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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

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 Olnstaller.exe



http://www.property-genie.com/support/downloads.htm
http://www.property-genie.com/updates/PGLatestVer.exe
http://www.property-genie.com/updates/PGLatestVer.exe
http://www.property-genie.com/updates/PropertyGenieQBFile.exe
http://www.property-genie.com/updates/QBFC7_0Installer.exe
http://www.property-genie.com/updates/QBFC7_0Installer.exe

7.
8.
9.

Towards the bottom click Install for MS Report Viewer 2005, direct link: http://www.property-

genie.com/updates/MSReportViewer2005.exe

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”

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.

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

Click Add New Connection

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

Add New Database Screen:

3=

Database Connection

Company Name

Server Name

Database name

User Name
Password

Confirm Password Test

Cancel

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.


http://www.property-genie.com/updates/MSReportViewer2005.exe
http://www.property-genie.com/updates/MSReportViewer2005.exe
http://www.dropbox.com/

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.

e 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.

o 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.



Property Genie for Magical Management Co - [Owner Details]

Tenant Coordinator  Property Manager ~ Owner Coordinator ~ Accounting  System Settings  Reminders  Help

Active ON 6/1/ Owner ID 5

Accourting Settings | Other Information
Distribution Address Information 1088 Information
. o
Bl Diaz
Mailing Address Line 1
443 Winding Oak Ln
Gity / Mailing Address Line 2
Longwood
Forcign Address? State  Zipcode
32750
Name on the Account
Bil Diaz L
Create Bills not Checks
Automatically transfer moncy
between propertics to pay bills
Do Not Pay Owner
Rescrve Amount =0.00
Compare To Market Oriy Payifover 5000
Cancel Changes | [ SAVERecord |||

I m 1 [l
LogOut Logged On As: Tech Support .:

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
[ Property Genie for Magical Management Co - [Pay Owner] a = 5 ]

Tenent Coordinator  Property Manager  Owner Coerdinator  Accounting  System Settings ~ Reminders  Help

‘ [Tech Support -On: ul 24 2014 10:51AM =] [ View Payment Detaits | |

©) Owner Bl Aex ) Propesty | 122 Vain 5t Owner Posted Bal_Greater then $0
Morthy Charges
ACH - cv% Select All
Paymerts
Owner Property Curert Bl Unpaid Chrg  AmtOnHd  W/OEst.  Rec.Chig  AvailBel  Check Amount  Select

Other Charges Crofton. Susan 3223 Crofton Lane 50.00 5000  $100.00 5000 (327.00) $0.00

Crofton, Susan 999 Southlake Park Dr 50.00 $0.00 50.00 50.00 50.00 50.00 $0.00

Metered Charges

Renewal Reminder-1000

Late Pay Netice

Properties

Recuring Payments

Fay Invoices

Statemerts

Pay Date 07/29/20140350:43F B

LogOut Logged On As: Tech Support .:




The path of the ACH file is designated in your System Settings/Company Info

Property Genie for Magical Management Co- [Cumpany Settings]

(= [ [

Tenant Coordinator  Property Manager  Owner Coordinator ~ Accounting

i, Property Genie*
o

System Settings  Reminders  Help

OPERTY
MANAGER

Company Settings

Company Info | System Defauits | Accounting | Short Tem | Background Checks | Marksting Uploads | Reminder Emails

Lock Database

Company Settings

Company Name. Contact Name
Wagical Managsment Co Customer Service
Address Address2
Decumerts 123 Fartasia Lane
Gity State Zipcode
Wagic Kingdon FL 37123
Vendor Type Phone Fax Toll Free E-Mail

(407) 1234567 (4071234562 (300) 1234567 tish@cse-anline com
Adverse Adtions

Property Features

Review Checkiist ACH Information

Bank Name Bank Recognized Company Name
Management Fees Tish's Bank Name Tish - Magical M

ing Center i Company 1D

Leasing Fees Tish's Processing Cente | “Test descr m

ABA Switch Order Routing # Check Account Number

seessssee cessens sessnnans

Type

FFD Creale ACH Debit Record

Floor Plan
Use Base 10 Blocking

Include Debit Record in Hash Totals

Froperty Type
ACH Folder Path

C:\Users'tish'

Federal Tax ID

Log Out Logged On As: Tech Support ;|

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).



Tenant Coordinator  Property Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help

Select a Type of Charge 4 - Frr LR ET C]!argesMa:lntenance
Compary Settings Charge Typs Charge Desciption Amourt  Show on Late Pay Notice  Managsmert Company Income Is Dspost Inactive Taxabls =
Users Both ~ | Miscelaneous s0.00 Il = = ) o I
Lease ~ | Nonrefundable pet fee £0.00 | & ] ] a
Documerts Both ~ | NSF Check $0.00 ] ] 7] o
Vendors Eolty | NSF Fee S0.00 0 =] 0 ]
| Owner + | Owner Application Fee SD.00 I} ] I Ol |
Vendor Type = ~ | Pest Control 000 0 o o o B
Adverse Adtions Lease. ~ | Pet Depost Refundable <0.00 ] 0 0 W
Lease ~ | Pet Fee $0.00 ] ] ] 0 ]
Property Features Both + | Process service fes $0.00 ] 0] Il M)
Review Checklisl Bth | Prospect Refund $0.00 0 O =] ] ]
Lesse + | Rent $0.00 ] 0 w 0 0
Maniagement Fees Lease | Sales Commission s0.00 [&] & B | B
Lsasing Fees Lease v | Securty Deposit $0.00 I o Il ]
Both = | Security Deposit Refund £0.00 B ] =] = ]
Owner | Sertto Owner $0.00 o ] ] Il O =
I Both - |Tax 50.00 @] =] 0 ]
Lease + | Tenant Applcation Fee S0.00 o] o) Il C)
Floor Plan = w000 0 o = 5
Fropety Type > [omner ] ] [l
— [&] [&] i
[ Detete Record | [ Cancel Changes | [ SAVE Changes |
Log Out ~ Logged On As: Tech Support |
. — —

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.

| Proper y Manageme

Tenant Coordinator  Property Manager ~ Owner Coordinator  Accounting  System Settings

Property Genie
2 4

Reminders

Help

Select a property |88 East Church Street Unit 10 v| [ | Sec Al

Strect Address: Unit/Suite: Ciy, State: Zp Managed Since:
28 East Church Street Uit 10 Orlando FL-US 32801 11/ 520010 ~ Edt

e
Property Information | Reviews | Tenanth | Owner |y | Lease [ Work Orders | Amenities | Warmanty [ Uilties | Marketing | Seouity Deposit |

Management Fee Ten Percent (10%) Leasing Fee  Half Months Rent ‘
Curent Tenants

Fist Name Last Name Home Phone Emergency Ph Email Address %of Ownership  Disbursement % Rating
Availzble Properties emrise . gmail.col 00.00 00.00 I
Renewal Reminder-75
Late Pay Notice

[ Accauniing Joumal | Unpaid Invaicds | Recuring Payments | Rdcuring Checks | Omner Statements | Deleted Transactions | [ Preview Joumal
Z

[ Order Vendor Charge Recuing Peied  Mema SiatDate  EndDate  Ned Date  Amount

Property Reviews N [=] =1 =] [ [ [ [ 0

N
Property Sale Record NSF_| [ Money Transfer ([ Edt Record )

Log Out + Logged On As: Tech Support .
—




P wnN e

SELECT the appropriate HOA Vendor from the Vendor drop-down list.

Select the Charge Type you want to use, as well as the Recurring Period.

In the Memo field, fill in what you want to show up as the Charge Reference.
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).
Once EVERYTHING is filled out like the example below, click the Save button in
the lower-right hand corner.

[ Property Genic for Property Genie Property Management - [Propertics] = | B s

Tenent Coordinator  Property Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help
v,

Select a property |28 East Church Sireet Unit 10 Property ID 16 2
Street Address: Unit/Sute: Ciy: State: Zp Managed Since:
28 East Church Sireet Unt 10 Orlando FL-US 32801 11/ 5/2010 Edit
Property Infomation | Revies | Tenarts | Owner | Documents | Lease | Work Orders | Amentties | Wanarty [ Utilties | Marketing | Secuity Depost |
Management Fee [Ten Percent (10:) - Leasing Fee [HaF Months Rent -
Current Tenarts
First Name Last Name: Home Phone Emergency Ph Email Address %of Ownership  Disbursement % Rating
Available Properies Situs Enterprises sinmé@gmail.com 100.00 100.00 |
Late Pay Notice
Aecourting Joumal | Unpaid Inveices | Recuming Payments | Recuring Checks | Owner Statemerts | Deketed Transactions Preview Joumal
Order Vender Charge Recumng Pered  Mema SioiDate  EndDate  NextDefe  Amount
Property Reviews 1 |HOA Company |+ [HoA Du [ + [ Monthly [ + | Monthly HOA Dues 2/8/2011 2/8/2011 JEFLL)
o | =] L= l=] 0
|
Paymerts Property Sals RecordNSF_| [ Money Transfer | [ Cancel | [ save
Log Out ~ Logged On As: Tech Support

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.

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.

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.

r | Property Manager  Owner Coordinator  Accounting ~ System Settings ~ Reminders  Hel

Te o Ip
P 0 0 0 A o, o
P ! Ly o ER © % 1]
- TENANT PROPERTY QWNER
D COORDINATOR MANAGER COORDINATOR ACCOUNTING SYSTEM SETTINGS REMINDERS

|-:) Property 123 Easy Strest . Longwood FL-US 32750 @- Al Recurring Payments For 2/ 82011 ~ Select All

Froperty Vendor Charge Type Memo Feriod Due On Balance  Amourt
Menthly Charges 88 East Churct 2 D A Compay AD 8/20 $0.00 10000 FEl

Paymerts
Other Charges

Renewsl Reminder-75
Late Pay Notice
Owners

Properties

Recurring Paymerts
Statements

Pay Owner

Vendors

Reports

QuickBooks®

Pay Inveices

==

Log Out ~ Logged On A%

9. Confirm that you want to “Process Payments for the selected records?” by
clicking YES

' B
Process Recurring Payments I""m ""I

Are you sure you want to process payments for the selected records?




In the above example the Owner’s Account balance was S0, 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”

f Posted @1

|®| Payrnents for the selected records have been posted
"\.____/"

However there were some payments that were not posted because
either the property did not

have a credit balance or the payment amount was greater then the
credit balance

The properties not paid are:
88 East Church Street Unit 10, Orlando FL - US 32801

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”.



¥

Tenant Coordinator  Property Manager  Owner Coordinator System Seftings  Reminders  Help

LProperty Genic*
4

‘i:) Property 123 Easy Street , Longwood FL - US 32750 @ Al | Recurring Payments For: 2/ /201 ~ [ Select Al
—
Property. Vendor Charge Type Memo Period Due On Balance Amount Select
Wonthly Charges ol 0 D 0 $500.00 10000 M

Payments

Posted e |

Other Charges

Renewal Reminder-75

@ Payments for the sclected records have been posted
Late Pay Natice

Properties

W Statements

Pay Qwner

Reports
CGuickBooks®

Pay Invoices

Log Out ~ Logged On As: Tech Support :

11.GO BACK to the Owner’s Accounting Journal in the Property Profile / Owner
tab to verify that the charge posted correctly.



& AL

Tenant Coordinater  Property Manager ~ Owner Coordinator  Accounting  System Settings  Reminders  Help

Property Genic™ 1
P L2l |

Seloct a property |88 East Church Strect Uit 10 <] [ Seemn Property ID 16 [P

Strest Address Unit/Sute: Ciy: State Zp: Managed Sincs:
88 East Church Street Unit 10 Oriando FL-US 32801 11/ 52010 ~ Edit

Property Infomnation | Reviews | Tenants | Owner | Documents | Lease | Work Onders | Amenties | Warranty | Utities | Marketing | Securty Depost |

Management Fee Ten Percent (10%) Leasing Fee  Half Morths Rert ‘
Curment Tenants

First Name Last Name Home Phone Emergency Ph Email Address %ofOwnershp  Disburssmert % Rating
i Availzble Properties a ) 00.00 00.00
Renewal Reminder-75
Late Fay Notice
Aecounting Joumal | Unpaid Invoices | Recuring Payments | Recuning Checks | Owner Statements | Deleted Transactions P e
Date Fostd By Type Debit Credt Reference | I
P A Suppott  Cash Opening Balance —
roperty Reviews 2/1/2011 | Tech $0.00  S500.00 Current Bal. $400.00
011 | Tech Suppot | HOA Dues $10000  $0D00 .
Unpaid Inv sooo | |||
Amt On Hold s0.00
W/O Estimate $0.00
Vendors ——
Recur. Pmts_ s0.00
Available Funds $400.00

Modfy Holds
Propery Sale Record NSF_| [ Meney Transfer

Log Out ~ Logged On As: Tech Suppert .|

12. Finally head over to the Recurring Payments tab and verify that the Next Date
field updated correctly.

How to Send Email to Owner
Property Genie for Magical Management Co - [Owner List] (e |

Tenant Coordinator  Property Manager ~ Owner Coordinator  Accounting ~ System Settings ~ Reminders  Help

ACCOUNTING SYSTEM SETTINGS REMINDERS EXIT

[ Addowner | [ Send Email | [ Merge Documert | 2

First Mame Lzt Name Address Status Rating

Owner

Susan Crofton 2000 Blacksmth Lane Oakvile oN Active

Properies Bil Diaz 449 Winding Oak Ln Longwood L Active

Jhn Frankin AL Active

McKay 235 Sunshine Ave Deland L 32151 Active

Louis Molina 771 Paciic Coast Hahway Maibu cA 90233 Active

Tieh Moroe 209 San Caros Ave Sanford AL 32771 Active

Dyfan Hegate 5181 French Ava Alarta GA 425411 Active

John Newin L Active

new igelf ouner AL Active

Fredhick Samperstein 5643 Freedom Trail Oadand cA 95555 Active

Stephanie Sanz 12515 Deer Lake Dive Redmond WA 12253 Active

Frank Smith AL Active

fona Sotomayor 5112 Frisndship Ave Celebration L 33252 Active

i Stevens 654 Sandy Cresk Ave Miami L 93251 Active

I

LogQut Logged On As: Tech Support _.:




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.

EMalower | g o o R
E-Mail Owner
S T—
© Owner Bl Alex -
) Property 123 Main 5t
) Property Manager | Tish lonoe
Owmer Status Active "
Subject Send to-  Prefered E-Mail Only - |
Message
Times New Roman - [16 K BB I U— O 9/ I
FA@G|CiE|lsE=s=|@EE sNS @Y 0
f
L
b
Altachments
4 » .
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.



Add Property

Add A Property
 Address |
Address?
* Gity “State FL-US ~ “Zip
* Beds * Baths * Rent
* Property Manager |Choice Propery -
* Tax Type | Orange county v
* Required Information | Add || Canecel |

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.

e Occupied — Contains a lease and tenant

e Dormant — No tenants but the property can still process accounting functions

e 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
Property Genie for Fannie Hillman - [Properties] - e B

Tenent Coordinator  Property Manager  Owner Coerdinator  Accounting  System Settings ~ Reminders  Help

Select a property | 105 Tengelo Ct Property ID 2 rJ

Street Address: Unt/Sute: cry: County: Swte: 7o Search Code  Managed Since:
105 Tangelo Ct Maland i 32751 5 172004 | Edt

Froperty Information | Reviews | Tenants | Owner | Documerts [ Lease | Wer Orders [ Amenties | Warrarty | Uiities | Marketing | Security Depest |

Year Built  Property Type Bedrooms  Baths
Tenaris = e B —
M ~vaizble Propetties Rent HAoor Plan Heated Sq it Total Sq At

£1.550.00 1500 1500

Renewal Reminder-75 Map Grid Gate Code

Late Pay Netice

Area Location LockBox Keybox
Propety Reviews operty Manage 10APhone
o Jackie Oleary
Property Status
Occupied =

MNotes | Deleted Notes

[ Date User Comment

ot ] (e ) [t

LogOut Logged On As: Tech Support .:

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.
Praperty Genie for Magical Management Co - [Review Maintenance] " (=[5 |

Tenent Coordinator  Property Manager  Owner Coerdinator  Accounting  System Settings ~ Reminders  Help

Review Maintenance

Coreery S
Users Order  Category Print Order hem Name Date Added
Documerts 0 seon

20 Diring Room 3 Draperies/Rods
Vendors 30 Kitchen 4 Walls
Vendor Type 40 Family Room 5 Celing

50 Master Becroom 3 Screen/Window
Adverse Actions 60 Master Bedroom Bath 7 Switches/Outlets
Property Features 7 Znd Bedroom 8 Light Fidures

80 Id Bedroom 9 Other

90 4h Bedroom

100 5th Bedroom
110 Guest Bath

Managemert Fess

Leasing Fees 120 | Fumace, Water Heater, Ar Condtioner
130 Halway
140 Garege

Floor Plan

Property Type

Log Out Logged On As: Tish Monroe




[ Property Genie for Magical Management Co - [Schedule Property Reviews] ol |
Tenant Coordinator  Propery Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help
; v COORDINATOR EMAGER REMINDERS
Filter by Lease End Date between 1/ 52014 v and 10/ 1/201¢ ~  Fropety Manager:[TshMonme =]  [jisgieci Al
Address 1 Address 2 City State Zo MapGrd  End Date Select
Pmpemes I Bradsha al =) ongwood 0 0
8417 Bell Sireet Ortando FL-US 32814 5/26/2014 [&]
Owner
Tenanis
Availsble Properties
Renewal Remindsr-75
Late Pay Notice
Work Orders
Property Reviews
[¥] Print Review Letters  Review Type: Schedule Review on:  Monday . May 520 ~
Log Out  Logged On As: Tish Monroe

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

ltem

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
[ Property Genie for Fannie Hillman - [Properties] - S e [E=E =X

Tenent Coordinator  Property Manager  Owner Coerdinator  Accounting  System Settings ~ Reminders  Help

Property Genie
¢

Select a property [ 105 Tngelo Ct | 7] See a1 Propery ID 3 rJ
Street Address: Unit/Sute: cy: Courty: State: Zp: Search Code  Managed Since:
105 Tangelo Ct Maland i 32751 5/ 172014 - || _Edt
Froperty Information | Reviews | Tenants | Owner | Documerts | Lease | Wor Orders [ Amenties | Warrarty | Utiities | Marketing | Security Depest | "
Fee Leasing Fee Renewal Fee
Tenants Standard 10 Lease Fee to Owner Lease Feeto Owner
W vaizble Froperties First Name Last Name Home Phone Emergency Ph Email Address Y%of Ownership  Disbursement % Raling
00.00 00.00
|l Rerewal Reminder-75
!
Late Pay Notice
!
Accounting Joumal | Unpaid Invoices | Recuning Payments | Reeuring Checks | Owner Statemerts | Deleted Transactions Preview Joumal
Propesty Reviews Date Posted By Type Debi  Credt  Reference
Current Bal. $0.00
Unpaid Inv $0.00
Amt On Hold 50.00
—
Recur. Pmts. 50.00
Available Funds 50.00
Modfy Holds
Property Sale Fecard NSF_| [ Maney Transfer
Log Out Logged On As: Tech Support _.;

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
Property Genie for Fannie Hillman - [Properties] - — - » ==

Tenent Coordinator  Property Manager  Owner Coerdinator  Accounting  System Settings ~ Reminders  Help

Property Genie”
LR

Property ID 3

Select a property | 105 Tangelo Ct

| ) See a1

Street Address: Unit/Sute: Cty: Courty: State: Z0: Search Code  Managed Since:
105 Tangelo Ct Maland i 32751 5 172014 || Edt

Property Information | Reviews | Tenants | Owner | Documerts | Lease | Work Orders [ Amenities | Warmanty | Utiities | Marketing | Security Deposit |

Select a Document |7 Day Natios to Comply -

| Descrption Date Created Web? Location User

Tenants

Avaizble Propsties
Renewal Reminder-75

[N Lzte Pay Netice
!

Propety Reviews

Delete Documert Email Document._| | Upload Document

LogOut Logged On As: Tech Support .:




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.

Property Genie for Magical Management Co - [Document Maintenance] [=]E=7=]

Tenant Coordinator ~ Property Manager | Owner Coordinator | Accnuntmg System Settings Help

roperty Game“
:UOKD\NATDN MANAGER EDUHEIN:‘DR ACCOUNTING SYSTEM SETTINGS REMINDERS

Document Maintenance

Reminders

Company Settings Document Type  Descrption Fie Name Location -
Property Analysis Chart of Smiar Properies. | ComparstivaMark.
Prospect Employment Verfication EmpVer :\Dropba\PG Does\Fomns\EmpVerfication.d L
et e == i an... CADropbo\PG itz
Vendors Merketing Fyer Template 1 FyerTemplateT | €\Dropbo'PG Dogs\FomsPlyer Templste | doc
Marketing Fiyer Template 2 FyerTemplate2 | C:\Drochex\PG Doce\Fe
Vendor Type Prospect Prospect Application Approvable L... | ApplicationAppro... | C:\Dropbex\PG Docs)\Farms Application Approvable doc
prpew— Propect Fopsect Aopcton Agproved e : C\DroohentPG D ' p
Prospect Prospect Appication Denisl Letter | AppiicationDenial | C:\Drooha\PG Docs\Fomne \ApplizationDenial.doc
Property Features — : pramm— - Dmsbara oot de
Feve Checklier Property 7 Day Notics to Comply nsp7Dey €\Dropbx\PG Dacs'\Fomms\lnsp 7Day doc
Propty Review Failrs Notice nspFai C\Dronhox PG Docs\Foms \nepFal doe
Managemert Fees Propetty Review Notice InspNotice C.\Dropbax\PG Docs\Formsinsplstice doc
Loasing Fees Ty [ e C\Drophe\PG Dogs\Forms\nspPass doc
Property Review Pass w/ lssuss nspPassissues | C:\Dropho\ PG Docs\Foms \InspPasslssues doc -
Foms Location  C:\Dropbax\PG Docs\Fams\ Browse

Generated Documents Saving Paths
Properties Location  C:\Dropbax\PG Docs\Propeties’

Fioar Plan
Fropety Type

Next Page >

Prospects Location  C:Dropbox'\PG Doos\Prospects®
Owners Location  C:\Dropbax\PG Docs'Ownersh, Browse

Aukomaticaly Copy Pres o PG Foders?

LogOut  Logged On As: Tech Support .:




Lease Accounting Journal
[ Property Genie for Fannie Hillman - [Properties] - S e [E=E =X

Tenent Coordinator  Property Manager  Owner Coerdinator  Accounting  System Settings ~ Reminders  Help

Property Genie
¢

Select a property [ 105 Tngelo Ct | 1 See Al Property ID 3 2|

Street Address: Unt/Sute: cry: County: Swte: 7o Search Code  Managed Since:
105 Tangelo Ct Maland i 32751 5 172004 | Edt

Froperty Information | Reviews | Tenants | Owner | Documerts | Lease | Wor Orders [ Amenties | Warrarty | Utiities | Marketing | Security Depesi |

Add New Leass
Tenants
Lease Name Legal Names StatDste  EndDaie  Rent Status AutoRenew
[l 2vaizble Properties dding ddng J W31/2014 | 5155000 r
| Renenal Reminder-75
!
Late Pay Notice
\ Accounting Joumal | Deposts | Recuring Payments | Recuring Cheoks | Deleted Transactions [ Preview Statement_| [ Preview Joumal
flarsacion pogieq gy Type Debt  Credi  Reference
Propecty Reviews R
Unpaid Charges 5000
Available Credit $0.00
| '
Credit Balance 5000
Charges | | Payments | Deposits ~ $1.550.00 Record NSF_| [ Print Receipt | [ Money Transfer
Log Out Logged On As: Tech Support _.;

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
Property Genie for Fannie Hillman - [Properties] - — - » ==

Tenent Coordinator  Property Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help

Select a property [ 105 Tangelo Ct Property ID 3 @

Street Address: Unit/Sute: Cty: Courty: State: Z0: Search Code  Managed Since:
105 Tangelo Ct Matiand i 22751 5/ 12014 || Ede |

Froperty Information | Reviews | Tenants | Owner | Documerts [ Lease [ Work Orders | Amentties | Warmanty | Utiities | Marketing | Security Deposi |

D Category Name [ Name Notes i
| Yes ||

Tenaris
2 |Bathroom Edras Property HOAReq: [
Avaizble Propsties a5 e Property Gated: | |
\ -
Renewal Reminder-75 4 | Dining Room Lawn Care: ||
| 5 Kichen Lawn Fertilizer: ||
W L=te Pay Nt i
© e e 6 | Appiances Pool Care: [ |
7 Laundy Facilties Pest Control Interior- [ |
8 Flooring Pest Control Exterior- | |
Propety Reviews
I Cob Pets:
10 | Parking Facilties — =il
11 Heating and AT Keys Given L
I 12 | Paddle Fans Garage Remotes Given
13 Window Coverings Gate Remotes Given
1 14 |Fencing Mail Box Keys Given
e

Edit Record -~

« [ |+
LogOut Logged On As: Tech Support _.;




The Amenities tab is where you indicate the specific features of the property. This is used for marketing
purposes.

.
Warranty Information
Property Genie for Fannie Hillman - [Properties] - - ; e
Property Manager | Owner Coordinator | Accounting  System Settings ~ Reminders  Help

s Property Genic*
¢

Tenant Coordinator

Select a property | 105 Tangelo Ct | [] See Al

Street Address: Unit/Suite: Ciy, Courty, State: Zp: Search Code  Managed Since:
105 Tangslo Ct Maitland A 22751 5/ 1/2014 Edt

Froperty Information | Reviews | Tenarts | Owner | Documents | Lease | Work Orders | Amenties | Wararty | Uiities | Marketing | Securty Depost | i
Warranty Information
[ Type Company Policy Phone Covers Copy Expires Notes

Tenants

Availeble Propetics
| Fenenal Reminder-75
Late Pay Netios
Vork Orders

Propety Reviews

Vendors Insurance Information
Company Policy # Phone

Covers

LogQut Logged On As: Tech Support _.:

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

[ Property Genie for Fannie Hillman - [Properties] - - [E=E =X
Tenant Coordinater  Property Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help
Select a property [ 105 Tngelo Ct | 1 See Al Property ID 3 2|
Street Address: Unit/Sus: cty Courty: Swte: Zp: Search Cods  Mansged Snce:
105 Tangelo Ct Maland i 32751 5 172004 | Edt
Froperty Information | Reviews | Tenants | Owner | Documerts [ Lease | Wor Orders [ Amenties | Warrarty | Utiiies | Marketing | Security Depest | "
Utility On/Off Schedule
Power ©) Power O ®
Tenanis ©) Water ) Gas
I Cor Phone Uity Tum O Tum OF Ref. #
! um On un .
Avsiable Propsties o
Renewal Remindsr-75
N Late Pay ictice
| Water
Contact Phone
Property Reviews Address Fax
Gas
Contact Phone
- o
[ ] Well Water [ ] Septic Tank
Log Out  Logged On As Tech Support _:

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
[ Property Genie for Fannie Hillman - [Properties] - —— - =)

Tenent Coordinator  Property Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help

Property Genie”
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Property ID 3
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LogOut Logged On As: Tech Support .:

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.

4 Property Geme lor Property Genie Praperty Management - [Praspects]

semsemmss | | mewmoess

Application Status [Fendng Oy - |
Credt

Landord
Fit Nams ‘mum v | [ Stanue Submited Primary Prapedy Sﬂa‘

Log Out = Ligged On As: The Property Gerie i

2. CLICK the Add Prospect button in the upper-left hand corner of the screen.
Add Prospect

3. After clicking the Add Prospect button you will be presented with Add A Prospect window. Fill in
all of the required fields.



Add Prospect

Add A Prospect

* Frst Name Ml * Last Name
Aaron Fodgers
[7] Show Only Available
* Primary Choice * Primary Rent
[38 East Church Street Unit 10 - Orando, FL-US -242 v] $1,000.00
Secondary Choice Secondary Rent
[38 East Church Street Unit 10 - Orando, FL-US -242 v] $1.000.00
* Move In Date
vvmn B
* Reguired Fields

A

4. This will open up the new Prospect Application Record
5. CLICK the Edit Record button in the lower right hand corner

o8 ]

Pt vhoemton

Log0ut » Logged On A Tech Suppont

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.)



Property Genie for Property Genie Property Management - [Prusped* —— = | S |
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ACCOUNTING SYSTEM SETTINGS
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Keys Checkout aaronroders @superbowl.com|

Date of Bith DL State Driver's License # Altemate E-Mail Phene 2
Vendors < 02/07/201 T|FL-US  ~ —

Propsrty Reviews

m

Accourting Joumal | Deleted Transactions |

[ Transaction Posted gy Type Debit Credt Reference Unpaid Charges $0.00
Available Credit s0.00
-
Credit Balance s0.00
T e
* Required Fields  + One Required Prnt Information | [ Cancel Changes \ | [ SAVERecod | -
« 0 [ 1 u

Log Out ~ Logged On As: Tech Support .:

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.

Property Genie for Property Genie Property Management - [Pmspmsl s [ |

Tenant Coordinator  Property Manager ~ Owner Coordinator  Accounting  System Seftings  Reminders  Help.

perty Genie:
4

Select a prospect
Redgers, Aaron ~ | (] Show Al

General Informatior | Appication Status |)selzcted Properties | Residence infomation | Income Infomiation | Documents

Prospective Tenants
Availzble Properties cation Submited On on B
27720m 2772011 Tech Suppor
Properties
Application Staty
‘Showing Scheduie Ppplication Satvs
Pending
Curent Tenants
Keys Checkout
Vendors

i

Property Reviews

=
Log Out = Logged On As: Tech Support

9. After CLICKING the Edit Record button you can select a new Application Status for the
Prospects.



Property Genie for Property Genie Property Management - [Pmspxsl - 0| L |

Tenant Coordinator  Property Menager ~ Owner Coordinator  Accounting  System Settings  Reminders  Help

REMINDERS

General Information | Appication Status | Selected Properies | Residence Information | Income Information | Documents.

Prospective Tenants
Avaiable Propeitis Aoplcation Submitted On

272
Properties

Applicati Stat
Shoring Schedue o e
Curert Tenants ALL

Pending

Appication Recaived
Keys Checkout Pad

Credt Requested
pr—— Credt Received

I

Credt Eror
Employer / Landlord Requested
ecl

e
ﬁgmved Subject to
Terant

Former Tenart
Evicted

Fropety Reviews

ET

T
Log Out - Logged On As Tech Support . f

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.

T Property Genie for Property Genie Pwpenymmgml-wmsprdi - |2 B ]

Tenant Coordinator  Property Manager  Qwner Coordinator  Accounting  System Settings  Reminders  Help

Prospective Tenants

Avadsble Properes

Application Submitted On
Fopetes 2.
m— (oproved — - m;..dor:w—ue-owhuqm B
Cument Tenants
Keys Checkout
Vendors

Cancel Changes. SAVE Record

Log Out = Logged On As: Tech Support .




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.)

[ Property Genie for Property Genie Property Management - [Pmspe(lsl

encral Information | Application Siatus | Selected Properties | Residence Infornation | Income Information | Documents

Ppplication Submitted On On By
2720m 2722m Tech Support
Properties.

fication Sta Approved For
Showing Schedule v

Approved FL- US , Oando - 88 East Church Strest Ut 10 Go To Property
Curment Tenants

T

(S
Log Out = Logged On As: Tech Support _.:

12. Once on the Property’s Profile, select the Lease tab. In the Lease Tab CLICK the Add New Lease
button.



Tenant Coordinator

P ne

Prospective Tenarts

Property Manager  Qwner Coordinator  Accounting ~ System Settings  Reminders  Help

) F&
Gonie™ [ ¥ w 5 7]
TENART PROPERTY OWNER
COORDINATOR MANAGER CCORDINATOR REMINDERS

Select a property |23 Ezst Church Street Ut 10 =] [l secal Froperty ID 16 2
Sirast Address Urit/Suite Gty Stote 7p Managsd Since
28 East Church Street Uit 10 Orando FL-US 32801 11/ 5/2010 [ o |

Available Propeties

Properties

Showing Schedule

Cument Tenants

Keys Checkout

Vendors

Froperty Reviews

Receive Rent

Fropetty Information | Reviews | Tenarts | Owner | Documefts | Lease | Work Onders | Amenties | Warranty | Utiities | Marketing | Security Deposit |
AN ]

Add New Lease \ Show () All Leases @ Cumrent Lease(s)
s Lgal Names StatDate  EndDate  Rert Status PutoRenew
Accourting Joumal | Recuning Payments. | Recuring Checks | Deleted Transactions [ Preview Statement | [ Previe Joumal
Transaction Posted By Type Debi  Credi  Reference
Unpaid Charges

Available Credit

Paymeris | Deposits 50.00 Record NSF_| [ Frint Receipt | [ Money Transfer | [ Edit Rec. Chrgs

Log Out ~ Logged On As: Tech Support .
|

13. Property Genie will prompt you to make sure you want to continue adding a lease to the

property, CLICK the YES button.

,
Add New Lease l-'"f“"""l

This will add a Mew Lease contract to this property, do you want to continue?

o= )

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.



rI.easet)en'rls — -
Lease ID 8
Lease Details
General | Tenants | Addi Fees | Move Out i
“Lease Name e bus. Sl
Aaron Rodgers 21200 @~ 1317202 B
“Rent $1,00000 ?Charge Tax | | || Pets Approved |
Sec. Deposit  $1,00000 e |
Prorate Rent $0.00 |
Prorate Period 0
Min. Term (Months) 7 Ta:‘:";:‘:""m -
Security Refund Days 15 P 5
ey Claim Do X Remotes Given 0
] No Personal Checks due to NSF Pool Keys Given 0
Scheduled Lease Signing: 02/06/2011-0336F v  MailBox Keys Given 0

Lease Status  Ftue «  Late Fee Schedule
7| Renew Automatically ~ ncrease Hent By S $0.00

{ |
{
‘ || Convert to Monthly Increase Rent By: $ 0 And/Or 0% ’

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.



Lease Details n— -

Lease ID 2
Lease Details
[ General | Tenants | Add Fees | Move Out|
“Lease Name “Start Date “End Date
Aaron Rodgers 20 120m 1/31/2012
*Rent 8100000 Charge Tax Pets Approved
Sec. Deposit 51,0000 Pets Description
Prorate Rent $0.00
Prorate Period 0
Min. Term (Months) 7 Temminate on Sale
Terminate on Sale Days 0
Security Refund Days 15 Keys Given 7
Security Claim Days 30 s Given 7
Pool Keys Given 0
Scheduled Lease Signing: 12/01/2011 0325 F MailBox Keys Given 0
Lease Status  Fuiue Late Fee Schedule |Defauli Late Fee
Renew Automatically
Convert to Monthly
Print New Lease on Renewal
——
-
Add Prospect a——
* Rirst Name Ml * Last Name
Show Only Awvailable
* Primary Choice * Primary Rent
[ 7]
Secondary Choice Secondary Rent
[ 7]
* Move In Date
792013 F | Add || Cancel |
* Required Fields
e

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.

7 Property Genie for Magical Management Company - [Prospects] ESEES

Tenant Coordinator  Property Manage wner Coordinator  Accounting  System Settings  Reminders  Help

£, Il Y
.Property Genie*|[ ¥ 1
ef y g TEIiRiITT FR;P‘EIJW OWNER x .
- COORDINATOR MANAGER COORDINATOR ACCOUNTING SYSTEM SETTINGS REMINDERS
Application Status

Find by Name

Sclect Al [

Credt Employmert  Landiord

First Name Last Name Fioaits iy vy Status Submitted Primary Property Select
Avalable Fropetics [ Margaret Grand Tenant 4/7/2011 926 AM | S0 First Street Apt. 1 ]
Howard Miler Tenant 12/12/201112:4... | 1446 Lavender St [a]
Fropeties Lauren Sanders L Tenant 12/15/2011 2:15... 1258 San Carlos Ave o
Showing Schedule Herry Jones Tenant 12/15/2011 2:18....| 1425 Francis Ave [a]
Piere Lionel Tenant 12/15/20112:19... 211 Longview Lane Il
Tenarts Ramona Valleze Terant 12/15/2011 2:22. . | 3223 Crofton Lane ]
Horman Brown Tenant 12/15/20112:23.... 43 Desperado Bivd Il
Cindy Green Tenant 12/15/20112:24... | 902 First Street Apt. 1 [
Martha Schmict Tenant 12/15/20112:24.... 8418 Bell Strest Il
Propety Reviews Francis Grover Tenant 12/15/201110:3....| 8417 Bell Strest [
Mario Pinto Tenant 12/15/201111:3.... 151 Bradshaw Highway Il
Jeremy Davis Tenant 12/16/2011 10:1... | 555 Rivertown Bivd Unit 1 B
Fyzn Piedro Tenant 12/19/2011 11:3.... 555 Rivertown Blvd Uit 2 Il
Derick Sande Former Tenart | 1/10/2012 11:29... | 555 Riveriown Bivd Lnit 2 B
Simon Kisch Fommer Terant ~ 1/11/20129:19... | 902 First Strest Apt. 1 Il
Cornor Villizme Former Tenant | 1/19/2012 10:04... | 1425 Francie Ave B

Log Out = Logged On As: Property Genie :

Step 2: CLICK the Add Prospect button in the upper-left hand corner of the screen.

Add Prospect |

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).



| Add Prospect

Add A Prospect

* First Name Ml * Last Name
Tenart’s First Name Tenant's Last Name

Show Only Available

- el :'I_1I'I'IEI'y Rent
| | z)
1258 San Carlos Ave - Sanford, FL - US - 5\3 | Secondary Rent
[ 3
“ Move In Date
1/19/2012 @~ [ Add J [ Cancel ]

* Required Fields

*When adding a new prospect, you will need to select their “Primary Choice” property from the drop
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
w Only Available and a list of ALL of your active properties

down list in the middle of the page. By default

to show” you can uncheck the box labeled Sho
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.

Add Prospect
Add A Prospect
“ First Name: MI * Last Name
Tenart's First Name Tenant’s Last Name
Only Available
* Primary Choice * Primary Rent

200 Laros Ave { s W3

1258 San Carlos Ave - Sanford. FL - US - 5\3
1425 Francis Ave - Oriando, FL - US -1%1 w
1446 Lavender 5t - Deftona, FL- US -4\2

*| 151 Bradshaw Highway - Longwood, FL- US - 241
211 Longview Lane - Odando, FL- U5 - 282

3223 Crofton Lane - Odando, FL - US - 22 Ej
43 Desperado Blvd - Odando, FL- US -2\2

* | 555 Rivertown Blvd Unit 1 - Odando, FL-US -3\3
L 555 Rivertown Blvd Unit 2 - Odando, FL- US -3'2
2417 Bell Street - Odando, FL- US -2\2

8418 Bell Street - Longwood, FL-US - 542

302 First Street Apt. 1-Odando. FL-US - 141

Step 4: This will open up the new Prospect Application Record

Step 5: CLICK the Edit Record button in the lower right hand corner



7 Property Genie for Magical Management Company - [Prospects] (=& =

Tenant Coordinator  Property Manager  Qwner Ceordinat

Select a prospect
Tenart Last Name, Tenant Fist ~ | || Show All

heneral Information | Application Status | Selected Properties | Residence Infomation [ Income Infomation | Documents |
ospective Tenants First Name Ml Last Name Preferred Contact  Daytime Phone: Home Phone
fwaiable Propeties Tenant First Name Tenant Last Name
sen VISA i Cell Phone Work Phone Fax
Froperties ] US Gtizen
{rumbers only) Preferred E-Mail Er Phone 1
Showing Schedule
— Date of Birth DL State Driver's License # Atemate E-Mail - 2
enanis 77 emat Phone
Keys Checkout reard s from:
Vendors L
Property Reviews Accounting Joumal | Deleted Transactions.
Transaction Posted By Type Debit Credit Reference Unpaid Charges $0.00
Available Credit $0.00
a— i
Link Scan Documerts Charges | | Paymerts | Recod NSF |

|

Log Out ~ Logged On As: Property Genie .:

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

**|f 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.)



7 Property Genie for Magical Management Company - [Praspects] = o

Tenent Coordinater  Property Manager  Qwner Coordinater  Accounting  System Settings  Reminders  Help

Select a prospect Pending ON 1/19/2012 BY Property Genie

Tenant Last Name, Tenant First v | [ | Show All
. General Information | Applcation Status | Selected Properties | Residence Infomation | Income Information | Documents |
Prospedtive Tenants
* First Name MI - Last Name = Prefened Contact__ |Daytime Phone Home Phone
Availzble Propsttiss Tenant Fist Name Tenant Last Name 4078784377 407-878-4377
Cell Phone
Propeties “ss# Tvisa# ok Phane Fax
US Citizen| 000000000 407-555-8389 8886343643 4078784378
Showing Schedule {numbers only) Preferred E-Mail Emergency Phone 1
- - help @property-genie.com 5555555655
Tenoris _ Dateof Bith [ DL State Driver's License Atemate E-al 5
03/14/1988 FL-US =] | FLDrverslicenseNumber ey
help@cse oniinecom
Keys Checkout
Heard about us from:
[ther - Picase Specty ] [Recommended through Property Genie. F
Propery Reviews Accounting Joumial | Deleted Transactions
[ Transaction Posted By Type Debit Credit Reference Unpaid Charges $0.00
Available Credit s0.00
Credit Balance S0.00
Link Scan Document . =
* Required Fields  + One Required it Infomation | | Cancel Changes | [ SAVERecord

ol 1 n

Log Out ~ Logged On As: Property Genie .

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:

ERROR |22

The following required fields are not completed:
Date of Birth, Contact Method, Social Security Mumber or Visa

Do you wish to continue without filling the required fields?

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.



T7T9720TZ BY Tech Support p—
" Prospect ID 20

Sclect a prospect
Tenant Last Name, Tenart it | | Show Al

e o - e Fropin | Fosian omatio | ncae oo | Dot

Application Submitted On on By
1/19/2012 1/19/2012 Tech Support
Application Status

Fending

Step 9: After CLICKING the Edit Record button you can select a new Application Status for the Prospects.

— —
T Property Genie for Magi Company - [Prospects] re=dE) =
Tenant Coordinstor  Property Manager  OwnerCoordinator  Accounting  System Settings  Reminders  Help

i Property Genie” [ ¥ @ i3 e
P conite | |_2en || cotmmtion || accoum

% 1]
ACCOUNTING | | sysTEM sETTinGs REMINDERS
edd a prosped Y Tech Support
Tenant Last Name, Tenant First ~ | | | Show All

eral Information | Application Status | Selected Properties | Residence Infornation | Income Information | Documents

Available Propeties

Application Submitted On
1719/2012

Showing Schedule

Tenants

(i

Propery Reviews

Link Scan Documents

[ Cancel Changes | [ SAVE Recond -

m

v
Log Out ~ Logged On As: Tech Support :

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.



14 Property Genie far Magical Company - [Prospects]
Tenant Coordinator ~ Property Manager  Owner Coordinator ~ Accounting  System Settings ~ Reminders  Hi

Property Genie:
v

Select a prospect
Tenart Last Name. Tenant First = | [ ] Show Al

eneral Information | Application Status | Selected Properties | Residence Infomation [ Income Infomation | Documents.

Prospective Tenants

Availeble Propeties Application Submitted On
1/19/2012

Showing Schedule P - pproved Fo
v ~] [FL-US, Sarford - 1258 San Carios Ave 513 =

Log Out ~ Logged On As: Tech Support .2

*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.
jeneral Information lication Status | Selected Properties I Residence Information | Income Information | Documents
Application Submitted On On By
1192012 1/19/2012 Tech Support
Application Status Approved For I
Approved FL-US , Sanford - 1258 San Carlos Ave 543 Go To Property

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.



¥l Property Genie for Magical Management Company - [Properties]

Tenant Coordinator  Property Manager ~ Owner Coordinator  Accounting  System Settings  Reminders  Help

Select a property | 1258 San Carlos Ave | 7] See Al Property ID 10 e

Strest Address: Unit/Suite: Ciy: Courty: State: Zip: Managed Since:
1258 San Carlos Ave Sanford FL-US 27N 12/15/2011 ~ Edit

Property Information | Reviews | Tenants | Owner | Docum: Lease Orders | Amenies | Warranty | Utitties | Marketing | Security Deposit |

Add New Lease (Mo Show () All Leases @ Current Lease(s) ‘
Lease Name Legal Names StatDate  EndDate  Rent Status AutaRenew
Showing Schedule g g 0 0 g 0.00 -

Prospective Tenants

Available Properties

Tenants

Double Click on the Lease you wish to enter

Keys Checkout

Rocounting Joumal | Recuring Payments | Recuring Checks | Deieied Transastions] [ Preview Statement | [ Preview Jouml
Vendors Transaction i -
o Pasted By Type Debt  Credt  Refercnce
Property Reviews 2/15/2011 Tech Suppot  Securty Depost $1.250.00 Securty Deposit Unpaid Charges S0.00
2/15/2011 | Tech Support | Check 125000 | Check 225 Available Crodit  $11.000.00
2/15/2011 Tech Support  Check $1.25000 Deposi for: Securty Depost.
2/15/2011 | Tech Support | Cashiers Chack 51,823 77 | Cashiers Check 4151
3/29/2011 Tech Support  Check - Personal 5125000 Check - Personal 4455
4/1/2011 | Tech Support | Rert 125000 Rent b
4/5/2011 Tech Support  Keys £25.00 House Reykeyd By Owner
4/5/2011 | Tech Support | Cash $25.00 | Cash for new keys Credit Balance | (§11,00000)
4/22/2011 Tech Support  Check - Personal $12250.... Check - Personal 4456

Charges | | Paymerts | Deposits  $1.25000 Record NSF_| [ Prrt Receipt | [ Money Transfer

Log Out ~ Logged On As: Tech Support 2

Step 14: From the Lease Details window, click on the TENANTS tab.

Lease Details

Lease Details

General | Tenants | Addl Fees | Move Out|

*Lease Name *Start Date “End Dale
Original Tenant's Name on Lease [ 21572011 | [ 2/28/2012
“Rent $1,250.00 ["] Pets Approved
Sec_ Deposit  $1.250.00 Pets Description
Prorate Rent $573.77
Prorate Period 14 [] Teminate on Sale
Min. Term (Days) 12 Temminate on Sale Days 0
Security Refund Days 15 Keys Given 0
Security Claim Days 30 Remotes Given o)
["] No Personal Checks due to NSF Pool Keys Given o
Lease Status [Cument | MailBox Keys Given 0
Scheduled Lease Signing- 12/01/2011-0215F  ~
Late Fee Schedule 525 late fee - [] Require Full Payment
Custom Late Notice

["] Renew Automatically Increase Rent By: $ 0| %

["] Convert to Monthly Increase Rent By SE And/Or \jl %%

"] Print New Lease on Renewal

Step 15: In the Lease Details / Tenants tab, click the EDIT RECORD button.




Lease Details

Lease Details

| —
m dl Fees | Move Out

O er Name

Original Tenant’s Mame on Lease

Legal Names

Original Tenant's Name on Lease

Informal Names

Original Tenant’s Name on Lease

Other Occupants

Tenants
Name Status Select
oo Tt oo o —

Special Provisions

[Com B e |

Step 16: Click the button labeled Add New Tenant

Add Mew Tenant

PropertyGenie @

WARNIMG! Changing infermation after a lease has been closed will result in
having to adjust posted transactions.

*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 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?”

Adding Tenant

Adding a tenant to a closed lease can not be un-done except by moving out that
tenant. Are you sure you want to add a Tenant to this Lease?

Y¥es | ’ Mo

*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”



Adding Lease @

IQI There are no Approved Prospects for this Property

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.

Add Tenant

Add Tenant

Tenant Move In
Tenant First Name Tenant Last Nai V] 1192012 -

[ Close ] [ Add ]

Step 19: Click the Yes button to confirm that “you want to add this Prospect as a tenant to this lease”

Confirm Adding Tenant 3

Are you sure you want to add this Prospect as a tenant to this Lease?

*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.

Add Tenant

Add Tenant

Tenant Move In
v| 1nsenz -

[ Close ] [ Add ]

Step 21: Click the SAVE button in the lower-right Step 22: Click the CLOSE button to close the lease
hand corner details screen.



*Notice the Lease’s Legal Names and Informal P
Names fields update to include the new tenant’s eemn DEraE
name in each.
| General | Tenants | Addi Fees | Move Out|
QuickBooks Customer Name
Original Tenart's Name on Lease
Legal Names
Original Tenant’s Name on Lease, Tenant First Name Tenant Last Name
. . Informal Names
**The QuickBooks Customer Name will not update Onginal Tenant's Name an Lease, Tenat Fst Name
3 . . . Other Occupants
automatically. If you wish to update this field you
Tenants
will also need to manually update the Customer: s S S o To
. . Original Tenant's Name on Lease Tenant
Job record in QuickBooks to match. e et o e Lo T
Special Provisions
***After clicking SAVE the new tenant’s will show
up in the TENANT list of the lease details.

Lease Details

Lease Details

Tenants | Add Fees | Move Out
QuickBooks Customer Name
Original Tenant's Name on Lease
Legal Names
Original Tenant's Name on Lease, Tenant First Name Tenant Last Name
Informal Names
Original Tenant's Name on Lease, Terart First Name
Other Occupants

Tenants

Name Status Select | [ Add New Tenant
2l Tenant's Name on Lease Tenart

Special Provisions

*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.



{4 Property Genie for Magical Management Company - [Properties]
Tenant Coordinator  Property Manager

Owner Coordinator ~ Accounting ~ System Settings  Reminders  Help

REMINDERS

Select = property | 1258 San Caros Ave

Street Address: Unit/Suite: City. County: State: Zip: ‘Managed Since:
1258 San Carlos Ave Sarford FL-US 32 12/15/2011 ~ Edit
Property Information | Revie| | Terarts \_'mar | Documents | Lease | Work Orders | Amenities | Wanarty | Utiiies | Marketing | Securiy Depost |
Send Emai © Al @ Cument ©) By Lease |Orici : -
E— © By Orginal Tenant's Name on Lease
Name Home Phone Work Phone Cell Phone Move Out Move In Inactive
Availzble Properties
» enal L 500 0
Renewal Reminder-75 | Tenant Firat Name Tenant Last Name A7R784577 8886343643 4075558385 | 1/1/1800 1/13/201212:36 [&]
Late Fay Notice
Propery Reviews

Log Out ~ Logged On As: Property Genie .:

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.

-
Adding Lease u

There are no Approved Prospects for this Property - Lease can not be
created without Approved Prospects

OK

Now when the lease details screen comes up, it will look similar to this:



-
Lease Details

Lease Details

General | Tenants | Addl Fees | Move Out |
*Leasze Name *Start Date *End Date
70203 [E> 7312004 [E
|| | “Rent 95000  [| Daily Rent 1
| | Sec. Deposi $95000 [ ] Charge Tax? || Pets Approved
I Prorate Rent 863525 I
. Prorate Period 22 ["] Terminate on Sale
Min. Term (Days) 3 Teminate on Sale Days 1] I
Security Refund Days 12 Keys Given 1]
Security Claim Days 30 Remotes Given 0
N [C] Me Personal Checks due to NSF Pool Keys Given 0
|| | loase Status Future MailBox Keys Given o ||
Scheduled Lease Signing: 07/03/2013- 10554 -
| Late Fee Schedule £75 |ate fee = [] Require Full Payment
Custom Late Motice
I [ Renew Automatically Increase Rent By: $ £0.00 And/Or 0.000| 2% I
7| Convert to Monthly Increase Rent By: $ 0 And/Or 0 %
[ Print New Lease on Renewal
Cancel ] [ Save
————

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

ltem

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 1%, 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.



Property Genie for Magical Management Co - [Metered Charges] [E=E =X

Reminders

Tenent Coordinator  Property Manager  Owner Coerdinater  Accounting  System Settings Help

Reference || Inciude Meter Reading in Reference  inwoice Total  Priority

Wiater Bill - $0.00 5 1/2014 - Water Bil Low ~ | | Select All

Last Reading
Date

Morthy Charges

Property Leass Last Reading Current Reading Amourt

Paymerts

123 Main 5t Sarford FL-US John Smith

Other Charges 1258 San Carlos Ave Sarford .. |Lauren Sanders 771172012 60.0000
1425 Francis Ave Orlando FL-. HenryJonesand Bob Brady  7/11/2012 100.0000
1446 Lavender St Detona FL-... | Howard biler 7/11/2012 0.0000

Renewal Reminder-75 1446 Lavender St Deltona FL .. John Doe 71172012 00000

151 Bradshaw Highway Long... |Mario Pirto
151 Bradshaw Highway Long...  Mario Pirto
151 Bradshaw Highway Long... |Mario Pirto
3223 Crofton Lane Orlando FL .. Ramona Valezs 7/11/2012 600.0000
3223 Crofton Lane Orlando FL .. |Ramons Valeze
43 Desperedo Bivd Orlando FL... Nomian Brown
43 Desperado Bivd Oriando FL... | Noman Brown
555 Rivertown Bivd Unit 1Orla... | Jeremy Davis
555 Rivertown Bivd Unit 1 Orla. . |Jeremy Davis
555 Rivertown Bivd Unit 2 Orla...  Jane Smithfield

Late Pay Netice

Properties

Recuring Payments

Pay Invoices

Statemerts

Pay Owner

2417 Bell Street Ortando FL .. |Francis Grover 7112012 2000000
Verdors 2418 Bell et Longwood FL .. Martha Schmict 71172012 0.0000

902 Firct Strect Apt. 1 Otenda ... | Michelle Johnson
QuickBocks® 902 Firet Strost Apt. 1 #201Od... | Gindy Green 712012 2000000 i

Tt At b G 3000

LogOut Logged On As: Tech Support .:

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.

Property Genie for Magical Management Co - [Recurring Payments] (e |

Tenant Coordinator ~ Property Manager ~ Owner Coordinator ~ Accounting ~ System Settings  Reminders  Help

’ =
L. Property Genie* .‘
p y PROPERTY OWNER @ n
v MANAGER COORDINATOR ACCOUNTING SYSTEM SETTINGS REMINDERS
‘{:) Property 123 Main S, Sarford FL-US 32771 @ Al Recurring Payments For: 5/ /2014« [7] Select All

Property Vendor Charge Type Memo  Perod  DusOn  Balance  Amount  Select

Monthly Charges 123 Main 5t Magical Management Ca Pest Control Monthly . Morthly 3r1/2014 £900.00 £12.00
211 Longview Lane Broker Tom Clearing Morthly 1/1/2014 sum0|  sto0o0) [ ||
3223 Crofion Lane Broker Tom Management Fee Morthly | 6122012 $190000  $27.00

Other Charges 3223 Crofton Lane Broker Tom Management Fee Marthly 8/12/2012 £100.00 527.00

Metered Charges

Renewal Reminder-75

Late Pay Notics

Properties

Recuring Payments

Fay Invoices

Statements

Pay Owner

QuickBooks®

et Poce >
LogOut Logged On As: Tech Support :

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.



[ Property Genie for Magical Management Co - [Pay Invoices] [E=E =X
Tenant Coordinator  Propety Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help
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operty Genic*
10 Select an Owner |Negate, Dylan
Owner Credits
Propery Pay Date Payment Cradt Hold
Morthly Charges
Paymerts I
Other Charges
Metered Charges
Renensl Reminder-75
Lete Pay Notice
$0.00
Owner Payables
Properties
Proly  FPropery Chg. Date Charge Balance
Recurming Payments 22/20 anagement Fee: Managemert Fee 0.00
Pay Invoices
Statemerts
Pay Owner
CuickBooks®
$12000
LogOut Logged On As: Tech Support .

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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Tenant Coordinator  Property Manager  Qwner Coordinator ~ Accounting  System Settings ~ Reminders  Help

{ Owrier Statements || Tenart Statements
©) Owner |Balboa. Aocky ©) Property 123 move n street ©) Property Manager | Choics Propry @ Al
Morthly Charges [C] Delete Previous Statement and Re-Create Show Only Active Owners
ACH  [J] Checks [] Select All
Last Name: First Name Address City Sate  Zp  Status Property Mngr  Select +
Other Charges Balboa Rocky 11111 Paulie Diive. The Villages FL 2159 Active Choice Fropety |
owner testowner FL Active Choice Property m
Metered Charges
Baboa Rocky 11111 Paulie Drive. The Villages L 32159 Active Dana Pitman m
Renewal Reminder-300 Bel Hex 825 Grassy Point Loop Lake Mary fL 32746 | Active Dana Pitiman | |=
Brothers Miler 2000 Malabar Ave Santa Clara CA 95052 Active Dana Pitman 0
Late Pay Notice
fourstarhomes SteveTest FL Active Dana Pittman (=]
e Shelby 123 Ay St Filmere L 33333 | Adive Dana Pittman C
Jordan Ken 123 Lake St lake lurs NC 11| Active Dana Pitiman | [~
Fropet
ovnden benk Tz o R s dawe bmrmmm |
Recuring Payments Owner Jos fL Active: Dana Pitiman [&]
Rogers Stacy 456 Four Star Leesburg L U4E  Active Dana Pitman 0
Pay Invoices
Solutions Coporate Housing | 8647 o Aciive Dana Fitiman [&]
Eel Hex 825Grassy Point Loop  Lake Mary L 22746 Acive Gail Monca ' -
Pay Owner Global -
Statement
GuickBooks® Print Process for Rent Received
[7] Proof Copy [7] Force Print
Net Page > Include Summary [”] Period Format | Summary End Date 07/10/2013012342F = Prirt & Upload

LogOut Logged On As: Tech Support 2

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.

Property Genie for Magical Management Co - [Pay Owner] e X
Tenant Coordinator  Property Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help
Fve
& Property Genic*
‘ [Tech Support - On: Apr 18 2014 12:17PM =] [ View Payment Details | |
p—— ©) Owner (2 e © Property [ 122 e &t © Al (] Active Owners [7] Owner Posted Bal_Greater then $0
orthiy Charges
ACH Checks [[] Select All
Paymerts
Owner Property Curert Bl Unpaid Chig AmtOnHd  W/OEst.  Rec Chvg  AvaiBal  Check Amount  Select
Other Charges Diaz, B 123 Main 5 s000]  $B00.OD 5000 $000  $000  $10000 $10000 W
Vetored Chirges Mekay, 1258 San Carlos Ave 5347200 50.00 5000  S000|  S000 $347200 297200 [
Sctomayer, Anna 1425 Francis Ave. $596250 63000 s000  S000  s000 s533250 s53:250 |
T——
Reneal Reminder-75 Bell, Alex 2418 Bell Street £2.155.00 0.00 5000 50.00 $000| 5215500 215500 [
Late Pay Notice Bel, Hex 8417 Bell Street 000 000 s000  $000  $000 000 s000 [ |
Bell, Aex 3223 Crofton Lane $1.900.00 5000 $000]  $000|  $000 $150000 $170000| [
Crofton, Susan 3223 Crofton Lane $100.00 5000 5000 s000  s000 5000 s000 [
Propertics Crofton, Susan 999 Southlake Park Or 5000 5000 s000]  s000|  s000)  s000 som| [
Dz, Bi 1445 Lavender St §191800  $45000| §130000  S0.01  s000  $67.99 s67.99 [
Recuring Payments
Monrce, Tish 43 Desperado Bivd 50.00 50.00 s000)  soo0|  s000)  s0.00 s0m| [
Pay Invoices Monroe, Tish 902 First Street Apt 1 $32664 5000 s000  s000  s000  sazeed sa66d [ ]
Sanz, Stephanie 902 First Street Apt 1 $595.00 5000 s000]  $000|  $000| §585.00 so00| [
Statemerts S Forie 43 Desperado Bivd $80750 $0.00 $000 $000 $000  $80750 000 [
Stevens. Juia 555 Rvetown Bivd U | S150000 15000 s000)  S000| 5000 $135000 ss5000, [
Stevens, duia 555 Rvetown Bvd U S600.00 5000 s000  S000 000 s600.00 om0 [
CuickBooks®
L
Pay Date D5/A1/2014033710F + [ PayOwner |
LogOut Logged On As: Tech Suppart ;

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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Metersd Charges (0)for $0 (2for $41250 ()for 50
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Renewal Reminder-75 it ity
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1 Management Income N
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¥ X EXIT
[ View Tronsfor Detais ‘Summary Transfer Launch QuickBooks®
(T Suppor-On: Jul 52013 11 06AM ) [7] Get Updates from QuickBooks ~ Fitter By Select Al
Morthly Charges
Charge Reference Amourt Select ~
Ad ng
Balboa, Rocky 4172013 |Owner | T5mainst Ar Condioning Air Condiicning - W/0 $1000
Balboa, Rocky 3/15/2013  Owner 75mainst Application Fee Application Fee - W/0 | $10000
Balboa, Rocky 4172013 |Owner | 75mainst Clearing Clean $100.00
. Balboa, Rocky 4/1/2013  Owner 75manst Lawn Care 515000
Balboa, Rocky 4172013 |Owner |75mainst Lawn Care 12000
Stevens, diia 4/11/2013  Owner 555 Rivertown Bivd Lawn Care $2.000.00
Balboa, Rocky 5/2/2013 Owner | 2222 Paulie Drive Management Com. Management Commis. $250.00
wners
Balboa, Rocky 3/22/2013  Owner 75manst Miscellansous. Misosllaneous - W/O | $1.00000
Balboa, Rocky 4172013 |Owner | 75mainst Miscellaneous Miscellaneous - W/0 $50.00
Balboa. Rocky 4172013 Owner 75mainst Miscellaneous. $1540.00
ovenden, Derek 512013 | Owner | 123sireet2 Pest Control monthy spray for bugs 35000
Heineman, Shelby 2/28/2013  Owner 1726 Majestic Oak Dr. Plumbing replaced toiet 35832
ovenden, Derek 2/28/2013 | Owner | 123street | Plumbing clean up 58000
ovenden, Dersk 5/1/2013  Owner 123sireet2 Plumbing ceanup $8000
Bell, Alex 1/16/2013 | Owner | B417 Bell Street Sent to Owner ACH Payment to Owner | $50000
Brothers, Miler 1/16/2013  Owner 2854 Malabar Ave. Unit #1 Sentto Owner Payment to Owner 350565
Rrothers Miller 1/1R/2017 Ohamear IAR4 Malshar Ave | init H4 Sent tn Dwner Pavmeant tn Cwmer 21 2RR N |"7‘ k%2
4 m 3

LogOut Logged On As: Tech Support

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
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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

& e for Magical Management Co - [Reconcile] =8 &

ordinator  Property Manager  Owner Coordi unting  System Settings  Reminders  Help -8 x

B
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OWNER
v COORDINATOR ACCOUNTING
sl Tool There is more money in Property Genie than QuickBooks.
teco Check that bills did not get duplicated in QuickBooks and that all deposits were made comeclly.
Lock Database: Calculate Amourts
Accounts Adjustments

Property Genie Property Genie
Prospect Money on Account 550,00 Paymenis Revd not yet in QB $19.452 66
Tenant Money on Account $8,92960 Bills Paid or NSF Not yet in QB $7.87102
Owner Money on Account $19.206.64 Net Property Genie 51158164
Security Deposits on Account $5.70000 QuickBooks

Total Property Genie $33,886.24 Make Deposits $0.00

QuickBooks Bank Accounts Pay Bills (870.00)
Property Management $4.049.24 Net QuickBooks $70.00
Security Deposit Trust €225.00)

Total QuickBooks $3.20424

Brokers Funds 50.00

Net Adjustments 1165164
Difference $30,662.00
Adjusted Difference 51501036
Log Out Logged On As: Tish Monroe

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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Reconcile Tool

Check Transactions DELETED IN PROPERTY GENIE for Deletion in QuickBooks
[] Check Transactions DELETED IN QUICKBOOKS for Deletion in Property Genie
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[] Check Transactions MODIFIED IN QuickBooks for consistency

[] Check for PARTIALLY PAID Transactions

[] Check INCOME DUPLICATED on Work Orders

[ Check TRANSFERS Between Properties

|| Check Owner receipts from Tenant

Lock Database

Dat . 552014 = 1o 5/ 52014 - Thisisthe actual date the work was performed. This
e Range ° may not be the same date used for the transaction

Run Detail Check Now

Log Out Logged On As: Tish Monroe _:

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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Property Information | Reviews [ Tenants [ Owner | Documerts | Lease [ Work Orders | Amenities | Warrarty [ Utiities | Marketing | Securty Deposit

Settlement Letters

ClaimLetter ID

Tenants

Avaisble Propetties

Renewal Reminder-75

Lease Desaription

Modfied By

Modified On
0

Late Pay Netice

Step 1: Letter Details | Step 2: Repair/Replace Claims | Step 3: Maling Addresses

Lease Irfo Credits

Loase Secury Depost 5100000
Credits $0.00

Rent Paid Through 5/ 7/2012 =

Lease Expiration Date [V] 12/31/2012 + Charges & Fees

Move Out Date 12/31/2012 ~ Claim Processing Fee 50.00

Re Rented O 1/ 141900 ~ Certified Mail Charges $0.00

Keys Retumed B 1/ /1900 = Cost of Re-Rerting 3000

Written Notice Given Unpaid Rent $0.00

Dopot Bmce 5010 =

Log Out Logged On As: Tish Monroe

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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Company Settings
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PFD Create ACH Debit Record
Floor Plan

Use Base 10 Blocking Include Debit Record in Hash Totals

Froperty Type

ACH Folder Path

C:\Users'tish'y
Edit Record
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Company Info

e 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.

e Company Settings

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

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

e Company Name will populate on the PG integrated website

e Company Name will populate the company name in QuickBooks

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

e Enter Company Address

e Company Address will populate on the PG integrated website

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

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

e Company Contact Information will populate on the PG integrated website

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

e ACH File Path

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

e 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
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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)



Current Owners & Tenants Login

Username home

Password © submit

P
LIST YOUR PROPERTIES HERE Welcome to our company
AVAILABLE FOR SALE / RENT
APPLY HERE NOW

ABOUT US

CONTACT US

DOCUMENTS Vacation Rentals l

cy T
Search  [EIREETIE
Max. Rent [ =
Max. Price [ZE1E2

Bedrooms Bathrooms

(Any] [ IS (any] [~ |

This opens the reservations area of Property Genie within the your Site.

Property Genie initially shows all available properties.

Your Search Options [
Price Range | Any v
From To
S0 v 30 ™ Search by Date for Availability Sort by:
Cabin 1 ($25.00 daily)
Bedrooms Sleeps Siveps 8
Oty Tigtoni Bedrooms: 1
Zipcode: 49287 7
- Bathrooms: 1
Check In Check Out ] TR—— W
sperng es Resort hosts tive duplex
l HRLEALENIE }@ [ " 4 la cabins on the property. Each Cabin comfortably
sleeps 6-8 people and are all non-smoking units.
Search by Date for Availability All linens and bedding are provided with each
cabin. Cabin rentals require a two-night minimum
stay.[More...
‘ Cabin 2 ($25.00 daily)
: e Sleeps: 8 )ﬁ

Once you enter check in and check out dates then you will be able to search for availability.



( Your Search Options
Price Range | Any v
From To

S0 v S0 v Search by Date for Availability Sort by: |Address | |
@ Cabin 1 ($25.00 daily)
Bedrooms Sleeps o Sineps
Any ¥ Any v Gity. Tigton Bedrooms: 1
Zipcode: 49287 Bathro s 1
Check In Check Out B i ering Lakss R N
l RALEALROLR ]‘@ l s lm cabhiiinr?ie 1r:u:'2j>er“ca;o gac;sgabv; c:fn;:rtably
sleeps 6-8 people and are all non-smoking units.
Search by Date for Availability Alllinens and bedding are provided with each
\ / cabin. Cabin rentals require a two-night minimum

stay.[More...

Cabin 2 ($25.00 daily)
: \ er—— Sleeps: 8

2

5. Clicking the Search button will show only those properties that meet your search criteria.

Your Search Options
Price Range  |Any v
From
E3 =N Sort by [Adss %)
= s % Cabin 1 ($25.00 daily)
edtcons SRS [JReserve Now? Sleeps: 8
@ [Any ] City: Tipton Bedrooms: 1
Zipcode: 49287  Bathrooms: 1
Check In Check Out 3
[ 05/04/2012 ]ﬁ [ 05/12/2012 ‘@ W}gspenng Lakes Resort hosts ﬁve duplex
e g cabins on the property. Each Cabin comfortably
sleeps 6-8 people and are all non-smoking units.
Allfinens and bedding are provided with each
cabin. Cabin rentals require a two-night minimutm
stay.[More. .
| B [Reserve Now? Sleens R

[>

3




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.

MName:

Address:

Phone:

| |
| |
City, State, Zip: | |
| |
| |
| |

Preferred contact

method:

Phone: (123) 123-4567
Email CustomerService@My Website. com
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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.



Your Search Cptions

Price Range  |Any v

From To

‘ Resene Selected .

- o Sabin 1 (52500 daily)
EQroorns EEfS ; erve Now? Seens B
; ; : P
. City: Tipton Bedrooms: 1
Fipoode: 49287 Bathrooms: 1
Checlk In Checl: Cut 3
| 05/11/2012 |E | 05/13/2012 |E Whispering Lalces Eesort hosts five duplex

cabins on the property. Each Cabin comfortably
sleeps 6-8 people and are all non-smoking units.
Allnens and bedding are provided with each

cabin. Cabin rentals require a two-mght rmntmurn

stay [Mdore.

bin 2 (£25.00 daily)

Raserve Mow? Sleeps: 8
City: Tipton Bedrooms: 1
Fipocode: 49287 Bathrooms: 1

‘Whispermg Lakes Eesort hosts five duplex
cabins on the property. Each Cabin comfortably
sleeps 6-8 people and are all non-smoking units.
Al hnens and bedding are provided with each
cabin. Cabin rentals require a two-mght rminmurn

stay [Idore. .



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.

Checkout & Pay Sort by:

Cabin 1 ($25.00 daily)
M Reserve Mow? Sleeps B
City: Tipton EBedrooms: 1
Zipcods: 49287 Bathrooms: 1

Whispering Lakces Eesort hosts five duplex
cabing on the propetty. Each Cabun comfortably
sleeps 6-8 people and are all non-stmoking urits.
All inens and bedding are provided with each
cabin. Cabin rentals require a two-night minimum

stay [MWfore

Cabin 2 ($25.00 daly)
[ Reserve Mow? Sleeps: B
City: Tipton Bedrooms: 1
Zipcode: 49287 Bathrooms: 1

Whispering Lakces Eesort hosts five duplex
cabing on the property. Each Cabin comfortably
sleeps 6-8 people and are all non-stmoking uruts.
All inens and bedding are provided with each
cabin. Cabin rentals require a two-night minimum

stay. [More...]
Reserve Now
First MName | |
IMiddle MName: | |
Last Mame: | |
Address: | |
City | |
State: | |
Zip Code: | |
Phone: | |
Fax | |
Eul | |
Preferred contact
method:
How Did Tou Hear [Select one ~|
About Us
Cotmments:
Deposit Due: £50.00

9. 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.

My Property Management Company

TPvonos vond ¥ i o



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.

L4 Property Genie for Ben's Magical Management Company - [Short Term List] !Em

sl Tenant Coordinator  Property Manager ordinator  Accounting  System Settings  Reminders  Help -8 x

P s
perty Genie: S ‘ 7]
TENANT PROPERTY OWNER
v COORDINATOR MANAGER COORDINATOR CCOUNTING SYSTEM SETTINGS REMINDERS
S

Short Term Rentals

Lease Status [l - E

| Tenant | Address | Lease | Start Date: | EndDate | Status

Frospective: Tenants

Gwallable Froperties

Froperties
Showing Schedule
Terarts
Keeys Checkout
Yendors

Froperty Fieviews

‘wieb Genie

2

Short Term Rental

Link Scan Documents

'E Add Rieservalion !
LogOut Logaed O e




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.

% Property Genie for Ben's Magical Management Company - [Short Term - Add Reservation]

o5 TenantCoordinator  Property Manager  Owner Coordinstor  Accounting  Systsm Settings  Reminders  Help . Aax

ACCOUNTING

Short Term Reservation

Prospeciive Tenznts Prospect Infomation

* First Name Middle " Last Name Daplime Phone Waork Phone
tuvalable Properties [ |
* Street Address Cell Phone Fax
Propeties ‘ ‘ |
Showing Scheduls Street Address 2 Home Phane Emergency Phone
Tenants *City * State *Zip E-Mail
[ R [

Keys Checkout
Wendars

= Preferred Contact -

Froperty Fieviews
Fleservation

uleb Geniz “CheckIn | Monday . August 062012 ~| = Addiess Avail? | Rent Deposit

*Check Out | Monday . August 0B 2012 ¥
Properties | 1425 Francis Ave - Orlando, FL-U = | Add

Short Term Rental

Receive Rent Deposit £ Payment Information

— Amount Method Date e
ink Sean Documents oo =] weomz = | Record Papment_| Credit Card
Cancel | AddReservation |

LogOut  Logged On As: Tech Support

3. Inthe Prospect Information area you enter the name, address and contact information for your

guest.
Prozpect Infarmation
* First Name Middle *Last Name Dayptime Phone Work Phone
[John [¥ Public [ [
* Street Address Cell Phone Fax
|1 23 His Home Address | |
Street Addiess 2 Home Phone Emergency Phone
* City * State =Zip E-Mail
|Some City FL ﬂ |11T11 |\ohnﬂ@csa-on|ine.com

= Prefemed Contact |E-Mail =

4. Inthe 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.



Reservation
*Check In | Monday . August OB, 2012 ﬂ = Address Avall? | Rent Deposit

*Check Dut | Tuesdsy , August 14,2012 = |

x| s |

144E Lavender 5t - Deltona, FL - U
151 Bradzhaw Highway - Longwoo
211 Longview Lane - Oranda, FL -
2312 5 Mellonvile &we. - Sanford, F
3223 Crofton Lane - Orlando, FL - U
43 Desperado Blvd - Orlande, FL - L
555 Rivertown Blhed Unit 1 - Orlande ¥

Properties |

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.

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.

Depozit / Payment |nfarmation

Amount Method Date Reference Process
oo ﬂ | o/ 52012 ﬂ | Record Payment Credit Card




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.

k£ Property Genie for Stuart - Magical Management Company - [Short Term List]

o' Tenant Coordinator  Eroperty Manage rdnator  Accounting  System Settings  Reminders  Help

REMINDERS

Short Term Rentals

Lease Status | All ~

Terant Bdiess Stat Date ErdDate Status
anfordFL-US | 201204220327 /2212012

stuart testing apr 22 43 Desperado Blvd, Dilanda FL - US 4/22/2012 443042012 Future

Frospeciive Tenants

Awailable Properties

Fropeties

p stuart zoock 1258 San Carlos Ave, Sanford FL-US 201203263834 44302012 41802012 Current
Showing Schedule

stuatt zoock 43 DesperadaBlvd, Orlando FL - US| 201203263834 4/3¢2m2 41802012 Currert
Tenants fen twenlyfive 1258 San Carlos Ave, Sanford FL-US 201203232509 323202 3/30/2012 Current

Keps Checkaut
Vendars
Property Fieviews

‘wieh Genie

Short Term Rental )

P —
Receiveme

Link Scan Documents

Log Out  Logged On As: Tech Support

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.



L4 Property Genie for, Stuart - Magical Management Company - [Short Term Check-In]

operty Manager  Qwner Coordinator

roperty Genie
; ‘P COORDIMATOR

First Name Last Name Short Term Check-In

apr 22 prospect ID

stem Settings

Leases: Units / Prapetties

Frospective Tenants

Start Date End Date Actual End Status Rent Due Check In

Awailable Froperties $0.00

43 Desperado Blvd, Oilando FL - US 201204220327 | 4/22/20012 443072012

Froperties
Shawing Schedule

Tenants

Total Rents Due $500.00] Checkln

Keys Checkout

L

Frospacts ¢ Temporary Joumal
Vendors

Acsaunting Joumal | Delsted Transactions |

Property feviens Transaction| Posted By Tupe Debit Credit Refererce Unpaid Charges $0.00
web Genie Available Credit $0.00
4/22/202 | Oinline FisPay O $000 $405.00 | Cerd Ering e 1111
4/22/2012 TechSupport  Miscelansous $400.00  $0.00 Transferto: 1258 San Carlos Ave
4/22/2012 TechSuppoit | Cash $0.00  $400.00 | chi #123
p——— 4/22/2012 TechSuppoit  Miscelaneous $400.00  $0.00 Transferto: 1258 San Carlos Ave B 00
Send to Lease Fiefund
Fieceive Rent

Pagment Information

Amount Method Date Reference Process
[ g | v| [wznenz W] | | [_Recsive Payment Credit Card

Link Scan Documerts

LogOut Logged On As: Tech Support -

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.



Leazes: Unitz / Properties

Lease

Address
12685
43 Desperado Blvd,

Start Date
442 z
442242012

End Date
4 02
443052012

San Carlos . Sanford FL - US

Orlando FL - LIS 201204220327

Actual End Status Rent Due Check In
I Y T
Future $500.00

3. Prospects / Temporary Journal Section

Total Rents Due $800.00 Checkln

The Prospects / Temporary Journal shows the transactions that have been made on the Prospect

Journal. At the minimum, this will show the initial deposit an
taken in the Payment Information Section will show up here.

d convenience fee. Any Payments

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.

Prospects / Tempaorary Jaurnal

Aecounting Journal | Deleted Transactions

Transaction Pasted By

Drebit
$6.00
$0.00

Type Credit Reference

LY uark apr Credit Card Fee 1]

4222M2 | Orline

FevPap CC $405.00 | Card Ending
4224202 Tech Support Mizcellaneous $400.00 $0.00 Transfer to: 1258 San Carlos Ave
4/22/2M 2 | Tech Support | Cash $0.00  $400.00 | chi #123

4224202 Tech Support Mizcellaneous $400.00 $0.00 Transfer to: 1258 San Carloz Ave

Unpaid Charges $0.00
Available Credit

e 11]
in: 1111
Credit Balance $0.00

Send ta Lease] [ Refund

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.

Paprnent [nformation

Process
Credit Card

| Receive Payment

Amount Method Date Reference
0.00] | v| | wacmz | |
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.

Lease Details

LeaselD [3
Lease Details
General] Tenants] Addl Fe
[0 -
[
T |
T
e e e =]
[12n15201 -]
[123172012 2]

Moye Outl stters Ermail Eviction Lawyer Terminate Evwict

Frint Lease | Fienew |
Cose |[ Ear |

Short Term Reservation Reports

Short term/Vacation Rental reports are found under the Management Company Tab.



Background Checks

[ Property Genie for Magical Management Co - [Company Settings] (=[5 |

Company Settings

Company Info | System Defautts | Accounting | Short Temn | Background Checks | Marketing Uploads | Reminder Emails

System Seftings  Reminders  Help

Tenent Coordinator  Property Manager  Owner Coordinator  Accounting

P J
Property Genie” & 7]
5 PROPERTY OWNER N
‘P MANAGER COORDINATCR ACCOUNTING | | SYSTEM SETTINGS REMINDERS

b

Company Settings

Lsers Perform Checks through  LexisNexis I
Documents OMLINE Rertal Exchange Not Signed up Yet?
Need More Info?
Client ID Click the logo below.

Criminal Search  one
Vendor Type

Eviction Search ane

Adverse Actions RENTAL EXCHANGE

Property Features
Review Checklist
Management Fezs LexisNesds Resident Screening
Leasing Fees Property ID 1234
Charges

Floor Plan

Property Type

Edit Record

LogOut Logged On As: Tech Support .:

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

Property Genie for Magical Management Co - [Company Settings]

H

Tenent Coordinator  Property Manager  Owner Coordinator  Accounting

= Property Genic*
i e

Documerts
Vendors
Vendor Type
Adverse Actions
Property Fealures
Review Checkist
Managemert Fess

Leasing Fees

Floor Plan

Property Type

[ESmEn =)
System Seftings  Reminders  Help
ACCOUNTING SYSTEM SETTINGS
Company Settings Lock Database
Company Info | System Defautts | Accounting | Short Temn Checks | Marketing Uploads | Reminder Emails
Market For Sale Properties Rentals Com User ID:
Feature Rertal Homes Plus Rertals.com Zilow Bl
[ ccror Apsarance: Cinder Block
Exerior Apearance: Watefront Lot | Waterfront smentyhaswaterfront E
Ederor Apearance: Aluminum Siding
Exterior Apearance: Water View Lot | Walerfront
Exterior Apearance: Other
Bathroom Extras: Roman Tub
Bathroom Biras: Jacuzd Tub smentyhasiettedtub
Bathroom Extras: Doubls Vanity
Bathroom Bxtras: Glass Shower
Baihroom Exiras: Private Toiet Room
Bathroom Eiras: Other
Living Room: Living Room roomhasiivingroom
Living Room: Formal Living Room roomhaslivingroom
Living Room: Living / Family Foom C.
Dining Roem: Formal Dining Room | DiningRoom roomhasdiningroom
Dining Room: Kichen Dining Area EatinKichen Kitchenhasbreaidastnook.
Dining Room: Breaiast Bar EstinKéchen kitcherhasbreakfastniook
Nirina Basrm: Cthar S
Edit Record
LogOut Logged On As: Tech Support .:

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
{4 Property Genie for Magical Management Co - [Company Settings] (=[5 |

Company Settings

Company Info | System Defautts | Accounting | Short Temn Checks | Marketing Uploads | Reminder Emails \

Tenent Coordinator  Property Manager  Owner Coordinator  Accounting

Property Genie” 5 1]
o v ACCOUNTING SViTEM‘S,EITINGS REMINDERS

b

System Seftings  Reminders  Help

Company Settings

Rt Due Reminder
Days before Rent Due 5
I
Email Message to Tenant Edt HTHL
Documerts B
Vendor Type
Adverse Actions
Property Fealures
Review Checklst Fort ot Do Fomeeir
Days after Rent Due 5
Vanagement Fees
Email Message to Tenant Edt HTHL

Leasing Fees

Charges

Floor Plan

Property Type

Edit Record

LogOut Logged On As: Tech Support .:

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

[ Property Genie for Magical Management Co - [Document Maintenance] [E=SEE)
Tenant Coordinator  Property Manager  Owner Coordinator  Accounting

roperty Genio* P o 7]
“ v SVSEM?mKi REMINDERS

Document Maintenance

System Settings  Reminders  Help

Company Settings Document Type | Description File Name Location -
P Fropery Anclysis Chart of Simiar Properties | ComparativeMark. I

Prospect Employment Verfication EmpVerfication | C:\Dropbox'FG Docs!\Forns'Emy 1 doc ]
Prospect Landlord Verfication Doc RentalFomerlan. | C\Drophox\PG Docs\Forms'\RentalFomerl andlord doc
Marketing Fiyer Template 1 FyerTemplatel | C:\Diopbow'\ PG Docs\Forms'Fer Template ] doc B
Matketing Fiyer Template 2 FyerTemplate?  C:\Drophox\PG Diocs\Foms\FverTempiate? doc

Vendor Type Frospect Prospect Application Approvable L...| ApplicationAppro... | C:\Dropbax\FG Docs'\Forms'Appiication Approvable doc

Acdverse Acions Prospect Propsect Application Approved Le: i O
Prospect Prospect Application Denial Letter | AppiicationDenial | C:\Drophox\PG Dogs\Forms\ApplcationDenial do

Propery Features [Gomer T S AutomaticDepost | C:\Dropbox\PG Docs\Forms\AutomaticDepost doc

Review Checkist Propery 7 Day Notice to Comply Inep7Day £:\Dipbo\ PG Docs\Forms\nep70ay doc
Property Review Fallre Notice InspFai £:\Dropho\ PG Docs\Forms\nepFall doc

Managemert Fees Froperty Review Notice InspNotice C:\Dropbox\PG Docs \Forms nspNotice doc

Leasing Fees Froperty Review Pass Letter InspPass C\Drophox'PG Docs \FormshspPass. doc
Propery Review Pass w/ lssuss InspPasslseues | C:\Drophox\PG Docs\Foms'inspPasslssues doc -

Fomms Location ~ C\Dropbax\PG Docs\Fomms\ Browse

Charges
Generated Documents Saving Paths

Properties Location  C:\Dropbox'\PG Docs'Properties’,

Floor Flan
Property Type

Next Page >

Prospects Location  C:\Dropbox\PG Docs' Prospects’

Owners Location C:\Dropbox\PG Docs\Owners. Browse

Automatically Copy Pictures nto PG Folders?

LogOut Logged On As: Tech Support :

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:

[ Property Genie for Magical Management Co - [Document Maintenance] [=[E |

Tenent Coordinator ~ Property Manager  Owner Coerdinator  Accounting  System Settings  Reminders  Help

Company Seftings Document Type  Description File Name Location B
PO Fropery Analysis Chart of Similar Propeties  Comparativeblark.
Prospect Employment Verfication EmpVerfication | C:\Drophos\ PG Docs\Forme\EmpVerficstion & ]
Prospect Landlord Verfication Doc: RentalFomerLan... | C:\Dropbox'\PG Docs\Forms'\RertalFomerLandiord doc
Marketing Fiyer Template 1 FyerTemplate1 | C:\Dropbox'PG Docs \Forms'FerTemplate | doc B
Marketing Fiyer Template 2 FyerTomplate? | C:\Dropbax\PG Docs\Fomms\Fya Templata? doc
Vendor Type Prospect Prospect Application Approvable ... | ApplicationAppro... | C:\Dropbox'\PG Diocs\Forms\Application Approvable.doc
dverse Actions Prospect Propsect Application Approved Le: i £:\Diopbo\ PG Docs\Forms'Application Aoproved doc
Prospect Prospect Appication Denial Letter | AppicationDenial | C:\Dropbx'\PG Docs\Foms Derizld
Fropery Fealures [ frEE B e AtomaicDepost | C\Druober\PG Decs\Forms\AiomeiicDepost doc
Review Checkist Property 7 Day Notice to Comply Insp7Day C:\Drophox'PG Docs\Forms'nsp7Day doc
Property Review Faiure Notice InspFai €:\Dropbox\PG Doos\Formns\inspFail doc
Management Fees Proprty Review Notics InspNotice £\ Dropbox'\PG Docs'\Forms\nsphlotics doc
Leasing Fecs Property Review Pass Letter InspPass £:\Droobo\ PG Docs\Forms\nepPass doc
Propery Review Pass w/ Issues InspPasslssues | C:\Dropbow'\PG Docs\Foms'unapPasslssues doc -
Fomms Location  C:\Dropbax\PG Docs\Foms\ Bowse

Charges
Generated Documenis Saving Paths

Fioor Plan Properties Location  C:\Dropbox\PG Docs\Properties, o

Prospects Location  C:\Dropbax'\PG Docs'Prospects’

Property Type
Owners Location  C\Dropbax\PG Doos\Owners'. Browse

ukcmaticaly Copy Pitres it PG Folders?

Log Out Logged On As: Tish Monroe




Vendor
[ Property Genie for Magical Management Co - [Vendor List] e X

Tenent Coerdinator ~ Property Manager  Owi

ordinater  Accounting

Property Genie* -
e

System Settings  Reminders  Help

B o
-
SYSTEM SETTINGS REMINDERS

Find a Vendor Send Email Show All [7]
Compary Name Cortact Name Address 1 Address 2 Ciy Sate 7Zp Phons
Company Settings AC Compry il
Al Florids Heat & Ar |
Broker Tom Tom AL
Docurerts hoatest AL
RS L
Joe the Handyman Joe Adams AL
Vendor Type Lawn Company L
Adverse Actions Loskemth i
Magical Management Co ™
Property Features New Owner Test FL
Review Checklst bl Come &
Pool Compary FL

Managemert Fess

Leasing Fees

Charges
Floor Plan

Property Type

Add Vendor

LogOut Logged On As: Tech Support .:

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

Property Genie for Magical Management Co - [Vendor Type Maintenance] [E=E X
Tenent Coordinator  Property Manager  Owner Coerdinator  Accounting  System Settings ~ Reminders  Help
’
Property Genic* oW e
P y PROPERTY ‘t‘; n
v COORDINATOR MANAGER SYSTEM SETTINGS REMINDERS
Vendor Type Maintenance

Company Settings

Description Use on Work Orders?
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Handy Man

hoa ]
Vendor T

fendor Type

Tax ]

Adverse Actions Uity =
* o
Fropety Fealures
Review Checkist
Managemert Fess
Leasing Fees
Floor Plan
Property Type
Delete Recard Edt Table
LogOut Logged On As: Tech Support .:

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

Property Genie for Magical Management Co - [Adverse Action List] e X
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=
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Reminders

Tenent Coordinator  Property Manager  Gwner Coerdinater  Accounting  System Settings Help

Name Type Description

Company Settings = & e = 2 Qua ara
Hicher Securty D | ApproveSubjectTo | We are requesting a higher Securty Depost |

Insufficert Credt . Decline You have a insufficiert credt rating

Documents

Vendor Type

Property Features

Review Checklist

Managemert Fess

Leasing Fees

Floor Plan

Property Type

Add Adverse Action

LogOut Logged On As: Tech Support .:

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
[ Property Genie for Magical Jeme Co - [Features Ma e =rm % )

Tenant Coerdinator

Property Manager  Owner Coordinator  Accounting  System Scttings  Reminders  Help

SYSTEM SETTINGS
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T =
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|
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Log Out Logged On As: Tech Support _.;

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 ChecKklist

Property Genie for Magical Co - [Review Mai (=[5 |

Tenant Coordinator P;op:rly Manager

“Property Genie* |
\Qp |Le

Reminders  Help

Owner Coordinater  Accounting  System Scttings
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[
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Vendor Type

Property Features

N
s oow

Managemert Fess

Leasing Fees

Floor Plan

Property Type
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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

4 Property Genie for Magical Management Co - [Management Fee Maintenance] [E==E=)
Tenant Coordinator  Property Manager ~ Owner Coordinator ~ Accounting

roperty Genic* = 7]
i v ACCOUNTING SVSTEM?HTIllﬁi REMINDERS

Management Fees Maintenance

System Settings  Reminders  Help

Company Settings Management Fee Name Rate Basis Charge Upon
[ 510000 et fee 100.00 Amourt Rert Collection I
10% Managemert Fee 10.00 | Fercent Rert Posting
Documents | 15% Management Fea | 15,00 Percert Rert Collection |

Vendor Type
Adverse Actions
Property Features

Review Checklist

Leasing Fees

Charges

Floor Flan
Property Type

Next Page >

Edit Table

LogOut Logged On As: Tech Support :

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

Property Genie for Magical Management Co - [Leasing Fee Maintenance] e X
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Floor Plan

Property Type

Edit Table

LogOut Logged On As: Tech Support .:

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

[ Property Genie for Magical Management Co - [Late Fee List]

Tenent Coordinator  Property Manager  Owner Coerdinator  Accounting  System Settings ~ Reminders  Help
-
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Documents

Vendor Type
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Property Features

Managemert Fess

Leasing Fees

Floor Plan

Add 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

Property Genie for Magical Management Co - [Floor Plan Maintenance] B
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Reminders  Help
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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

Property Genie for Magical Management Co - [Property Type Maintenance] [=[E |
Tenant Coordinator  Property Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help
3 .
“Property Genie” 7]
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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.

Property Genie for Magical Management Co - [Owner Details] [E=E =X

Tenant Coordinator  Property Manager  Owner Coordinator  Accounting  System Settings  Reminders
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Taxes

[ Property Genie for Magical Management Co - [Taxes List]

Tenent Coordinator  Property Manager  Owner Coerdinator  Accounting  System Settings ~ Reminders  Help
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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

Current Owners & Tenants Login

Username anthony@owner.(
prswors — | @aemt

LIST YOUR PROPERTIES HERE Welcome to our company
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http://magicalmanagement.property-genie.com.property-genie.com/
http://realestatedirect.property-genie.com.property-genie.com/tenantportallogin.aspx
http://realestatedirect.property-genie.com.property-genie.com/tenantportallogin.aspx

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.

U4 Property Genie for Dana's Magical Management Campany - [Web Genie] folba]| =
Tenant Coordinator  Praperty Manager  Owner Coordinator  Accounting  Systern Settings  Reminders  Help
! rpe
Property Genie* [ ¥
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(PR e Use Online Work Orders Web
Available Properties
Work Order Web Login Message EGtRTHD
Propetiss %
default
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Tenants
Keys Checkout
Vendors
Fropetty Fieviews |
Web Genie Tenant Work Order Text: Edit HTHL
default
Propetty Vacancy
Shorl Ter Rental
Receive Rent
Link Scan Documents
Edit Pecord
LogOut Logged On Asi Tech Support

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



http://realestatedirect.property-genie.com.property-genie.com/
http://realestatedirect.property-genie.com.property-genie.com/ownerportallogin.aspx
http://realestatedirect.property-genie.com.property-genie.com/ownerportallogin.aspx
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Logging In

OWNER PORTAL

Online Owner's Statements

Login in to view a history of your owner's statements for all your praperties. Your login is your email address on file
‘with PropertyGenie, and your the default password s the last 4 digits of your sacial security number. Ifyou cannat
lagin, call and verify we have your email address on file

Login:| com

lforaot password]

Magical Management - 209 San Carles Ave - Sanferd, FL 32771 - Phn: (123) 1224867 - Fax: (123) 1234587
Property Ganie o
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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***

OWNER PORTAL

View Your Statements

Gl == Property Manager:

Anthony Hopkins

=) anthonv@property-genie com
(123) 123-4567

Your Property:
1521 Chestnut Ave, ,
Winter Park, FL-US, 32789

Change Password
Log Out

Select a property and statement date to view.

Select Property Address: | 1521 Chestnut Ave

] [x]

Select Statement | 04710/11 to 07/09/11

Get Statemen!

Magical Management - 202 San Carlcs Ave - Sanford, FL 32771 - Phn: {122) 122-4587 - Fax: {123) 122-4587
©Property Gewie N
I = COMPUTERSOLUTIONS

ENGINEERING, INC.

View Your Statements

.
= (% - Property Manager:
ﬂ Anthony Hopking
- ) - .

Your Property:
1521 Chestnut Ave
Winter Park, FL - US , 32789

nthony@pr
(123) 123-4567

Select a property and statement date to view

-qenis

m

Select Property Adaress: | 1521 Chestnut Ave

Select Statement (555 Passamonte Dr # 2455

et Statement

| Documents |

Property Manager:
Anthony Hopkins

Your Property:
1521 Chestut Ave,

A %, anthony@oroperti-genie co
Winter Park, FL - US , 32789 3 (123) 123-4567

Change Password

Select a property and statement date o view

SelectProperty Address: | 1521 Chestnut Ave =
Select Statement [ 047/10/11 to 07/09/11 I
04/10/11 to 07/09/11
/ /11
08/09/11to 09/09/11
09/09/11 to 10/09/11
[Documents |

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. Inthe 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***

OWNER POR

View Your Documents

Property Manager:

Your Property:
1521 Chestnut Ave, , e AT:::YHonmzr nie.com
Winter Park. FL - US , 32789 IS (123) 1234567

Select a property and document to view

Select Property Address: | Owner Documents hd

Select Statement 3251 Chestnut Ave

2455 Passamonte Dr # 2455

Gatfug

‘:Sulomuu‘
2. Once yOU Magical Mansgement » 209 San Cardos Ave - Sanfors, FL 32771 « Pha: (123) 1234567 « Fax: (123) 1234867 have
[Property Gonie o~ .
selected the ~ { courrmumons 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.

OWNER PCRTAL OWNER PORTAL

View Your Documents View Your Documents

-‘J‘—- Property Manager: += Property Manager:

Your Property: : ¥ .
J - Anthony Hopking ‘our Property: LU Anthony Hopkins
6\"'515 Pssska?fnﬁgr;rzéﬁﬁ‘ ' ~ anthony@properti-genie com 1521 Chestnut Ave, . anthony@property-genie.com
inter Park, FL - . y é (123) 123-4567 Winter Park, FL - US , 32789 (123) 123-4567
Change Password Change Passward
Log Out Log Qut
Selecta document Select a property and document to view.
Select Property Address: | 2455 Passamante Dr # 2455 EI Select Property Address: ‘ Owner Documents |z|

Select Statement | 2011-10-18_Automatic Deposit Agreement.di
2011-10-18_Automatic Deposit Agreement.doc
2011-10-18_Owner Welcome Letter.doc

2011-10-18_Owner's Management Agreement.docx

Statements

Select Statement | 2011-10-18_PropertyWarkOrder Tuesday, O | = |

2011-10-18_Tenants Lease.docx
=

Statements
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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 SO 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.

Monthly Chaiges

7 Property Genie for Magical Management Ca - [Monthly Charges]
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Late Payp Matice

Owners
Properties
Recuring Payments
Pay Invoices
Statements
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Wendors

QuickBooks®

123 Main 5t d FL-US
1258 San Carlos Ave Sanford FL - US 32771

Lease

Tenants

Rent

$1.,500.00

Select

Lauren Sanders Lauren Sanders $1.25000  []

e Lavender St Deltona FL - US 32725 Howeard Miller Howard Miller $.00000 ]
14'3 Lavender 5t Deltona FL - US 32725 Fiyan Piedio Ryan Piedio $1.50000  []
Bradshaw Highway Longwood FL - US 32750 tario Pinto tario Pinto $30000

211 Longwiew Lane Orando FL - US 32845 Marley Hapes Marley Hapes $1.200.00 =
3223 Crofton Lane Odando FL - US 32812 Ramona Valleze Ramona Yalleze $1.00000 ]
43 Desperado Blvd Orando FL - US 32851 Norman Brovn Norman Brown g9s0.00 0 [C]
43 Desperado Blvd Orlando FL - US 32851 Narman Brovn Naorman Brown 435000 [
555 Rivertown Blvd Unit 1 Ordanda FL - U5 32221 Jeremy Davis Jeremy Davis $1.50000 [
555 Rivertown Blvd Unit 1 Orlanda FL - U5 32221 Jeremy Davis Jeremy Davis $1.500.00 (]
555 Rivertown Blvd Unit 2 Ordanda FL - U5 32221 Jane Smithfield +Jane Smithfield $.20000 [
583 Cutler Ave Sanford FL - US 32771 Melanie Smith Melarie Smith $1.000.00 (]
8417 Bell Street Ordando FL -US 32314 Francis Grover Francis Grover $1.e0000 [
8418 Bell Street Longwood FL - US 32750 Martha Schrnidt artha S chmidt 387500 |
902 First Street Apt. 1 Ordando FL - U5 32805 tichelle Johnson tichelle Johnson gro000 O]
902 First Street Apt. 1 Orlando FL - US 32805 Lauren Sanders Lauren Sanders $1.250.00 (]
902 First Street Apt. 1 #2010 Orlanda FL - S 32805 Cindy Green Cindy Green g7o000 O]

Hext Page >

[C] Print Renewal Reminder [7] Print ReMew Lease Information Fost Rent

Management Agreements are based on the date as indicated in the Owner tab of the Property.




T Property Genis far Magicsl Mansgement Co - [Praperties] =@ & |

Tenant Coordinator  Property Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help

L i (0 1
2 =l §
¥ el
e COORDINATOR MANAGER COORDINATOR ACCOUNTING | | SYSTEM SETTINGS REMINDERS EXIT

Select a property 123 Main St | [] see A Property ID 15 E]
Strset Address: Unit/Suite City: County State: Zip: SeachCode Managed Since
123 Main 5t Sanford FL-US | 32771 561 5/ 12012 - || Edi
Owiner
Property Information | Reviews | Tenants| Dwnel | Documents | Lease | wiork Orders | Amenities | wamanty | Utities | Marketing | Security Deposit|
Properties
Management Agreement Expiration Management Fee | Leasing Fee Renewal Fee
2/25/2014 510000 flat fee 100% Leasing Fee 501 Leasing Fee
EAET o ane ome Fhone Emergency P Email Address %of Ownership  Disbusement % Fialing
John Newlin 000 0.00
Acoounting Joumal | Unpaid Invaices | Fiecuning Payments | Riecuring Checks | Owner Statemerts | Delsted Transactions Freview Jounal
Date Posted By Tope Diekit Ciedt Reference 2
74142014 TechSupport | Cashiers Check $0.00| $1,000.00 Rent Papment: July, 2014 - Cashiers Check | | Current Bal. $300.00
74142014 TechSupport  Credit Card Fee $5000  $000 wedtcadfes Unpaid Inv $0.00
7/23/2014 | Tech Suppart | Sent to Dwner $1,300.01 30,00 | Payment to Ovrier Amton Hold 3000
7/23/2014 TechSuppott  Cash $000 450000 Rent Payment July, 2014 - Cash —
WIO Estimate $0.00
7/24/2014 | Tech Support | Sent to Dwner $50.00|  $0.00| Payment to Owner
7/24/2014 TechSupport  ACH $000  $100.00 Work Order Reiimb: Secury Deposit Credic | FECUr- Pmits. 000
7/24/2014 | Tech Suppart | Security Deposit Credit $0.00|  4100.00 Qwner Ficimb: DAMAGE TEST CHARGE
Cormpare: To Market 7/24/2014 TechSupport  Damage Repai $10000  $0.00 TEST Available Funds $300.00
£/18/2014 Tech Suppart | Management Fee $100.00)  $0.00 Management Fee £
Modify Holds
[ Prapeny Sale fecond HE | [ Money Transfer | Edit Record
V4 Property Genie for Magical Management Ca - [Renewal Reminder Natice List] == =2 |

Tenant Coordinator  Praperty Manager  Owner Coordinator  Accounting  System Settings  Reminders  Help

OWNER
COORDINATOR ACCOUNTING

Auto Renew

Generate Documents | [ Select All

Lease Dascription Property Tenant LeaseErdDats  AutoRlenew  Select

Monthly Charges

Payments

Maio Pinta 151 Bradshaw Highway Mario Pinto 12/31/2M4113 [&] [&]

Other Charges Famona Vallezs 3223 Crofton Lane Fiamona Valleze waemazz. | [ | [

Metered Chares
Renewal

Late Pay Natice
Dwners
Froperties
Flecurting Payments
Pay Invaices
Statements

Pay Dwner

WVendors

QuickBooks®

Mext Page >

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.

T4 Property Genie for Magical Management Ca - [Owner Details] ===
Tenant Coordinator  Property Manager O

nting  Systern Settings  Reminders  Help
Property Genie* | ta ) % 1
v TENANT PROPERTY OWNER
- €O COORDINATOR ACCOUNTING SYSTEM SETTINGS REMINDERS

Select an Owner | Frarklin, John ~ | Active ON 1/1% Owner ID 18 Owner Information -

rdinato

Contact Information | Owner Properties | Documents | Accounting Setings | Other Infamation

m ACH Information Distrlbution Address Information 1083 Information
Account & Frankiin, John
123056789 Street Address Mailing Address Line 1
Routing # - — -
City / Mailing Address Line 2

987654321 E

aiccountiiyne| Account/Memo Foreign Address? State  Zipcode
B

Mame on the Account

John Frankin

I

Papment Information
[C] Create Bills not Checks

[ Automatically transfer money
between properties to pay bills

[] Do Hot Pay Owner
Reserve Amount $0.00

Only Pay if over: $50.00

Compare To Market

Cancel Changes | | S4VE Record ||

Pl i 1 L

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.



P4 Property Genie far Magical Management Co - [Pay Owner]

Tenant Coordinator  Property Manager  Owner Coordinatar  Accountin

PROPERTY
MANAGER

g Fstern Settings  Reminders

0 INER
COOF )INATOR ACCOUNTING

b Papment Details

Help

SYSTEM SE1 TINGS.

~| © Prope

Monthly Charges

ity | 123 Main S5t

[] Checks

Owner Posted Bal. Greater then $0

[] Select All

Payments

Property
Other Charges "
939 Southlake Park Dr

Metered Charges Crofton, Susan

Cunent Bal

i W/DEst FRec.Chig  AvalBal  Check dmount  Select

Flenewsl Feminder-120
Late Pay Natics
Dwners
Froperties
Fecurting Papments

Pay Invaices

Statements

QuickBooks®

Next Page >

Pay Date  03/12/2014121%:36F Pay Dwner

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.

T4 Property Genie for Magical Management Co - [QuickBaoks Transfer Details]

Property Manager  Owner Coardinator

Tenant Coordinator

PROPERTY
MANAGER

Bccounting

Systen Settings  Reminders

Help

== =

cugﬁgmguﬂ (Dﬂoﬂvgufg‘ﬂﬁ ACCOUNTING SYSTEM SETTINGS REMINDERS
[ View Transter Details | Surnmary Transfer
Tech Support - On Sep 5 2014 12:13PM - [7] Get Updates from QuickBooks Filter By Select All [
Harithly Charges [] Show hom: 5/12/2014 to 32004
Payments Person Dats Type  Propetty Charge Refersrics Amourt Gelect +
Disz. Bill 1/211900  Owner 123 Main St Demags Repsir s ot 1spsi amm [
Disz. Bil 1/211900 | Dwner | 1446 Lavender St Demsgs Repsir | REPAIR DN MIOVE ginon [
Diaz, Bil 7/24/2014  Owner 123 Main 5t Damage Repair TEST o000l
] @
Bell Ales /5/2014  Owner 3223 Crofton Lane Sent to Dwner Payment to Oner $390.00 Kol
Hekay, 6/24/2014  Owner | 1258 San Calos Ave Sent to Owner Payment to Dwner s40e00 [
Diaz, Bil 7/23/2014  Owner 123 Main St Sent to Dwner Payment to Oner $1.30001 [
Disz. Bil 7/23/2014 | Dwner | 1446 Lavender St Sent to Dner Payrmsrt to Orier g1 2moa [
Diaz, Bil 7/24/2014  Owmer 123 Main St Sent to Dwner Payment to Ownsr 000 | |
. Disz. Bil 7/24/2014 | Dwner | 1446 Lavender St Sent to Dner Payrmsrt to Orier seamn 0l ]
Mekay, 7/30/2014  Owner 1258 San Cailos Ave Sent to Dwner Payment to Oner s2m.o [
Hekay, /2702014 Owner | 1258 San Calos Ave Sent to Owner Payment to Dwner 30900 [0
Mckay, 8/27/2014  Owner 1258 San Carlos Ave Sent to Dwner Payment to Oner $a0050 [
Diaz. il B/25/2014  Dwner | 1445 Lavender 5t Tan o w5000 [
Heniy Jones FA1/2012  Lease 1425 Francis Ave W/ ater Bill water Bil 000 | |
Cindly Gresr TA1/R0T2  Lesss | 302 First Strest At 1 wiater Bil weter Bill senon [
‘ Herry Jorss TAROT2  Lesss 1425 Francis Avs Additional Rient Addiional Fient $26.00 I|:| -




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.

L4 Property Genie for Magical Management Co - [Company Settings] [ =] == |
Tenant Coordinator  Property Manager  Owner Coardinator  Accounting  System Settings  Reminders  Help

TENANT OWNER e
COORDINATOR COORDINATOR SYSTEM SETTINGS

Company Settings

Company Infa | System Defaults | Accounting | Shont Term | Backgiound Checks | Marketing Uploads | Reminder Emails|

Company Settings

Renminders Lease Atamey Information Online Papment Processing
Inspection - Days before Move Out 10 Hame Lease Altamey Hore:
Marketing - Days before Move Dut 60 Email  LesseAtiomep@hyn/sb.com
Documsrts i revolution
Lease Renewal Reminder 120 Eviction Attorney Infarmation

Vendars Unpaid Rent Reminder Minimum $25.00 Name  Eviction Altomey

Vendor Type Email Evictionatiomey@hyiw'eb.oc

Security Deposit Settings
everse Actions Days Allowed to Return Deposit 15 Tarable Charges

Allow Tasable Charges .
Days Allowed to Make a Claim n Convenience Charge

Property Features Vendor  Fioida Dept. of Revenu

Payments Accepted | | e-Check
EEP— Awsilable Propestiss Backoreund Color P e
Yellow, if over 10 days from available date Allow Dutlook Scan HasterCard merican Express
visa Discover
Managemen Fezs Red.if over 20 days from available date. )
Tenant Application Accounting Email
Leasing Fees Electroric 1039 Fling Application Fee 0,00
Lale Fee File 1099s Electronically Froperty Set Up Fees
TCC trom IRS 7a0d Convenience Fees + Properties = 3000
Chargss 4 Character Name Code Paid B Credit Card Check 0+ Properties = $0.00
Floor Plan Contact Hame Tenant App CC 0+ Properties - $0m
Contact Phone Number All Other Charges 0+ Properties = 3000

“work Orders

Require Owner Amount Edit Record

Hext Page >




14 Property Genie for Magical Management Ca - [Praperty Lists]

Tenant Coordinator  Property Manager  Owner Coordinstor  Accounting  System Settings  Reminders  Help

Property Status [ALL

Address Address 2 State Zip -
Properties
1258 San Carlos Auve Santord FL-US 32771 |Wacant Test
Oumer 1425 Francis Ave Orlands FL-US 32806  Occupied Test
Tenants 1446 Lavender &t Delona FL-U% 32726 | Occupied Tish Monroe
151 Bradshaw Highway Longwood FL-US 32750  Domant Tish Monrog
#Available Properties 151 Bradshaw Highway Longwoed FL-US 32750 | Domant Tish Marrae 3
Renewal Feminde120 151 Bradshaw Highway Longwood FL-US 32750  DOccupied Tish Monros
211 Longview Lane Orlando FL-US 32845 | DOccupied Tish Monros
Late F'ay Notice 3223 Crofton Lane Olando FL-US 32812  Doment Tish Morros
wark Orders 3223 Crofton Lane Orlando FL-US 32812 | Occupied Tish Monroe
43 Desperado Bhvd Orlando FL-US 32881  Occupied Tish Monroe i
Propery Reviews 42 Diesperado Blvd Orlanda FL-US 32851 | Dccupied Tish Marrae
555 Rivertown Blvd Unit 1 Orlando FL-US 32221  Dccupied Tish Monroe
555 Rivartown Blvd Unit 2 Orlando FL-US 32221 | Occupied Tish Monros
586 Rivertown Blvd Unit 1 Orlando FL-US 32221  Occupied Tish Monroe
Wendor:
o) Reminder =1
Viewuser Al v Vewal Reminders
Address Tupe Diescription Date Due & Azsigned Ta Diane On Completed  Completed By
8417 Bell Street Sign Down Sign Down = F
8417 Bell Ghreat Utility 0ff ‘wiater and Electric Uity needs =
8417 Bell Shest Rekey Property | ReKey Property [&] L
43 Desperado Blvd Rekey Property Fiekey Praperty I
43 Desperado Blud Remove LockBox | Remove LockBox ]
43 Desperado Blvd Sign Down Sign Down I
" water and Electic Uity needs
43 Desperado Blvd Uity Of 1o b bumed off B
555 Rivertawn Blvd Rekey Property FiekKey Property o
565 Rivertown Blvd Remove LockBox | Remove LockBox [
555 Rivertawn Blvd Sign Down Sign Down i)
. . ‘water and Electric Utility needs
555 Rivertown Blvd Uity Oif 1o b tumed off B
211 Longview Lare Fekay Property Fiekey Property il
211 Longyiew Lane Remove LockBox | Femove LockBox [&]
211 Langwiew Lane Sign Down Sign Down I
: " Water and Electric Utility needs
211 Longvisw Lane Uity 0if o b tumed off v B
1258 San Carlos &ve Rekey Property Riekey Property I~
1258 San Carlos Awe Remaove LockBox | Remowve LockBox =
1258 San Carlos Ave Sign Down Sign Down =
1258 5 an Carlos Ave Utiity O ufater and Electic il needs ]

Delet Fieminder | [ Ecit Reminder | | Add New Event [ Update | [ Cleai Changes

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.



o5 Calendar (o= ==
. View for:
_l=] Day _Sj Work Week _ﬂ Week .l_ﬂ Month & > Fiday September12 2014 [F~

|| View All Reminders

Manday Tuesday Wiednesday Thursday Friday Sat/Sun
September 05 3 o 11 1z 1
1
15 16 17 18 19 2
2
22 23 24 25 26 2
2
] El] Cckober 01 z 3
2:00pm 211 Longview | 12:00 am 1258 San Carlos
Lane - Lease: Marley Ave - Move Out Inspection
Hayes 12:00am 1258 San Carlos
Rent: 1200.00 Balance: | Ave - Mave Out Inspection
1200.00
11:30 pm 151 Bradshaw
Highway - Move Ot
Raamrerl
A 7 8 El 0 1
1

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.



leose Detall . R ——— -
Lease ID 28
Lease Details

General | Tenants I Addl Fees I Move Out

*Lease Name “Start Date “End Date
AN @ 831208 G
*Rent s125000 ] Daily Rent

Sec. Deposit  $125000 [ Charge Tax? L Pets Approved

Prorate Rent 5000

Prorate Period 0 [] Terminate on Sale

Min. Term (Days) 12 Temminate on Sale Days 0
Security Refund Days 15 Keys Given 0
Security Claim Days 30 Remotes Given 0
Mo Personal Checks due to NSF Pool Keys Given 0
Lease Status Cumert *|  MailBox Keys Given 0
Scheduled Lease Signing: 02/01/2011-0215F -

Late Fee Schedule $150 late fee + [ Require Full Payment
S

Renew Automatically Increase Rent By: $ $20.00 And/Or 0.000 %

[] Convert to Monthly
[] Print New Lease on Renewal

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.



Property Genie for Magical Management Co - [Properties] [=/E] =]

Tenant Coordinator  Property Manager ~ Owner Coordinator

5 £ A
“Property Genie* 1
TENANT TY el R -
\*’ COORDINAT MANAGER COORDINATOR SYSTEM SETTINGS REMINDERS EXIT

Select a property | 123 Main 5t v| [ seesn . Property ID 24 2

Accounting  System Settings  Reminders  Help

Street Address: Unit/Suite: Ciy: Courty: State: Zp: Search Code  Managed Since:
123 Main 5t Sanford FL-US | 32771 561 6/ 1722 - ||| Edt
Properties
Propetty ion | Reviews | Tenants | Owner | Documents | Leass | Work Orders | Amenities | Waranty | Utiities | Marketing | Security Deposit |
Owner o~
Tenarts (e N L] === Show () All Leases © Current Lease(s)
Lease Name Legal Nare: — StetDate  EndDate  Rent Status AutoRenew
Available Properties 0 0 $1.500.00 |«
Renewal Reminder120
Late Pay Notice - -
Accounting Joumal | Deposits | Recuming Payments | Recuming Checks | Deleted Transactions | [ Preview Statement | [ Preview Joumal
Work Orders =
flansacton posted By Type Debit Credt Reference

Property Reviews

9/23/2014 Tech Suppot  Transfer $1.736.48 | Transfer Begining Balance Unpaid Charges $0.00

Available Credit §1.736.48

Credit Balance | (51,736.48)

Charges | | Paymerts | Deposits $0.00 Record NSF_| [ Pint Receipt | [ Money Transfer |

Property Genie for Magical Management Co - [Properties] [=/E] =]

Tenant Coordinator  Property Manager ~ Owner Coordinator ~ Accounting  System Settings ~ Reminders  Help

L Property Genie* S i
\*’ COORDINAT COORDINATOR ACCOUNTING SYSTEM SETTINGS EXIT

Select a property | 123 Main 5t v| [ seesn . Property ID 24 @
Strest Address: Unit/Suite: Cay: County: State: Zp: Search Code  Managed Since:
123 Main St Sanford FL-us 17 561 6/ 1/2012 || Edt
Propetty ion | Reviews | Tenants | Owner | Documents | Leass | Work Orders | Amenities | Waranty | Utiities | Marketing | Security Deposit |
Owner o~
Tenarts (e N L] === Show () All Leases © Current Lease(s)
Lease Name Legal Name — StatDale  EndDate  Rent Status AutoRenew
Avaiable Froperties 0 014 | $1.500.00 =
Renewal Reminder-120
Late Pay Notics - -
Accounting Joumal | Deposits | Recuming Payments | Recuming Checks | Deleted Transactions | [ Preview Statement | [ Preview Joumal
Work Orders -
Tansaction pogted By Type Debit Credt Reference

Date

Property Reviews

$1.736.48 | Transfer Begining Balance Unpaid Charges $0.00
Available Credit §1.736.48

Credit Balance | (51,736.48)

Charges | | Paymerts | Deposits $0.00 Record NSF_ | [ Pint Receipt | [ Money Transfer

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.

Medify Holds

Releaze On-Hold Payments
Reference Rernt Paymert: March, 2014 - Chack -
Method Check Date  3/31/2014
Total Amt. £500.00 Credit Ami. 550000
Posted By Tech Support
Posted On  4/4/2014 Credit on Hold

[ Update ][ Cancel ]

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.

Property Motes N ——
—
Property Note
Date User
10/1/2014 122757 FM Tech Support
Comment

| -

| [[] Accounting Waming — Charges
[7] Accounting Waming — Payments
[7] Show on Statement

Cancel Changes ] [ SAVE Record ]




Fropery Nores " —
Property Note
User

Date
10/1/2014 12:27:57 FM Tech Support
G

| -

| [[] Accounting Waming — Charges
|:| Accounting Waming — Payments
[7] Show on Statement

[ Cancel Changes | [ SAVE Record |

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.

[ Property Genie for Magical Management Co - [Properties] ® = Fam es e

Tenant Coordinator ~ Property Manager ~ Owner Coordinator ~ Accounting  System Settings ~ Reminders

£ Property Genie:

Help

4

Select a property | 1446 Lavender 5t

Street Address: Unit/Suite: 2 E £ Zip: Search Code Managed Since:
1446 Lavender 5t Dettona FL-US 32725 12122011 = Edit

Froperty Information | Reviews | Tenants | Owner | Documents | Lease | Work Orders | Amenities | Warranty | Utities | Marketing | Securty Depesit |

Properties

Owmer
Management Agreement Expiration Fee Leasing Fee Renewal Fee
15% Managemert: Fee 100% Leasing Fee 100% Leasing Fee
<
Aaiable Propertes |7 First Name Last Nam| Property Sale — % of Ownership  Disbursement % Rating
Bill Diaz |
Renewal Reminder-120 Property Sale
AT
i/ 1/2014 | | Ands Joel -
Work Orders Accourting Joumal | Unpaid Invoice L \endongol | eted T . Preview Joumal
) Date Posted By -
L
/472014 Toch Support || [(Concel | Current Bal. om0
6/3/2014 Tech Support in St Unpaid Inv L
6/23/2014 | Tech Support | Transfer $0.00  $112.00 | Transfer from: 123 Main St On Hold W
6/23/2014 Tech Support  Lessing Fes $1,000.00 5000 Lessing Fee —
W/O Esti $100.00
6/23/2014 | Tech Support | Transfer $0.00  $338.00 | Transfer from: 123 Main St
[Foots | 6/25/2014 Tech Suppot  Miscellaneous $10000  $0.00 Transferto: 123 Man St Recur. Pmts. oo
6/26/2014  Tech Support | Transfer $0.00|  $132.00 | Trensferfrom: 123 Main St
6/26/2014 Tech Support  Tax $45000  $0.00 tax Available Funds | (510000)
7/23/2014  Tech Support | Sent to Owner $129999|  S0.00 | Paymentto Owner &
7/24/2014 Tech Support  Sent to Owner $257501  $0.00 Paymentto Owner Modfy Holds
Fropaty Sae o o




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.

Praperty Genie for Magical Management Co - [Property Lists] - - = =] &' |

Accounting  System Settings

N
o)
PROPERTY
MANAGER

Avall-Date  Address Propery Tepors Beds Baths Status lockBox  KeyBox  hels
—

9/30/2014 1446 Lavender St . . 4 2 Occupied Nore
Report Criteria

e
Report Type
1 is Ave: 1 Occupied Hone:

o | e———r— |

Criteria
Available Propertics N
@ Al
Renewal Reminder 120 © Alfor s speciic status
© Alfor specic dates
Specific Datefs) and status

Property Review:

Late Pay Notice

@ Curertly Available || @ Al
Future Avallable Specic
Florida Gas -
Order By
@ Availsble Date
@ Zip Code

i 3




Property Genie for Magical Management Co- [Pmp_erty Lists]

Tenant Coordinator

Properties

Tenants

Available Properties
Renewal Reminder-120

Late Pay Notice

Work Orders

Property Reviews

Property Manager

Owner Coordinator

Accounting

System Settings  Reminders  Help

Avail-Date  Address

14 1446 Lavender St I

BT

Property Reports

Report Criteria
Report Type
(50 Request L 7]
Criteria
Al

Allfor a specic status
Allfor speciic dates
peciic Date(s) and status

ion Up Request

Spectic
Florida Gas -

Sign Down Req.
Cumertly Up

Beds

Baths

Status

m

The Utilities On/Off Report is based on the information as entered while in the Property record, under

the Utilities tab.

Property Genie for Magical Management Co - [Property Lists]

Tenant Coordinater

Property Manager

Qwner Coordinator A

ccounting  System Settings  Reminders  Help

Propetties

Tenarts
Available Properties
Renewal Reminder-120

Late Pay Notice

Property Reviews

Select Area
¥ ] o
AvalDate  Address ProperryMeports Beds Baths Status lockBox  KeyBox e g
2014 | 1446 Lavender St .
I Report Criteria
Ty
T

Alfor a specic status
Alfor specific dates
) Speciic Datefs) and status

Status
@ Curently On
Curently Off

Order By

@ Available Date
Zip Code

) Propetty Address




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.



