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How to Enter Starting Balances in PropertyBoss &ymchronize with QuickBooks

Note: All instructions in this document that reference “Owners” are intended for clients who conduct
fee-based management. This style of management is where the properties being managed are owned
by 3rd party owners (not the property management company) and a portion of each tenant’s rent
payment is kept by the property management company as a management fee. Anyone that does not
conduct fee-based management can skip the instructions that reference “owners.”

Step 1: Determine Your PropertyBoss Go-Live Date

What is the go-live date?

Before you begin entering your organization’s sgaihformation into PropertyBoss, you must first
determine your PropertyBoss “go-live” date. Thelige-date is the date on which you will post rent
charges and tenant payments in PropertyBoss fdiriiéime. The startup data that you are going
to enter into PropertyBoss includes: propertiegsuteases, tenants, owners, starting balances for
tenants and owners, and tenant security depositath in place as of your go-live date. The go-
live date you pick is going to affect the startoformation that you enter including the next rent
post date for leases and the date used for caluglstarting balances for tenants and owners. The
next rent post date for leases is set to yourygmdate and the starting balances for each temant a
owner are calculated (and entered into PropertyBassf the day before the go-live date.

Typical Go-Live dates

For most clients, the go-live date is tHfedaf the month. For example, for a client that pases
PropertyBoss in April, the go-live date is moselikMay T This means that rent charges and
tenant payments will be posted for the first timéropertyBoss on May*land that PropertyBoss
will not contain financial history for any days, nths, or years prior to May'1However, tenants
and owners can have a delinquent or credit balastbeyou due to activity during the months
leading up to your go-live date. In this case, wallibe entering a starting balance for the ter@ant
owner to set their financial status in PropertyBds$g starting balance is calculated as of the day
before your go-live date (in the case of our examnas of April 38) and is calculated from the
accounting system in use at your company priorep@&tyBoss. If your start-up data is being
imported into PropertyBoss, all starting balanceies that need to be made in PropertyBoss can be
imported into your database from Excel spreadsheets

Go Live Date: May 1, 2009
Starting Balance Date: April 30, 2009
First Autopost in PropertyBoss (will be): May 1, 2@9

Leasses-Name | [Lane, Ms. Sharon (102 Douthit Street - 9/16 v | (] All transactions - Show Leg

Date Trangaction Name Payee Tenant Balance |Open Reference Comments
Amount Amt?

9M6/2008 Security Deposit Lane, Ms. Sharon 5675.00 $675.00 Existing Security Deposit as of go-live with PropertyBoss
9M6/20028 Balance Adjustment Lane, Mg. Sharon (S675.00) $0.00 Credit for existing Security Deposit as of go-live with PropertyBoss
43042009 Prepaid Beg Bal Lane, Ms. Sharon (§200.00) (5200.00) Yes Prepaid starting balance as of go-live with PropertyBoss
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Historical Financials before the Go-Live Date

Some clients purchase PropertyBoss close to theariag of the year and decide to manually enter
all financial history from January up to the tinfetteeir purchase. For these clients, the go-lie da

is January T and starting balances are calculated as of DeaeBiBeDeciding to manually enter
historical financial information has several implions: (1) your financial information in
PropertyBoss will not be accurate until all histaticharges and payments have been re-created and
(2) re-creating historical charges and paymendstisie consuming task and you must have staff
with time available to complete this in a fairlyoshwindow of time. We do not recommend

entering historical information for more than a pteuof months. Additionally, historical financial
transactions (for any length of time) cannot beantgd into PropertyBoss. Starting balances are the
only financial transactions that can be imported.

Go Live Date: January 1, 2009

Starting Balance Date: December 31, 2008

Re-create Historical Financials: January 1 — Februgy 28, 2009
First Autopost in PropertyBoss (will be): March 1,2009

Leases-Name |Lane, Ws. Sharon (102 Douthit Street - Bs"l&ﬂ 3] All transactions - Show Leg
Date Transaction Name ‘ Payee Tenant Balance |Open Reference Comments
Amount Amt?
9/16/2008 Security Deposit Lane, Ms. Sharon $675.00 $675.00 Existing Security Deposit as of go-live with PropertyBoss
S418/2008 Balance Adjustment Lane, Ms. Sharon ($675.00) $0.00 Credit for existing Security Deposit as of go-live with PropertyBoss
12/31/2008 Prepaid Beg Bal Lane, Ms. Sharon (5200.00)  (5200.00) Prepaid starting balance as of go-live with PropertyBoss
14142009 Rent Due Lane, Ms. Sharon S675.00 $475.00 Recreating histerical financials up to go-live with PropertyBoss
14142009 Tenant Payment Lane, Ms. Sharon (5475.00) $0.00 Recreating historical financials up to go-live with PropertyBoss
212009 Rent Due Lane, Ms. Sharon S673.00 $675.00 Recreating historical financials up to go-live with PropertyBoss
2172009 Tenant Payment Lane, Ms. Sharon (8675.00) $0.00 Recreating historical financials up to go-live with PropertyBoss

Step 2: Enter Starting Balances in PropertyBoss

For the remainder of the instructions, screen shotswill be shown for a go-live date of May 1, 2009 and starting
balances as of April 30, 2009. Your entrieswill be dated based on the go-live date you chose in the previous step.

The only financial transactions entered into Projiass before your go-live date are: (1) starting
balances for tenants, (2) starting balances foressyrand (3) security deposits that you are holding
in trust for tenants as of your go-live date. Thiemers will be synchronized with your balances in
QuickBooks as of your PropertyBoss go-live date.

You will not enter payments, charges, or otherrfmal transactions before the go-live date. You
will continue to track this information in the sgst in use prior to PropertyBoss. If you determine
that a tenant or owner’s starting balance changeda@some activity at the end of the month or due
to a calculation errogou will not record the additional payment or charge as a transaction in
PropertyBoss You will need to record this financial information in your accounting system in
use prior to PropertyBoss and UPDATE the starting llance entry already posted in
PropertyBoss so that the amount is correct

Instructions for entering each starting balance igge listed below:
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Existing Security Deposits for Tenants

You will determine from the accounting system ie psior to PropertyBoss the amount of security
deposit money being held for each tenant and spegific transactions into PropertyBoss to record
that information. You will not send these transacsi from PropertyBoss to QuickBooks; rather,
you will manually make corresponding entries in €x@iooks.

* Property Management Held Security Deposits
To record a security deposit that you are holdsg@fayour go-live date with PropertyBoss,
you will enter two transactions on the tenant's&eeegister: (1) a Security Deposit
transaction for the amount of the charge and @alance Adjustment transaction to credit
the charge. The Balance Adjustment should be ehtss@ negative amount so that it is a
credit. Both transactions should be dated the dtdg of the lease (since this is close to the
time you originally took the security deposit).

Date Transaction Mame Payee Tenant Balance
Amount
9M6/2008 Security Deposit Lang, Ms. Sharon $675.00 $675.00
81652008 Balance Adjustment Lane, Ms. Sharon (5675.00) 50.00/

* Owner Held Security Deposits
To record a security deposit that the property avimbolding for a tenant, you will enter
two transactions to the tenant’s lease regist@ra @ecurity Deposit transaction for the
amount of the charge and (2) a Balance Adjustntansaction to credit the charge. Be sure
to mark the Security Deposit as owner held (a chexlon the transaction window.) The
Balance Adjustment should be entered as a negatmeint so that it is a credit. Both
transactions should be dated the start date dé#dse (since this is close to the time you
originally took the security deposit).

Date Tranzaction Mame Payee Tenant Balance
Amount
SM8/2008 Security Deposit Lane, M=s. Sharon S575.00 $675.00
9/16/2008 Balance Adjustment Lane, M=. Sharon (3675.00) $0.00|
Security Deposit
Reference # Date 901672008 [i3]
Wendor / -
Source Lane, Ms. Sharon J Transaction Amount 2675.00
Comments Owner Held? |
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When you enter the two transactions described altbeebalance on the owner register will
be credited the amount of the Security Depositraatcally. Normally, you would give the
security deposit to the owner by including it ie thwner’'s monthly payment of rental
income. In this case, however, the deposit haa@yrbeeen given to the owner in the past;
therefore, you must enter a transaction calledtBb@posit Adj to reduce the owner balance
back to $0 on the owner register. Be sure to dasettansaction the same date as the
transfer of the security deposit into the owneggister.

Date Transaction Payee Paid Fees & Owner Balance
Taxes Amount
Opening Balance $0.00
5/16/2008 Transfer=»Security Deposit Lane, Ms. Sharon 3675.00 S5675.00 S675.0(
9/16/2008 Exist Deposit Adj [$675.00) $0.0(

Starting Balances for Tenants

As mentioned earlier, tenants can have a delinqueeriedit balance with you as of your go-live
date with PropertyBoss due to activity during thenths leading up to your go-live date. This
information must be recorded in PropertyBoss sottietenant’s balance is accurate going
forward. You will determine from the accounting t&ya in use prior to PropertyBoss the balance of
each tenant as of the day before your go-live datkenter specific transactions into PropertyBoss
to record that balance. You will not send thesedaations from PropertyBoss to QuickBooks;
rather, you will manually make corresponding eistireQuickBooks.

» For tenants that have a $0 balance, you do not toaeeter a starting balance transaction.
* For tenants that have a credit balance, you wirea transaction to the lease register called

Prepaid Beg Bal. You will enter the amount as aatieg value so that the tenant has a
credit balance. Most importantly, you will date th@nsaction the day before the go-live

date.
Date Transaction Mame Payee Tenant Balance
Amount
89182008 Security Deposit Lane, M=. Sharon 3675.00 $676.01
9M6/2008 Balance Adjustment Lane, M=. Sharon (8675.00) 50,00
4/30/2009 Prepaid Beg Bal Lane, M=. Sharon ($200.00) (5200.00

* For tenants that have a delinquent balance, ydunedéld to determine what unpaid charges
make up the delinquent balance. Then you will imnthese as individual transactions on
the lease register (for example, Rent Due, Lats Feable, etc.) for the amount that is
delinquent for that item. The total of the itemizemhsactions should be the total delinquent
balance. Most importantly, you will date each tat®n the day before the go-live date.
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Date Transaction Name Payee Tenant Balance
Amount
89M8/2002 Balance Adjustment Lane, M=. Sharon ($575.00) (5675.00)
81820028 Security Deposit Lane, M=. Sharon 5675.00 $0.00
413002008 Rent Due Lane, M=s. Sharon 21,350.00  $1,350.00
4/30/2009 Late Fee Lane, M=s. Sharon S50.00  51,400.00

Starting Balances for Owners

As with tenants, owners can have a delinquentexditbalance with you as of your go-live date
with PropertyBoss due to activity during the monteling up to your go-live date. You may pay
your owners in full each month in which case theuld all have $0 balances. Otherwise, they may
have a starting balance which could include anyegatill due to them or money that you are
holding in reserve. This information must be reearth PropertyBoss so that the owner’s balance
is accurate going forward. You will determine fréime accounting system in use prior to
PropertyBoss the balance of each of your ownerwatdsas of the day before your go-live date and
enter specific transactions into PropertyBoss tone that balance. You will not send these
transactions from PropertyBoss to QuickBooks; natyeu will manually make corresponding
entries in QuickBooks.

* For owners that have a $0 balance, you do not teagster a starting balance transaction.

* For owners that have a credit balance or a delmgogance, you will enter a transaction on
the owner register called Beg Balance. For a ctedédnce, enter the amount as a positive
value. For a delinquent balance, enter the amauatreegative value. Most importantly, you
will date the transaction the day before the ge-tiate.

Date Transaction Payee Paid Fees & Owner Balance
Taxes Amount
Opening Balance $0.00
5M18/2008 Transfer=>Security Deposit Lane, Ms. Sharen 3675.00 2675.00 $675.00
9/16/2008 Exist Deposit Adj (S675.00) $0.00
4/30/2009 Beg Balance 5500.00 4£500.00
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Step 3: Verify Starting Balances in PropertyBoss

Once you have entered all existing security deppsiairting balances for tenants, and starting
balances for owners, you should run the appropregierts in PropertyBoss to verify your entries.
They are listed below:

Existing Security Deposits

Run the A560 report as of the day before your ge-tlate. This report will list every tenant
and the amount of deposit being held by eithergmtlne owner as of your go-live with
PropertyBoss. The deposits being held by you sheglal your total tenant liability and
total security deposits in your bank account. \fetfiis with the accounting system in use
prior to PropertyBoss.

Starting Balances for Tenants

Run the A510 report as of the day before your ge-tlate. This report will list every tenant
that has a delinquent or prepaid balance as of godive with PropertyBoss. Check that
every tenant with a starting balance is includedhenreport with the correct balance. Verify
this with the accounting system in use prior togertyBoss. If you want to verify the
delinquent balances by the total for each itemtgpd of charges (i.e. rent, late fees, cable,
etc.), run the A576 report.

Starting Balances for Owners

Run the 0220 report as of the day before your gedate. This report will list every owner
and the balance from his or her register as of godiive with PropertyBoss. Check that
every owner is included on the report with the eoribalance. Verify this with the
accounting system in use prior to PropertyBoss.

Make any corrections that are necessary and thdéy tlee numbers again.

Step 4: Do Not Send Startup Transactions to QuickBooks

Once all security deposits and starting balances baen entered and verified, go to the General
Ledger and mark all Pending transactions dated figour go-live date as already sent to
QuickBooks. They will no longer be listed on thenBi@g tab and will never be sent into
QuickBooks. You will manually make correspondingres in QuickBooks.

Remove Selected Rows from this Interface Run

) i Show On -
L’ helbos ‘ Mark Selected Rows as Already 5ent =

Pending Interface Runs E Pending Interface Runs |‘-.-‘iew Previous Interface Runs ‘ Interface Se

. ] Batch Maintenance [
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Step 5a: Enter Starting Balances in QuickBooks

This step isfor clients linking PropertyBoss to a NEW QuickBooks company file. If you are linking to an EXISTING
company file, skip to the next step.

Your existing security deposits, starting balarfoegenants, and starting balances for owners
should be in sync with the financial informationyiour QuickBooks company file as of the day
before your go-live date. You will need to make gyahjournal entries in QuickBooks that are in
sync with the starting balances you have entereedHropertyBoss. The entries that you make in
QuickBooks will vary depending on which method ofaunting your interface to QuickBooks is
configured to use. Possible accounting methodsideclCash Simple, Cash Detail, or Accrual
Detail. The starting balance entries for QuickBoakes listed below for each method.

Cash Simple
If your interface is configured for the Cash Simpiethod of accounting, you will enter the
following starting balance entries in QuickBooks:

» Existing Security Deposits
In PropertyBoss, run the A560 report as of the laefpre your go-live date to determine the
total amount of security deposits being held bypproy management. To record the
corresponding starting balance entry in QuickBookake a general journal entry that
credits (increases) the management income accadrdebits (increases) the security
deposit checking account for that amount. Dateetitey the day before your go-live date.
*Security deposits being held by the owner as efgb-live date do not require starting
balance entries in QuickBooks.

Date 4{30/20039 Entry No. | 4

Account Debit Credit
Management Income
Security Deposit Chedking

53,000.00

53,000.00
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Tenant Starting Balances

In PropertyBoss, run the A510 report as of the lafpre your go-live date to determine the
total amount of prepaid tenant credits. To recheddorresponding starting balance entry in
QuickBooks, make a general journal entry that ¢se@increases) the unearned revenue
account and debits (increases) the rental che@dngunt for that amount. Date the entry
the day before your go-live date. *Delinquent terf@zalances do not require starting balance
entries in QuickBooks.

Date 04/30/2009 Entry No. | 4

Account Debit Credit
Unearned Revenue
Rental Checking

987,75

937,75

Owner Starting Balances

In PropertyBoss, run the 0220 report as of theladgre your go-live date to determine the
total amount due to your owners. To record theesponding starting balance entry in
QuickBooks, make a general journal entry that ¢se@increases) the management income
account and debits (increases) the rental che@angunt for that amount. Date the entry
the day before your go-live date.

Date 04/30/2009 Entry Mo. | 4

Account Debit Credit
Management Income
Rental Checking

5,500.00

5,500.00

Cash Detall
If your interface is configured for the Cash Detagthod of accounting, you will enter the
following starting balance entries in QuickBooks:

Existing Security Deposits

In PropertyBoss, run the A560 report as of the lafpre your go-live date to determine the
total amount of security deposits being held bypprty management. To record the
corresponding starting balance entry in QuickBookake a general journal entry that
credits (increases) the security deposit liabditgount and debits (increases) the security
deposit checking account for that amount. Dateetitey the day before your go-live date.
*Security deposits being held by the owner as efgb-live date do not require starting
balance entries in QuickBooks.

Date 04430/2009 Entry Mo. | 4

Account Dehit Credit
Due to Tenant
Security Deposit Checking

53,000.00
53,000.00

10
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* Tenant Starting Balances

In PropertyBoss, run the A510 report as of the lafpre your go-live date to determine the
total amount of prepaid tenant credits. To recheddorresponding starting balance entry in
QuickBooks, make a general journal entry that ¢seincreases) the unearned revenue
account and debits (increases) the rental che@dngunt for that amount. Date the entry
the day before your go-live date. *Delinquent ter@zalances do not require starting balance

entries in QuickBooks.

Date 04/30/2009 Entry Mo. | 4

Account Debit Credit

Unearned Revenue ‘

Rental Checking 937.75

957,75

* Owner Starting Balances

In PropertyBoss, run the 0220 report as of thelsdgre your go-live date to determine the
total amount due to your owners. To record theesponding starting balance entry in
QuickBooks, make a general journal entry that ¢se@increases) the due to owner liability
account and debits (increases) the rental che@dngunt for that amount. Date the entry

the day before your go-live date.

Date | 04/30/2009 Entry No. | 4

Account Dehit
Due to Owner ‘

Rental Checking

5,300.00

Credit

5,300.00

Accrual Detall

If your interface is configured for the Accrual Bétmethod of accounting, you will enter the

following starting balance entries in QuickBooks:

» Existing Security Deposits

In PropertyBoss, run the A560 report as of the laefpre your go-live date to determine the
total amount of security deposits being held bypproy management. To record the
corresponding starting balance entry in QuickBookake a general journal entry that
credits (increases) the security deposit liabditgount and debits (increases) the security
deposit checking account for that amount. Dateetitey the day before your go-live date.

Date 04430/2009 Entry Mo. | 4

Account Dehit
Due to Tenant ‘

Security Deposit Checking 53,000.00

Credit

53,000.00

11
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* Tenant Starting Balances — Prepaid Balance
In PropertyBoss, run the A510 report as of the lafpre your go-live date to determine the
total amount of prepaid tenant credits. To recheddorresponding starting balance entry in
QuickBooks, make a general journal entry that ¢se@iecreases) the accounts receivable
account and debits (increases) the rental che@dngunt for that amount. Date the entry
the day before your go-live date.

Date 04/30/2009 Entry No. | 1

Account Dehit Credit
Accounts Receivable ‘ 987.75

Rental Chedking 987,75

» Tenant Starting Balances — Delinquent Balance
In PropertyBoss, run the A576 report as of the lafpre your go-live date to determine the
total amount of open charges by charge type. (These will represent the itemized
delinquent charges entered for starting balandesrgcord the corresponding starting
balance entry in QuickBooks, make a general jougnaly for each charge type that credits
(increases) the income account related to thagehigpe and debits (increases) the accounts
receivable account for that amount. Date the gh&yday before your go-live date.

The example below demonstrates the general joemdks for three different types of
charges (rent, late fees, and cable) that wereezhtes a part of starting delinquent balances.

Date | 04/30/2009 Entry No. | 1

Account Debit Credit

Rent 400,00
Accounts Receivable 400.00
Late Fees 75.00
Accounts Receivable 75.00
Cable 100,00
Accounts Receivable 100,100

***Note for entering outstanding checks:

You will need to enter the outstanding checks individually, usually assigned to Open Bal Equity
account QuickBooks creates automatically. Then when you do tyour final Trial Balance entryin
QuickBooks for your beginning balances you would -0- out the Open Balance Equity account,
usually to Retained Earnings or to other appropriate accounts.

12
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Step 5b: Verifying Starting Balances in QuickBooks

This step isfor clientslinking PropertyBoss to an EXI STING QuickBooks company file.

Your existing security deposits, starting balarfoesenants, and starting balances for owners
should be in sync with the financial informationyiour QuickBooks company file as of the day
before your go-live date. You will need to verifat QuickBooks has values that are in sync with
PropertyBoss. Making adjustments for values thatat in sync will be up to your discretion, and
we advise that you contact your accountant for gueeé. The accounts that you verify in
QuickBooks will vary depending on which method ofaunting your interface to QuickBooks is
configured to use. Possible accounting methodsideclCash Simple, Cash Detail, and Accrual
Detail. The verification for each method is desedlbelow.

Cash Simple
If your interface is configured for the Cash Simpiethod of accounting, you will verify the
following account values in QuickBooks:

» Existing Security Deposits
In PropertyBoss, run the A560 report as of the laefpre your go-live date to determine the
total amount of security deposits being held bypproy management. Verify in QuickBooks
that the security deposit checking account totataios this amount of security deposit
money as of the day before your go-live date. *&gcdeposits being held by the owner as
of the go-live date do not require starting balaswties in QuickBooks.

* Tenant Starting Balances
In PropertyBoss, run the A510 report as of the laefpre your go-live date to determine the
total amount of prepaid tenant credit balancesifyer QuickBooks that the unearned
revenue account totals (as a positive value) ex#ut amount as of the day before the go-
live date. Verify that the rental checking accotatal contains this amount of prepaid
income as of the day before the go-live date. *lient tenant balances do not require
starting balance entries in QuickBooks.

* Owner Starting Balances
In PropertyBoss, run the 0220 report as of theldgre the go-live date to determine the
total amount due to your owners. Verify in QuickRedhat the rental checking account
total contains this amount of owner money as ofddne before the go-live date.

Cash Detall
If your interface is configured for the Cash Detagthod of accounting, you will verify the
following account values in QuickBooks:

» Existing Security Deposits
In PropertyBoss, run the A560 report as of the lafpre your go-live date to determine the
total amount of security deposits being held byprty management. Verify in QuickBooks

13
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that the security deposit liability account tot@s a positive value) exactly this amount as of
the day before the go-live date. Verify that theusiy deposit checking account total
contains this amount of security deposit moneyfdseoday before your go-live date.
*Security deposits being held by the owner as efgb-live date do not require starting
balance entries in QuickBooks.

* Tenant Starting Balances
In PropertyBoss, run the A510 report as of the lafpre your go-live date to determine the
total amount of prepaid tenant credit balancesifyer QuickBooks that the unearned
revenue account totals (as a positive value) ex#tud amount as of the day before the go-
live date. Verify that the rental checking accotatal contains this amount of prepaid
income as of the day before the go-live date. *plent tenant balances do not require
starting balance entries in QuickBooks.

14
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Owner Starting Balances

In PropertyBoss, run the 0220 report as of theladgre the go-live date to determine the
total amount due to your owners. Verify in QuickRedhat the due to owner liability
account totals (as a positive value) exactly thimant as of the day before the go-live date.
Verify that the rental checking account total camtahis amount of owner money as of the
day before the go-live date.

Accrual Detail
If your interface is configured for the Accrual Rétmethod of accounting, you will verify the
following account values in QuickBooks:

Existing Security Deposits

In PropertyBoss, run the A560 report as of the lafpre your go-live date to determine the
total amount of security deposits being held byprty management. Verify in QuickBooks
that the security deposit liability account tot@s a positive value) exactly this amount as of
the day before the go-live date. Verify that theusiy deposit checking account total
contains this amount of security deposit moneyfdseoday before your go-live date.

Tenant Starting Balances — Prepaid and Delinquent

In PropertyBoss, run the A510 report as of the lafpre your go-live date to determine the
total amount of prepaid tenant credits and delinggbarges. The report has a grand total at
the bottom that nets the prepaid items and delimgtems. Verify in QuickBooks that the
accounts receivable account totals exactly thisuarnas of the day before the go-live date.
Verify that the rental checking account total camtghe amount of prepaid income as of the
day before the go-live date. Run the A576 repodfdle day before your go-live date to
determine the total amount of delinquent chargeshayge type. Verify in QuickBooks that
the income account for each charge type totalstigxtde amount (for the charge type) from
the report as of the day before your go-live date.

Step 6: Make Starting Balance Transactions Obsolete

It is very important that you do not post the tact®ns used for starting balances for situatibas t
are not related to your start-up data. In additibis,important that you do not post transactions
with the Balance Adjustment type unless instru¢tedo so by PropertyBoss. Randomly posting
starting balance transactions and balance adjustmagsactions will result in your PropertyBoss
financial information becoming out of sync with QkiBooks. The general reason for this is because
a balance adjustment can be a debit or credit ande used in an infinite number of situations. In
one situation it could increase an income accaardnother situation it could increase an expense
account—»but you map the transaction to go into KBooks as either an income item or expense
item, not both. If you feel you need to make a ection to a register and you don’t know how to
make the correction, don’t post a balance adjustn@ail Client Care at PropertyBoss and let
someone guide you in how to make an appropriatecioon. Appropriate corrections rarely
require a balance adjustment to be posted.

15
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Due to the above, you need to make your startignba transactions obsolete in PropertyBoss
setup (once you are finished posting your stath@@nces of course). This will ensure that you
don’t inadvertently post the transactions when gibouldn’t. Go to Setup Preferences > Define
Transactions to make transactions obsolete. Clicthe button to open the appropriate category of
transactions, click on the transaction name, aic#t the Obsolete checkbox.

8 Define Transactions i
Define Lease/Prospect Transactions
- Global Preferences 2
- Predefined Values
. Pru-:_essirlg Options Define Property/Unit Transactions " Tranzaction Name |Bﬂ|ﬂ|‘|c& Adjustment Obsolete? v
- Registration Mumbers. £
- Report Headings Transaction Type |E|ﬂ|ﬂnc& Adjustment E
- Security Settings Define Owner Transactions " -
- Work Orders : Category |E|ﬂlﬂnce Adi j

You should make each of the following transactiobsolete:
Lease Transactions
* Balance Adjustment

* Prepaid Beg Bal
*NOTE: Clients whose interfaceis configured for the CASH Smple and CASH Detail method of accounting
need to map this transaction to the Unearned Revenue account in the General Ledger interface setup before
marking the transaction obsolete. Thiswill ensure that the charge item that is ultimately paid by this starting
credit balance will flow to QuickBooks correctly. Clients whose interface is configured for the ACCRUAL
method of accounting can ignore this note.

Owner Transactions

» Exist Deposit Adj
* Beg Balance
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Step 7: Close PropertyBoss as of the Day before Your Go-Live

After you have entered all of your startup data synthronized that data with QuickBooks, you
want to ensure that no additional entries are nra@eopertyBoss dated before the go-live date.
You also want to ensure that no changes are maitie &tartup entries. Making such entries or
changes will undo your hard work of synchronizinggertyBoss with QuickBooks and make you
out of sync. Therefore, you need to “close” Proggolss as of the day before your go-live date. Go
to Setup Preferences > Closing Preferences. IClkbsge Changes Date field, enter a closing date
that is the day before your go-live date. This wikvent you from posting transactions with a date
before the closing date or making changes to trdioses already posted with a date before the
closing date. This is extremely important.

Closing Preferences

Close Changes Date MSDIZDDQ @

You should also close QuickBooks as of the dayreejour go-live date. This will ensure that you
do not make any manual changes in QuickBooks tbhatdwndo your verification that
PropertyBoss and QuickBooks are in sync as of godive date.

How to Get Help

If you need assistance entering starting balarsetng up the interface to QuickBooks, or
synchronizing QuickBooks with PropertyBoss as airygo-live date, you can schedule sessions for
implementation help with a PropertyBoss implemeaotespecialist. This service is billed at an
hourly rate and can require one or more sessigosmding on the configuration needed to meet the
requirements of your organization. To arrange irmq@etation sessions, go to the PropertyBoss web
site and schedule a web-based training sessiorr @igat Care.
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Frequently Asked Questions

1.

| don’t have the transactions listed in the documeinto post for starting balance entries.
What do | do?

If your database was created prior to version 96, may not have the transactions
described in this document. This is not a probléopu can create the transactions under
Setup Preferences > Define Transactions. If yod @ssistance setting up transactions,
contact Client Care for assistance.

| don’t know which method of accounting I'm configured to use. What is the difference
between Cash Simple, Cash Detail, and Accrual? Andbw do | setup to use one of the
methods?

When you configure the link between PropertyBoss @uoickBooks that enables you to
send your financial information from PropertyBos<uickBooks, you will have to choose
which method of accounting you want to use forlithie A general description of the
methods is provided below:

» Cash Simple only sends transactions that direffigctathe bank account (tenant
payments, bills, etc.). Itemized income and expg@ase not sent to QuickBooks.
This method is appropriate for clients that useciBooks only as a checkbook and
do not run profit and loss statements in QuickBodkey run all of their reports
from PropertyBoss.

» Cash Detail sends all transactions from PropertgBofuickBooks including
itemized income and expense items. We do not seadiecome until the charge
item is paid in PropertyBoss. Therefore, you dohete an accounts receivable total
in QuickBooks. This method is appropriate for dgewho want to run profit and
loss statements in QuickBooks and/or want to usssels in QuickBooks.

» Accrual Detail sends all transactions from Prooss to QuickBooks including
itemized income and expense items. We send chinge iover as income before
they are paid. Therefore, you have an accountsviadde total in QuickBooks. This
method is appropriate for clients who want to ruofipand loss statements in
QuickBooks and/or want to use classes in QuickBooks

If you need assistance setting up your link betweaEpertyBoss and QuickBooks, you can

schedule sessions for implementation help withap@&tyBoss implementation specialist.
This service is billed at an hourly rate and cajuhes one or more sessions.
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