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Current Version

The current versions are: Production: 2010.2 Build 22 - both update and full version are available for
download. Please install while no one is logged on to the program. We recommend that everyone update
to this version. The Beta version is 2010.3 Beta 23. We recommend that everyone using PROMAS Central

update to this version.

PROMAS Central Section

Due to the confusion using the term “"PROMAS
Central” within the application and as the internet
control panel, we have reverted to using “Inter-
net Publishing” for the application side. "PROMAS
Central” will still be the internet control panel.
The pre-PROMAS Central style statement genera-
tion has been removed and all Internet Publish-
ing references refer to the PDF style statement
generation.

The current version, Beta 23, has some modifica-
tions to the statement generation that accommo-
date timing issues that have been encountered
on some Windows 7 machines.

Did you:
backup...backup...backup?
reconcile...reconcile...reconcile?

Copy Invoice

Accounts Payable, Invoice History has a Copy
Invoice button. Use it when you have made a
mistake in entering an amount on a multi-line in-
voice or need to add or delete a line item. Simply
highlight the invoice and click the Copy Invoice
button. That will take you back to the Invoice
entry screen where you can make the changes
and then post the invoice. Then void the original
invoice.

To change the Bill to or Bill Code for an invoice
line item, edit the invoice, highlight the line item,
and click on the Change Billing Info button. Make
the changes and then click Post.

Tenant Receipt Shorthand

To have the label "MO#" fill into the Memo field,
double click on the Payment label. "Check #" will
fill in if you double click on the Menu label or if you
mark the checkbox in Setup, Environment Options,
Dates tab.

Remote Training/Remote Help
$240 for 3 hours - call for details

Tracking Vendors by Service Type

Suppose you have four vendors who can do electri-
cal work and you are in the process of entering a
work order and want to choose one of them to do
the work, but can’t recall their names.

On the Work Order screen, in the Maintenance field,
click the flashlight. Mark the radio button to sort by
name and enter “Elec” and you will get your list.

ID Name

ABC INC Electrician-ask for Walter
GARCIA Electrician-downtown only
APPLEBY Electrician-handyman
BUEHLER Electrician-small jobs

To set them up, go to <<Maintenance, Maintenance
Type>>. Click <New>. Enter the ID (we used ven-
dor name but it could be type of work), Name (type
of work), and Defaults (optional — if you enter the
vendor, choosing the Maintenance Type will fill in the
vendor).

PROMAS Landlord Software Center
311 Maple Avenue West, Ste D
Vienna, VA 22180
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From Help, Category Examples
Setup, Categories, New

¢ Category Name - Built prior to 1978
Category Type - Maintenance
Alert Type - Workorder
Category is a label

Enter the notice into the Comment field.
Mark the "Comment is a template for new
categories" checkbox.

Unit Profile
¢ Category - select Built prior to 1978

o
o
o
o

Alert will display when you create a work or-
der. Highlight the Notice text in the Alert, do
<Ctrl><C> to copy, then close and click into the
Problem Description field of the work order and
do <Ctrl><V> to paste.

Should you be using blank check stock?

MICR stands for Magnetic Ink Character Recogni-
tion and is the basis for being able to automate the
processing of checks within the banking system.
Banks use magnetic readers to capture the bank
number, bank account nhumber and the check num-
ber from the encoded line near the bottom of the
check. The MICR line is printed using ink containing
magnetic properties.

Checks from third party sources have all the basic
information, including the MICR line, preprinted so
that only the Pay To, the amount and the date need
to be added. Blank check stock is a perforated
pieces of paper with nothing on it.

Printing your checks on blank check stock can

save you 50% or more if you order 1000 or fewer
checks at a time. In addition, the blank check stock
can be used to print the deposit slip that you take
to the bank.

Printing on blank check stock does require that you
use a printer with a magnetic toner cartridge. Buy-
ing a refurbished printer (e.g., HP Laserjet 2100,
2200, 1020) for less than $200 and the magnetic
toner from PROMAS forms is one solution. Use the
printer only for checks and deposit slips. PROMAS
remembers the printer last used for printing checks
so they will always go to the desired printer.

Categories

The order in which the category fields are dis-
played and printed depends on the Label and Note
checkbox settings in Setup.

Label only — Label, Oualifier, Dates, Comments
Note only — Dates, Qualifier, Comment

Label and Note - Qualifier, Dates, Comment
None - Qualifier, Dates, Label, Comments

When to use?

¢ Label only - Home Warranty, Preferred Ven-
dors, Service contracts

¢ Note only — Amenities

¢ None - Home Warranty, Preferred Vendors,
Service contract

Landlord Inspector

Version 2010 is available on the website. Multiple
photos can be attached to an inspectable item
and several new reports have been added, in-
cluding custom reporting.

Pricing is $495 for one license and $100 for ad-
ditional licenses in the same office.

Download a demo from www.promas.com — click
on Request Demo.

Recurring Checks as Invoices

After posting the recurring checks that can be
paid, you might want to turn those that couldn’t
be paid into Invoices so they are paid when funds
are available. To accomplish this, go to AP, Sched-
uled Payables, compile Recurring Checks and post.
Then compile Recurring Checks as Payables. Once
you post they will be in AP, Invoice History as
Unpaid Invoices. When you compile AP, Invoice
Checks they will be there. They will show on the
owner statement if you have selected Unpaid Pay-
ables as an addition.

If you want the Recurring Checks as Invoices to
have a higher priority for payoff than other invoic-
es, set the priority on the Recurring Check screen
in the profile to High for each one.

Supplles We Provide

Checks-preprinted and blank (MICR)-How To doc.#301
* Deposit Slips - laser, perforated - How To doc.#301
* Envelopes for statements/checks-How To doc.#301

* End of Year Forms - 1099's, W2, Interest forms, Envelopes
- order using How To document #310

e Check reader - call for details

Request an Audit Review
A service performed by our experienced sup-
port staff. Send a backup of your data to us.
We will audit your records and analyze your
setup. You will receive a full report of our find-
ings and recommendations. Pricing is based on
one posting table.

Pricing - $250
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