A new report has been added to Yardi, which can automatically print arrears notices.  This report eliminates having to look into each individual tenant account to determine their account activity, copying this information from Yardi to an arrears notice and having to manually enter the tenant name and address on each notice.  

This report will print a page for each tenant in arrears with their account activity (for a specified month range), their name, address, the date the report was made as well as the balance currently owing.  To access this report follow these steps:

1. Double Click on on the “Yardi ASP Client” icon.

2. When asked “Connect to Yardi Toronto?” click NO.

3. Click on “Change Report Printer” and make sure the correct printer is selected (your printer). Click OK.

4. Click on “Change Check Printer” and make sure the correct printer is selected (your printer). Click OK. (these steps will make it less likely for Yardi to print your files to another property’s computer)

5. Click “CONNECT” and log in as usual.

6. To start the report click on the “ArrearsN” button which is a blank (no icon) button located just below and to the right of the HELP menu in Yardi Enetrprise Property Management. 

7. PROPERTY- enter the property you wish to view an arrears report for)

8. UNIT, TENANT and L NAME STARTS WITH fields should be left blank.

9. STATUS – select CURRENT for current tenants.

10. MIN AMOUNT OWED – enter 1 to view those units owing a dollar or more.

11. MONTH RANGE – this is the range of months for which the tenants account activity should be shown for.  It is suggested to enter the month previous to the current month (previous month) in the first (from) box and the current month in the second (to) box.  The date should be entered in MM/YYYY format.

12. AGE AS OF – enter today’s date.

13. COMPANY VENDOR – enter ARREARSN

14. SHOW REVERSAL – should be left as NO.

15. Click OK to run the report once all of the above is completed.

To print first click on PRINTER SETUP button and Select Yardi Client Printer, then OK.  Then press the PRINT REPORT button which is beside the export report button (don’t use the PRINT FORM button).  Here you may print one or all pages of the report.  

Once the necessary pages of the report are printed you may print a Microsoft Word Document containing a letter template on top of each (already printed page).  A suggested letter template file is included. 

