You can also check the box to include the meter reading in the reference and that will show on the Statement and accounting journal.  

By entering the invoice total, the system will keep track of the charges on each lease making sure the total individual charges sum up to the Invoice Total.

Once all charges are entered and selected and the transaction is in balance you can click the Post Charges.
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Renewal Reminders

Based on the number of days indicated in System Settings/System Defaults, the system will display any leases set to expire with this timeframe.  
You can select based on the Property Manager as well as whether or not the lease is set to Auto Renew.

From here you can email and/or print reminders to the tenant. 
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Late Pay Notice

This screen contains those leases who have not paid rent by the date the first late fee is charged (whether the late fee has actually been posted in Monthly Charges or not).  This screen is where late pay notices are generated. 

You can select for a particular Property Manager and then select individual tenants.  You will need to indicate a date to print on the notice as well.
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Recurring Payments

Owner Recurring payments are paid from this screen.  They must be paid month by month.  Property Genie assigns priority to owner recurring payments, so owner funds are held for recurring payments first.  

Click the radial button to select a single property.  IF you choose to force pay a recurring payment without funds, you must select the property individually from this drop down menu, select in the checkbox, and click Make Payment. A series of warnings will give you the opportunity to verify this option that can put the owner into a negative balance.

Recurring Payment for Date: This date will include all recurring payments for the selected month to date.

If you check Select All, this will select all properties listed, or you can individually select them.  When the screen opens, PG will auto-select those owners who have sufficient funds to pay the recurring payment.  Even if Select All is clicked in the group screen, PG will not pay the recurring payment if the owner does not have enough funds on their ledger.

When your selections are complete, clicking the Make Payments button will initiates each payment in the individual owner ledger, and pay those recurring charges in the relevant owners’ ledgers.
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Pay Invoices

Use this screen to pay all outstanding invoices for an owner (excluding recurring payments *see recurring payments). 

You have the option to Process All Owners (default selection) and Property Genie will search all owners, identify charges, pay those charges in full if money is available, and transfer funds between properties of the same owner to pay outstanding posted charges.

You can also select a particular owner to view outstanding posted charges and available credits.

Click Pay Invoices to pay all owners or the selected owner.
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Statements

To create statements, you will want to go to the accounting – statements screen.  This will give you a list of owners to create statements for.  You can either select all the owners and certain ones.  At the bottom you will see options to choose from.  By default the statements will print and upload.  If you want to change that you can uncheck print to upload only or click proof copy to just preview the statements. 

  Keep in mind that if you need to make changes to the journal between a time period a statement is generated for, you will need to first delete the statement for that period.  The accounting journal becomes locked for periods that a statement has been generated for.  To delete a statement you will need to go to the owner tab on the property then click the statements tab in the middle.  Here will be a list of generated statements and also the ability to delete a statement. 

Proof statements, final monthly statements, year to date statements and year end statements for owners (and tenants) are created from this screen. 

From this screen owner statements can be proof read singly or in a group, generated for printing, export, or uploaded to the Property Genie integrated website. 

You can Select a single owner, a single property or by a particular property manager.

Include all active owners (default sorted by Property Manager). Click the heading of any column to sort by that column.

Delete Previous Statement and Re-Create.  This will delete the statement most recently created, and replace it with a new one.

Show only Active Owners Does not include inactive or pending owners.

Don’t Include Zero Dollar Statements is useful at year end when printing statements for comparison to 1099’s.

You can check the boxes accordingly if you only want to create statements for your Owners paid via ACH or Owners paid by Check.

Proof Copy: Click this box for a proof (not final) copy.  A copy of the proof version will not be saved or linked to the system.  This is generally used to proof the journals for your Owners to make sure all are correct prior to printing final copies.  

Include Summary will summarize the total of income and expenses for the month.  Most useful for owners with multiple properties.

Process for Rent Received: By default, this box is checked.  Only owners who have received rent for the month are included in the list.  To include all owners, whether they received rent or not for the month, uncheck this box, and refresh the screen. To refresh this screen, click a single property using the option check box at the top. Then click the All properties option.

Force Print: Require all owners, regardless of rent received to print

Period Summary Format: This checkbox gives the option to date range a statement. It provides a categorical summary of all income, reimbursements, and expenses for the date ranged.  Intended as a year end statement, but any date range can be selected.  No document is created and saved in the documents folder, but it can be exported.  

End Date: Select the end date of the summary.  The beginning statement date and time reflects the end date and time of the previous statement.  Once a final statement is run for the month, the owner ledger will not permit additional transactions to be added in previous statement periods. A copy of the final statement, will be saved in the owner document folder and a link is contained in the Owner tab of the Property Manager Screen array, and in the Owner Properties in the Owner Coordinator screen array .

Print & Upload: Click this button to create a final monthly statement with the end date indicated.  The statement will both print and upload.  To upload only, uncheck Print.  If online owner statements are not enabled in the Web Genie (Tenant Coordinator/Web Genie/Owner Statements), the only option will be to print.  If proof copy is checked, and print is unchecked, then the option on this button will read Preview.

Tenant Statement: Monthly Statements can be date ranged and run from this screen.  The current tenant statement also integrates with the Property Genie integrated website. If you utilize the online merchant service of either Authorize.net, PayTrace or Revolution Payment Gateway then your  tenants can also pay online. 

Filter By: Select the leases for which a statement will be generated:  All Current Leases, Leases with Any Balance Not $0, Leases with a Balance Due, Leases with a Credit Balance.

Property Manager: Check to filter by Property Manager.

Select All: Select all leases in the list.

Print: Select to Print, uncheck to preview.  This box is checked by default.

Start Date: Indicate the start date of the statement range.

End Date: Indicate the end date of the statement range.

Print Statement: Click to print or preview statement.
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Paying An Owner

To pay an owner you will want to go to accounting – pay owner.  Once the owner list loads you will see a list of owners.  Property Genie will automatically retain the monthly management fee, all unpaid invoices, owner reserve, recurring payments holds, and work order estimates.  These unpaid charges can be ignored and the check amount manually entered. However, Property Genie WILL NOT pay an owner more money that the available balance indicates. The entire payment (not just the negative portion) will automatically be entered in the owner’s ledger as an unpaid invoice.You will want to select the ones you want to pay and click Pay Owner at the bottom.  Keep in mind that you can change the exact amount you want to give the owner by editing the Check amount column.  Once an owner is paid, you will see a debit entry in their accounting journal as a payment to owner transaction.  To undue a payment to owner, you will want to go to the owners accounting journal on a property and double click the payment to owner transaction.  Here you will see a button to delete charge.
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QuickBooks
To do a transfer into QuickBooks make sure you have your Property Genie QuickBooks file open.  Then go to Accounting – QuickBooks to get started.  
The system defaults to the Summary View which simply summarizes all transactions in categories.  However, the best way to do a transfer is to click transfer details at the top to see exactly which transactions need to go over.  In this view you also have the opportunity to select whichever ones you want to transfer.  Once you have selected the ones you want to transfer, click “transfer transactions.”  It will verify with you that you want to transfer into QuickBooks and will ask you to verify that the correct company file is loaded before it transfers.  Once the transfers are done, a window will come up to display the results and if there were any problems they will be displayed.  For any errors that may be displayed see Common QuickBooks Transfer Solutions.
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Common QuickBooks Transfer Solutions
1. If the error mentions that it can’t find a customer then you will need to go into QuickBooks and either add in the customer(customer name) as the property address or change an existing customer name to match what property genie has for the address.

2. AutoApply: This error is due to a decimal digit difference between QuickBooks and property genie.  This error does not prohibit a transfer.  If you receive this error it can usually be ignored.  It is recommended that you verify in QuickBooks that the transfer went over.

3. The bank account name as it is in System Settings/Company Settings/Accounting must be exactly as it is in QuickBooks.

4. The charge name as it is in System Settings/Charges must be exactly as it is in the QuickBooks Item List (Lists/Item List).

5. The customer or vendor cannot be added.  This happens when there is a vendor in QuickBooks with the name of the customer you are trying to transfer, or vice versa.  QuickBooks will not allow a vendor and a customer to have the same exact name.

Verify QuickBooks Transfer


If you ever want to verify that a transaction did go over into QuickBooks you have several options to verify that.  The easiest is when you’re in QuickBooks, go to edit at the top then click find(Control + F on the keyboard).  Typically you can set the exact amount, customer, or vendor for a search parameter.  


Reports

[image: image85.png]T Property Genie for Magical Management Co-[Reportsl e elEe
Tenant Courdnator _ Propety Manager _ Owne Coordnstor_Accourting _Sysem Setings _Reminders_ Help

Property Genie™ [ ¥
5 Ny

TEnANT PROPERTY
COORDINATOR MANAGER

Management Company

Terart

Ouner

Vendor

QuickBooks.

Seloct o Fepon

Reconcle Tool

Lock Database

By Owner [Bet. e
By Propetty | 123 lan S Sarford AL Al Properties
[ By Lease [

Date Range  From | 5 /2014 ~| To |5/ 1/2014 ~

By Property Manager | 1ot

Al Property Managers





From within Property Genie under Accounting/Reports, you can run a host of reports for the management company, tenant, owner, vendor as well as QuickBooks related reports.  You will also run your end of year 1099’s from here.

Management Company Reports

Actual Management Fees: management fees and other income collected on managed properties.

Income Details: Income broken down by all charges, each property and amount, subtotaled by charge, and then grand totaled (less any credits given).  This report will break down the management company’s income for the date range selected (See Trust Accounting).

Income Summary: Each income charge is subtotaled and then grand totaled.  This report will total the management company’s income for the date range selected (See Trust Accounting).

Rental Analysis: A summary report of potential income and actual income based on vacancy/occupancy

Occupancy Indicates portfolio occupancy month by month. This report includes gain and loss of managed properties.

Prospect to Tenant Closing Ratios

Owner Disbursement Analysis

Transaction Details: Any charged transactions and that transaction’s status (paid or unpaid) can be listed from this screen.  Date range filter available.

Deleted Transactions:  To view this report, the user must have owner security rights.  This report will show all deleted transactions for the date range indicated.

Unpaid Charges

Charge Balance

Tax Collected

Referral Source Details

Referral Source summary

Referral Payments

Tenant Reports

Outstanding Rents: Rents owed by each lease

Rent Roll: A list of outstanding rents by tenant and property.  Designed as a “check list” for the first of the month.  Contains a space for payment method and check number.

Delinquency Report

No Personal Checks Report

Property Tenant Balance: A summary of tenant credit balance and outstanding charges. (See Trust Accounting)

Property Tenant Balance Details: A full detailed accounting of tenant credits and charges (See Trust Accounting).

Security Deposit Activity: The activity of the deposit monies received and released by date, property and tenant. A running balance is provided for the date range selected (See Trust Accounting).

Security Deposits: Incidates the money Property Genie is holding in deposits by date and lease (See Trust Accounting).

Prospect Balance: money held for prospective tenants

Prospect Journal Activity: Each transaction and running balance for prospect activity for the date range selected.

Owner Reports

Owner Balances: Owner credit balances, and all pending charges.

Owner Income: A summary report sorted by owner/property reflecting owner income, management fee and expenses.

Scheduled Recurring Checks: A list of owners who have recurring payments

Owners by Payment Type: Lists owners who receive payments by ACH, check or are listed as Do Not Pay.

Vendor Reports

Invoice Details: All invoices, including invoice number, listed by vendor, during the date range selected.  Shows amount due and amount paid.

Invoice Summary: A summary of vendor invoices by vendor and date.

Unpaid Payables by Owner/Property: Unpaid vendor invoices listed by owner/property for the date range selected.

Unpaid Payables by Vendor: Unpaid vendor invoices listed by vendor.

Vendor Check Details: Indicates check number and check date for all vendor checks during the date range selected.

Vendor Check Summary: Indicates checks that are cut for multiple bills for a single vendor.  This report is listed by date check cut from QB, check number, and totals by vendor.

Vendor Funding Income: Reports management company income for vendor pre-funding/discount participants

Vendor Funding Repayment: Reports the owner repayment status for vendor prefunding.

QuickBooks Reports

This bundle of reports reflects the status of transactions from Property Genie to QuickBooks.  Reports can be filtered by date range, and particular fields relevant to specific reports. 

Receipts/Deposits:  This report will display payments received in Property Genie and transferred to QuickBooks.

Disbursements/Charges:  This report will display disbursements and charges entered in Property Genie and transferred to QuickBooks.

Report — Transactions in Transit

Report — Transactions in Transit Summary

Report — Transactions Marked as Transferred: Only those users with “Owner” security rights may view this report.  This report provides details of transactions that have been marked as not to transfer to QB.

Report — Unpaid Checks: Any checks that have been “paid” in Property Genie, transferred to QB, but the check number has not been returned from QB.
1099’s

Select All: Click to select all owners and vendors.  Click individually to choose particular owners or vendors

Year: Choose the year to view, edit or create 1099′s

See: Both, Vendors or Owners

Status: All, Calculated, Printed, E-filed, Amended.  The status is indicated in the data table when you scroll right.

1099 Report: indicates the owner or vendor for whom a 1099 was created, the amount reported and the status of the 1099

Load 1099 Info: populates an owner or vendor’s mailing address into the 1099 address fields under Owner/Accounting Settings. If the mailing address is blank or the data could not be entered, the address will show XXXXX, and you can correct these individually.  It will also calculate the correct income amounts.

Recalc 1099:  Overwrite previously calculated information.

Create E-file.  Property Genie will create a file located in the same destination you have designated for owner ACH payments (see System Settings/Company Information). Prior to clicking create efile, go to System Settings/System Defaults, and fill in the information under electronic 1099 filing.  NOTE:  you must obtain a TCC number from the IRS prior to filing.  After creating the efile, upload this file to the IRS.

Preview: See the 1099′s formatted two to a page.  Click print from the preview screens after loading your 1099 forms in your printer.

Reconcile Tool
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Since you are using QuickBooks to reconcile your bank statements, it is also advised that you reconcile Property Genie to QuickBooks.  The Reconcile Tool will check Property Genie and QuickBooks for the money on hand to be sure they match.  As you can see above, the left side of the screen shows account by account a simple listing of the money you have on hand.  The right side lists any adjustments which would be items not transferred to QuickBooks yet, or processing that has not been done in QuickBooks (Pay Bills and Make Deposits).  These amounts are subtracted from the Difference on the left thus resulting in the Adjusted Difference.
The amounts on the left are derived from the following reports (Accounting/Reports)

Prospect Balance Report (By credit balance greater than 0.00)
Property Tenant Balance Report

Security Deposits Report

Owner Balance (By posted balance) –Use the posted balance column total

Further detailed information can be found under the Detail Checking tab.  It is recommended that you run these checks individually in order to get the reports should you need to print them.  Once you run the check, clicking on the View Last Report button will allow you to print the report for the check you just ran.
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Lock Database

If you are going to be doing a large transfer of transactions to QuickBooks, or perhaps you are in the middle of a reconciliation and searching for a discrepancy, you can lock the database to prevent others from entering new transactions which could interrupt your processing.  Once locked, only you will be able to enter new transactions or unlock the database.
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Security Deposits

How to pay charges with a security deposit

To pay charges with a security deposit you will first want to release the security deposit.  After you release the security deposit it will be listed on the lease accounting journal as a credit for you to apply to any charges that are on the journal.   From within the lease accounting journal, click on Payments and then Use Credit to use the security deposit credit to apply to the outstanding charges.


How to Release and Refund Security Deposit
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To activate this screen, click Add Claims Letter.  EVEN IF NO CLAIM LETTER WILL BE SENT TO THE TENANT, CLICK ADD CLAIMS LETTER TO ACTIVATE THIS SCREEN.

Once a claims letter has been added, you can edit or delete it.
Generate Letter: This will actually generate the security deposit claims letter for printing.  All funds indicated in the data entry fields will calculate into the letter.  NOTE: The generic Property Genie claims letter is designed according to Florida Landlord/Tenant law.  It is recommended that you edit the linked MS Word document to change the verbiage to reflect the required language of your state.  Be sure not to edit the merge fields and the calculation table in the document.  
Letter Details: Complete the fields to reflect the circumstance of the security deposit claim, and to populate the Security Deposit claims letter. 

Step 1: Letter Details: These screens are for generating the security deposit claims letter ONLY.  They do not enter charges into the lease or owner ledger. 

Lease Info Section 

After clicking Add Claims letter, select the appropriate lease and click Save. Then Edit the remainder of the form.

Enter the date for “Rent Paid Through”
Lease Expiration Date: Complete the move out tab on the lease to auto populate this field.

Move out Date: complete the move out tab on the lease to auto populate this field.

Re Rented: indicate the date if the property has been re-rented.

Keys Returned: Indicate if the keys were returned.

Written Notice Given: indicate if written notice was given.

Credits Section 

Deposits: This field is auto populated based on the amount of deposits held in the lease ledger.

Field: Credits: This field is auto populated based on the amount of credits remaining in the lease ledger.

Charges & Fees Section 

Claim Processing Fee: indicate the amount (if any), the management company charges to process a claim.

Certified Mail Charges: indicate the amount (if any), the management company charges to reimburse the cost of certified mail.
Cost of Re-Renting: indicate the cost you will claim for the cost of re-renting.

Unpaid Rent: indicate unpaid rent (if any).

Step 2: Repair Replace Claims: Indicate any repair claims you will make on the security deposit 

Item: Fill in the work that is being claimed

Type:  Choose from the dropdown the type of repair/replace claim item (cleaning, forfeiture, repair or service)
Full Cost: Full cost of the work done

Applied Cost: if the applied (amount claimed) is different from the full cost, enter that here.  An example of the full cost being different than the applied cost would be where a tenant ruined carpet that was somewhat worn and would have needed replacement within a year or two.  In this case, you might only charge them half of the replacement cost.
Vendor: Enter the vendor name.

Bill: Indicate the whether the cost is a bill or an invoice.

Step 3: Mailing Addresses: the mailing addresses entered in this screen will populate the security deposit letter. 

Forwarding Address: the property address will auto populate as the last known address, but can be changed.
Indicate any other address that the security deposit letter will be sent

Certified Mailing # (Number) (if sent by certified mail).

Release Deposit: This selection will make the selected funds active in the tenant’s ledger.  Check the amounts to be released into the tenant’s ledger. Check all boxes to release them all.

Refund Tenant: This selection will create a check to be refunded to the tenant.  The entry will be made in the tenant’s ledger, and in the QB transfer screen.  Type the amount to be refunded into the table line. It will populate the field at the bottom.

NOTE:  Once you have released the security deposit, you can use it to pay charges on the journal, refund all or part to the tenant, transfer all or part to the owner or any combination of the three.
How to Release Security Deposit and Transfer to Owner

To activate this screen, click Add Claims Letter.  EVEN IF NO CLAIM LETTER WILL BE SENT TO THE TENANT, CLICK ADD CLAIMS LETTER TO ACTIVATE THIS SCREEN.

Once a claims letter has been added, you can edit or delete it.

Generate Letter: This will actually generate the security deposit claims letter for printing.  All funds indicated in the data entry fields will calculate into the letter.  NOTE: The generic Property Genie claims letter is designed according to Florida Landlord/Tenant law.  It is recommended that you edit the linked MS Word document to change the verbiage to reflect the required language of your state.  Be sure not to edit the merge fields and the calculation table in the document.  

Letter Details: Complete the fields to reflect the circumstance of the security deposit claim, and to populate the Security Deposit claims letter. 

Step 1: Letter Details: These screens are for generating the security deposit claims letter ONLY.  They do not enter charges into the lease or owner ledger. 

Lease Info Section 

After clicking Add Claims letter, select the appropriate lease and click Save. Then Edit the remainder of the form.

Enter the date for “Rent Paid Through”

Lease Expiration Date: Complete the move out tab on the lease to auto populate this field.

Move out Date: complete the move out tab on the lease to auto populate this field.

Re Rented: indicate the date if the property has been re-rented.

Keys Returned: Indicate if the keys were returned.

Written Notice Given: indicate if written notice was given.

Credits Section 

Deposits: This field is auto populated based on the amount of deposits held in the lease ledger.

Field: Credits: This field is auto populated based on the amount of credits remaining in the lease ledger.

Charges & Fees Section 

Claim Processing Fee: indicate the amount (if any), the management company charges to process a claim.

Certified Mail Charges: indicate the amount (if any), the management company charges to reimburse the cost of certified mail.

Cost of Re-Renting: indicate the cost you will claim for the cost of re-renting.

Unpaid Rent: indicate unpaid rent (if any).

Step 2: Repair Replace Claims: Indicate any repair claims you will make on the security deposit 

Item: Fill in the work that is being claimed

Type:  Choose from the dropdown the type of repair/replace claim item (cleaning, forfeiture, repair or service)

Full Cost: Full cost of the work done

Applied Cost: if the applied (amount claimed) is different from the full cost, enter that here.  An example of the full cost being different than the applied cost would be where a tenant ruined carpet that was somewhat worn and would have needed replacement within a year or two.  In this case, you might only charge them half of the replacement cost.

Vendor: Enter the vendor name.

Bill: Indicate the whether the cost is a bill or an invoice.

Step 3: Mailing Addresses: the mailing addresses entered in this screen will populate the security deposit letter. 

Forwarding Address: the property address will auto populate as the last known address, but can be changed.

Indicate any other address that the security deposit letter will be sent

Certified Mailing # (Number) (if sent by certified mail).

Release Deposit: This selection will make the selected funds active in the tenant’s ledger.  Check the amounts to be released into the tenant’s ledger. Check all boxes to release them all.

Transfer to Owner: Transfer security deposit funds to the owner.  Type the amount to be refunded into the table line. It will populate the field at the bottom.  All work orders related to the security deposit should be entered ONLY on the owner’s ledger, and funds transferred from this screen in order to pay those claims.

NOTE:  Once you have released the security deposit, you can use it to pay charges on the journal, refund all or part to the tenant, transfer all or part to the owner or any combination of the three.

Taxes
Setting up Taxes

Before setting up taxes in Property Genie you will have to add the tax office as a vendor (System Settings/Vendors) and create a charge for your taxes (System Settings/Charges).   Once the vendor and charge are set up, you go to System Settings – Taxes.  Here you will have the option to either edit or add a tax.  Click “add new” to start setting up a new tax.  You will want type in a name, select a charge, and then fill out the rest of the information related to the tax you are adding.  Click save changes when you are finished.
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Setting a Tax on a Property


To set a tax for a property, go to the property manager and double click on a property.  Here on the information tab, you will want to click edit record and select the appropriate tax in the tax dropdown menu.  When you are done, click save record.
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System Settings

Company Settings
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Company Info

· Company Info – This is where you can change your company address, phone, email and such.  This area also effects information on the website as well as on forms.

· Company Settings

· Company Info — To edit information on the page select the “Edit Record” button 

· Enter Company Name — Note Company name must be under 40 Characters 

· Company Name will populate on the PG integrated website

· Company Name will populate the company name in QuickBooks

· Company Name will merge with any Property Genie documents that contain the field [Company_Name]

· Enter Company Address 

· Company Address will populate on the PG integrated website

· Company Address will populate with any Property Genie documents that contain the field [Company_Address]

· Enter Company Contact Information (Name, Phone, Fax, Email, Etc) 

· Company Contact Information will populate on the PG integrated website

· Company Contact Information will populate on any documents with the above fields

· ACH File Path 

· This is the location where the ACH bank file is stored when you make payments to owners

· Since this is the upload file to your bank, place it on a local machine or your company’s server. It is not recommended to locate this file via an internet sync like “My Dropbox.”

· The file path must be designated prior to your first pay owner IF there are ACH payments to be made.

· ACH Information 

· NOTE: Bank of America has different field placement. Obtain this information from your bank, and then contact PG technical support to plug the information into the correct fields. It is very likely you will have to speak to you bank’s online banking representative to obtain the correct information, and to be set up for batch upload.

· The ACH information screen creates your company information in the proper placement for a NACHA upload file to your bank’s website for owner payment

· Bank Name — Enter the Name of your Bank

· Processing Center 

· This is the central processing facility. For instance, in Florida, the processing center is typically FRB Jacksonville (that is Federal Reserve Bank Jacksonville)

· Description– Checking or Savings Account

· Company ID — Your Federal Tax ID with a dash

· ABA 

· The bank may recognize this number also as the origination ID, or the transaction origination number. It is often the same as your routing number, but check with your bank to be sure

· Routing number 

· On Corporate Checks, this is typically the first series of digits — Typically this is a total of 9 digits

· Checking Account Number 

· account number from where you will be paying the owner’s monies

· Type 

· This will either be PPD or CCD. Your bank will clarify

· Create ACH Debit Record (Checkbox) 

· This is essentially a total line that will be created if checked. If your bank does not require this final total line in the ACH upload file, then uncheck this field.

System Defaults
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System Defaults–(Select “EDIT RECORD” to edit any fields on this page — Once Fields have been changed click save, or cancel to cancel all changes) 

Reminder Defaults Hard coded reminders some of which are triggered by the following fields 

Inspection – Days before Move Out How many days before move out would the manager like to be reminded in order to schedule the move out inspection

Marketing – Days before Move Out How many days before a tenant moves out would you like the property to be marketed

Lease Renewal Reminder How many days before lease end date would you like the renewal reminders to be generated.

Unpaid Rent Reminder Minimum The amount of money which will trigger a notification in the reminder screen that a tenant owes money

Security Deposit Settings — When a reminder should be generated to notify a company on security deposit refunds or claims. 

Days Allowed to Return Deposit This is based on your state’s requirements to fully refund a tenant’s security deposit

Days Allowed to Make Claim — This is based on your state’s requirements to notify a client that the management company will make a claim on the tenant’s deposit

Available Properties–Background Color Allows an at a glance review of number of days a property has been on the market from the first available date. 

Yellow, if over ______ days from date Depending on the number of days you choose, the property line in the available properties list will change color

Red, if over ______days from date Depending on the number of days you choose, the property line in the available properties list will change color

Electronic 1099 Filing Those companies with over 200 1099’s must file electronically with the IRS 

Check Box to file 1099’s Electronically

TCC from IRS This number is obtained from the IRS.  Call the IRS directly

4 Character Name Code This code is generated by the IRS with the TCC. Call the IRS directly

Contact Phone Number–This reflects the contact number you have on file with the IRS

Lease Attorney Information If you use an attorney prepared lease, Property Genie can generate a form to be emailed directly to the attorney you designate.  IF THE FORM PROPERTY GENIE PROVIDES DOES NOT INCLUDE FIELDS YOUR ATTORNEY REQUIRES, NOTIFY CUSTOMER SUPPORT, INDICATE THE FIELDS THAT ARE LACKING AND WE WILL CREATE AN APPROPRIATE FORM FOR YOUR USE. 

Name Lease Attorney’s name

Email  Lease Attorney’s email address

Eviction Attorney Information If you use an attorney to conduct evictions on your behalf, Property Genie can generate a form to be emailed directly to the attorney you designate IF THE FORM PROPERTY GENIE PROVIDES DOES NOT INCLUDE FIELDS YOUR ATTORNEY REQUIRES, NOTIFY CUSTOMER SUPPORT, INDICATE THE FIELDS THAT ARE LACKING AND WE WILL CREATE AN APPROPRIATE FORM FOR YOUR USE. 

Name Eviction Attorney’s name

Email  Evictions Attorney’s email address

Outlook Scan Property Genie will scan your Outlook Inbox (versions 2003 and above), and pull in a copy of the email correspondence that matches the email addresses contained in Property Genie for both owners and tenants 

Checkbox — Allow Outlook Scan This will enable the outlook scan, and offer choices in the Users’ profiles for the outlook scan.

Taxable Charges: Enables the taxes to be applied to particular charges, especially rent 

Once this check box is toggled, see “taxable charges” button.

Checkbox – Allow Taxable Charges

Vendor: First, enter the vendors who will receive taxes (for example, FL Dept of Revenue, Orange County Dept of Revenue). Then, select a default vendor—the most common vendor.

Online Payment Processing Property Genie integrates with authorize.net for online merchant services(credit card payments) Click the link in this screen to sign up with authorize.net 

Checkbox — Take Payments Online Click here to enable online integration once you are set up with authorize.net

Authorize.net Login Login provided to you by authorize.net

Authorize.net — Key Provided to you by authorize.net

Convenience Charge This charge should be set up in the charges screen along with the fixed amount you will charge for online rental payments

Convenience Charge

Payments Accepted Check off which forms of payment you will accept via authorize.net 

Checkbox –MasterCard

Checkbox — Visa

Checkbox — E-Check

Checkbox –American Express

Checkbox –Discover

Accounting
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Accounting: These are the common charges that are linked to the master charge table under charges. Select the charge name from the drop down you wish to be used in the accounting ledgers for common charges.  Make changes to the master charge table for different selection on these screens. 

Charge Settings 

NSF Fee Charge The additional fee you assess when a check is returned NSF.

NSF Charge The actual NSF or “bad check” label designation in the ledger

Rent Charge Rent

Late Fee Charge Late fee

Add. Rent Charge Another name for late fee, typically used in FL. It is NOT to be confused with tenant rent.  Add.Rent in Property Genie is another name for late fee.

Sec. Dep. Charge Ledger charge for Security Deposit

Mngt. Fee Charge Management Fee income charge for management company

Owner Chk Charge Ledger entry  for sending a payment to owner

Transfer Charge Ledger entry for transferring money between properties

Tenant Refund: Ledger entry for returning money to a tenant

Maint. Coord. Fee: Any additional fee charged as management income for arranging property maintenance

Lease Settings: Default information that will autopopulate a new lease. 

Min. Term The shortest duration of a list that you will.  Property Genie will not permit a lease to be created that is less than this default setting

Min. Term Period Days or Months

Sec. Deposit Type  ercent or fixed amount that will autopopulate

Sec. Dep (% of Rent): The default amount (they typical security deposit), or the default percentage of the rent that is typically charged for a security deposit.  This default can be overridden directly on a lease.

Allow Vendor Invoices on Lease and Not require Owner reimbursement.  This option is not recommended as a default setting.  It allows you to post a vendor charge only on the tenant ledger without involving the owner in the record of expense or payment. Property Genie recognizes that at times this is a legitimate charge, but best practices in the industry dictate that any charge to the benefit of the owner’s property be recorded on the owner’s ledger.

Vendor Funding: A method of income generation for a management company in order to earn a percentage of vendor billing 

Type Prefunding: Use this label if the management company pays a vendor for work BEFORE the rent is received. It is typical for the vendor to offer a discount for this service.  For instance, if a vendor participates in a vendor prefund program,  presents you with a $100 invoice for work completed, the management company pays the vendor $90 (a 10% discount), and when the rent is received, the management company is cut a check for repayment, plus $10 in income. See vendor funding reports

Discount: Use this label if a vendor discounts an invoice for your company, but you do not pay the invoice until the rent is received.  In this case, the vendor will be cut a check when the rent is received, and the management company will receive a check for  income

None: If you choose not to use any type of vendor discount program.

*if you use vendor funding, enter an item in QB called Vendor funding tied to the Rent Clearing Account, and an item called Vendor Funding Income tied to the Vendor Funding Income report.

Default % Discount The percent discount that most vendors offer.  This can be changed on a case by case basis on individual work orders

Checking Account :The bank account where vendor funding vendor checks, management company repayments and management company income will be written. If you choose vendor pre-funding, it is strongly recommended to use a separate non-escrow designated checking account for banking activity.  If you select vendor discount, your Rent Management Account can be used.

Quickbooks Checking Accounts The bank/escrow accounts contained in QuickBooks and Property Genie provides you with a pre-formatted QB file, and a chart of accounts to facilitate the transfer.  Property Genie with QB tracks the Rent Management account (typically where rents are deposited, vendors are paid, and from where management commissions are transferred), Security Deposit Account (typically where tenant deposit funds are deposited), Vendor Funding account. An additional Leasing Account can be added for tenant application fees and holding deposits if desired. Property Genie does not track a company’s business or operating account. Quickbooks should be considered the banking module for Property Genie, and be used to make deposits, cut checks and reconcile bank accounts. 

Property Management Account: the default account where rents and other monies are are deposited, vendors and management company are paid, and refund checks are cut. The default name for this account is Property Management Account PG

Security Deposit Account: the account where tenant deposits are held. The default name for this account is Security Deposit Trust Account.

Leasing Account: This can be the Property Management Account, or a new account can be added in QB.

If you choose to use different  names for the default bank accounts, they must be changed in QB as well

Lease Execution. This determines how funds are charged when a lease is signed and executed. Funds can be collected at any time, but the ledger charge can indicate either the day the lease is executed or the first of the following month. 

Rent Posting Date: When the first full month’s rent is due if other (pro-rated) rent is involved—the first of the next month, or are funds due the day the lease is signed..

ProRated Rent Posting Date: If pro-rated rent is involved, this setting indicates when the funds are due—the first of the next month, or the day the lease is signed.

Security Deposit Posting Date: Select either lease execution date or first of the following month

Additional Fees Posting Date: Indicates the charge or due date of any other funds collected as a result of a new lease. For example, pet deposits or fees, administrative fees, or any other lease related fee.

Late Fee Setting: Indicates how late fees on a lease are handled. 

Late Fee Label: Select the label of late fee or additional rent (this label should correspond with your existing lease language)

% (Percent) to Split to Owner: Percentage of late fees that are split with the owner. If the management company does not offer a late fee split, then set the percent at 0.

Default Schedule: The most common late fee schedule that will populate the lease when a new lease is created. See also Late Fee Table.

Default Settings: Other common defaultcharges

Property Setup Fee: If a property owner is charged a fee for setup when a management agreement is signed, enter that amount below.  If there is a reduced fee for multiple properties, then enter the appropriate amount and corresponding properties in the fields.  This fee schedule will upload to the Property Genie integrated website. 

+ Properties = $____

____ + Properties =$____

____ + Properties =$____

____ + Properties =$____

Tenant Application Fee: The application fee charged per person, and will feed the Property Genie integrated website..  Due to requirements with our partner online application processing companies, only applications must be submitted as individuals.  For example, a husband and a wife must each complete an application to be submitted for online processing (not as a couple), and two discrete fees would be charged 

Tenant Application Fee

Key Deposit Settings: A default fee that merges with the key deposit receipt document. 

Key Deposit Fee

Income Closing Date: An optional field that indicates he date each month that the management company closes its record of income. Any income received after this date will be applied to the subsequent month. 

Closing Date: The date you indicate each month to which the management income is appropriated.

Short Term

Here is where you enable or disable short term rental processing, and if enabled you will set the default minimum rental days and how to split the rates.
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Introduction to Short Term Rental Processing
The Property Genie Short Term Rental System is composed of 3 main procedures.  They are: a) reservations, b) check in and c) check out.  

A reservation can be created either by your guest through the website or by a user through the desktop application.  Once a reservation is made, then you can proceed with the check-in process and finally the check-out process.

Online Reservations
1. Go to your website, Click the vacation rentals button. (note:  your Short Term page can be it’s own Main Page)
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2. This opens  the  reservations area of Property Genie within the your Site.

3. Property Genie initially shows all available properties. 
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4. Once you enter check in and check out dates then you will be able to search for availability.
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5. Clicking the Search button will show only those properties that meet your search criteria.
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6. Clicking on the picture or the property name will show a detailed page for that property and allow the user to submit an email request.  
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7. Checking the Reserve Now checkboxes next to the property and then selecting clicking the Reserve Selected button will move the user to the Reservations window.
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8. The Reservation screen restates the properties that were selected and requests the user to enter their information and states the deposit due.  The deposit is based on the first night’s rent for each of the properties.  
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Once the user clicks Check Out & Pay  they are moved to the Payment Screen.  On the payment screen, the user needs to enter their credit card information for the first night’s deposit.

10. Once the user authorizes payments by checking I Agree and Authorize Payment then the property manager is sent an email about the new Vacation Rental.  The leases are created in Property Genie. 

Reservations within Property Genie
The Short Term Leases can be found by clicking the Tenant Coordinator button and then the Short Term Rental button on the left.  

1. Clicking Add Reservation in the bottom right corner will take you to the reservation screen.
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2. The Reservation screen is divided into 3 main sections:

a. Prospect Information which contains all of the contact information for the guests.

b. Reservation Information which contains the dates, properties and billing information for the reservation.

c. Deposit/Payment Information which is where you can process the initial deposit for the reservation.
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3. In the Prospect Information area you enter the name, address and contact information for your guest.
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4. In the Reservation area, you enter the following:

a. Check In and Check Out Dates. These fields are calendar selectors so you can just move to the dates you need.

b. Properties is a list of all properties that are available for short term rental.  You simply select the one you want and then click the Add button.  If the guest is reserving more than one property, then you just select another property and click Add again.  
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The properties table shows: 

· Address: the address of the property you added

· Avail? whenter that property is Available for the entire period
· Rent: The calculated rent for the entire period

· Deposit: The first nights deposit for that period.

5. The Deposit / Payment information allows you to record a payment you may have received in the mail or in person by entering the information and clicking the Record Payment button.  If you need to actually process the credit card manually then you can use the Process Credit Card button to load that screen.
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Short Term Reservation Check In
The Short Term Leases can be found by clicking the Tenant Coordinator button and then the Short Term Rental button on the left.  
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The lease name is created based on the date and time (YYYYMMDDHHMM) the reservation was made.  This is also the reference number that is emailed to the tenant.  Double clicking the line, will load the Short Term Rental Check-In an Accounting Screen.

1. The Short Term Rental Check-In Screen is divided into 3 sections.  The first section is Leases: Units / Properties which shows the leases for the units or properties reserved.  The second section is the Prospects Journal.  The third section is where you can receive payments onto the Prospects Journal.
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2. Leases:  Units / Properties Section

Each lease has its own line in this section.  For information the Address, Lease, Start Date, End Date, Actual End Date, Status and Rent Due are listed.  

For Future Leases, you can check the Check In column and then click the Check In button. Checking in the lease changes the status from Future to Current.
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3. Prospects / Temporary Journal Section

The Prospects / Temporary Journal shows the transactions that have been made on the Prospect Journal. At the minimum, this will show the initial deposit and convenience fee.  Any Payments taken in the Payment Information Section will show up here.

You can transfer an amount from the credit balance to a lease by clicking the Send to Lease button.  In order to refund the prospects deposit, you can click the Refund button to create the transaction.
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4. Payments Information Section

You can enter payments taken in person through this section and click the Receive Payment button or you can process a credit card through a Property Genie merchant by clicking the Process Credit Card button.
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5.  Once the client has paid in full the process is complete!

Short Term Reservation Check Out
Just like long term leases, you need to tell Property Genie that a Short Term lease has ended which will set the property back to vacant.  A Check Out is done in the same away as a normal move out.  

1. Double click on the lease on the property and then select

2. Click the Move Out tab.

3. Click the Dormant button.
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Short Term Reservation Reports
Short term/Vacation Rental reports are found under the Management Company Tab.

Background Checks
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Background Checks (To edit this page, select the edit button on the bottom of the page) 

Perform Background Checks Through: select the online application processing company you would like to use. Property Genie integrates with Resident Data (now LexisNexis), and Online Information Systems (Online Rental Exchange).

Online Rental Exchange settings: The requisite information is provided you by Online Rental Exchange. 

Client ID: Provided by ORE

Do Criminal Search: If this is the package you purchased with ORE, select this box

Sync Users: Synchronizes new users with ORE

Resident Data/Lexis Nexis Property ID 

Property ID: The Company ID provided to you by Resident Data/Lexis Nexis

Marketing Uploads
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Marketing Uploads (To edit this page, select the edit button on the bottom of the page.) Property Genie integrates with online rental marketers rentalhomesplus.com (now apartments.com), Rentals.com and Zillow (which includes Hotpads.com).  
Features (PG) Property Features designated by Property Genie

You must have accounts with Rental Homes Plus and Rentals.com, however, Zillow and Hotpads are free services.  Select from the drop down menu the features you would like to match from each of the accounts you will be using to Property Genie. These features will be uploaded to their sites for marketing.
Reminder Emails
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The system will track and prompt you to send reminder emails for rent prior to being due, and when it is past due.  In here you will set the number of days for the reminders as well as any generic text you want in the body of the emails.
Users

Set up who has access to Property Genie and what features of Property Genie they have access to 

Add a user name and password for access to Property Genie 

Name: The  name of the employee or designation

Login ID: First blank in the Property Genie login screen

Password second blank in the Property Genie login screen

Email: email address of user that will be the mailbox for Outlook Scan of that user

Inactive: If this gets marked, it will remove rights to access

Security Groups: Assign different levels of access to Property Genie 

Must add one at a time

Remove will remove the user from that group.

User Security: This lists the rights a user has been given.

Background Check Integration Permission for this user to run online tenant applications 

Synchronize this user: Give rights for Property Genie/OIS intergration

Now Button: sends information to OIS from Property Genie regarding user

Password Expires Field: date you would like access to expire for OIS integration

Picture File Name Link to a photo of a user.  If this user is assigned as property manager to various properties this photo will be seen on owner and tenant logins pages 

Change Button: Allows user to browse and select a photo

Upload Button: Uploads photo to the Property Genie integrate website.

Documents
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This gives the location of documents linked to property Genie.  There are quite a few template forms, but you can also create your own and place them in the forms folder.

Document Templates: A list of Property Genie documents (meaningless until you download Property Genie documents and file structure and link the database to them. 

Documents Settings / Paths: A global database setting.  Documents should be located on a shared folder, server, or internet drive like “My Dropbox,” or a VPN. 

Forms Location: The folder where the Property Genie linked document templates are stored. 

Properties Location: Location of folders containing documents created through Property Genie pertaining to properties 

Browse: Browse to the location of the properties folder so merged documents can be created by Property Genie.

Prospects Location: Location of folders containing documents created through Property Genie pertaining to prospective tenants 

Owners Location: Location of folders containing documents created through Property Genie pertaining to property owners. 

Delete Document Button: delete a document will remove it from the forms folder.  Property Genie will no longer be able to merge to that particular document.

Property Genie uses the template forms in the forms directory to merge with the Prospect, Tenant, or Owner and then once the data is merged into the Word Document, it is saved under the appropriate folder whether it be Property, Prospect or Owner.

Upon installation, Property Genie staff will download and install Dropbox so that all users can share the documents.  It is imperative that all computers have their Dropbox location identical to what is in the screen:
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Vendor
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Vendor Information — All information regarding a service vendor or other individual or company to whom checks will be written. ADD YOUR MANAGEMENT COMPANY AS A VENDOR for reimbursement purposes (not management company income). Company Name (required)- Enter vendor or individual’s company name. This is the name that will be added in Quick Books. Must be 40 characters or less with no apostrophe’s. Contact Name Address Type A required fields. Type of work or category of company/individual to whom checks will be written. Can select more than one. Create these categories (like AC, Electrical, Management Company, HOA, etc under Work Order Types).

Work Performed 

Remove

Add

Drop Down Field — Select Active/Inactive

Work Orders — Links to work orders created via Property Genie for a particular vendor

Phone

Fax

Emergency Phone 1

Emergency Phone 2

Email Address

Tax Identification Number (#) — Tax ID number for 1099 creation purposes. Do not enter dashes.

Insurance Carrier

Checkbox — Create Bills not Checks

If this box is checked, the when a paid invoice is transferred to QB, it will be treated as a bill, and located in the Vendor Pay bills screen. This allows multiple bills for single vendor to be paid.

Checkbox — Is a UtilityCheck this box for public utilities like water and power

Checkbox — Needs a 1099

Check this box if the vendor will require a 1099 to report income. It is typical for vendors to require a 1099 if they are paid over $600 by a company. Contact your accountant with any questions.

Vendor Notes — Any other information you would like to record as a note

Add Record

Delete Record

Vendor Type
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Before setting up Vendors you must have the different vendor types set up.  These are simply classifications such as Electrical, Plumbing, Lawn Maintenance, etc.
Adverse Actions
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Adverse Actions: These fields are for use in the tenant adverse action letter when a tenant is denied to lease a property.  (See Tenant Coordinator, Documents) 

Add Adverse Action: Add additional adverse actions 

Reason Short Description: An easily recognizable description that you will select from a list

Reason Category: Decline or subject to

Reason Full Description: The full verbiage regarding the adverse action that will merge into the adverse action letter.

Property Features
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The master list of features and amenities that can describe your properties.  This list should contain ALL  potential attributes of a property.  This list also populates the marketing flier and features shown on the Property Genie Integrated Website available properties screen (See Amenities screen) .

The system has predefined categories, but more can be added to fit your needs.
Review Checklist
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The master list of items that are common to a property review or inspection.  This list should show all the potential reviewed rooms/items to be reviewed.  (See Reviews) 

The system has predefined categories, but more can be added to fit your needs.
Management Fees
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Master list of ALL potential monthly management fees collected (leasing fees, tenant placements fees, renewal fees are all manual charges at this time). 

Edit Table: Add or edit fees to the management fee table 

Management Fee Name: A short title for the management fee so it can be easily recognized in a list.  Example:  10%, 8%, $20 Flat

Rate: Dollar amount or percentage of the rent

Basis: Fixed amount or percentage

Charge Upon: Rent collection (when the tenant pays the rent, management fee is on the owner’s ledger retained), rent posting (management fee charge posts to the owner’s ledger when the rent is charged to the tenant), no rent (if there is no rent collected, as when a property is vacant or the management company is “house sitting” a charge posts to the owner’s ledger from the monthly charges screen) See owner tab in Property Management Screen, Default Management Fee)

Leasing Fees
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Indicate a unique descriptive name. For example, if the leasing fee is 50% of the rent, the leasing fee name would be 50%.

Rate — percentage or flat dollar amount

Basis — Choose “Percent” or “Amount”

Rate — percentage or flat dollar amount

To add all of your leasing fees, add a new fee in each line.

Late Fee
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The master table where all types of late fees a company may charge are entered under System Settings/Late Fee.  They must be entered in this table to be available for selection on a lease. 

Add Late Fee: Click to add a late fee to the table 

Late Fee Name: An easily recognizable descriptive name. Example: $50/5 day

Late Fee Type: Late Fee or Additional Rent 

Enter the name and late fee type.  Then click Save.  Select the name from the drop down list and click edit to alter the table.

Start Day This indicates the first of the month, and the day that a fee change occurs.  THIS FIELD IS AUTOCALCULATED BY PROPERTY GENIE BASED ON THE DAYS TO REPEAT.  YOU CANNOT EDIT THIS LINE MANUALLY.
Fixed Amount: Enter a fixed dollar amount here

Percent of Rent: Enter a percentage of the rent to be charged as a late fee here

Application Type: Fixed, percentage or both

Days to Repeat: How many days the charge is levied (1 for 1 day)

Charges
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The system comes with pre-defined charges that cover most items you will need.  However, by clicking Edit Table and entering at the last line in the table will allow the user to add their own charges to the table.  

*Note:  Any charges that are added to this table, must also exist in QuickBooks in the Item List and the name must match EXACTLY in order for the transactions to transfer successfully to QuickBooks.
Floor Plan
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The system comes with pre-defined floor plans, but you may add others that pertain to your business by clicking the Edit Table and simply typing in the table.
Property Type
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The system comes with pre-defined property types, but you may add others that pertain to your business by clicking the Edit Table and simply typing in the table.
Marketing Options
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Here is where you can set up referral sources to use tying them to your Owners to track in the event that you pay referral fees.
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Taxes
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Taxes: The table where various taxes can be created and saved. (See Tax Type, Lease, System Settings, System Defaults, System Settings/Charges).  If a tax type has already been added, double click on the line in the tax table to edit that particular tax grouping. 

Add Tax Click here to add a tax to the tax table.  Multiple lines can be included with different percentages. 

Tax Name (Enter a Description): Enter an easy to identify description. Example: Orange County Bed Tax, or 11%)

charge To Use: Select the Charge entered in the charge table (don’t forget to add as an item in Quick Books)

Vendor To Pay: First add the requisite Department of Revenue as a Vendor. Select the vendor who receives the tax. Example: FL Dept of Revenue.

Web Genie

Property Genie will give you a website address specific to your company that will allow you to post statements, documents, allow tenants to apply and make rent payments, allow owners to apply for your services and allow you to market your available properties.  The website address will be in the following format:  http://magicalmanagementcompany.property-genie.com.  The content of this site is controlled from within Property Genie, under the Tenant Coordinator in the Web Genie button.  The featured property on the website is set by going into the property you want to use as your featured property and clicking on the Marketing tab to select the property as featured.  The Property Information tab is where the photo of your property pulls from.

Tenant

Tenant: How to Login and Make Payment or View Account.

When logging into your company’s Property Genie powered website you have the option to enter your login credentials from the site’s homepage, or the direct tenant login page.

Go to Homepage:  http://magicalmanagement.property-genie.com.property-genie.com/
Go to Direct Tenant Login:  http:// magicalmanagement.property-genie.com.property-genie.com/tenantportallogin.aspx
	Homepage
	
	                         Direct Tenant Login
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Logging In

Enter The Login Credentials provided by your management company (From Homepage, use box in upper-right hand corner, for Login page, use the fields in the middle of the screen).

a. Username will be the EMAIL ADDRESS you have on file with the Management Company.

b. Default password will be 


c. Click the Submit or Login button

After logging into the Tenant Portal you will be taken to the Main Tenant page where you can view your account, make a payment or request work.

In order for work order requests to be done by tenants on the web, the following setting must be checked under Tenant Coordinator/Web Genie.
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Under System Settings/Company Information you can designate an email address for your maintenance person so that when a tenant completes a work order request it is not only emailed to the PM but also to the maintenance person.  *NOTE:  This feature is automatically enabled when the Advanced Web Editor is used.  If you are using the Standard Web Genie you must contact Property Genie to have this enabled.

Owner

Owners: How to Login and view statements.

When logging into your company’s Property Genie powered website you have the option to enter your login credentials from the site’s homepage, or the direct owner login page.

Go to Homepage:  http:// magicalmanagement.property-genie.com.property-genie.com/
Go to Direct Owner Login:  http:// magicalmanagement.property-genie.com.property-genie.com/ownerportallogin.aspx
	Homepage
	
	                         Direct Owner Login
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Logging In

Enter The Login Credentials provided by your management company (From Homepage, use box in upper-right hand corner, for Login page, use the fields in the middle of the screen).

a. Username will be the EMAIL ADDRESS you have on file with the Management Company.

b. Default password will be 


c. Click the Submit or Login button

Get Statements

After logging into the Owner Portal you will be taken to the View Your Statements page.

a. First step, use the Select Property Address dropdown list to SELECT the property you wish to get the statements for.

b. Second step, use the Select Statement dropdown list to SELECT which period statement you want to download.

c. Third Step, CLICK the Get Statements button (this will download the PDF of the statement period selected) ***You MUST HAVE a PDF Reader installed to view your statements. Depending on your PDF reader, the statement may open directly in the browser, or else it will prompt you to Run or Save the file***
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Get Documents

After logging into the Owner Portal you will be taken to the View Your Statements page. To view/download any documents that your Property Manager has uploaded you will need to CLICK the Documents button in the bottom-middle of the page.

Property Genie allows users to categorize documents in two ways, Owner Documents and Property Documents.

1. In the View Your Documents screen you must first SELECT the category you wish to download a document for. 

***Any documents related to your management agreement, or directed directly to the owner will be found in the OWNER DOCUMENTS category. Lease documents, work orders, receipts, and property reviews/inspections will be found in the PROPERTY DOCUMENTS category***
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2. Once you have selected the appropriate category you will use the SELECT STATEMENT dropdown list to find the file you wish to download.

3. After selecting the file from the list, CLICK the GET FILE button to download the selected file.


Troubleshooting

Security Deposits

Trouble Shooting S/D Release

Sometimes when trying to release a security deposit, you will accidentally release as a $0 dollar amount (instead of entering the amount to release).  So the deposit amount on the bottom of the screen will still show the full amount, yet you can no longer rerelease the deposit.  To fix this problem, go to the deposits tab for the lease then double click on the $0 dollar release debit.  This will bring up the charge details and you can just click delete charge.  After deleting the charge, you can then go back to the s/d tab and release the funds accordingly.

How To Process Renewal Reminders/Management Agreements

Go to Accounting/Renewal Reminders

This date is based on the date for renewal reminders as indicated under System Settings/System Defaults and is triggered by lease execution.
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Management Agreements are based on the date as indicated in the Owner tab of the Property.
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How to Re-Process ACH Payment to Owner

If an Owner ACH payment must be re-done because it was rejected  by your financial institution due to any of the following:

Incorrect account number or routing number

Incorrect designation of account type (checking or savings)

You will need to first correct the problem in the Owner’s Accounting Settings.
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Once that is done, you will go to the Owner’s Accounting Journal and delete the previous ACH Payment to Owner entry.  

Next you will go to Accounting/Pay Owner.

Select ACH at the top and select the Owner you wish to pay and click Pay Owner.

This will create a new ACH file for you to upload to your financial institution.
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If the first Payment to Owner was transferred to QuickBooks, you will need to mark this new one as “Transferred” so that you don’t have a duplicate transaction in QuickBooks.
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How to Use Reminders and the Calendar in Property Genie

Reminders are triggered based on information set up in System Settings/System Defaults.

From there the system uses these dates to determine when to create a reminder upon lease execution, lease move-out or unpaid rent.

The reminders can be viewed by User and only completed reminders or non-completed.
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The reminders can also be viewed in a Calendar display by clicking on the Calendar button.

While in the calendar view, you have the option to Add New Event.  Only the events added through the calendar are able to be edited.  All other reminders generated by Property Genie are not editable.
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Notify Tenant of Rent Increase Upon Lease Renewal

Open the Lease Details and in the lower left check the Renew Automatically and put the increase in the box that is appropriate to the right.

From Property Manager/Tenant, you can click Merge Document and select the Lease Auto Renewal Notice document and choose the Tenant.  This will insert the amount of the increased rent into the Word document for sending to the Tenant via email or by printing and mailing.
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Find
From The Tenant Coordinator, Property Manager and the Owner Coordinator buttons, you will find a magnifying glass button in the upper right section of the screen.  This will allow you to search for either the tenant, property or owner using any part of the name or address.
Move Lease from one property to another
When you need to move a tenant from one property to another this can be done by going to the Lease tab while in the Property to move from and clicking on the lease and then Move Lease button.  Keep in mind that the only transactions that will move from the accounting journal are security deposits.  So if you have a deposit for the tenant it will go to the new property but any other charges or payments will not transfer.
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How to Modify Holds (Owner)

If an Owner sends you a payment and requests that you hold it on his account to pay any expenses that arise you can enter this as a payment on the accounting journal and put it on hold.  The hold feature will only allow you to put the entire amount on hold (not a portion of it).  This is different from the reserves in that you can release the hold from the accounting journal without having to edit the owners accounting setting.

To modify holds from the Owners Accounting Journal, click the modify holds button and select the item you wish to hold and check the Credit on Hold box and then Update.
Once the charges have been entered for the expenses you can click the Modify Holds button and release the hold in order to use this money to cover the charges.
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Notes

You have the ability to enter notes for tenants, owners and properties.  The Owner and Property notes can be designated as Accounting Notes for charges and/or payments so that when you enter charges or payments on the owner or property the note will appear prior to entering the actual charges or payments.  This can be useful when an owner requests that he make certain repairs rather than hiring a vendor.
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Property Sale from one Owner to another
From within the Property, select the Owner tab and at the bottom of the accounting journal you will see a Property Sale button.  Select the button and enter a date for the sale and select the new owner.  The date used here will determine the end date for the current owner  and the start date for the new owner that will be used for 1099 calculations.
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Import Tenant Rent Payments
1. You’ll just click the import payments button, then find the check reader output file.

2. That will process and load a screen with all of the routing and account numbers, as well as the total amount of the payments.

3. You’ll have to look at all of the checks and match the routing numbers so you can tell whose check it is, then in the column on the right hand side of the screen select the PROPERTY, then LEASE.

4. Once that’s all set, click the POST PAYMENTS button.

5. Property Genie will then record all of the payments AND AUTOMATICALLY apply the credits to the lease’s outstanding invoices. (if there are no invoices it will post as an available credit).

If you process the same file again PG will import a duplicate copy so be careful (maybe move them to a “processed” folder).

PG will store the Account and Routing number so next month when you scan another check from them their PROPERTY and LEASE should be selected by default.

Available Properties

From within the Property under the Marketing tab, if you set the status as “Available to Show”, you are able to monitor such properties by running reports located under Property Manager/Available Properties.  You can select specific criteria as seen below.
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The Utilities On/Off Report is based on the information as entered while in the Property record, under the Utilities tab.
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Security Deposits – Claims and Releases of Money  

From the security deposit tab

Select the Correct lease

Click “Add Claims Letter” *Even if you don’t need to do a claim letter at this time*
Once you have added the claims letter, to process it you will complete Steps 1, 2 and 3 in the lower section of the screen.  Once all is complete, click Generate Letter and this will allow you to print the letter to mail to the tenant.

Once you are satisfied with the letter be sure that all charges have been entered on the Lease Accounting Journal and the Owner Accounting Journal.  Items such as late fees, re-key and certified mailing fees will be entered on the Lease Accounting Journal because they should be set as Management Income in the System Settings/Charges table while other items such as cleaning and damage repairs will be entered on the Owner Accounting Journal and marked as paying a Vendor Invoice. 

Once the Accounting Journals are correct, you will go back to the Security deposit tab and release the security deposit.  This will put a credit on the Lease Accounting Journal.  From there click on Payments and use the security deposit credit to pay the charges (late fees, re-key, certified mail, etc).  Once you’ve done that, go back to the Security Deposit tab and the remainder of the credit will be available for you to transfer to owner to cover the charges you entered on the Owner Accounting Journal and to refund the tenant the excess.  Once you refund the tenant, a credit will be seen on the Lease Accounting Journal and will also be sitting in the QuickBooks Transfer (Accounting/QuickBooks) screen for you to send to QuickBooks to print the check for the Tenant.
Whenever you make a claim against the deposit, you will always transfer the deposit to the owner to be used to pay for those damages.  This is done so that the owner can see the disposition of the security deposit on his statement.   You refund to the tenant ON LY if the tenant is getting a refund.  

