CHECKSCAN RECEIPT BATCH

¢ COLLECTIONS CHECKS

Checks received from a Collection company for numerous residents must be entered in as a
Commercial Check adding in all the resident’s and their payment portions.
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783.18 [va 2042 0012193 [[xtenant 321300 | 04/26/2019 783.18)  783.18 Unit:2042 Past Due Collection Balance
B 1M |o10s e T Seie G e s 29077  Moveout Scheduled Gross Rent- he owes through the end of June- no 30 day notice
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I 0.00 \ Unapplied \ Payment already processed through receipt batch.

a. Click on L= under Display Type to Add Rows; type in number of rows to add in as many
lines as payments on the Collection check payment

b. For each resident payment type in their unit number or tcode and then enter the amount

of paid for them

Check amount equals to the total amount of whole deposited check

Document type is Commercial Check

Notes is the name of the Collection Company on check payment

Enter Detail; check the boxes for distribution of payment to appropriate resident charges
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CHECKSCAN RECEIPT BATCH

Once all check information has been entered for a batch Click the “Report” button
(Unposted Report will appear in a new window.)

Checkscan Receipt Batch Report

Evcel EDF
CHECKscan Unposted Report
Total Entered: 1.29
CHECKscan Batcha 9
File Type| Receipt Batch#| Ctrl# Check# Cash Acct| Property Inc Acct | Unit | Resident Name Status Amount | Remarks Date
X9 010043 1110-0000 comindd1 4916-0000 1000 t0001269 Alston and Bird 1.29 08192014
Total 1.29

a. Verify that the report is accurate, then close the window.

Click the “Post” button . A confirmation message will appear.
Print posted report in excel (Full details of deposits must be visible)
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Office after Final AME submission.
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Attach copy of printed report to original check copies for submission to Main



