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1) Log-in to Yardi Voyager 

 
Save this link to your desktop and to your favorites. 
 
 
https://flynn67827.yardione.com/ 
 
 

 
 
 

 
a) Your username is your company assigned email address which is provided by Human 

Resources in your onboarding packet. 
 

b) Your password is also included in your onboarding packet. 
 
If you forget your password, you can click on the “Forgot password” link.  An email will be sent 
to the email address entered in username with instructions on how to change your password. 
 
Once logged in, your database will display as “Live”.  Click on the Proceed button to access 
Voyager. 

 
 
 

https://flynn67827.yardione.com/
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2) Log-in to Yardi Systems CHECKscan 

 
a) On your desktop, click on the shortcut for Yardi Systems CHECKscan.  
 

 
 
b) Your username is your company assigned email address which is provided by Human 

Resources in your onboarding packet. 
 

c) Your password is also included in your onboarding packet. 
 
If you forget your password, you can click on the “Forgot password” link.  An email will be sent 
to the email address entered in username with instructions on how to change your password. 

 
Once logged in, your database will display as “Live”.  Click on the Proceed button to access 
Voyager CHECKscan. 
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PURPOSE:  To locate an Applicant/Resident in Voyager 
 
PREPARED BY: SM or DM 
 
WHEN PREPARED: When you need to locate an Applicant/Resident in Voyager 
 
 
 
Searching for an approved Applicant or Resident/Tenant: 
 

1) Throughout Voyager, when the field for a payer or tenant appears;  
a. Enter the last name of the Applicant/Resident 
b. If the Applicant/Resident does not appear 

i. Click on the box to the right of the field to open the Payer search 
ii. If the word Payer displays, click on the Payer link to open the Payer 

search. 
 

The Payer window will open to allow you to search the database 
 

Person Type; On the right of the box, scroll the bar all the way to the top and click 
on the blank section above the Type of Tenant.  This will allow you to search on all 
person types. 

 
Tenant Status; hold down the Ctrl key on your keyboard and select all status so they 
are highlighted blue. 

 
In the Search field, enter the applicants last name and all available applicants and 
tenants will appear.  If the name you are searching for appears, click on the box to the 
left of their name to select them and click OK. 

 
The information will now populate on the Payer field. 

 

If the Applicant/Resident does not appear, contact Clearwater for assistance. 
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PURPOSE:  Deposit checks and money orders into the bank  
  
PREPARED BY:                SM or DM  
  
WHEN PREPARED:         Upon receipt of any checks or money orders  
 
Confirm all of the payments you have to deposit have been completed with blue or black ink.  Many 
other colors will not scan clearly and may be rejected. 
 
Prior to scanning any payment, aways check your tenant balances (V-300) to confirm your tenants are 
paying the correct amount.  If rent charges on the report are incorrect, and need to be corrected, 
contact the OATS group (Occupancy, Applications Team) to process the correction. 
 

Log onto CHECKscan; Refer to Procedure V110, #2 
 
1) To create a new deposit, Select; New Batch 

 
 

  

1 
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2) Total up all of the items you will be depositing in this batch and enter the amount in the box 

marked Total Declared. In this example, all items total $100.00. 
  

3) Total up the number of items you will be depositing in this batch and enter the count in the 
box marked Items Declared. In this example, there are 2 checks/money orders to deposit. 

  
a. The Post Month, Deposit Date and Date Received will default to the current month and 

date and are not to be changed. 
 

4) Place checks in the scanner, with the writing facing outward and then Click “GO”.  The 
scanner will now scan all of the checks and begin to compile a list of the checks on the screen.  

  

  
  

  
 
 
 
 
 

2 
3 

4 
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Once the checks have been scanned, you will see a list like the one below.  
   

5) If the box on the left is red, click on that row to begin completing the required information.  
a. Clicking on the row brings up the payer information screen. 
b. Clicking on the button brings up the payment details. 

  

  
  
  
 
 
Once you click on the row, the image of the check will appear along with the Payer Information.  
  

6) If this is the first time depositing a personal check from this resident, you will need to 
complete the majority of the “Payer Information”.  In some cases, you will need to assist 
Voyager in properly completing the bank information by verifying the correct MICR 
information from the bottom of the check.  (For information on this, please see page 11; 
Comment H)  

5 
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7)  Verify the amount matches the check . 

  
8)  Select the applicable property.  

  
9)  Select the applicable unit number.  

  
10)  Select the applicable resident.  

  
11)  Select the correct document type.  

 
a. While viewing the scanned image, confirm it is legible. 

i. If you need to remove an item from the batch, refer to page 12; Comment I 
b. If the image is a money order and the amount is not legible, you must write the amount 

of the money order in the upper right area of the money order.  This is to ensure the 
bank can verify the amount.  See page 10; comment C for an example.  

 
 

  

7 
8 

9 
10 

11 
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12) Once all necessary information has been input, the box on the left will appear yellow or green.  
  

13) Repeat steps 7-11 for the remaining checks in the batch.  
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14) Once all boxes appear yellow or green, click on the “SAVE BATCH” [1] icon.  
  

15) Then, click on the “REPORT” [2] icon located in the “Actions” area near the top.  
  

  
  
  
If the Report icon is grayed out and you cannot select it, that is the system’s way of informing you there is 
an error in your batch. 
 
The error button, (Circle with an X) located in the middle of the view section will become available.  
When the error button is available, click on it and the details of the error will appear to direct you to the 
item that needs to be corrected.  
 
 
 

14 15 



    No. V-200 
Page 7 of 14              

  

              

V-200  
Last Printed 07/21/23 
 

  
SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
 

DEPOSITING PAYMENTS   

  
08-01-23 

  

16) Once the report is displayed, click “PDF” and then click “Save As”.  Save the file with a name 
that has the property’s 3-letter abbreviation followed by the month and year and the batch 
number (for example: SMW Oct 2017 Batch 25).  Then, print it.  

  
17) Verify that the information on the report matches the checks scanned.      

  
18) The report and the checks are to be stapled together and placed in an envelope labeled with the 

month and year and “Deposited Checks”.  This is to be kept in a secure place.  
  

19) Click on the “X” in the upper right-hand corner to close this window.  
  

   
  

20) The report that was saved in step 16 is to be attached to an email and emailed to 
accounting@flynnmanagement.com. 

a. Name the subject line of the email the same name assigned in step 16. 
b. If the report includes the first installment of a promissory statement, attach a copy of 

the promissory statement to the email. 
 

21) If the report has an Inc Acct of 5029, be sure to add a note; page 13; comment J. 
  

22) Once you have emailed your report, the deposit is closed.  Do not scan any further items into 
this batch.  If you have more checks to deposit, a new batch is to be created.  

mailto:accounting@flynnmanagement.com
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Once the report closes, you will be viewing the “CHECKscan” screen.    
  

23) Save the batch (A), then click the “X” [1] in the upper right-hand corner and close this 
window.  

  

  
  
  
  
  
  
  
 
 
 
 
 
  

A 
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You will now be returned to the Checkscan Dashboard page.   
  

24) When on the ‘CHECKscan Dashboard”, you can view all of your created batches. 
On the drop down of Batch Status (B) 

i. Scanning in Progress = Batch you are currently working on. 
ii. Attention Required = Batch completed, accounting to review and post. 

iii. Ready to Post = Batch is in process of being posted by accounting. 
iv. Posted = Accounting posted the batch. 

  

 
  
  

25) If you wish to view a previous batch, the batch will display in the lower section (C).  Click on 
the Batch Number hyperlink to access the batch.  

  
26) When you are done with your deposits, exit Voyager (D).    

  
    
  

B 

C 

D 
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Comments:    
  

A. Cash is NOT accepted at any time for any reason.  
  

B. Write the apartment number on the check as soon as check is received.  
  

C. If the amount of a money order is not legible, you must write the amount of the money 
order in upper right area to ensure the bank can process the correct amount.   
  

  
  

D. For each batch, do not enter more than 25 items.  
  

E. Do not accept postdated checks or checks dated over 1 year of today’s date.  
  

F. Do not hold checks/money orders.  Deposits are to be made daily.  
  

G. A warning notice will be issued to any employee not following this procedure.  
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H. The first time a check is deposited from a tenant’s bank account, you may need to verify 

the MICR information on a check.  To do so, follow the steps below:   
 

i. Verify and select the correct check number that matches the check.  
 

ii. Verify “Transit #” matches the 9-digit routing number on the check, typically 
the first numbers on the bottom.  

 
iii. Verify the “Account #” matches the account number on the check.  These 

numbers are usually the 2nd group of numbers.  
 

iv. Once all numbers have been verified, click the “Save” icon.  
 

v. You will be returned to the “Payer Information” box to input the rent amount, 
unit number, resident name, etc.  

 
You will only have to complete this step the first time a resident gives you a personal 
check or commercial check.  Voyager saves the MICR information to the unit to avoid this 
step in the future. 

  



    No. V-200 
Page 12 of 14              

  

              

V-200  
Last Printed 07/21/23 
 

  
SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
 

DEPOSITING PAYMENTS   

  
08-01-23 

  

  
    

I. If a check in a batch does not scan properly, you may need to delete a check from the 
batch and scan it again as part of another batch.  To do so, follow the steps below:   
 

1) Click on the check box next to the check.  
2) Click on the “Save” icon at the top.  
3) In the popup box, click “Yes”  

  
You will now be returned to the batch.  The check you selected, has been removed.   
 
You can continue on with completing the batch. 
 
Once you are done with this batch, scan the removed check into a new batch.  
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J. Notes on Details Screen:  

  
Prepaid Rent - If a resident overpays their rent, the system will apply the remaining 
portion to “Prepaid Rent” automatically.  A description is required for all values being 
submitted as Prepaid Rent.   
 

1) While in the batch, click on the box to the left of the payment row that has Prepaid 
Rent.  This will bring up the payment details.   

2) The overpayment amount will display on the row with the Charge Code of 
“prepay”.  

3) Add a note in the Notes Box of “Overpaid $2” with the amount of the overpayment 
(for example “Overpaid $2”)  

4) Click “Save”     
 

 
 
 
 

  
  

 
 

2 

3 

4 
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By putting a note in the “Notes” field, a comment will be put on the resident’s ledger card to provide 
details on the nature of a payment.  See sample ledger below.  
  

  
  

K. If a payment has been collected for late fee, pet deposit, lock change, any “Non-N-31” charge, 
etc, enter the charge code as “Misc” and enter a note in the notes section as to what the 
payment was for.  

  
L. Damages are not “Misc”.  All damages are charged by the OATS group (Occupancy, 

Applications Team) when the N-31 is received.  
 

M. Payments made for Security Deposits are to be on their own check/money order.  This allows 
for the payment to be deposited into the security escrow account. 
 

N. Last business day of the month; Deposits are to be entered/emailed no later than 3pm EST. 
 

O. All checks that have been deposited are to be shredded in the 3rd month after which the deposit  
 was made (ie; January deposits are to be shredded in April)  
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PURPOSE:  To enter a payment for damages or security deposits 
 
PREPARED BY: SM or DM 
 
WHEN PREPARED: When damages or a security deposit have been paid 
 
 

Damages & Security Deposits are always charged to the Applicant/Residents ledger by 
the corporate office.   
 
DO NOT attempt to create your own charges for Damages or Security Deposits. 
 
Once you have submitted your N-31 form for Damages, the charges are posted to the 
Applicant/Residents ledger by the OATS group (Occupancy, Applications Team). 

  
Once an applicant has been approved, Security Deposits* are charged to the 
Applicant/Residents ledger by the OATS group (Occupancy, Applications Team). 

 
*If the Security Deposit payment relates to the first installment of a promissory statement, 
include a copy of the promissory statement with the CHECKscan deposit as outlined in 
Procedure V-200. 

 
 
Follow procedure V-200 to deposit the payment received for Damages or Security Deposits 
 

If your Damage or Security Deposit does not appear on the Applicant/Resident ledger; 
 
STOP 
 
Delete the CHECKscan item from your batch and contact the OATS group (Occupancy, 
Applications Team).. 
 
All Damage & Security Deposits MUST be charged on the Applicant/Resident ledger 
PRIOR to completing Procedure V-200 
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PURPOSE: To process an Application Fee, Misc & HUD payments 
 
PREPARED BY: SM or DM 
 
WHEN PREPARED: When an Application Fee, Misc item or HUD payment is to be deposited 
 
 
 
Entering a payment for an Application Fee, Misc Payment & HUD payment 
 
 
Application Fee*: 
 
All application fees are entered as Non-Tenant Payers, regardless if they have a Payer ID or not. 
 
Follow Procedure V-200 to deposit the Application Fee 
 
 In the payment detail section of your CHECKscan; 
  
 Property Number; Enter your property number 
 
 Check Amount; Enter the amount of the payment 
 
 Non-Tenant Payer; Enter the name of the Applicant, Last Name First (ex; Smith, John) 
 
 Document type; Select the appropriate type of payment 
 
 In the lower grid section; 
 
 Charge Code; enter appfee 
 
 Click on Save to save the entry 
 
 
*If an application fee is overpaid and….. 

a) Applicant is denied; A check request must be submitted to accounting for the overpayment 
to be refunded to the applicant. 
b) Applicant becomes a tenant; Notify accounting that the overpayment is to be applied as a 
credit on account. 
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MISC Payment: 
 
All MISC payments are entered as Non-Tenant Payers. 
 
A MISC payment is any payment received that does not relate to an item on an N-31. 
 
If you receive a payment for an N-31 charge, refer to Procedure V-200, page 14; Comment K. 
 
A miscellaneous payment is any payment you are unable to assign to an Applicant/Resident.  
Examples of a miscellaneous payment would be a refund from a vendor, a payment for Laundry 
income or a collection payment made from a past tenant that was a resident long before Voyager was 
in place. 
 
Follow Procedure V-200 to deposit the Miscellaneous Payment 
 
 In the payment detail section of your CHECKscan; 
  
 Property Number; Enter your property number 
 
 Check Amount; Enter the amount of the payment 
 

Non-Tenant Payer; Enter the name of the Person Last Name First (ex; Smith, John) or 
company the payment is from. 

 
 Document type; Select the appropriate type of payment 
 

Notes; This field is MANDATORY.   Always enter a note regarding what the MISC payment 
is for 

 
 In the lower grid section; 
 

Charge Code; Enter the code from the list that best describes the payment.  Most entries will 
be the charge code of misc 

 
 Click on Save to save the entry 
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HUD Payment: 
 
All HUD payments are entered as Non-Tenant Payers. 
 
Follow Procedure V-200 to deposit the HUD payment 
 
 In the payment detail section of your CHECKscan; 
  
 Property Number; Enter your property number 
 
 Check Amount; Enter the amount of the payment 
 

Non-Tenant Payer; Enter “HUD Payment” 
 
 Document type; Select the appropriate type of payment 
 
 In the lower grid section; 
 

Charge Code; Enter the code hud 
 
 Click on Save to save the entry 
 
Once deposited, follow Procedure V-230 Posting HUD Payments – Part II. 
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PURPOSE:   Documentation of HUD payments deposited into the operating account  
  
PREPARED BY:  SM or DM  
  
WHEN PREPARED: Upon deposit of a check that is for a HUD payment (Direct Deposit payments 

are handled by the Clearwater office).   
  
 
  

1)  Log-in to Yardi Voyager – Refer to Procedure V-110.  
 

2) Click on “TAX CREDIT FUNCTIONS” [1], then click on “CONSOLIDATE RECEIPT” 
[2] then click on “ADD CONSOLIDATED RECEPIT” [3].  
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3) Fill in the correct property number in box marked “PROPERTY”.  

  
4) Fill in HUD in box marked “CHARGE CODE”.  

  
5) Fill in correct month and year in box marked “HAP MONTH”.  

  
6) Select unit in the pulldown box marked “SORT BY”.  

  
7) Click “SUBMIT”.  
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8) Input check amount (the total payment received via check or direct deposit) in box labeled  
“CHECK AMOUNT”.  

  
9) Input the check number in box labeled “CHECK NUMBER”. (If the payment was a direct 

deposit, Clearwater will complete it.  However, they will input “DD(date#)(month#)(year#).  
For example, DD020118 for a direct deposit that was received on February 1st, 2018.)  

  
10) Input the date of the deposit in box labeled “POST DATE” in the format MM/DD/YYYY.  

  
11) Input the month of the deposit in box labeled “POST MONTH” in the format MM/YYYY.  

  
12) Review unit number, name, and payment amount to ensure all are correct.  

  
13)  Click “SAVE” [1] and then click “PRINT” [2].   
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 The “Consolidate Receipt” will now be displayed.  
  

  
  

14) Review items listed in the deposit for accuracy (resident name, unit #, amount, etc.).  
  

15) Print the “Consolidated Receipt” and close this tab.  
  

16)  Send the printout of the Consolidated Receipt to accounting@flynnmanagement.com along 
 with the CheckScan Deposit of the HUD payment.   



   
     No. V-300  

Page 1 of 4              

V-300  
Last Printed 05/03/18  

  
SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – TENANT BALANCES  
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PURPOSE:  To determine which residents have outstanding balances due  
  
PREPARED BY:  SM or DM  
  
WHEN PREPARED: As needed, but should be done weekly  
  
(1) Log-in to Yardi Voyager.  
  
(2) From your dashboard, click on the “MONTHLY PROCEDURES” link  
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(3) Under the Reports Section, click on “AFFORDABLE RECEIVABLE REPORTS”  
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SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – TENANT BALANCES  

  
1-31-18  

  

  
  
  
  
(4) On the Receivable Reports Screen  

A) Enter Your Property Code  
B) Enter the Post To as the current Month & Year  
C) Report Type = Receivable Aging Detail  
D) Charge Code   

a. If you leave the code blank, all charges will appear  
b. If you enter “rent” only outstanding rent and prepayments will display  

E) HUD Subsidies  
a. If you set to exclude, you will not see any outstanding rental assistance 

due  
b. If you set to include, you will see all outstanding rental assistance F)  

Click on “DISPLAY” to view the report  
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SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – TENANT BALANCES  

  
1-31-18  
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SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – SECURITY DEPOSIT ACTIVITY  

  
1-31-18  

  

  
  
PURPOSE:  To determine which residents have outstanding balances due  
  
PREPARED BY:  SM or DM  
  
WHEN PREPARED: As needed, but should be done monthly  
  
(1) Log-in to Yardi Voyager.  
  
(2) From your dashboard, click on the “MONTHLY PROCEDURES” link  
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SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – SECURITY DEPOSIT ACTIVITY  

  
1-31-18  

  

  
  
  
(3) Under the Reports Section, click on “SECURITY DEPOSIT ACTIVITY”  
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SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – SECURITY DEPOSIT ACTIVITY  

  
1-31-18  

  

  
  
  
  
(4) On the Residential Reports Screen  

A) Enter Your Property Code  
B) Enter the Month & Year  
C) Report Type = Security Deposit Activity  
D) Click on “DISPLAY” to view the report  
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SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – STATUS OF AN INVOICE  

  
1-31-18  

  

  
  
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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SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – STATUS OF AN INVOICE  

  
1-31-18  

  

  
  
  
(3) From the side menu, click on “ANALYTICS” (A); then click on “OPERATIONS” (B); 

then click on “AGED PAYABLE” (C)  
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YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – STATUS OF AN INVOICE  

  
1-31-18  

  

  
  
There will now be two reports available.  They are:  
  
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.  
  
  
(4) AGING REPORT  

On the Payable Analytics Screen  
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SUBJECT  

   
Date  

YARDI VOYAGER PROCEDURES MANUAL  
  

REPORTING – STATUS OF AN INVOICE  

  
1-31-18  

  

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.  
  

  
  
  
  
  
(5) PAYEE LEDGER  
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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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Date 

YARDI VOYAGER PROCEDURES MANUAL 
 

PURCHASE ORDER & WORKFLOW DEFINITIONS  

 
08-01-23 

 

V-400 
Last Printed 07/21/23 

 
PURPOSE:  Authorize Purchase of Goods/Services 
 
PREPARED BY: SM or DM 
 
WHEN PREPARED: PRIOR to Service being provided or Goods being ordered 
 
 
Purchase Order Definition 
 
Purchases Orders are a Managers request for authorization to make a purchase for an 
ESTIMATED amount of goods or services (Procedure V-410) 
  

• A Purchase Order is to be completed & approved, PRIOR to actually ordering the goods 
or services. 

• Exceptions – Examples; 
• Emergencies  
• Picking up supplies at Lowes etc. and the items total under $100.01 

 
Include the amount of shipping and tax into your totals, whenever possible. 
 
Once the Purchase Order has been approved, the goods and services can be ordered/requested from 
the Vendor. 
 
Once the goods/services have been received from your Vendor, your Vendor will provide you with an 
invoice for the goods/services. 
 
You will then complete the Receive PO function (SOP Procedure V-450) to validate the 
goods/services. 
 
Purchase Orders are NEVER to be used to reimburse tenants.  Standard check requests (Procedure 
085) or Credit to Resident (SOP Procedure 621) are to be used to reimburse tenants.   
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Workflow Definition 
 

• Workflows are the approval process for your Purchase Order. 
 

• A workflow is required to be assigned to every Purchase Order.  Four workflows have 
been created for each unique approval process. 

• Standard (default) 
• Contract 
• Reimburse 
• NMA (default for properties with no Manager approval) 

 
• The designated workflow will determine if  

• Can the manager approve this Purchase Order? 
• Does the Purchase Order require approval from the District Manger? 
• Can the District Manager approve the Purchase Order or does the Purchase Order 

need to go to Corporate for final approval? 
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Standard Workflow; Defaulting Workflow on all Purchase Orders (N/A for NMA 
Properties) 
 

 
 

Manager Creates 
Purchase Order 

 

Purchase Order is 
valued at 

$100 or less 

Purchase Order is 
valued at 

$100.01 - $500.00  
 

Purchase Order is 
valued at 

$500.01 or Greater  

Manager Approves the 
Purchase Order 

 

Manager attaches Quotes when 
necessary and assigns next step of 

Workflow to DM Review 
 

Manager attaches Quotes when 
necessary and assigns next step of 

Workflow to DM Review 
 

DM Rejects or 
Approves the 

Purchase Order 
 

DM Rejects the 
Purchase Order 

 

DM Approves the 
Purchase Order and 
assigns next step of 

Workflow to 
Corporate Review 

 

Corporate Rejects or 
Approves the 

Purchase Order 
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Contract Workflow: Used for Contract Services (N/A for NMA Properties) 
 
 

 
 
 
*A Contract Service is a service that has already been approved by Corporate.   
 
Corporate has already signed an agreement with the Vendor.  Contract Service 
Purchase Orders require District Manager approval for all amounts.   
 
An example of a Contract Service is monthly Lawn Service. 
 
Manager must change the defaulting Workflow of Standard to Contract for all Contract 
Service Purchase Orders. 
 
It is recommended to create your contracted service PO’s in the prior month, for next 
month’s service.  In January, create your Lawn Service PO for February noting in the 
description “February Service”.  As you know the service will be taking place, the PO 
is ready to be approved for the future service. 
 

Manager Creates Purchase Order for a Contract Service* 

Manager assigns next step of Workflow to DM Review 

DM Rejects or Approves the Purchase Order 
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Reimburse Workflow: Used for EMBURSE purchases (Corporate Credit Card)  & 
Employee (Excludes District Managers) Expense Reports (N/A for NMA Properties) 
 

 
 
 
 
 
*EMBURSE: SOP Procedure 092 is to be followed.  Procedure 092 outlines the details of the 
EMBURSE process and steps for creating the Purchase Order. 
 
**EXPENSE REPORT: SOP Procedure 090 is to be followed.  Procedure 090 outlines the 
requirements of the Expense Report form and additional items necessary for reimbursement.  
 
 
 
 

Manager Creates Purchase Order for a 
Credit Card purchase or Expense Report 

EMBURSE* 
Manager attaches receipts to the 

Purchase Order 

Manager assigns next step of Workflow 
to DM Review 

 

EXPENSE REPORT** 
Manager attaches completed Expense 

Report and all required items for 
reimbursement to the Purchase Order 

 

DM Rejects or Approves the Purchase 
Order 

 

Manager assigns next step of 
Workflow to DM Review 

 

DM Rejects or Approves the Purchase 
Order 
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NMA Workflow: Property does not have a Manager approval level.  All Purchase 
Orders created by an NMA Property must be assigned the NMA Workflow. 
 
Manager does not have authorization to approve a Purchase Order for any amount. 
 
 

 
 
 
 

Manager Creates Purchase Order 

Manager assigns next step of 
Workflow to DM Review 

DM Rejects or Approves the 
Purchase Order 

DM Approves the Purchase Order 
and assigns next step of Workflow 

to Corporate Review 
 

Corporate Rejects or Approves the 
Purchase Order 

 



  
     No. V-405 

Page 1 of 2 
             

 
SUBJECT 

  
Date 

YARDI VOYAGER PROCEDURES MANUAL 
 

VOYAGER DOCUMENT STORAGE  

 
08-01-23 

 
 

V-405 
Last Printed 07/21/23 

On the computer at your property, on the computer desktop, create a folder named:  
 
VOYAGER DOCUMENTS 
 Create a subfolder named EMBURSE VOUCHERS 
 Create a subfolder named U-16c 
 Create a subfolder named VENDORS 

Create a subfolder for each of your VENDORS 
  Create a subfolder for each Vendor 
   CREDIT MEMOS 

INVOICES 
   QUOTES 
   A-9 

 
When scanning documents and/or saving a document as a pdf, name your file beginning with the 
Purchase Order number and an additional type of reference.  This will assist you with locating 
your files. 
 
It is imperative that your scanned documents are legible. If the pdf is illegible or pieces of the 
document are missing, the document cannot be processed by Accounting.  Always view your 
pdfs to ensure all of the document’s information is clear and legible. 
 
QUOTE Example; You have an order confirmation #W58946 from HD Supply and you want to 
attach the order confirmation to the Purchase Order you created. 

1) Save the order confirmation as a pdf file in your 
VOYAGER DOCUMENTS => HD SUPPLY => QUOTES folder 

2) Name the order confirmation POXXX W58946 (XXX is the Purchase Order number) 
 
Your order confirmation is now available to be attached to the Purchase Order 
 
INVOICE Example; You received invoice 124857 from HD Supply and you want to attach the 
invoice to the Purchase Order you created. 

1) Save the invoice as a pdf file in your 
VOYAGER DOCUMENTS => HD SUPPLY => INVOICES folder 

2) Name the invoice POXXX 124857 (XXX is the Purchase Order number) 
 
Your invoice is now available to be attached to the Purchase Order. 
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At year end, make a copy of your VOYAGER DOCUMENTS folder onto a flash drive.  Send 
the flash drive to Accounting, at the corporate office. 
 
An email reminder for the copy will be sent out in December of each calendar year. 
 
After your copy has been made, rename your VOYAGER DOCUMENTS folder to be 
VOYAGER DOCUMENTS XXXX (XXXX represents the calendar year such as VOYAGER 
DOCUMENTS 2023). 
 
Create a new folder on your desktop January 1st of the following year to store all of your 
documents for the new year. 
 
Paper copies of quotes and invoices are to be kept in the office for 2 years. 
 
Once the 2 years has passed, all paper quotes and invoices can be shredded. 
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CREATING PURCHASE ORDERS  

 
08-01-23 

 

V-410 
Last Printed 07/21/23 

 
PURPOSE:  Authorize Purchase of Goods/Services 
 
PREPARED BY: SM or DM 
 
WHEN PREPARED: PRIOR to Service being provided or Goods being ordered 
 
 
Creating a Purchase Order 
From Roles – Select PO Dashboard or use the short cut to New PO 
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If using the PO Dashboard, go to Functions; Add PO 
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CREATING PURCHASE ORDERS  

 
08-01-23 

 

V-410 
Last Printed 07/21/23 

 
 
UPPER SECTION   Required fields are in BLUE 
 
(1) Vendor; You must select the vendor you are purchasing the goods/services from. 

You can click on the hyperlink of Vendor for a list of your vendors or you can begin 
typing the name of the vendor to locate your vendor.   
This list is specific to your log in and will list all vendors available for any of the 
properties you have access to.  This list will be maintained by 
vendors@flynnmanagement.com. 
If the vendor you need is not available, email vendors@flynnmanagement.com. 

 
(2) Expense Type; This defaults from the vendor.  The expense type should only be changed if 
the purchase you are making is going to be processed using your Maintenance Reserve funds. 
Refer to Maintenance Reserve Purchase Orders Procedure V-420. 
 
(3) Dates; Order Date & Required By Date default to the day you are entering the Purchase 
Order.  Update the Required by Date to be the date you are expecting the delivery to arrive or the 
service to be performed.  

2 

1 

3 
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(4) Description; This description carries over to the accounts payable voucher so it should be 
kept short. 
 
If you require a lengthy description and/or need to communicate with accounting, use the 
MEMO function outlined on Procedure V-480 
 
All other fields in the upper section DO NOT need to be completed. 
 

GRID SECTION 

(5) Details Tab; This section is used to define the items you are purchasing. 

More Details – If you are going to need more than the 10 lines, click this box and more 
detail lines will be added for you to use. 

Distribute – If you click this box, you can distribute the cost of the purchase order over 
multiple properties.  See Using the Distribution Function Procedure V-470 

 

4 

5 
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(6) Property; Enter the property that is to incur the expense of this item 
 
(7) Unit: If the purchase is for a specific unit, ALWAYS enter the unit number.  The unit 
number carries over to the accounts payable voucher for additional tracking.  
 
(8) Item Type; Select the item that best describes your purchase. You can click on the lookup 
button for a list of items or you can begin typing the item description to locate an item. 

Most items can be assigned to Item Type “ms” Maintenance Supplies.  Individual supply 
items such as toilets, bi-fold doors etc. do not need to have a unique code as they are 
considered Maintenance Supplies 
The item list will be updated as needed.  Contact accounting to add an item to the list.   

 
(9) Description: The description defaults from the item and can be overridden to identify the 
item in more detail. This description carries over to the general ledger.  It should be kept short. 
  
(10) GL: Account: The GL Account defaults from the item type and can be overridden if 
necessary.   

6 

7 
9 8 10 
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(11) Qty Ord: This field is to be used as the DOLLAR amount of the purchase order, not the 
quantity. 
 Example; If the purchase is for 15 items totaling $72.26, the Qty Ord is 72.26 
 
(12) Unit Price: This field must ALWAYS be $1.00 
This process is being implemented for 2 reasons 

1) Allow users to not have to enter every single item that needs to be ordered.  
2) Allows the Purchase Order to accommodate for Backorders.  This is needed for items 

that may be delivered/received on multiple shipments/invoices. 
The reason the Qty Ord would not be 1.00 and the Unit price would be $72.26 is due to the 
purchase order system being quantity based.  If you receive a partial shipment on this order 
worth $51.55 and received the quantity of 1 on your receiver, the process would close the 
purchase order.   
 
Instead, if you receive an invoice for $51.55 for your first shipment, you can “receive” a 
Quantity of 51.55 when you process your receiver.  The remaining balance on the purchase order 
of $20.71 will remain open. 
 
 (13) Save to save the purchase order. 

 

11 
12

 

13 
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UPPER SECTION 
 
(14) Once the purchase order is saved, the Purchase Order number appears in the upper left 
corner. 
 
(15) Display Type; Defaults to Purchase Order and is to remain Purchase Order. 
 
PO Info 
(16) Total Amount – This is the total of all your detail lines.   
 
Approvals  
(17) Workflow will default to “Standard” or “Reimburse” (depending on the expense type).  
Change the workflow as needed.  Refer to Procedure V400. 
 
(18) Next Step Click on the drop down and select the next required step.  The available steps are 
defined by the workflow. 

 

14 
15 

16 

17 

18 
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(19) Save – to save the purchase order with the updated Approvals. 
 
GRID SECTION 
 
(20) Details Tab: Check Budget becomes available to view your budget. 
 
General Info Tab; This tab is not used. 
 
Addresses; The bill to and ship to default from the property settings 
 
(21) Workflow; The status of where the purchase order is, in the approval process. 
 
(22) Approvers: The listing of approvers will display 
 
(23) Print  This option will Print the Purchase Order 
 
(24) Data/Reports  This option becomes available on the saved purchase order.  Here you can 
add Attachments and detailed Memos.  Refer to Procedure V-480 to add Attachments & Memos 

19 

20 

21 22 

24 

23 
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Same process as Procedure V-410 with 2 changes; 
 
(1) Change the Expense Type to Reserves. 

 
(2) Override the GL Account for each item to be one of the Maintenance Reserve (MR) account 
codes.  Refer to Appendix V-A for a full list of account codes. 

Once the Reserve Purchase order has been approved by the DM the PO will be at the level of 
Corporate Review. 
 
Once the manager has completed SOP Procedure 100 and SOP Procedure 105, the packet for the 
reserve request to Rural Development will be prepared by accounting.   
 
Once Rural Development authorizes the purchase, Kevin Flynn will approve the Purchase Order. 
 
All additional steps within Voyager will be processed by accounting. 
 
NEVER perform the Receive PO function on a Maintenance Reserve Purchase Order. 

1 

2 
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PURPOSE:  Increase the amount of the Original Purchase Order 
 
PREPARED BY: SM or DM 
 
WHEN PREPARED: AFTER a Purchase Order has been Approved 
 
 
 
 
After a Purchase Order has been approved, you may find out that you under estimated the cost of the 
goods/services.  When this happens, you DO NOT create a new Purchase Order for the difference, 
instead, you create a Change Order for the difference. 
 
Change Orders are only used to INCREASE the value of your Purchase Order. 
 
The INCREASE is to be for the goods/services, not for shipping & tax. 
 
Example 1; You place an order with HD Supply for 10 items totaling $475.  All 10 items are on the 
invoice and the invoice is for $475 of goods, $20 shipping and $33.25 of tax. 
You do not need to do a change order for the $53.25 worth of shipping & tax.  Accounting will 
expense the additional fees accordingly. 
 
Example 2; You place an order with HD Supply for 10 items totaling $475.  All 10 items are on the 
invoice and the invoice is for $492.50 of goods, $20 shipping and $33.25 of tax. 
You need to create a change order for $17.50, which is the INCREASE in cost of goods.  All 
goods/services must be approved and the only way for this increase to be approved, is to create a 
Change Order. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



  
     No. V-430 

Page 2 of 6 
             

 
SUBJECT 

  
Date 

YARDI VOYAGER PROCEDURES MANUAL 
 

CHANGE ORDERS  

 
08-01-23 

 

V-430 
Last Printed 07/21/23 

Locate the Original Purchase Order 
From Roles – Select PO Dashboard  
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(1) Enter the Original Purchase Order number and click on (2)  Find or leave the PO field blank 
and click on Find to display all of your Open PO’s that are available for a Change Order. 
 
(3) Click on the PO# Hyperlink to open the Original Purchase Order 
 

1 

2 

3 
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(4) The Change Order button is available on Approved Purchase Orders.  Click on the button to 
create a Change Order. 
 
The Change Order is now linked to the Original Purchase Order.  The Original Purchase Order is 
now known as the Parent PO. 
 
 
 

4 
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Complete the Change Order for the INCREASED amount.  Refer to Procedure V-410 Creating 
Purchase Orders to complete all of the fields on the Change Order. 
 
In this example, the Toilet Flanges for $13.10 were not included on the Original Purchase Order. 
 
(5) Once all fields are complete, click on the Save button. 
 
 
 
 

5 
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(6) Your Change Order has now been assigned its own Purchase Order Number 
 
(7) Your Change Order is linked to the Original Purchase Order, now known as the Parent PO 
 
(8) Select your Next Step.  The Change Order goes through the same approval process as the 
Purchase Order 
 
(9) Click on the Save button. 
 

6 7 

8 
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PURPOSE:  Approve Purchase of Goods/Services 
 
PREPARED BY: SM or DM 
 
WHEN PREPARED: PRIOR to Service being provided or Goods being ordered 
 
 
Approving a Purchase Order 
From Roles – Select PO Dashboard  
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While on the PO Dashboard, go to Workflow Dashboard 
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(1) Click on Display to show all of the Purchase Orders awaiting your approval 

 
(2) Current Step; Shows the name of the workflow and the step the approval process is in. 
 
(3) PO; Click on the hyperlink to open up the PO to view the details, attachments & memos 
 
The approver will view the details on the Purchase Order to know what is being requested.  
 
The approver will confirm any necessary attachments are attached (such as a quote). 
 
The approver will review any memos on the Purchase Order. 
 
The approver will then determine if the Purchase Order is to be Rejected, sent to Corporate Review 
(if the workflow requires) or Approve. 
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(4) Next Steps; Click on the drop down to see what next steps are available to select from.  The 
selection is based on the type of workflow 
 
In this example, the DM can Reject or Approve this Purchase Order 
 
Once the Next Step has been selelcted, the approver must scroll all the way to the right of the screen 
to also Select the Purchase Order 
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(5) Select the Purchase Order you have assigned the Next Step  
 

 
 
(6) Scroll back to the left and click on Post to process your Next Step. 
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PURPOSE:  Authorizing that the goods/services have been received 
 
PREPARED BY: SM or DM 
 
WHEN PREPARED: AFTER the product has been delivered and/or services have been 

performed and invoice from the vendor has been received 
 
Receiving of items on a purchase order is only to be performed when you have the vendor 
invoice in hand. 
 
ONLY APPROVED PURCHASE ORDERS CAN BE RECEIVED 
 
Locate the Purchase Order you need to receive 
From Roles – Select PO Dashboard  
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From the PO Dashboard click on (1) Not Received hyperlink. 
 
Not Received; Will display all of your Open Purchase Orders that have not yet been received. 
 

 
 
Locate the Purchase Order you need to Receive 
 
(2) Click on the PO# Hyperlink to open the Purchase Order 
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(3) Data Reports Attachments to upload your invoice.  If this is for your monthly Lawn Service, also 
upload your U-16c.  Refer to Procedure V-480 for attachment requirements. 
 
Once your Attachments are complete; 
 
(4)  Data Reports and select Receive PO 
 
The Purchase Order number will already be selected.  Click on (5)  Submit 
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All of the detail items from the Purchase Order will display. 
 

 
 
If you have received the total value of the Purchase Order, you can click on the (6) Receive 
Check Box then the (7) Receive and this will fully receive the items. 
 
If you have only received some of the value, override the (8) Quantity Received to be the 
amount of the goods/services actually received. 
 
If your Purchase Order ends up being for MORE than the actual goods or services, add a memo 
stating, “Invoice less than PO”.   
 
When accounting is vouchering the invoice, the Purchase Order will be manually closed.   
 
 
 
 
If your goods/services are more than the Purchase Order; 
  
First, check to see if you have a change order attached to the Parent PO. 
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In this example, Purchase Order 114 is for $72.26 and there is a (9) Change Order 
Change Order 115 is for $13.10 for a total of $85.36.  If your goods/services are for $85.36, 
you also need to receive Change Order 115. 
 

Open Change Order 115 and repeat the receiving process. 

 
 
Second, if there is not a change order attached to the Parent PO, you need to create a Change Order.  
Approvals are required on all goods/services purchases.  Refer to Procedure V-430 Change Orders 
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When a valid credit memo has been issued by your vendor, scan the credit memo into your 
Voyager Documents, Vendor, Credit Memos Folder.  See Procedure V-405 
 
Email the pdf to accounting@flynnmanagement.com. 
 
In the subject line of the email; 

1) Enter the word CREDIT, followed by 
2) Purchase Order number the credit is for, followed by 
3) Name of Vendor the credit has been received from 

 
Example; 
 
A credit memo from HD Supply has been received for a toilet that was damaged and returned.  
The toilet was originally on Purchase Order number 453. 
 
The subject line of the email would be “CREDIT PO453 HD Supply” 
 
All credit memo’s will be uploaded, entered and applied directly by accounting. 
 

 

mailto:accounting@flynnmanagement.com
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Florida Pest:  
Effective 02.01.23, Florida pest no longer issues contracts.  Invoices are issued as your renewal 
notice, one month prior to service being performed.  A “Summary of Service” & a “Detailed 
Report “are issued when the work has been completed. 
 
When you have received the Annual Renewal Invoice; 

• Create the Purchase Order in Voyager as outlined in procedure V-410 Creating 
Purchase Orders 

• Set your workflow to “Standard” 
• Attach the invoice to the Purchase Order 
• Set the attachment type to “quote”  

 
Once the Purchase Order has been approved by the DM and the Corporate Office, you can notify 
the vendor that the service can be performed. 
 
Once the service has been completed by Florida Pest; 

• Attach the “Summary of Service” &  “Detailed Report” to the purchase order 
• Set the attachment type to “Invoice Final” 

 
Complete procedure V-450, Receiving Purchase Orders. 
 
All other vendors that provide Termite Services; 
When you are contacted for your renewal; 

• Create the Purchase Order in Voyager as outlined in procedure V-410 Creating 
Purchase Orders 

• Set your workflow to “Standard” 
• Attach the quote provided or add a memo noting the verbally quoted amount for 

the service. 
• If attaching a quote, set the attachment type to “quote”  

Once the Purchase Order has been approved by the DM and the Corporate Office, you can notify 
the vendor that the service can be performed. 
 
Once the service has been completed; 

• Attach the invoice to the purchase order 
• Set the attachment type to “Invoice Final” 

 
Complete procedure V-450, Receiving Purchase Orders. 



  
     No. V-470 

Page 1 of 3 
             

 
SUBJECT 

  
Date 

YARDI VOYAGER PROCEDURES MANUAL 
 

DISTRIBUTION FUNCTION  

 
08-01-23 

 

V-470  
Last Printed 07/21/23 

 
Using the Distribute Function 

 

(1) Property Click on the link and select the combined property name and click OK 

In this example the combined name is green 
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(2) Quantity; This field is to be used as the DOLLAR amount of the purchase order, not the 
quantity. 

 Example; If the purchase is for 15 items totaling $230.00 the Qty Ord is 230.00. 

Unit Price: This field must ALWAYS be $1.00 

This process is being implemented to avoid users having to enter every single item that 
needs to be ordered.  If you need 15 items totaling $230.00 worth of maintenance supply 
items, you would have to enter each item on its own line.  This is due to items that may 
be delivered/received on multiple invoices. 

The reason the Qty Ord would not be 1.00 and the Unit price would be $230.00 is 
because the purchase order system is quantity based.  If you receive a partial shipment on 
this order and received the quantity of 1.00 in the system, it would close the purchase 
order.   

Instead, if you receive an invoice for $51.55 you can “receive” a Quantity of 51.55 when 
you process your receiver.  The remaining balance on the purchase order of $178.45 will 
remain open. 

All other fields remain blank.  Click on Submit 
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The system has now distributed the expense between the multiple properties. 

The calculation is based on units.  In this example; Property 80 has 47 units and Property 81 has 
30 units for a total of 77 units. the combined. 

Property 80 = 47 units/77units = 61.04%.  $230 x $61.04% = $140.39 

Click on Post and the 2-line items will populate onto the Details section of your Purchase Order. 
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(1) Data/Reports  The drop down displays additional functions 
 
(2) Attachment; Allows you to attach documents to the Purchase Order 
 
(3) Memo; Allows you add detailed Memos about the Purchase Order 
 
 
 
 
To Attach documents, click on the Attachment link 
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ATTACHMENTS 

 
Click on (4) Upload to open the Upload Link 
 

 
 
Click on (5) Browse… to browse out to the location of your document you are needing to attach.  
Your pdf files are located on your desktop as outline in Procedure V-405. 
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The path to your document is now listed.  You can add up to 2 more documents on a single 
upload by clicking on the next Browse… to select the next file. 
 
Click on (6) Upload to upload the pdf file. 
 

 
 
After the Upload is completed you will receive a message of “Successfully uploaded as” 
followed by the name of your pdf file (7) 
Click on (8) Close to close the window. 
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The pdf is now attached.  You can click on the hyperlink (9) to open the Attachment to confirm 
you uploaded the correct file. 
 
The Description field (10) duplicates the name of the Attachment.  The description can be 
changed if you want to identify the attachment further.  If you change the name of the 
Description, it will not change the name of your Attachment. 
 
(11) Type;  You MUST select the Type that identifies the attachment. 
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 (11) Type;   
 
Correspondence – Used to identify the attachment as additional information relating to the 
purchase order. 
 
Invoice – Used to identify the attachment is an invoice but, you are expecting more invoices.  
This invoice is not the last invoice you expect to receive for the Purchase Order. 
 
Invoice Final – Used to identify the attachment is the FINAL invoice for this Purchase Order. 
 
Quote – Used to identify the attachment is a Quote 
 
U-16c – Used to identify the attachment is the completed U-16c that MUST be attached with 
your monthly lawn service submissions. 
 
Once the Type is selected, click on (12) Save to save your changes then on (13) Close to close 
the window. 
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(14) Data/Reports  When viewing your Purchase Order, you will now see the number of 
Attachments listed in parenthesis that have been attached to the purchase order 
 
MEMOS 
 
(15) Memo; Allows you to add detailed Memos about the Purchase Order.  Memos are used to 
communicate with accounting regarding the purchase order status. 
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All of the fields default with you as the Employee. 
 
Enter the Memo that you want to include for this Purchase Order 
 
Click on (16) on Save to save your changes. 
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Once Saved, the updated note will also appear at the top of the screen. 
 
Click on (17) New to add additional memos to the Purchase Order. 
 
Whenever your Final Invoice is less that the value of the PO, always add a memo of “Invoice 
less than PO” to notify accounting to manually close the PO once vouchered. 
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(18) Data/Reports  When viewing your Purchase Order, you will now see the number of Memos 
listed in parenthesis that have been attached to the purchase order. 
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From Roles – Select PO Dashboard  
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(1) Shortcut to the Workflow Dashboard & Receive PO Function 
 
The middle section of the dashboard allows you many options of selection criteria. 

 
You can select the status of Pending Approval (2) then click on (3)  Find to display all of your Open 
PO’s that are currently not Approved. 
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Don’t know what the Purchase Order number is or if it is available to be received? 
 

 
 
From the PO Dashboard click on (4) Not Received hyperlink. 
 
Not Received; Will display all of your Open Purchase Orders that have not yet been received. 
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Locate the Purchase Order you need to Receive 
 
(5) Click on the PO# Hyperlink to open the Purchase Order 
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With the Purchase Order open on your screen, go to (6) Data Reports and select Receive PO 
 
This will open the same screen shortcut on the PO Dashboard – Receive PO 
 
With the Purchase Order number selected, click on (7)  Submit 
 

 
 
If your purchase order total amount ends up being greater than the actual goods or services, and 
you have added a memo noting the invoice is less than the purchase order, the purchase order 
will be manually closed by accounting. 
 
Accounting will only manually close purchase orders when you have set the type to be final 
invoice. 
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Finding the TC for the Resident(s) to Sign: 
 
First, you will need to log‐in to Voyager and then find and select the desired household. 

1. Select the “Person Search” tab  
2. Input the unit number for the household for which you are searching   
3. Click “Search” 
4. Click on the Name of the household member 
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Printing a TC for the Resident(s) to Sign: 
 
Next, you find the desired TC and print it by doing the following:  

5. Select the “Affordable” tab (typically, Voyager defaults to this tab) 
6. Click on the link for “Print” next to the Tenant Certification you wish to print.   
7. A new window will then open.  Click the “Print” icon on the top of the page. 
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Attaching the TC to the household in Voyager: 
 
Once the Tenant Certification has been signed and dated, you will need to scan and attach it to 
the Tenant’s file.   
 
***As you scan the document onto your PC, make sure you name it in this format: 

TC(space)Date(space)Prop #(space)Unit # 
***It is critical that slashes are not used in any portion of the naming.  Please use a dash (‐) 
between the month and day and year.  Thus, a scanned TC for North Grove (property #03) 
would have a name like: TC 10‐1‐2022 03 710. 
 
 
After you have scanned and saved the signed TC to your computer, you will need to Log‐in to 
Voyager and select the desired household.  Then perform the following steps)  

1. Click on the “Data” tab at the top of the page. 
2. Click on “Attachments” 
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A new window will open that shows all documents attached to the household.  This is the 
screen in which you will upload the scanned TC.    

1. Click on the “Upload” button at the bottom of the new window. 
 

 
 

2. Click on “Choose File”  
3. Browse on your computer to find and then select the file to upload. 
4. Click the “Upload” button. 
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You will now be returned to the previous screen that shows all uploaded documents for the 
household.  Now, you must select the Type that identifies the attachment. 

5. The pulldown for “Type” must be left blank 
6. Add the document description as: 

 “TC(space)Date(space)Property Number(space)Unit Number”.  For example,  
   TC 10‐1‐2022 03 701 (This would be a TC for 10/1/22 for property #03 apartment 701) 

7. Click “Save” and then close the window. 
 
 

 
 
 
You are now done with attaching the TC to the household’s records in Voyager. 
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Whenever a Maintenance Reserve is being requested, the item code must be identified with a 
code that represents a purchase to be paid with Maintenance Reserve funds.   
 
Only a few items are coded directly as a fixed asset, as the items must be valued at $2,500 or 
higher. 
. 

2020 = Roof Replacement 
2020 = Vinyl Siding & Installation 
2030 = Fencing 
2030 = Playgrounds 
2040 = New HVAC Units  

 
 
All other items are to be coded with Maintenance Reserve codes that end with the number 6.  
 
6026 Maint Supplies MR Capital 
 Used for any type of Maintenance Supply type item.   

Examples; Bi-Fold Doors, Blinds, Small Tools, Mailboxes,  
 
6036 Maint Contract MR Capital 
 Used for any type of Contract Service other than Painting/Cleaning or Irrigation 
 Examples; Roof Repairs, Plumbing Repairs, Bath Tub Surround, Re-Glazing Service etc. 
 
6046 Paint & Clean MR Capital 
 Used for Painting/Cleaning Supplies & Services 
 
6076 Grounds MR Capital 
 Used for Landscaping, Tree Trimming/Removal, Irrigation, Playground etc. 
 
6086 Services MR Capital 
 Only used for Pest Control; Ants, Bed Bugs, Rodents, Fleas etc. 
 
6096 Replacements MR Capital 
 Appliances, Roll-in-Shower, Water Heaters, Cabinets etc. 
 
 
Please contact accounting for assistance with coding your items correctly. 
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Item Type Description GL Code 
flcarh Annual FLCARH Meeting (Fees, Lodging, Meals & Mileage) 8280 
fmc Annual FMC Meeting (Lodging, Meals & Mileage) 8280 
advertising Apartment Vacancy Classified Ad 8240 
appliance Appliance Repair Service 6030 
apppart Appliance Parts 6020 
asphalt Asphalt Repairs (patches) 6070 
backflow Backflow Testing 7140 
bathtub Bath Tub/Surround & Installation 6035 
bifold Bi-Fold Doors 6020 
blinds Blinds 6020 
blow Blow off Roofs, Grounds & Parking Lot 6070 
brochures Brochures 8240 
business Business Cards 8240 
cabinetdo Cabinet Doors & Installation 6095 
cabinetdf Cabinet Drawer Fronts & Installation 6095 
cabinet Cabinets & Installation 6095 
camera Camera, Hand Held 8260 
carpetres Carpet Re-stretch 6030 
circuit Circuit Breaker Boxes 6025 
circuitbi Circuit Breaker Installation 6035 
cleaning Cleaning Service 6040 
cleansup Cleaning Supplies for Units 6040 
office Coffee & Water for Employees 8260 
commroom Community Room Supplies, Decorations & Events 8320 
computer Computer 8270 
computer Computer Repairs/Service 8270 
concretera Concrete Ramp Installation - 504 Plan 6095 
concretere Concrete Repairs 6070 
office Copy Paper 8260 
counter Countertops  6095 
counter Countertops Installation 6095 
deadbolt Dead Bolts 6020 
debris Debris Removal from Units 6040 
doore Doors, Exterior  6025 
doori Doors, Interior 6020 
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Item Type Description GL Code 
dumpster Dumpster rental 7160 
electrical Electrical Services 6030 
erosion Erosion Repair 6075 
fencei Fence Installation  6075 
fencer Fence Repairs 6070 
file File Cabinets valued less than $250 each 8260 
file File Cabinets valued more than $250 each 8270 
fire Fire Extinguisher Inspection 6030 
fire Fire Extinguishers 6030 
flagp Flag Poles 6070 
flaga Flag, American 6070 
flagnl Flag, Now Leasing 8240 
flagw Flag, Welcome 8240 
floor Flooring Installation (includes moving of furniture) 6095 
floor Flooring Materials 6095 
flowers Flowers 6070 
furniture Furniture valued less than $250 each 8260 
furniture Furniture valued more than $250 each 8270 
gazebo Gazebo Repairs 6070 
golf Golf Cart 6095 
golfr Golf Cart Repairs 6030 
grabbar Grab Bars  6020 
grass Grass Seed 6070 
gutters Gutters & Installation 6095 
hvacaf HVAC Air Filters 6020 
hvacdc HVAC Duct Cleaning 6030 
hvac HVAC New Unit 2040 
hvacpm HVAC Preventative Maintenance 6035 
hvacr HVAC Service Call 6030 
Insp Inspection 6030 
irrigation Irrigation Parts & Repairs 6070 
keys Keys 6020 
land Landscaping 6075 
lawn Lawn Chemicals = Pesticides, Weed & Ant Killer 6070 
lawnsf Lawn Fertilization Services, Includes Shrub Spray & Weed Control 6070 
lawnm Lawn Mowing & Trimming 6070 
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Item Type Description GL Code 
lawnsp Lawn Pesticide Treatment – Provided by a Service 6080 
office Leasing Office Signage, Door Mats 8260 
legal Legal Services 8230 
liftspump Lift Station Pump 7140 
liftstation Lift Station Service 7140 
mailbox Mailboxes 6025 
Mrf Maintenance Request Forms 8260 
maintshed Maintenance Shed 6095 
ms Maintenance Supplies 6020 
mileage Mileage (excludes Annual Meetings) 8320 
mulch Mulch 6070 
notary Notary Application, Renewal & Stamp 8280 
office Office Equipment; Printer, Monitor etc. valued less than $250 each 8260 
officeeq Office Equipment; Printer, Monitor etc. valued more than $250 each 8270 
office Office Supplies (Pens, Copy Paper, Envelopes, File Folders, Paper Clips, etc) 8260 
outdoor Outdoor Table, Chairs, Lighting & Grill 6075 
paint Paint Supplies (Paint, Brushes, Rollers, Caulk & Orange Peel) 6040 
painting Painting Service 6040 
parko Parking Lot Overlay 6075 
park Parking Lot Repairs 6075 
patio Patio Repairs 6075 
pestnc Pest Control Service - Ants, Bed Bugs, Rodents, Fleas, Roaches, Stray Animals 6085 
pestc Pest Control Service – Monthly Maintenance 6080 
termite Pest Control Service - Termite Annual Contract 6080 
plants Plants 6070 
play Playground Items & Repairs 6075 
plumbing Plumbing Repair/Service Call 6030 
postage Postage & Shipping 8260 
pressure Pressure Washing 6075 
printing Printed Forms (ex; Applications, Receipts) 8260 
propane Propane Gas 7150 
signage Property Signage & Repairs (non-Advertising) 6075 
septic Pump Septic Tank 7140 
Railing Railings/Hand Rails 6095 
range Ranges 6095 
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Item Type Description GL Code 
refrigerator Refrigerators 6095 
reglaze Re-Glazing Tubs & Counters 6035 
Repairs Repairs, General 6030 
repipe Re-Pipe Water Lines 6035 
retpond Retention Pond Services 6070 
retwall Retention Wall 6075 
rollin Roll-in-Showers 6095 
roofr Roof Repairs 6030 
roofrr Roof Replacement 2020 
seal Seal & Stripe Parking Lot 6075 
security Security Cameras Repairs/Service 8270 
shirtm Shirt Maintenance Personnel 6020 
shirto Shirt Office Personnel 8320 
shutters Shutters 6020 
sidewalk Sidewalks & Grinding 6075 
tools Small Tools 6020 
smoke Smoke Detectors 6020 
sod Sod 6070 
soil Soil 6070 
stamps Stamps 8260 
Sfs Stovetop Fire Stops 6020 
stripwax Strip/Wax Floor 6040 
newsletter Tenant Newsletters 8260 
toilet Toilets 6020 
toner Toner & Ink for Printer 8260 
treetr Tree Trimming & Removal 6075 
tree Trees 6075 
vanity Vanity with or without Sink 6095 
vinyl Vinyl Siding Installation 2020 
watdeh Water Extraction & Dehumidifier Rental 6045 
whi Water Heaters & Installation 6095 
welcom Welcome Cards 8240 
winawn Window Awning & Installation 6035 
winglass Window Glass 6020 
winins Window Installation 6030 
winscreen Window Screens 6020 
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Adding a shortcut to access another menu; Add to your favorites  
 
This functionality is available throughout Voyager.  This is just one example of how to create a 
shortcut. 
 

 
 
While on the Purchase Order Dashboard  
 

(1) - Click on Roles. 
 

(2) – Go down the menu until you reach Residential Manager. 
 

(3) – Right Click on the word Residential Manager and select Add to Favorites. 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 

2 
3 
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(4) – Click the drop-down arrow of your favorites.  The shortcut to get back to the Residential 
Manager screen is now available. 

 

4 
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Document is marked as a Money Order.   
Document type = Money Order 
 
 
 
 

 
Document is marked as a Cashier’s Check.   
Document type = CASHIERS CHECK 
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Document is marked as an Official Check.  
Document type = CASHIERS CHECK 
 
 

 
Document is marked as a Teller Check.   
Document type = CASHIERS CHECK 
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Document has no identifier.  Refer to the MICR line.  
Is the check number in the last position?  YES   
Document type = PERSONAL CHECK   
 
 

 
Document has no identifier.  Refer to the MICR line.  
Is the check number in the middle position?  YES   
Document type = PERSONAL CHECK   
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Document has no identifier.  Refer to the MICR line. 
Is the check number in the first position?  YES 
Document type = COMMERCIAL CHECK   

 

 
Document is listed as “Signature on File” 
Document is marked as an Online Bill Payment = Bill Pay  
Even though the MICR line has the check number in the first position, these 2 
other identifiers indicate a bill pay, this is not a commercial check.   
Some Bill Pay checks will also be identified as iPay and may also have an actual 
signature. 
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When you receive a Cashier’s Check from Navy Federal Credit Union, 
you will need to manually add some of the fields within the Payer 
Information. 
Follow the steps below for the system to accept the payment. 
 

 
 
 

Enter the serial number in the Check #field Enter the account number 
in the Account # field 
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Below is an example of an item that was returned by the bank.  The original image 
is nice and clear.  The MICR line at the bottom of the image is also clear, and the 
numbers were picked up by the scanner and imported into the deposit file just fine. 
 

 
 
The reason the item was returned is because this is what it looks like on the 
computer screen, when scanned.  The yellow highlight is just to show you the part 
that cannot be read. 

 
 
 
As part of the MICR line was considered not legible, it was returned, and the 
property was charged $40. 
To avoid this going forward, be sure to look at the images on your screen.  If any 
part of the MICR line does not display clearly, try to scan the item again. 
If it still is not clear, mail the payment to clearwater, Attn: Accounting and it will 
be deposited directly to the bank. 
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Check# The check number read by the scanner or manually entered by employee 
Cash Acct 1011 identifies the payment will be deposited into your Operating Bank Account* 
 1021 identifies the payment will be deposited into your Security Escrow Bank Account* 
Property This is the property that is going to receive credit for the payment.  Only one property per 

report. 
Inc Acct 3110** identifies the payment is being applied to a Security Deposit charge.   
 5010 identifies the payment is being applied to a rent charge – MUST be assigned to a 

Resident 
 5015 identifies the payment is being applied to a HUD charge.   
 5029*** identifies the payment is being applied as prpaid rent – MUST be assigned to a 

Resident 
 5030**** identifies the payment is being applied to an Application Fee 
 5040 identifies the payment is being applied to a Laundry charge 
 5070 identifies the payment is being applied to a Miscellaneous Charge 
 7160 identifies the payment is being applied to a Garbage Collection charge 
 Any other code that appears is an ERROR and needs to be corrected, prior to sending in 

the report to Accounting. 
Unit Unit you have selected the payment to be assigned to 
Resident Code assigned by Voyager to the applicant/tenant 
Name Last Name, First Name as assigned in Voyager 
Status Status of the Resident 
Amount Portion of the payment that is assigned to the Inc Acct on the line 
Remarks*** This field is populated from the Notes field  
Date Date of the Deposit 
Month Posting Month/Year 
 
*You cannot override the cash account.  If the account requires a change, accounting will make 
the change at the time of posting the report. 
 
**Security Deposit Payments MUST be assigned to a Resident.   
 
***Remarks should always be completed whenever the Inc Acct code of 5029 appears.  
Prepayments MUST be explained. 
 
****Application Fee Payments are entered as non-tenants and are not assigned to a Resident.   
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View the tenant ledger to see if a former tenant/applicant’s security deposit refund has been 
processed. 
 
The last 4 transactions on the ledger appear as shown below, when a refund has been processed. 
 
If the tenant is receiving a refund, the last line will note a check number. In this example, the 
tenant was paid $705.00 on check #5081, dated 02.21.23. 
 
Security refunds are mailed on the same date as the last transaction. 
 

 
 
 
When you click on the link for charge 104127, the following window will open. 
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You now can see the check has been cashed, as it cleared the bank on 03.28.23 
 
If the balance on ledger is not $0 and none of the last 4 transactions appear, accounting has not 
yet been provided with the transmital to process the refund. 
 
All L-22a’s and Security Deposit Transmitals, where a previous tenant is due a refund, are 
processed on the same day the documents are received by accounting. 
 
If the outgoing mail has already been picked up, the check will be printed and mailed the next 
business day. 
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