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Page 1 of 14
SUBJECT Date
YARDI VOYAGER PROCEDURES MANUAL
01-26-24
DEPOSITING PAYMENTS
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.

Do not deposit a payment if the charges in Voyager are incorrect. All payments must be applied to a
correct charge.

Log onto CHECKscan; Refer to Procedure V110, #2

1) To create a new deposit, Select; New Batch

~» Yardi Systems, Inc. - CHECKscan 4 O x

CHECKscan Dashboard

Property Bank Account - Date Scanned From ‘ |,|D, |

-

Unit ~ Batch Number Amount From ‘ | “ta- | ‘
Resident . Batch Status 2] Vertical Al = I My Batches [ ]
Source < | Type ,‘ Lockbox # |

Submit J Clear J New Batch
_ 1
Payment

Batch Number  Vertical Batch Amount  Date Scanned  Status | Status Date  Batch Report  Deposit Date  Source  Lockbox#  PostBatch  Delete Batch

Batch Count 0|
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2)

3)

4)

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.

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.

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.

Info

V-200
Last Printed 01/26/24

# Yardi Systems, Inc. - CHECKscan

Total Entered 50.00| Tota :
Items Entered 0| items Deciar

Deposit Date
Date Recelved I@I ertl

Amount  Check?  Property  Unit Payer BankAccof f  Transi it*  Account®  DocumentType | DateReceived Intercompany | Note Comment

| ype | Check# |Transit#  Time Stamp Message

¥ Type here... m

6/20/2023 9:25:41 AM  Selected Threshould Value changed.
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Once the checks have been scanned, you will see a list like the one below.

5) Ifthe 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.

= oun e ropes ni ayer  Bank A ous ocument Type  Date Received | Intercompany  Note  Comment

[ $270.00 03147 063107513 1183340008361 08/14/2017 ot Associated ‘
| $381.00 1044

010135780307

267084131 682861518 08/14/2017 Mot Associated ‘ |

Click on each row to
complete information

EERON 2 Failed Checks (0) [ Application Log

| ttems entered 4 | Total entered $1,482.00 | Batch# 15

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)

V-200
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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.

(Blala)|alE)|@ioa)

Search by V]

cument Type  Date Received  Intercompany Comment

Hote

Payer Information
Amount
IACQUELINE FRESKE
}ﬁ’m’ééﬁq’f‘m - 9
7 Unie: C[C1212 (9 13 =
O THE h
m?j; RigideE 0005986 | TREDWAY, DONNA(CURRENT 14 10
: o Document Type | =
e @ | I
(2 IR o WSE Personal Check 1% 11
#H0R3IW0TS LI LLA3ILO0ODAIG L'O3 ALY GRHENERREE R
Money Order
Cashiers Check
2] - 1) $381.00 1044 267084131 682861518 | Bl Pay 8/14/2017 Not Associated
3 @ [ $219.00 01800 063107513 1010135780307 08/14/2017 Hot Associated
4 gl || $612.00 4297 2186736051 103104900 Money Order 08/14/2017 Not Associated

B EIO R RO [ | Failed Checks (0) [# Application Log

B | ready to scan checks. | items entered 4 | Total entered $1,482.00 | Batch# 15

V-200
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DEPOSITING PAYMENTS

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.

Search by (] = T.pe farn
Bank Account Transit# Account® Document Type Date Received Intercompany Note Comment

Payer Information

Amount 270.00

3147 —
DONNA | TREDWAY S1.750931 osaa Property 79 v | Palmette vilas,2407 13th Avenue Drive E. Manates,Palmatte,FL-34221
THSTTEET EAST g
PALMETTG, FL 3421

1212 25TH STHE 2
: % Unit €1212 3

%ﬁﬂ%ﬁ%( ;y...._—l $ 275 00 Resident 0005988 T‘ ent)
2 ool iy LT s & g

Unit  Payer

Qraye }gﬂm&_ﬂgep[ 2 (7‘4

#0EB3A07SEINMLEBIILO0DEIL AW OFLLY

$381.00 1044 267084131 682861518 08/14/2017 Not Assaciated

$219.00 01800 063107513 1010135780307 08/14/2017 Not Associated

£ ] e}

$612.00 4297 2186736081 103104900 Money Order 08/14/2017 Not Assaciated

B IO R RSN Ol [ Failed Checks (0) [# Application Log

n | Ready to scan checks. | items entered 4 | Total entered $1,482.00 | Batch# 15

V-200
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01-26-24

DEPOSITING PAYMENTS

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.

Search by ] - m-

it | Payer Bani Account Transit  Account# Document Type  Date Received  Intercompany  Note  Comment

ere

Property

paimetto villas (79) C First Florida (79-0p) 063107513 1183340008361 Personal Check  08/14/2017 ok

|
Palmetto Villas (79) C1215 IREE (£0006115) First Florida (79-0p) 267084131 682861518 Personal Check  08/14/2017 Ok - Check AmnunJ‘

Paimetto Villas (79) C1216 E (t0005905)  First Florida (79-0p) 063107513 1010135780307 Personal Check  08/14/2017 0k - Cheick Amaunt

Payer Information

o T ; T Amount 512.00
AMSCOT INTERNATIONAL MONEY ORDER. . Property 79 ZI Palmetto Villas, 2407 13th Avenue Drive E.,Manates, Palmetio, FL-34221

CUME KT CONTAIN:

AETIF CIAL WATERMARI - HOLD AT AN ANGLE

b-db o -
e Mooy Sipertin’ 5, ‘ 218673607 i
ey PANIETO Y e e7ra8/2017 unit ciz18 B
WOF Fun, (I8N | serz-ea || fednt [ouee  [v] nowe vasmine(curen
1 . ¥ =
4VETR HUNDRED TWELYE AND 20/108 GULLARS 2 i Document Type
wer :

36

6736081
i gt

T o

Li0310LA00G L2397 2aB57TIR0A &

. v

B OB EER G [ Failed Checks (0) [# Application Log

) | Ready to scan checks, | ftems entered 4 | Total entered $1,482.00 | Batch# 15

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.

V-200
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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.

& https//www.yardiaspld.com/TBatchld=15 - Vardi Systemns, Inc. - Checkscan Receipt Batch Report - Internet Explorer —
Checkscan Receipt Batch Report 2

1 Click PDF and then click
_ Excel 4— “Save As" to save report

for emailing. Then, print
CHECKscan Unposted Report
Total Entered: 1462.00 the report.
CHECKscan Batch# 15
| File | Receipt | | I I == I = | I I Il | I
‘I!PE ||LIEI,Q!§ 7|} f:irl# | “ Check# Wcash Acct ” Property :L]nc Acct Unit 7|: 'RP_ﬂdenﬁ | Name || Status | Amount I| Remarks || Date -| Month |
X9

03147 1011 73 5010 €1212 0005988 TREDWAY, DONNA | (Current) 270.00 08/14/2017 08/2017
o) 1044 1011 7 5010 C1215  tD006115 WILLIAMS, DESIREE (Current) 361.00 08/14/2017 08/2017
2 01800 1011 79 5010 Ci216 | t0005505 BRATCHER, SALLIE | (Current) 219.00 08/14/2017 08/2017
X3 4297 2186736081 1011 79 5010 Ci218 006106 ROW/E, YASMINE  (Current) €12.00 08/14/2017 08/2017

Total 1,482.00

This report is saved and then email to
accounting@flynnmanagement.com

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.

V-200
Last Printed 01/26/24
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01-26-24
DEPOSITING PAYMENTS

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.

CHECKstan

Search by (] - m

Property Unit  Payer Bank Account Transité | Accounts Document Type  Date Received | Intercompany  Note

$270.00 03147 Palmetto Villas (79) C1212 TREDWAY, DONNA (t0005388) First Florida (79-op) 063107513 1183340008361 Personal Check 08/14/2017 Ok
$381.00 1044 Palmetto Villas (79) C1215 WILLIAMS, DESIREE (£0006115) First Florida (79-0p) 267084131 682861516 Personal Check  08/14/2017 0Ok - Check Amoun
$219.00 01800 Paimetto Villas (79) C1216 BRATCHER, SALLIE (t0005905)  First Florida (79-0p) 063107513 1010135780307 Personal Check  08/14/2017 Ok - Check Amoun!

Payer Information

Q1 ARTIFICIAL WATERMARK _HOLD AT AN ANGLE Amount 612.00

AL MONEY ORDER . Property 79 EI Palmetto Villas,2407 13th Avenue Drive E.Manatee, Palmetto,FL-34221

The Money Superstore” W 2186730081

= s Qﬁlmf’“ﬁﬂ \,i ‘\\\@% €7/28/2017 Lo IEB

s = 7 Resident 0006105 [~] rowe nt)

i e, vt (8K | =e1=-22 |

Sl ETET} HUNDRED TWELVE AND 90/10% DOLLARS B Document Type

2186735081 WET VAL LR MORE THAK SHE THBLAAUD FIVE -UNDAED DOLLARS [5tec) 0|

sl AMS_CQI_ CORPORATION . d
e E FAGE DF THIS DOGUMENT Has 4 COLO0 LI 1 8 4TE PAPER

1i03W0L500G L2977 2085736046 &

[] Check(s) already exists (0) (RNl Re e R OO E e e

| Ready to scan checks. | ttems entered 4 | Total entered $1,482.00 | Batch# 15

V-200
Last Printed 01/26/24
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DEPOSITING PAYMENTS

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)
1. 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.

% Yardi Systems, Inc. - CHECKscan it ]

CHECKscan Dashboard

Property « Bank Account + Date Scanned From ‘ | _to- | ‘
Unit ~ Batch Number Amount From ‘ | -to- | ‘
Resident » Batch Status Scanning in Progress - Vertical All - I My Batches  []
Source - | Type Lockl

iScanning in Progress

Submit J Clear J B
- Attention Required
E Payment Ready to Post

Posted

Batch Number | Vertical Batch Amount  Date Scanned  Status Status Date Batch Report  Deposit Date | Source | Lockbox#  Post Batch Delete Batch
31037 | Residential $340.00 06/19/2023 Scanning in Progress 06/19/2023 06/19/2023 Voyager
Batch Count 1

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).

V-200
Last Printed 01/26/24
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01-26-24

DEPOSITING PAYMENTS

Comments:

A.

V-200

Cash is NOT accepted at any time for any reason.
Write the apartment number on the check as soon as check is received.

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.

(2 Yardi Systems, Inc. - Yardi Voyager - Internet Explorer
€ https//www.yardiasp14.com/72687 flynnmgmt/PAGES/CHECKSCANSLASPX?DOACTION=RENDERSEARCHSCREEN&hBatch=20746&StatusID=10&Vertical=1&HostURL =https://www.yardiasp14.com/72687flynnmgmt ﬂ

CHECKscan

BT All v —,h,‘ T I

1 | Overpaid $51 Ok - Check Amount n

9 $132.00 9704143242385 Forest]
o0

Forest] | 0K - Ceck Amount 1

Purshasar plasse complste smd
this money ordar prompty

2385

414324

#0934 20355769700 A3 20 2385 T

) 28 2

§s§ :

3 3
10 $234.00 9704143243285 Forest] : § 2 S Ok - Check Amount n
11 $500.00 9704143243276 Forest 1209320365 7:970L 4L, 3 2L 238G 0Ok - Check Amount n
12 $336.00 2022 rest] : Ok - Check Amount n
13 $254.00 2100 540369 rk Apartments (63) H32  LAFFERTY, ARICA (t0010102) First Florida (63-0p) 103101864 Money Order Ok - Check Amount n
14 $499.00 2085 94673738 Forest Park Apartments (63) F24  WILLIAMSON, TIFFANI (t00083C Maney Order Overpaid $1 Ok - Check Amount n
$295.00 27307909585  Forest Park Apartments (63) C10  PALKO, BARBARA (t0008282) Money Order 06/10/2021 Ok - Check Amount n

Check(s) already exists (0) |EXQice] S l [# Application Lo J

B | Ready to scan checks. | Ttems entered 16 | Total entered $5,164.00 | Batch# 20746

For each batch, do not enter more than 25 items.
Do not accept postdated checks or checks dated over 1 year of today’s date.
Do not hold checks/money orders. Deposits are to be made daily.

Future rent: One month of prepaid rent is acceptable. More than one month requires
approval from Kevin Flynn.

Last Printed 01/26/24
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01-26-24
DEPOSITING PAYMENTS
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:
1. Verify and select the correct check number that matches the check.

il. 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 2" 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.

& https/fwwaw.yardiaspld.com/?doAction=RenderSearchScreen&Vertical= S&HostURL = https:/fwww.yardiasp - Internet Explorer

CHECKscan

Bloselos: mo.

[| 'Amount Check# Property Unit Payer BankAccount Tramsit#  Account# Document Type ived  Intercompany

HEDD P
WILMA RAE MORROW —I B
POB BARBARA VANZANDT FRANK VANZANDT v 37
:?)I.}Bkgznns /?as-zms - | This midf-has dual i=*.=7tinn. Please select valid Check# from dropdown.
o
SEFFNER, Fl. 49580-1713 %ﬁ 155 Check Number © [p237 +
et P 4 o [ ) He Raw. MICR :063100277: 003762163402 < 0237 e
’ $ A3 £ Routing #
Sz ) DocumenTupe =

Transit#

Check# 0237
= Account #
Account#

Banknfnmerlca 3

A T caztanzrs

Ausiliary

Click here to associat¢ check
:"= information with a hojusehold
$0.00 0166\-____—'—__—-— 021000021 795345693 08/15/2017 Document in progress...

08/15/2017 This MICR format has 2 dual interpretation.

| $98.00 1085 102001017 571342309

RO BRSO 2 Failed Checks (0) | [# Application Lag

B} | Ready to scan checks.

V-200
Last Printed 01/26/24

| items entered 3 | Total entered $357.00 | Batch# 19
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L 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:

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

1)
2)
3)
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.

& https://www.yardiasp14.com/TDOACTION=RENDERSEARCHSCREEN&hBatch=198&StatusID=-18Vertical= 5&HostUR - Internet Explorer

kA

Scarch by [l

Note  Comment

Unit Transit# | Account# Document Type  Date Received  Intercompany

Amount  Check#  Property Payer Bank Account

MORROW, WILMA (t0003814) First Florida (03-op) 063100277 003762163402 Personal Check 08/15/2017

$231.00 0237 NGAR, LTD (03) 705 Ok - Check Amount not eq

Payer Information

&

This MICR has dual interpretion. Please select valid Check# from dropdown.

AVAILABLE

Check Number
Raw MICR

Document Type
Checks
Account#

Auxiliary

:021000021: 795345693<0166

onus

Transit® 0010

2

$98.00 1085

NGAR, LTD (03) 708  LOPEZ, MARTA (t0003846)

First Florida (03-0p)

102001017 971342309

Personal Check

08/15/2017 Ok - Check Amount not eq

(BN O RPN Gl [ 7 railed Checks (0) [# Application Log

| Ready to scan checks.

V-200
Last Printed 01/26/24

| items entered 3 | Total entered $357.00 | Bateh# 19
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01-26-24

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.

)

Rent. This will bring up the payment details.

2)

“prepay”.
3)

(for example “Overpaid $27)

4)  Click “Save”

While in the batch, click on the box to the left of the payment row that has Prepaid
The overpayment amount will display on the row with the Charge Code of

Add a note in the Notes Box of “Overpaid $2” with the amount of the overpayment

+ CHECKscan = [} X
Payment
Display Type Standard Receipt Dism;l]
Property Unit Payer ~ Roommate \ Payer Description | cash Account \-Amnunt Paid.\_Balance Due | Post Monlﬁf
- = CLARENCE MCDANIEL (™
A 001204 |10 4 i ®, €
t0012046 | ‘ (G 1011 ‘ 242 on‘ 0.00([06/2023 N NI - 1 ﬂ o
= UNITEDSTATES A T AN
[? POSTAL SERVICE H )!‘9’1 Alll AIONE]
[e— “
Check Amount  [542.00 3 Enter Deta Resslsct Resident 28552092017 i : TR sl
Non Tenant Payer | Bank Account  First Foundation Bank (63-op) Lm Tuo Hundred Forty Tuo Dollar-
Date Received |ng5/07/2022 > F
— 7 Fovert Park Rpariment —
Document Type  [Maney Order Deposit Date  06/07/2023 wess 105 1% 5t ! [ GM e
Notes Sverpaii 52 7 Save Erase Distribution Help | Lok Bl R RS e TS ME I
v
Vil it For Bt 2y . e By
= o T She SCUIST WAKING « NEGOTAR |
4 1100007800 21 2855209204 7"
Payment | Property Unit Payer | Charge Code = Account | Charge Date é‘:;'r‘;'e PriorPaid | dF;l:::E 4 |Balance bue Ref Descriptii
2 63 A04 0012046 prepay \ [5020 06/07/2023 2.00 0.00 Available Pre
N\ .
0.00 15:- A04 0012046 rent Ts\‘? 06/01/2023 240.00 240.00 ‘ReSr:{.D:S:ran Rent (06/2C
< \ >

v

V-200
Last Printed 01/26/24




No. V-200
Page 14 of 14

SUBJECT Date
YARDI VOYAGER PROCEDURES MANUAL

01-26-24
DEPOSITING PAYMENTS

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.

Resident Ledger

>
S5
FLY NN

MANAGEMENT
CORPORATION

Date: 08/24/2017

Code 10003822 Property 03 Lease From 05/01/2017

Name PEDRO RUIZ Unit 706 Lease To 05/31/2018

(Address Status Current Mowve In 07/31/2010
Rent 7g97.00 Mowve Qut

City Phane (H) Phane (W)

Date Description Charge | Payment | Balance | Chg/Rec
07/31/2010 | :Posted by QuickTrans (secdep) 650.00 650.00 17167
07/31/2010 | chki# :QuickTrans :Posted by QuickTrans 550.00 0.00 16471
06,/01/2017 [ Rent {06/2017) 246.00 2465.00 14560
06/01/2017 | Rental Assistance (06/2017) 551.00 F97.00 14561
06/05/2017 | chk# MO CRI #25 240.00 557.00 17146
06/05/2017 | chk# MO CRJ #25 5.00 551.00 17147
07/01/2017 | Rent {07/2017) 246.00 7e7.0o 17920
07/01/2017 [ Rental Assistance (07 /2017 551.00 1,248.00 17521
07/06/2017 | chk# MO CR} 28 246500 (1,102.00 19121
07/06/2017 | chk#f DDO70617 ‘HAP 551.00 551.00 20818
08/01/2017 [ Rent (08/2017) 246.00 757.00 20705
08/01/2017 [ Rental Assistance {08/2017] 551.00 1,248.00 20706
08/03/2N2F el UGBS THAR 551.00 797.00 22200

|0$.-"11.-"2C|17| chkif 40176194349264 :CHECKscan Payment - Overpaid 52 2435.00 5432.00 23718

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.

0. All checks that have been deposited are to be shredded in the 3™ month after which the deposit
was made (ie; January deposits are to be shredded in April)

V-200
Last Printed 01/26/24



