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SUBJECT Date
YARDI VOYAGER PROCEDURES MANUAL
1-31-18
REPORTING — STATUS OF AN INVOICE
Page 1 of 5

PURPOSE: To determine if an invoice has been paid

PREPARED BY: SM or DM

WHEN PREPARED: As needed, but, prior to calling or emailing the accounting department
(1) Log-in to Yardi Voyager.

(2) From your dashboard, on the side menu, click on “ROLES” (A) and then click on
“RESIDENT MANAGER” (B).
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then click on “AGED PAYABLE” (C)
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From the side menu, click on “ANALYTICS” (A); then click on “OPERATIONS” (B);
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There will now be two reports available. They are:
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Aging - The Aging report will display all items currently in the system unpaid

Payee Ledger - The Payee Ledger will display all invoices, paid and unpaid

Both reports will allow you do drill down into the control numbers to view attachments and checks.

AGING REPORT
On the Payable Analytics Screen

(4)
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A) Select Aging from the pulldown list

B) Enter Your Property Code

C) Enter in the Period Box the Month & Year
D) Enter in the Age As Of Box Today’s Date
E) Check the box for Detail

F) Click on Display to view the report

This will display current open invoices.
If you see asterisks (*) that means there are more items to view.

All items in BLUE are available for drilling down to invoices and attachments.

e e O B SN S e Systems Ine - Payabl. %

i@ . Accounting B Autharize Net Welcame o2 DocuPhase @) FF1 Ban h Third Diect: [ itps- janesianglasaliefic... [ Paychex Flex °, ReaPage [B Sunar

YARDIVOYAGER

I i o Sign Cul  SaS Misages
n Payable Analytics

[t @ A
* Rales
+ Analylics 45 dsciant

* Reports

Contral No.
+ Residents Bach tio. e

fesiod a

hge Asof 1 0
¥ Unit Procng A D Contract

L B Evprnse 7
» Revenus Management oA

£ 58 T
s Charges gt Tox,
¥ Payments
» Payabies # F
ve = or en
v End Period
? Setup
+ Admimistration
¥ Work Ords
it ik Payee Name INRSER Control | Balch1d | Properly  Invoice Dale
» Purchasng TEES =1 5 - Loy | GO 3 : S
came Cormeast Phone & Inkermet 01/22-02/21 F-27740 1805 F7] 01/18/2018
» Inventary ox Ficeids Pest Comral PO1502 04/18 Service PITTM 1605 b 01/23/2018
. = = Staghss Advantage POLENL Supples L d s 805 n 01f20/2018
Fuxed Ascels Lsda st Prog Gen peyable sdnstment < . m .

Finterfaces

* Scnpt Uity

(5) PAYEE LEDGER

V-320
Last Printed 05/03/18

Gees v & Veynger (€ Yardi Client Cepteal

Invuice ¥

Page 4 of 5

Current

Owed
8435 74 302 0290516 853
823856 0 210.00
JI655ISTIT 225
A congoldabon oo

Jzama




No. V-320

SUBJECT

Date

YARDI VOYAGER PROCEDURES MANUAL

REPORTING — STATUS OF AN INVOICE

1-31-18

On the Payable Analytics Screen

A) Select Payee Ledger from the pulldown list

B) Enter Your Property Code

C) Enter in the Period Box the Month & Year

D) Check the box for Detail

E) Click on Display to view the report

All fields are optional allowing you for many different types of searches.

This will display current open invoices by vendor
If you see asterisks (*) that means there are more items to view.
All items in BLUE are available for drilling down to invoices, attachments and checks.
If you want to search on a specific vendor, enter the information in the payee field and display.
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