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SUBJECT Date
YARDI VOYAGER PROCEDURES MANUAL

03-01-25

PRINTING LATE RENT NOTICES (FL and GA)

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.

= m m () Vardi Systems, Inc. - Yardi Voyage X @ laurel hills villas orlando - Search X |@ Laure| Hills Villas | Orlando Florid: X \ -+

& (@] (e} 5] https://www.yardiasp14.com/7. lynnmgmt/pages/menu.aspx?sMenu!

YARDIVOYAGER

I o Hlp Monthly Procedures Guests Affordable Analytics Sign Out  SaaS Messages

n Affordable Monthly Procedures

» Roles

» Setup M M
+ Administration 1. Prepare and Mail Recert Notices 1. Prepare and Mail Recert Notices Analytic Reports

» Analytics Recertification Notices Recertification Notices Affordable Reports

» Reports 2. Process Spedial Claims/Misc. Acct. Request 2. Update Resident/Certification Activity Affordable Receivable Reports
» 50059 Functions Add Unpaid Rent/Damage Notice - Cancel Notice Compliance Reports

» 50059 Tools Add Rent-up Vacaney, Move Out Residential Reports

» TRACS Add Reqular Vacancy Move In - Cancel Move In Residential AR Reports

» Tax Credit Functions Add Debt Service Interim Recertification Work Order Reports

» Tax Credit Tools Review Special Claim - Special Claims Candidate Report Annual Recertification Daily Reports

» HOME Functions Misc. Accounting Request Unit Transfer Daily Activity

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

YARDIVOYAGER

I - cp  Monthly Procedures Guests Affordable Analytics Sign Out  SaaS Messages

n Receivable Reports

Property [sg | TenantStat Charge Code it O ¢ Gri :
- s R e — Oshom it [ g
Contract -
» Setup Past PDF
Buildin Age as of to [g2/ —
» Administration 9 a 02/25/2025 | oo
Unit Type Post To(MM/YY Excluded Units? —
» Analytics s ‘ ) 2R s s Yes b Clear
unit Report T =
s— Unit port Type Receivable Aging Detail v Minimum Amt
Tenant Summarize By v i
» 50053 Functions Resident HUD Subsidies Exclude v
» 50059 Tools Affordable Aging Detail
Property: Heritage Manor - Sparta (56)
» TRACS 25
o Tenant (S N CETN -ll B - I I =
T i e Code Amount Owed Owed Owed Owed Owed| pa
: Heritage Manor - Sparta (56)
» HOME Functions (£0013205) WADE, JOHNNY
— 56 - 08 - Current 33853 02/01/2025 022025 rent 138.00 6.00 £.00 0.00 0.00 0.00
Total 138.00 6.00 6.00 0.00 0.00 0.00
» Rural Dev Functions
(t0012571) HUFF, JESSE
» Rural Dev Tools 56 - 10 - Current R353486  02/06/2025 022025 (Prepay) 0.00 0.00 0.00 0.00 0.00 0.00
» Local Program Functions Total 0.00 0.00 0.00 0.00 0.00 0.00
Mlacal Program Tools (£0011770) WALKER, STEPHANIE
56 - 11 - Current C33872 02/04/2025 022025 rent 239.00 239.00 239.00 0.00 0.00 0.00
» Charges Total 239.00 239.00 239.00 0.00 0.00 0.00
» Receivabls
e (10013578) SHIVERS, SHAWASKIA
» Payables 56.- 24 - Current C33894 02012025 022025 rent 488.00 480.00 480.00 0.00 0.00 0.00
Total 488.00 480.00 480.00 0.00 0.00 0.00

(t0008019) LEWIS, BOBBY

(In a subsequent step, you will need to refer to the residents b\}ﬂhamémand/cﬂ)""r 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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YARDIVOYAGER

(i) Vardi Systems, Inc. - Receivable R x —+

a] hittps://www.yardiasp14.com/7

lable

lynnmgmt/pages/menu.aspx?shMenuSet =iAff
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Receivable Reports

Charge Code

Property [se ] Tenantstat t [ show ari i
»Roles e B e o — o S |l
Contract hd Account
» Setup Past PDF
Buildi Ay A/R Account
» Administration uiding a= 1 va/2s/2025 | A Excel
Unit Type Exduded Units?
AT D! 02/2025 uded Units; Yes cear
s : - &
+ Reports— = P Receivable Aging Detail v Minimum Amt
Affordable Reports ¥ Summarize By "
» 50059 Functions Resident HUD Subsidies Exclude
50059 Reports !
» 50059 Tools i
50059 Audit Reports pfarta (56) 2
» TRACS
50059 Receivable Reports M
» Tax Credit Functions . ” m— o “ m— | Charge ” Cha Curren‘lﬂ 0_3‘1‘ 31—6K1| Gl-9tﬂ|
» Tax Credit Tools Tax Credit Reports 4 S / Code Amount Owed Owed Owed owed
6
» HOME Functions (T2 SEED "y
N e e fises  02/01/2005 022025 rent 138.00 £.00 6.00 0.00 0.00
138.00 6.00 6.00 0.00 0.00
+ Rural Dev Functions Local Program Reports 4
» Rural Dev Tools e Y R353486  02/06/2025  02/2025 (Prepay) 0.00 0.00 0.00 0.00 0.00
» Local Program Functions | Affordable Adhoc Repart 0.00 0.00 0.00 0.00 0.00
» Local Program Tools Conductor / »PHANTE
/ C334872 02012025 02/2025 rent 239.00 238.00 239.00 0.00 0.00
» Charges 239.00 239.00 239.00 0.00 0.00
© Recel
R (t0013578) SHIVERS, SHAWASKIA
» Payables 56 - 24 - Current C334854  02(01/2025  02/2025 rent 488.00 480.00 480.00 0.00 0.00
Total 488.00 480.00 480.00 0.00 0.00
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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”.

: [fﬂ ] (i) VYardi Systems, Inc. - SQL Reports X

< C A )  httpsy//www.yardiasp14.com/72687flynnmgmt/pages/menu.aspx?sMenuSet=iAffordable

YARDIVOYAGER

_ Home Help Monthly Procedures Guests Affordable Analybtics Sign Out  SaaS Messages

n SAL Reports

» Roles

Report Name
» Setup
» Administration Flynn Late Rent Motice Lette
» Analytics Flynn Late Rent Notice Letters
» Reports

Flynn Late Rent MNotice Letters
* 50059 Functions

» 50059 Tools

» TRACS

» Tax Credit Functions
» Tax Credit Tools

* HOME Functions

V-650
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rs Aff Flynn 3DaylateRentMotice.bxt

r= Aff Flynn Motice 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)

3 @ ] () VYardi Systems, Inc. - Flynn Late Re X —+

< >

@) Al [0 https//www.yardiasp14.com/72687flynnmgmt/pages/menu.aspx?sMel

YARDIVOYAGER

_ Home Help Monthly Procedures Guests Affordable Analytics Sign Out Saa

Iy
—_— 1 |
Property 56

— L

» Roles

+ Setup

+ Administration

¢ Analytics

n Flynn Late Rent Notice Letters

Tenant Code—
FL Motice to Pav Rent or Give Possession .

5. Inthe new window, select “Current”

No

Click “Find” for a list of all current tenants.
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”

| Tenant Code

Property Status . ‘%:
. Past

Unit

- Future .

Code Evict

Mame Motice -

Address Phone
= = A

e

[J tooo7ess

10013205

[ too1zo041

Address
P Ay 2
31087 &
276 JAMIE L

KENNEDY
HOWARD, LEE, (Current) BLVD #7

KENNED
WADE, JOHNNY, (Current) =T
SPARTA, GA

31087
276 JAMIE L
KENMEDY 8
SHERMAN, AVIUN, (Current) BLVD 19
SPARTA, GA
31087

1to 35 0f 35
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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.

V-650
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_ Home Help Monthly Procedures Guests Affordable Analybcs Sign Out  SaaS
n Flynn Late Rent Motice Letters

+ Roles

r Setup

+ Administration

+ Analytics

* Reports

+ 50059 Functions

» 50059 Tools

r TRACS

+ Tax Credit Functions
¥ Tax Credit Tools

+ HOME Functions

+ HOME Tools

+ Rural Dev Functions

+ Rural Dev Tools

» Local Program Functions

¥ Local Program Tools

+ Charges
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Property
Unit
Tenant Code

Letter
As Of Date

Letter Date
Destination

File or Code:

FL Motice to Pay Rent or Give Possession J
GA Notice to Pay Rent or Give Possession

03/05/2025 |

02/05/2025 iccEi

Screen
. 11
Advanced
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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).

FLY NN sz

S
BOTICE TO PAY RENT OR GIVE POSSESSTON - GEORGIR

Date: 02/05/2025
Name () : JOHNNY WADE

276 JAMIE L KENNEDY BLVD
Address: SPARTA Hancock Courty  GA 31087

(City, County, State, Zip)
¥You are hereby notified that you are indebted to us in the sum of $6.00 for
the rent and use of the premises described above now occupied by you. We demand payment
of the rent or possession of the premises within thirty (30) days from the date of
delivery of this notice, toc wit: on or before the § day
of March , 2025

you make your rental contribution payment after the tenth (10%*) day of this month,
then late fees in the amount of 5.0% of your rental contribution amount or $510.00,
whichever is greater, must alsoc be paid when you make your payment or you will be in
violation of your lease and an additional lease viclation notice will be issued to you at
that time. As a reminder, paying your monthly rental contribution after the due date
stated in your lease on three (3) or more occasions within a twelve (12) month pericd
shall be a material consideration in determining eligibility for renewal of your lease.
If you vacate the premises or are evicted, we will retake possession of your apartment.
If suit is filed, you may be liable for our suit costs including attorneys' fees.
Payments must be made by cashier's check or money orders only. As a reminder, you may
request to have your income recertified if your monthly income has changed by more than
350 per month but must have your income recertified if your monthly income has changed by
more than $100 per month or if your household composition has changed.

SPARTA ASSOCIATES, LP Heritage Manor - Sparta Sparta GA 31087

Community Name Address City, State, Zip
Brenmeishala Champion (706) 444-8107

Signature Name and Title Telephone Number

Proof of Service

I, the undersigned, being at least 18 years of age, declare under penalty of perjury that

I served the Notice To Pay Rent Or Give Possession - Georgia, of which this is a true
copy, ©on the above menticned Tenant(s) in Possession in the manner indicated below:
an » 20, at a.m./p.m. I handed the nctice to the tenant.
I handed the notice to a person of suitable age and discretion at the tenant’'s
residence/business on , 20, at a.m./p.m.

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.
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