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Run the Report to determine which households are currently delinquent 
 
First, you will need to log-in to Voyager and then: 

1. Click on “Monthly Procedures” at the top of the screen.   
2. Choose “Affordable Receivable Reports” from the list of functions. 

   
3. Run the “Affordable Receiveable Report” in accordance with Procedure Y-300. 

 

 
(In a subsequent step, you will need to refer to the residents by name and/or their “resident 
code”) 
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1. Click on “Reports” on the left side of the screen. 
2. Click on “SQL Reports” in the “Reports” menu. 
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After that, take the following steps to run the “Late Rent Notices”: 
1. Type “Flynn Late Rent Notice” in the box for “Report Name”.  
2. Click on the file that is titled “rs Aff Flynn Notice to Pay Rent or Give Possession”. 
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3. Insert your Property Number. 
4. Click on the the blue text that says “Tenant Code”. (A new window will open now) 

 
 

5. In the new window, select “Current”  
6. Click “Find” for a list of all current tenants. 
7. Check the box next to all residents who should receive a Late Rent Notice (you can 

choose multiple residents) 
8. Once you have selected all residents to receive a notice, click “OK”  
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9. Choose the correct notice based on your property’s location (FL or GA). 
10. Insert the date the notice expires (30 days after issuance, but cannot expire on a 

Saturday, Sunday, or legal holiday).  
11. Insert the date the notice is being issued (today’s date). 
12. Choose “Screen” from menu. 
13. Click “Submit” and the notice(s) will appear. 
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At this point, you must review this screen and make sure the notice(s) is / are correct.  You 
should compare the information on the notice(s) to the information on the “Affordable 
Receiveble Report”.  If OK, print and sign the notice(s). 
 

 
 
 
All notices should be completed in accordance with Procedure 545 (FL) or 595 (GA) .  The Proof 
of Service section must be completed, the notice signed, and a copy put in the resident’s file 
after the notice is issued to the resident. 


