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Introduction to Accounting

Escapia Vacation Rentals Suite provides a comprehensive accounting system
which is comprised of a General Ledger (main accounts), a system of Subsidiary
Ledgers (subledger accounts), and a complete system of screens, reports, and
audit trails that allow you to present your accounting transactions in a concise
and meaningful fashion.

The General Ledger is presented in a predefined Chart of Accounts designed
especially for the vacation rentals industry. The Chart is divided into several
main categories, some of which are unique to the vacation rentals industry:
Cash and other assets, business liabilities, unit income and expenses, and
property owner equity. Escapia accounting is also designed to help you manage
your Trust Account and provide the necessary reporting tools to help you comply
with industry standard trust accounting principles. One of the tools used to help
you determine “what belongs to whom?” is the system of subsidiary ledgers that
“balance” to the Trust Account balance. These ledgers are divided into the
following categories:

Management Company (Property Manager)
Owners

Units

Vendors

Guests/Tenants

abRwN=

The sum of the funds allocated to each of the individual entities should always
be equal to the sum of all deposits to and disbursements from the Trust
Account. A Trust Reconciliation Report is the tool that is used to compare
subledger account balances to the Trust Account balance.

To ensure accounting integrity, Escapia accounting uses a double-entry ledger
system. All journal entries must have an equal amount to post to debit
transactions as to post to credit transactions before they will post to the General
Ledger. There are also flags, triggers, and stored procedures which are used to
automatically enforce balanced entries. Escapia accounting also provides an
integrated Bank Reconciliation program. The bank reconciliation program is
used to compare your books to an independent outside source—the monthly
bank statement.

The goal of this accounting client curriculum documentation is to help you

understand the Escapia accounting process as well as provide step by step
instructions in setting up and using this powerful program.
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Unit 1: Setup Menu

General Accounting Setup
Accounting > Setup > General Accounting Setup

General Accounting Setup

Transaction Processing Accounts Receivable Accounts Payable
Unit Owner Income Allocation DT Trust Account Number Checks To Business Payable To
Sutosllocincome 1010 |Er|ter Agency Mame Here |
Unit Owner Expense Allocation IDT Trust AR Account Number Trust AP Account Number
AutosllocExpenze W 1200 2800
Journal Document Update Method Cash on Hand Account Number Bill Discount Account Number
1000 2300 1400
Ravenue Processing Method Faolio Account Numbar Business AP Disbursement Account
Last Might hd 2000 2300
Security Deposit Holding Account Yendor AP Disbursement Account Number
Travel Agents 2100 2E00
lazelidgenitomneSn i Owner AP Disbursement Account Number
-| W
AtoTAC-PMPay 2400
Pre-Deducted Travel Agent Commission T e
Ao TAC-PMPY B0 00
Pet Charges Business Federal Tax ID
Erter Tax 1D #
Default Pet Charge Template
[select]

Note: All information in bold is required to move forward in VRS. This means
that you may not “Save” a screen unless you have an entry in each of the
bolded fields in the above screen. For example, Trust Account Number is in
bold type and must be included. Business Federal Tax ID is in normal type and
may be left empty.

The General Accounting Setup Ul (user interface) is where you will define
default templates and general ledger account numbers used for various
accounting processes. These values are normally pre-set and are the
recommended templates and account numbers. When first setting up your
Escapia accounting system, the only entries you will need to make are the
Checks to Business Payable To, Minimum 1099 Reporting Amount, and
Business Federal Tax ID fields, each of which is in the Accounts Payable
section of this screen. Escapia recommends that you keep the pre-set
templates and account numbers shown on this screen.

To complete the setup process, check to make sure the fields in the General
Accounting Setup window match the information listed below with the exceptions

of the Checks to Business Payable, Minimum 1099 Reporting Amount, and the
Business Federal Tax ID information.

e Unit Owner Income Allocation JDT = AutoAlloclncome
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Unit Owner Expense Allocation JDT= AutoAllocExpense

Journal Document Update Method= Delete

Revenue Processing Method= Last Night

Trust Account Number= 1010

Trust AR Account Number= 1200

Cash on Hand Account Number= 1000

Folio Account Number= 2000

Security Deposit Holding Account Number= 2100

Enter your company name in “Checks To Business Payable To”
Trust AP Account Number= 2800

Bill Discount Account Number= 2300.1400

Business AP Disbursement Account Number= 2300.9000

Vendor AP Disbursement Account Number= 2600

Owner AP Disbursement Account Number= 2400

Enter the current “Minimum 1099 Reporting Amount” ($599.99 for 2005)
Enter your “Business Federal Tax ID” (this will appear on 1099 forms)
Select the “Save” button at the bottom of the window

Transaction Processing

Journal Document Templates (JDTs) are used to define the debit and credit
entries for a particular transaction. This will allow you to define not only
general ledger account numbers for the transaction, but also assign the
subledger entity for the transaction. The default Transaction Processing
JDTs are:

e Unit Owner Income Allocation Journal Document Templates (JDT): The
default is AutoAlloIncome.

Journal Document Template

Template Code Journal Document Type Description Import Cade
IAutoAIIoc:Inc:ome IUn'rt Crener Income Allocation ﬂ IAIIoc:ate Unit Income ta O I I~ Inactive

Journal Transaction Templates

Drebit Subledger Type  Doebit Account Debit Subledger Entity

[t = [2000.2000 - Allocate To/From Ouner =] [from curent sontest < |

Credit Subledger Type Credit Account Credit Subledger Entity

IDuuner ;I |2400 - Payable to Duuners;l Ifrom currant contesxt ;I

Acdd Journal Transaction Template I

cancel | Save
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¢ Unit Owner Expense Allocation JDT: The default is AutoAlloExpense.

Template Code Journal Document Type Description Import Cads
IAutoAIIocExpense IUn'rt Crovner Expense Allocation LI IAIIocate Unit Expensze to I I Inactive

Journal Transaction Templates

Cebit Subledger Type Debit Account Debit Subledger Entity

Churar - |24OD - Fayable to Owners - I Ifrom current context ;I
Credit Subledger Type Credit Account Credit Subledger Entity
I Unit - I ISDDD.SDDD - Alloeate To/From Cwner ;I Ifrom cument contesxd ;I

Addd Journal Transaction Template I

Cancel I Save I

e Journal Document Update Method: This defines the method used when
reversing or deleting JDTs. The options are Delete, which will delete the
original entry. Reverse Fix which automatically creates an auto
reversing entry, and does not delete the original entry. The
recommended setting is Delete.

¢ Revenue processing method: Defines the posting date for when you
process revenue and determines the default processing method in the
Process Booking Revenue program. The options are:

o First: This method uses the arrival date as the posting date.

o Last: This method uses the last night of the stay as the posting
date.

o Departure Date: This method uses the last night plus one.

o Partial Period: This method allows the user to split revenue
across monthly boundaries. For example, if a booking spans two
months, only the revenue associated with the current processing
month will allocate to revenue. The balance will process in the
following period.

o Payment. This method allows you to post revenue as soon as
payment (partial payments or payment in full) is posted to the
guest folio.

Accounts Receivable
In this section we will define the General Ledger Number for each account listed
below.

Trust Account Number: Trust Bank default (1010).

Trust AR Account Number: Accounts Receivable default (1200).

Cash on Hand Account Number: Cash on Hand default (1000).

Folio Account Number. Advanced Deposits (folio) (2000).

Security Deposit Holding Account. Refundable Security Deposit (2100)

Accounts Payable

o Checks to Business Payable to: The company name printed on checks
payable to the management company
e Trust AP Account Number: Accounts Payable default (2800)
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e Bill Discount Account Number: Discount taken on invoices (2300.1400).

e Business AP Disbursement Account Number. Accounts Payable
Business (2300.9000).

e Vendor AP Disbursement Account Number. Vendor Payable accounts
(2600).

e Owner AP Disbursement Account Number: Owners Accounts Payable
(2400).

e  Minimum 1099 Reporting Amount: This is the minimum required to print
a 1099 for both Owners and Vendors. The amount is set by the IRS, and
has been $600 in the past. Enter $599.99 in this field to report amounts
of $600 or more.

e Business Federal Tax ID: This will print on 1099’s.

Travel Agents

e Travel Agent Commission JDT: For posting Travel Agent commissions.

Journal Document Template

Template Code Journal Document Type Description Import Code
IAutoTAC—PMPa\; IT.A. Commizsions Business Pay ;I IT A To Be Paid by Proped I I Inactive

Journal Transaction Templates

Drebit Subledger Type  Debit Account Drebit Subledger Entity

IBusiness ;I |2300.1500 - Travel Agency Commissions;l Ifrom eurrent context;l

Credit Subledger Type Credit Account Credit Subledger Entity

I‘Jendor ;I |2BDD- Fayable to Wendaors ;I Ifrom current contesxt ;I

Add Journal Transaction Templste

Cancel I Save I

e Pre-Deducted Travel Agent Commission JDT: When a Travel Agent
sends in a payment less their commission.

Journal Document Template

Template Code Journal Document Type Dascription Irnport Code

JsutaTac-PMPd | .4 Commissions Business PD x| [T Prededuct from P | ™ Inactive
Journal Transaction Templates

Debit Subledger Type  Debit Account Debit Subledger Ertity

IVendor vl 2600 - Payable to Wendors ;I Ifrom cument contesxt ;I

Credit Subledger Type Credit Account Credit Subledger Entity

ICustomer;I IZDDD- Folio ;I Ifrom current conte)d;l

Debit Subledger Type Debit Account Cebit Subledger Entity

I Business - I |2300.1500 - Travel Ageney Commissions ;I Ifrom current context ;I

Credit Subledger Typa  Credit Account Credit Subledger Entity

IVendor vl 2600 - Payable to Wendors ;I Ifrom current context ;I

Add Journal Transaction Template I

cancel I Save
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Pet Charges

e Default Pet Charge Template: (not implemented)

Journal Document Templates
Accounting > Setup > Journal Document Templates

Select “AutoManagement”

Journal Document Template

Template Code Journal Drocument Type Drescription Irnport Code
Avtobanagement Crvner Contract Charge | \Management Fee |:| Inactive

Journal Transaction Templates

Debit Subledger Type Debit Account Debit Subladger Entity
Unit W 3000.1300 - Management Feas W from current context W

Credit Subledger Type Credit Account Credit Subladger Entity

Busziness 23001000 - Management Feas || from current context W Dizlete

Add Journal Transaction Template

Journal Document Templates are used to define the General Ledger (GL)
Account Numbers and subledger entities for all the various accounting activities
used in VRS. They are a key component in customizing Escapia accounting to
the way you do business. Organized by Document Type, each type represents
a specific vacation rental activity and is used to create items in a dropdown list
for various user interfaces or map GL Accounts Numbers for a predefined
vacation rentals activity. For example: Management fees “Debit” to the unit
account number 3000.1300, and are “Credited” to the business Account
2300.1000.

The available Document Types, User Interface, and dropdown list is below.

Unit Owner Income Allocation > General

Unit Owner Expense Allocation > General

Adjustment Interest Income > Bank Reconciliation > Adjustments Dropdown
Adjustment Other Income > Bank Reconciliation > Adjustments Dropdown
Adjustment Service Charge > Bank Reconciliation > Adjustments Dropdown
Adjustment Other Expense > Bank Reconciliation > Adjustments Dropdown
Booking Deposit > General

Security Deposit > General

Booking Charge > Charge Templates > JDT Dropdown

Folio Charge > Folio Charge > JDT Dropdown

Reservation Charge > General

Security Deposit Charge > Folio Charge > JDT Dropdown

Owner Contract Charge > Owner Contract Ul > JDT Dropdown

Recurring Owner Charge > Recurring Charge Ul > JDT Dropdown
Recurring Unit Charge > Recurring Charge Ul > JDT Dropdown

Recurring Vendor Charge > Recurring Charge Ul > JDT Dropdown

Folio Credit > Folio Credit Ul > JDT Dropdown

Tax > General

Accounting Vacation Rental Suite (EscapiaVRS) 11



Short Term Rental Revenue > General
T.A. Commissions Owner Pay (not used)
T.A. Commissions Owner P/D (not used)
T.A. Commissions Business Pay (General)
T.A. Commissions Business P/D (General)

Creating a New JDT

Accounting > Setup > Journal Document Templates

Journal Document Templates

Template Cade Drocument Type
| | Cravnet Contract Charge b |
Action « 4k Mewy Journal Document Template @
I:‘ Document Templats Document Type Dazcription Auctive
|:| AmenPack Crovnier Contract Charge Amenities Package ®
|:| AutoCCCywnFes Cwwnier Contract Charge Credit Card Fes %
|:| AtoHousekeeping Crovnier Contract Charge Housekeeping ®
|:| Autolinens Cwwnier Contract Charge Linens %
|:| Autobanagement Crovner Contract Charge Management Fee x
|:| TA Expensze Oy Cortract Charge Travel Lgert Expenze ®
0 of 6 selected

e Click on the “New Journal Document Template” button on the right side
of the window. This opens the following screen.

Journal Document Template

Template Code Journal Decument Type Description Irnport Code
| | sslect] v/ | | Dlinactive

Journal Transaction Templates

Mo Journal Transaction Templates have been added to this Journal Document Template.

Add Journal Transaction Template ]

Cancel] [ Save ]

Enter the “Template Code”

Select the “Journal Document Type”

Enter the “Description”

Click on the “Add Journal Transaction Template”

Journal Document Template

T late Code Journal Document Type Description Import Cade

|Autoh.-1anagement | |Owner Contract Charge v| |Management Fee | | | Dlnactive

Journal Transaction Templates

Debit Subledger Type  Debit Account Crebit Subledger Entity
| Unit v| |3000.1300- Management Fees v| |from current context v|

Cradit Subledger Type Credit Account Credit Subledger Entit
Business W 2300.1000 - Management Fees v| |from curent context W

[ Add Journal Transaction Template ]

[Cancel ] [ Save ]

To see how a document type is related to an activity, do the following:
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Go to Accounting > Setup > Owner Contracts

Select an existing Contract

Click on the “Charges and Fees” tab and select a fee
Click on the “Journal Document Template” pull down bar.

Power User Tip: A strong understanding of how and when to create new and
edit existing Journal Document Templates is the key to becoming an Escapia
Accounting Power User. Journal Document Templates allow you to customize
Escapia Accounting to fit the way you do business. By reviewing the existing
JDTs and studying where and how they are used, you will develop the skills
necessary to unleash the power of Escapia Vacation Rental Suite.

Creating a Security Deposit Charge Type Journal Document
Template

The following example shows why and how you should create your own custom
JDTs. The main reason for creating a custom JDT is simply because you have
a need for one. In our example, we have determined that we need to transfer a
security deposit payment from a previous guest stay Folio to a future booking for
the same guest. This is often called a “deposit roll-over” in vacation rentals
applications. For everyone concerned, this would be easier than creating a
refund check (or credit card refund transaction) payable to the guest from the
current stay Folio and then require the guest to write a new security deposit
check (or post a new credit card payment) and apply it to a future reservation.
Since there is no direct Folio To Folio transfer process, we have a need to
create one or more JDTs to accomplish this task.

Some advanced thought and preparation is beneficial to the process. You must
determine which general ledger accounts will be affected and whether or not any
subledger entities will be involved in the transfer. Finally, you need to determine
which user interface (i.e. program) will be used to process the roll-over. This is
where your efforts in reviewing existing JDTs and studying how they are used
will pay off. For this example we have determined the following:

1. The general ledger accounts involved will be “2100 Security Deposit
Holding” and a temporary “clearing” account we shall call “2199 Clearing
- Folio Transfers”, which you can see in the Chart of Accounts window
below.

2. There is a single subledger entity involved, the Customer (or guest).

3. There is a “transfer from folio” process and a “transfer to folio” process
required since there is no direct “folio to folio” transfer application. This
will require two JDTs: A Folio Charge type JDT for the “transfer from”
process and a Folio Credit type JDT for the “transfer to” process. We
begin by examining the Chart of Accounts to ensure that the appropriate
General Ledger Account Numbers exist. Select Accounting>Chart of
Accounts from the Menu bar. Scroll down the list and find the accounts
listed in #1 above. If either of the accounts doesn’t exist, you will need to
create the missing account (see Unit2: Chart of Accounts for instructions
in creating a new General Ledger Account).
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Chart of Accounts

Account Type:

|[.&.II aCCOUNt types) Vl [ show Inactive

Action = 4 Mewy Account
D Account Account Type Ledger Balanze
|:| 1000 Cazh on Hand Cither Current Azset General 1262844 A
|:| 1020 Trust Bank Accourt Bank General F182 07273 =
|:| 1100 Credit Card Clearing Cither Current Azset General $0.00
|:| 1200 Accounts Receivahle Accounts Receivable General (F50.000
|:| 2000 Folio Cither Current Lisbility Customer (§137 26918
|:| 2100 Security Deposit Holding Cither Current Lisbility Customer ($id5 665.02)
|:| 2193 Clearing - Folio Transfers Cither Current Lisbility General F0.00 s
0 of 39 selected

Because the process centers on the Reservation Folio, we want to use a JDT
type related to the Folio Ul. There are two “buttons” in the Folio Ul which will
accomplish our desired task: You will use the Credit and Charge icons seen in
the Folio window below.

Reservation Booking(s) Folio(s) Correspondence Transactions

w Folio FOL-0000124 || Booking Deposits 0.00 || Payurents 0.00 || Refunds 0.00
Naure Traveling Sally || Sacarity Deposits 0.00 || Authorizations 0.00 || Charges 1245.63
Created 11172005 || Total Deposit Due 0.00 || Difrer Credits 0.00 || Défrer Debits 000
Current Bafance 50.00 || Daposit Dua Today 0.00 || Total Credits 0.00 || Total Debits 1245.63

Sh R d fon e
| Showr Al Types v ,_“;ew,% \C/‘ Payment ‘ Credit \;O’A Refund Lﬁ Charge
Joumnal Doc PostDate  Type Status Booking hMemao Debit Credit Balance
nfa nia Short Term Rent... Unposted  BKG-00554  Unit 2110 from 114520051 950.00 950.00
nfa nia Tax Unposted  BWG-00554  Transient Accommodation 6555 1.015.85
nfa nida Tax Unposted  BKG-00554  General Excize Tax 39.58 1,058 46
na nia Booking Charge Unposted  BHG-00554  Damage VWaiver Fes F5.00 1,093 .46
nia nia Booking Charge Unposted BKG-00554  CSA Travel Protection Insuw... S4 67 114513
JE-O006279  11M/2005 Booking Charge Posted BKE-00554 Reservation Fee 50.00 119513
nfa 114572005  Booking Charge Unposted  BHG-00554  Service Charge 47.50 1,245 63
Journal Doc Mema Type Booking Due Date Refund Date Status Amount  Amt. Paid  Amt Due
Mo deposit line items were found.

As we continue with this example, you will see how JDT types relate to
dropdown lists associated with the Credit and Charge buttons in the Folio Ul.

Now, with the advance preparation done, it's time to create the new Journal
Document Templates.

Creating a New Document Template
Accounting > Setup > Journal Document Template

There are two (2) steps to this process. From the Journal Document Template
window do the following:
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Step 1

o Select the “New Journal Document Template” button on the right side of

the window

e Enter the “Template Code” -- example: SecDepRollover-From

e Select the “Journal Document Type” from the dropdown list. In our
example we will choose the “Security Deposit Charge” type from the list
of available JDT types. We have chosen this type because it relates to
both the Charge button on the Folio Ul as well as the Security Deposit
Charge tab of the Security Deposit user interface.
Enter the “Description” -- example: Security Deposit Transfer - From
Leave the “Import Code” blank
Leave the “Inactive” box unchecked
Select the “Add Journal Transaction Template” button at the bottom of
the window

After selecting the “Add Journal Transaction Template” button, the Journal
Document Template window will expand, and provide you an area where you
can enter the Journal Transaction Template information.

Journal Document Template

Template Code Journal Document Type Description Impart Code
SechepRollover-From Security Deposit Charge * | |Security Deposit Transfer [Tinactive

Journal Transaction Templates

Drebit Subledger Type  Debit Account Drebit Subledger Entity
Customer W 2100 - Security Deposit Holding  » from cument context W

Credit Subledger Type Credit Account Credit Subladger Entity

nane V 2199 - Clearing - Falio Transfers % (not used) W

Add Journal Transaction Template ]

e Escapia VRS uses a double entry accounting system. This means that
each JDT consists of at least two Journal Transaction Templates—a
Debit Subledger Type and a Credit Subledger Type. The choices in the
Debit and Credit Subledger Type Dropdown lists are: none, Business,
Owner, Unit, Vendor and Customer.

e The Debit Subledger Type in our example is Customer, since we will be
debiting a Customer Subledger in order to transfer entitlement to the
security deposit funds “from” this customer’s old folio.

o Above, we determined in advance that one of General Ledger accounts
that would be affected is “2100 Security Deposit Holding” which we
selected from the Debit Account dropdown list.

e The last item on the Debit row is the Debit Subledger Entity dropdown list
which is dynamically populated based upon the Debit Subledger Type
selection. The only available choice when the Debit or Credit Subledger
type “Customer” is selected is: “from current context”. This means that
the program will be able to determine which customer account to post to
based upon the current context of the situation, in this case, the
customer associated with the Folio you will be debiting or crediting.

e Leave the credit subledger type as “None”. We will be posting to a
General Ledger account that has a subledger entity type of “none”.
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e Select “2199 Clearing — Folio Transfers” from the dropdown of available
“none” type accounts.

e Leave the credit subledger entity as “Not Used”

e Click the “Save” button on the bottom of the window.

Power User Tip: A key element in understanding how to create and use
Journal Document Templates is learning which Debit and Credit Entity types to
select and whether or not a user interface can detect the appropriate subledger
entity account from the “current context” or if a specific subledger entity must be
selected. This is especially true for the Charge and Credit buttons on the Folio
Ul. These interfaces can always determine the appropriate subledger entity
from context for Customers and Business type entities. The program cannot
determine the appropriate subledger entity from context for Owners, Units, and
vendors. Therefore, when these debit and credit entity types are selected, you
must choose a specific owner or unit from the Debit and Credit Subledger Entity
dropdown lists. Do not select “from current context” even though this may be an
available choice in the dropdown list. This severely limits the use of the Charge
and Credit interfaces for activities such as reimbursing specific owners or units
for damages from the customer Folio or reimbursing the customer directly from
an owner or unit subledger entity, because it would require the creation of a
separate JDT for every owner and unit in the database. There are two
“workarounds” for this limitation: 1) Create a single JDT for the activity (for
example, reimbursing the owner subledger for damages charged to a customer
Folio) and leave the debit or credit Subledger Entity field at “from current
context”. The user may then change this context to a specific Unit or Owner
account in the Journal Document Setup program just prior to posting this entry.
However, the user should remember to change this entry back to “from current
context” after posting or this method could result in posting to the wrong owner’s
account. 2) A better method is to create a “clearing” type general ledger
account similar to the 2199 Clearing —Folio Transfers account described above.
Set one of the Journal Transaction Templates to the Customer Subledger Entity
Type and choose from current context. Set the second Journal Transaction
Template to the “clearing account”. This will allow you to post from the folio to
the clearing account. You may then post the amount in the clearing account to a
specific owner or unit using a General Journal Entry, which allows you to select
the specific owner or unit subledger entity.

Step 2

Next you will establish the “Transfer To” part of the transaction. In order to post
money ($) to the receiving folio, you need a credit to post to the folio. In order to
post a credit to the folio, you need to create a “Folio Credit” JDT. After selecting
the “Add Journal Transaction Template” button, the Journal Document Template
window will expand, and provide you an area where you can enter the Journal
Transaction Template information.
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Journal Document Template

Template Code

Journal Document Type

Description

Imnport Code

|SecDepRDIIover-To

| | Falio Credit

V| |Secur'rty Deposit Transfer| |

| Cinactive

Journal Transaction Templates

Debit Subledger Type

Debit Account

Debit Subledger Entity

| none V|

|2‘1QQ - Clearing - Folio Transfers V| |(not used) V|

Credit Subledger Type

Creadit Account

Credit Subledger Entity

| Customer W

| 2100 - Security Deposit Holding [+ |

from current context W

[ Add Journal Transaction Template ]

Choose the debit subledger type as “None”

Select “2199” as the debit account number

Leave the debit subledger entity as “Not Used”

Select the credit subledger type as “Customer”

Select “2100” as the credit account number

Credit the subledger entity should be “From Current Context”
Click “Save”

The screens below show how the newly created Journal Document Templates
are used.

The first screen shows the Guest Folio for a recently completed stay. The
reservation has been paid in full and the Guest is due a $250 refund for the
security Deposit.

Reservations > O

Reservation Booking(s) Folio{s) Correspondence | Transactions

w Foiio FOL-0000124 | | Rooking Deposits 1751.87 | | Paymants 2001.87 | | Refands 0.00
Name James Jones | | Secarity Deposits 250.00 | [Axthorizations 0.00 | Charges 2001.87
Croated 10/29/2005 | | Total Daposit Due 0.00 | Other Credits 0.00 | | Other Dobits 0.00
Current Balzuce 0.00 | | Daposit Due Today 0.00 || Total Cradits 2001.87 | Total Debits 2001.87

Show R d o ™

Showw A Types P \a Payment l, Credt \‘?;'Refunu LY cherge
Journal Doe  PostDate  Type Status Booking temo Debit Credit Balanece
JE-O0DB216 520, 5 Folio Peyment Posted Check: James Jones #3212 25000 (250,000
JE-DO0G217  Gi31/2005  Falio Payment Posted Check: James Jones #3226 175187 (2,001.87)
JE-0006214  9/3/2005  Security Deposit Posted BHG-00549  Security Deposit 250.00 (1751.87)
JE-O0D6213  9/9/2005  Booking Charge Posted BEG-00548  Service Charge B66.25 1,683.621
JE-DODE21E  Qi9/2005  Tax Posted BKG-00549  General Excize Tax S6.57 (1626.75)
JE-OO0B218  9i8/2005  Tax Poste BKG-00549  Transient Accommodation 9596 (1,52779)
JE-DODBZI0  98/2005  Short Term Rertal Revenue Posted BKG-00543  Unit D304 from 9/3/2005 to 9/9/2005 1,365.00 (16279)
JE-0006212  10/29/2005 Booking Charge Posted BKG-00549  Reservation Fee 50.00 (112791
JE-000E222  10/29/2005 Booking Charge Poste BKG-00549  CSA Travel Protection Insurance RERE] (35.00)
JE-0006223  10/29/2005 Booking Charge Posted BHG-00549  Damage Waiver Fee 35.00 0.00
Journal Doc  Memo Type Booking Due Date Refund Date Status Amount  Amt. Faid - Amt Due
JE-DODB214  Security Deposit Becurity BKG-00549  9/3/2005 92972005 Paid 250.00 25000 0.00
JE-D005215  Booking Deposit Booking BKG-00549  9/372005 nia Paic 1751.67 175187 0.00

The next screen shows a folio for the same guest who has a reservation for next
year.
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Reservation Booking(s) Folio(s) Correspondence | Transactions

w Folio FOL-0000124 | | Rooking Daposits 1751.77 | | Paymarnts 0.00 | | Refuds 0.00
Nawme James Jones || Security Deposits 250.00 | [ Authorizations 0.00 | | Charges 2001.77
Created 10/29/2005 | | Totas Deposit Due 2001.77 | | Othar Cradits 0.00 | | Dtfer Debits 0.00
Current Balance 50.00 | | Deposit Due Today 0.00 | | Total Credits 000 | | Total Dadits 2001.77

Show R d ™ ™

Show Al Types e \c/" Payment l Credit \!C/:‘*H\alund 0 cherge

Joumal boe  PostDate  Twpe Status Booking Meme Debit Credit Balance
i1} nfa Short Term Rertal Resrenue Unposted  BKG-00550  Unit 0304 from 94272006 to 943/2006 1,400.00 1,400.00
ks nia Ta Unposted  BKG-00550  Transient Sccommocstion 11550 1,51550
nia nia Taoe Unposted  BRG-00550  General Excize Tax 58 53 1,573 83
1=} nia Booking Charge Unposted  BHIG-00550  Damage Walver Fes 35.00 1,608 83
nia nia Booking Charge Unposted  BKG-00550 CS5A Travel Protection Insurance 9294 1,701 77
JE-O00B227  10428/2005 Booking Charge Posted BKG-00550 Reservation Fee 5000 1,751.77
ni& BI202006  Security Deposit Unposted  BHG-00550  Security Deposit 25000 2,001 77
Joumal boe  Memo Type Booking Due Date Refund [ate  Status Amount  Amt Paid  Amt. Due
nig Eecurity Deposit Zecurity BKG-00550 6722006 22006 Mot Paid 250.00 Q.00 250.00
nia Depost Booking BKG-00550  Gi5/2005 nia hlt Paicl 175177 0.00 175177

Rather than create a refund check to the guest and request another deposit from
the guest, both the property manager and the guest have agreed to rollover the
deposit from the original reservation and apply it to the future reservation. To
accomplish this, click on the Charge ICON in the folio.

<3 Post Charge - Microsoft Internet Explorer |= I:I|&|
Charge Type Charge Template Crocument Template Posting Drate Charge Amount
|Securit\,n' Deposit Charge vl |[new charge.. ] vl |SecDepROIIOver-Fr0m vl |11J‘DS.QDDS v | ESD.DD|

Security Deposit

Merno
|Trans SD from Res-470 to Res-471 |

Tax From Office

[ Cancel ] [PDS’[ Charge ]

e From the Post Charge Ul, select the Security Deposit Charge from the
Charge Type dropdown list. This Charge Type is what relates the
Security Deposit Charge Type JDTs to the Ul and populates the
Document Template dropdown list with those type JDTs.

e After selecting the SecDepRollover-From JDT from the Document
Template dropdown, the user enters the date, rollover amount and a
description of the transfer listing the transfer to and from reservation
numbers and click the “Post Charge” button.

This posting has created a “Charge” against the original security deposit debiting

“2100 Security Deposit Holding” and crediting the temporary “2199 Clearing —
Folio Transfers” account, as seen in the window below.
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Open Journal Document - Trans SD from Res-470 to Res-471

Jowrnal Documant JE-0006223 | | Posting tser Support Account
Documant Type Security Deposit Charge | | Fofio Nembar nia
Statas Posted | | Booking Numbar BKG-0054%
Rafersnce Number na | Jouraaf Docawment Tewmplate SecDepRollover-From
Posting Date 10/29/2005 | | Amount 250.00

Journal Transactions | Related Documents | Notes

Journal Transactions

Account Subledger Entity Joumal Transaction Memo Debit Credit
2100 - Security Deposit Holding James Jones Tranz 30 from Res-470 to Res-471 25000 000
2199 - Clearing - Folio Transters Trans D from Res-470 to Res-471 000 25000
2 itemisy
| Totals N 25000 25000 |
‘ Journal Document Balance "8 0.00 |

[C\nse] [ Edit ] Delete [Revarsa

Now we must do a Folio Credit entry to apply the deposit to the future
reservation. To do this, you must click on the Credit button in the future
reservation’s Folio Ul. This opens the New Folio Credit Ul. Select the newly
created “Security Deposit Transfer To” JDT from the Document Template
dropdown list and enter the credit amount, posting date, and memo description
of the transaction. Then click the Post Credit button.

2} New Folio Credit - Microsoft Internet Explorer,

Document Template Credit Amount Posting Date
[select] v 00| 107292005 [T
[=elect]

Wiscelaneous Creddi
Crvner Received Payment(A110)
Guest Credit (C208)

T Te el
HERS oo

[ Cancel ] [ Paost Credi ]

This returns us to the future reservation Folio where we can see that the security
deposit from the old folio has been rolled over to the future reservation and has
been applied against the security deposit amount.

Reservations

Resernvation Booking(s) Folio{s) Correspondence Transactions

J_ames Lo | Fotio FOL-0000124 || Booking Depasits AT51.77 || Payments 0.00 | | Refunds 0.00
Hame James Jones || Sacarity Deposits 250.00 || Authorizations 0.00 | | Charges 2001.77
Created 102972005 || Totaf Deposit Due 1751.77 | | Other Credits 250.00 | | Other Debits 0.00
Carrent Batance 1200.00) || Deposit Due Today 0.00 | | Totai Cradits 250.00 | | Total Dedits 2001.77

Show R o e

[ Show A1 Troes e Al parment oot CPfRetund 1N Ghargs
Jaurnal | Doc  Postlate  Type Status Buooking hdemo Cebit Credit
nia nia Shart Term Rental Revenue Unposted  BKG-00550  Linit D304 from S/2/2006 to 862005 1,40000
nia nia Tax Unposted  BKG-00550  Transiert Accommadstion 11550
nia s Tax Unposted  BKG-00550  Genersl Excise Tax 5833
nia nia Boaking Charge Unposted  BHY_J0OSS0  Damage waiver Fes 3500
nia nia Booking Charge Unposted  BKG-00550  CS& Travel Protection Insurance az.84
JE-0005 10/28/2005 Booking Charge Posted  BHG-N0550 Rsservation Fee 5000
JE-000B229 1072972005 Folia Creciit Posted Security Depasit Transfer To 250,00
i GIZIZ005__ Securfy Depast Urposicd  BRG-00550 Securiy Depost 50,00
Journa I Doc  Mei Typ ing Due Date Refund Date  Statu: Am mt. Paid Amt. Due
nia Securtty Deposit Security BKG-00S50 272008 9092006 Paid 25000 |_zs0.00 0.00
nia Depost Booking BKG-00S50 252008 nia ot Pict 175177 000 175177

A look at the Journal Entry created from this posting is the reverse of the original
Security Deposit Charge posting.
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Open Journal Document - Security Deposit Transfer To

Journaf Docament JE-0006229 | | Posting User na
Document Type Folie Credit | | Fofio Nember FOL_ 0000124
Statas Posted | | Booking Number na
Raferance Number nia | | Jowrnal Documont Template SechepTransfer-To
Posting Date 10/29/2005 | | Amount 250.00

Journal Transactions | Relsted Documents | hotes

Journal Transactions

Account Subledger Entity Joumnal Transaction Memo Debit Credit
2100 - Security Deposit Holding James Jones Security Deposit Transter To 000 25000
2189 - Clearing - Folio Transfers [ Security Deposit Transfer To 25000 000
2itern(s) "

| Totals 250.00 25000 |

| Journal Decument Balance 0.00 |

And a look at the transactions in the 2100 Clearing — Folio Transfers General
Ledger account, shows that both sides of the transfer have cleared this
temporary clearing account and the account balance is back to zero.

Accounting > Oy Account : Clearing - Fuolio Transfers
General Transactions
Start Date End Date Mema Text
[10m122008 || 106112008 [ | | [(Search | [Reset
4 NMewy Journal Entry
Date Doc. Humber  Document Subledger Entity  Memo Debit Credit Amount
10/2852005 JE-OODG22E Trans SO from Res-470 to Res-471 25000 (250.00)
10/29/2005 JE-O00G229 Security Depost Transter To 250,00 000
2items
[}\ cancel delate £

Charge Templates

Charge Templates are the next items in the Accounting>Setup menu which
need to be created prior to booking reservations. The Charge Template Setup
Ul is used to create new and edit existing templates. Charge Templates are
mainly used to post miscellaneous guest charges (i.e. charges other than rent)
on a booking by booking basis. Examples of these charges are:

Cleaning/Housekeeping Fees
Reservation/Booking Fees
Damage Waiver Fees

Travel Insurance Premiums
Item Rentals (Cribs, Golf Clubs, Videos, Boogie-Boards, etc).
Golf Fees or Ski Lift Tickets
Horseback Riding or Hay Rides
Firewood Charges

Groceries

Parking Fees

Pet Fees

The list is endless and the charges vary widely from management company to
management company. These charges may be a fixed amount per booking, per
night, per week, per month, per person, per adult, or per child. Or they might be
a percentage of rent, rent plus tax, tax only, or total booking. These charges
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may calculate as a percent of rent, but only up to a specified maximum amount.
They may be non-taxable or they may be subject to occupancy and/or sales tax.
The same fee may apply to all units, one unit, or a subset of units. The charges
may apply to regular paying guests only, or they may apply to non-paying
guests, owner referrals, travel agent referrals, groups, owners, long term
renters, or any combination of this list. The fees may automatically apply to any
subset of the occupants listed above for all reservations or they may be selected
manually from a list of optional fees on a reservation by reservation basis. The
amount of the charge may vary by season or apply only to a minimum or
maximum number of nights booked. Or the charge may be one amount up to a
specified arrival date and will increase at a proscribed future arrival date. These
charges may appear as individual charges on a guest correspondence
document, they may be rolled up into a single miscellaneous charge amount on
correspondence, or they may be included in a single gross rent amount.

Reading the above paragraph, it would seem like a monumental task to
accommodate all of the above requirements in a single user interface. But
Escapia VRS is up to that task. We will now look at the details for setting up
individual Charge Templates.

Power User Tip: A strong understanding of how and when to create new and
edit existing Charge Templates is another key to becoming an Escapia
Accounting Power User. Charge Templates allow you to customize Escapia
Accounting to fit the way you do business. By reviewing the existing Charge
Templates and studying where and how they are used, you will develop the
Skills necessary to unleash the power of Escapia Vacation Rental Suite.

The Charge Templates window below provides examples of some of the many
different types of miscellaneous guest charges that may be created for your
system. Because every property manager has completely different
miscellaneous charge requirements, Escapia does not include these charges in
your initial system setup. You must determine a need for and create the Charge
Templates that fit the way you do business.

Charge Templates

Template Code Scope
[no fiter] % | []Show Inactives

Action = 4 Mew Charge Template @
D Charge Template  Description Active  Scope Calculation Calculation Order Amount
|:| Amenpky Amenities Package x Business F per Booking 1 4000
|:| Beach Beach Amenity k' Business 5 per Booking 1 3.00
|:| Clean $100 Additional Clean 4 Business ¥ per Falio 1 100,00
|:| Clean - §75 Cleaning Charge  x Unit % per Booking 1 75.00
D Cleaning Fee Cleaning Fee 3 Unit % per Booking 1 101.00
|:| Crib Rertal Criby Rertal k4 Business $ per Booking 1 2500
|:| CSATravel CSA Travel Prote.. = Business % of Booking Total 1 5.00
|:| Damageyaiver Damage Waiver ... x Business ¥ per Booking 1 3500
D G102-DallY Daily Houzekeepi... x Unit % per Booking 1 125.00
D Golf - Bay “Wieww  Round of golf st .. x Business $ per Booking 1 12500 %
0 of19 selected
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As with the creation of Journal Document Templates, some advanced thought
and preparation is beneficial to the process of creating Charge Templates. You
must determine which general ledger accounts will be affected and whether or
not any subledger entities will be involved in the transfer. You do not, however,
need to determine which user interface (i.e. program) will be used to process the
Charge Template. The overwhelming maijority of Charge Templates will be
implemented in the “[Add Charge]” dropdown list in the Open Booking UI.

| Open Booking - Microsoft Internet Explorer

Unit F204 {Oct 14 - Oct 22)

First Night Nights  Last Night

Unit
o | ogarnos BN |rans ] ogen view

1 Cctober 2005

MNovember 2005
Jheadllicalbean ot

2|34 65 6|7 |8
90111213114 15
16 17 16 19 20 21 22

14 15|16 | 17| 18 19
202122 |23 24 25| 26
72829 |30

1)1
18 |1

23 |2 26 )

December 2005

25|26 |27 |25 29 30 31

color key..

1123
46|67 869 10

213 14| 15|16 | 17
9020 21| 22|23 24

ble?

I

]

Swedish massage
Golf - Bay View

Adults  Children Free Rate Segrnent Arnount Prorated Rate Mame
1w (0 | 0w [1014-10022 $382500]  $42500$425 per night Discount:
[Unit Max Occupancy: 8] (i $45725

Rent Subtotal $3,327.75 |Elooking Charges Taxable V|

(e Eberaes el Charge Subtotal
Rent Charge ® $332775|  $332775]
Crib Rental 10/14j2006  JE-0005917 (@) §25.00 §3,352.75
C5A Travel Protection Insurance (@] $199.63 §3,552.38
Damage \Waiver Feg (@] §35.00 §3,587.38
Service Charge 10i22/2005 JE-0006035 (@) $191.25 $3,778.63
Reservation Fee 10072005 JE-0005740 (@] $50.00 $3.828.63 | —
; . Crvertid Security Deposits $250.00

[aad charge..] Click here to open Add Charge dropdown list I& v Dep
[add charge.. ] Taxes $379.91
Crib Rerntal FHESpOntc e 1uss _
Damageiaiver Booking Total $4,458.54

Deposits

Load Palicy...]
Lomaporer.1 %]

CEATravel
ResFee
Trawvel Agent

Creating a New Charge Te

mplate

Accounting > Setup > Charge Templates

e Click on the “New Charge Template” button on the right side of the

Charge Template window

e Click on the “Charge Template Type” pull down menu bar to see the
different type of charge template options

Accounting
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Charge Template

Charge Template Type Template Code Charge Description (Yisible to Customer)  Active
Booking Charge - General - Yes W

Booking Charge - General
Booking Charge - Housekeeping
Booking Charge - Deposit
Booking Charge - Pet b D Mot to Exceed
Booking Charge - Cancellation
Booking Charge - Credit Card g Drate
Booking Chatge - Travel Insurance ] R4
Booking Charge - Cther
Faolio Charge
Security Deposit Charge
I

O Group this charge with rent on correspondence.

Cancel Save

Note that the Charge Template Type dropdown list has ten options; eight are
“Booking Charge” types, one is a “Folio Charge” type, and one is a “Security
Deposit Charge” type. The “Booking Charge” template types are all related to
the “[Add Charge]” dropdown list in the Open Booking Ul as described above.
They are divided into multiple categories for booking charges in order to
customize which charges you may wish to include in various Advance Deposit
Due scenarios (this will be further explained in the Deposit Policies section of
this guide). The Booking Charge — General category should be used for things
like standard reservation fees. The Folio Charge type and Security Deposit
Charge type are implemented in the Post New Charge Ul which was previously
described in the Journal Document Template section above.

Complete the next three entries on the top row of the UL.

o Enter the “Template Code”
o Enter the “Charge Description”
e Select active as “Yes”

Next, you will need to enter the appropriate information in the There Tabs
located in the Charge Template Ul: The Calculation Tab, the Application Tab,
and the Tax Tab.

From the Calculation Tab:

Charge Template

Charge Template Type Template Code Charge Description (Visible to Customer)  Active
Booking Charge - Housekeeping w | |Clean - $75 Cleaning Charge es W

Calculation | Application | Tax

Anvount Calculation Method
75.00| | Per Booking * | [] Motto Exceed

Journal Document Template  Posting Date
CatHousekeeping Departure Date b

Charge Calculation Order
=
-

O Group this charge with rent an carrespondencea.
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Enter the calculation “Amount”—this can be a dollar amount or it can be
a % depending on the “Calculation Method”.

Enter the calculation “Method”—from the dropdown list.

Select the “Journal Document Template”. The Journal Document
Template dropdown list provides a way to assign a debit and credit
General Ledger Number to the Booking Charge as well as assign the
subledger entity to the journal entry associated with this charge. See the
Journal Document Template section above to review how JDTs work.

Select the “Posting Date’—there are four posting date options: Entry
Date (today’s date), Arrival Date, Departure Date, First Time Booking
Revenue is Processed. Selecting Entry Date posts the charge to the
General Ledger immediately. Selecting First Time Booking Revenue is
Processed posts the charge at the same time Rent and Taxes post via
the Processing Booking Revenue Ul. Selecting Arrival Date or
Departure Date leaves the booking charges unposted until the “Nightly
Maintenance Process” automatically posts all “unposted” journal entries
for that due date, which in this case will be the booking arrival or
departure date.

Select the “Charge Calculation Order"—because some charges are
based upon a calculation such percentage of rent or percentage of total
booking, there are times when it is necessary to calculate some fees
before others. This field allows you to choose the order in which
individual charges are calculated.

From the Application Tab:

Charge Template

Charge Template Type Template Code Charge Drescription (Yisible to Customer)  Aclive ~
Biooking Charge - Housekeeping % | |Clean - §75 Cleaning Charge Yes W
Calculation | Application || Tax
Scope Auto-Apply —
w
Busingss Apply to Specific Dates
& tion T u c fati Effective Start Date  Effective End Date
eservalion Iype pon Lancellalion
A b
P
Cwyner Cruote Start Crate Cuate End Crate
Guest of Owwner v -v
Ovener Referral [ -
Apply this charge to hookings with & minimum stay of % | daw(s) and a maximum stay of 3 w
[ Cancel ] [ Save ]

e Select the “Scope”—this may be “Business” or “Unit(s)”. If you select
“Business” the charge will apply to all units. If you select “Unit(s)” a

“Select” button will appear on the Tab. To apply this charge template to

Accounting
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units you will need to specify which units it will apply to. After selecting
the scope as “Business”, click on the “Select” button to the right, select
the desired unit(s) using the Add>> and <<Remove buttons, then click
the Apply button.

e The Auto-Apply selection is used to determine if this charge will
automatically post to each booking of the selected “Reservation Type”.
The Yes option causes the program to automatically include this charge.
The No option makes this a charge that must be manually selected from
the [Add Charge] list on the Open Booking UlI.

e Select the “Reservation Type’—Valid Reservation Types are: Renter,
Owner, Guest of Owner, Owner Referral, Travel Agent, Complementary,
Group, and Long Term Rental. Multiple reservation types can be
selected for each Charge Template by holding down the Ctrl key and
clicking each type with your left mouse button.

e Select “Upon Cancellation” rule—There are two Upon Cancellation rules:
1) Remove, which causes any “unposted” Charge Templates to be
removed from the booking upon cancellation and 2) Keep, which does
not remove “unposted” Charge Templates upon cancellation.

o Enter the “Effective Start Date”. This is a required field which must be
entered in order to “Save” the Charge Template record. Enter a date
which is earlier than the first posting date for the Charge Template you
wish to use. If the Effective Start Date is later than the Posting Date, this
charge template will not be part of the booking or appear in the [Add
Charge] dropdown list.

e For most instances, you should leave the “Effective End Date” blank.
Use this field only if your new Charge Template has a specific ending
date, beyond which you no longer wish to include this charge, or if a new
rate will be applied to this charge after the Effective End Date.

e From the Tax Tab: Place a check in the “Charge is Taxable” box.

e If minimum and/or maximum number of nights booked will determine
whether or not this Charge Template should apply, enter those amounts
in the Min/Max fields at the bottom of this tab. In the above example, the
$75 Cleaning Charge will only be applied to reservations of 6 nights or
less. A higher rate Cleaning Charge Template would be created for
bookings of 7 nights or longer.

Accounting Vacation Rental Suite (EscapiaVRS) 25



From the Tax Tab:

Charge Template

Charge Template Type Template Code Charge Description (Yisible to Customer)  Active
Booking Charge - Housekeeping W | |Clean - §73 Cleaning Charge Yes W

Calculation | Application | Tax

[ This charge is taxahle..

Tax From
nit w

[ Transient Ace Tax [ General Excise Tax [ GET! Cleaning Fes

[Cancel] [ Save ]

e If this charge will be taxable, check the “This charge is taxable..”
checkbox on this tab. The Tax From field and Tax Entities will appear
below the checkbox on this tab. [f it is not taxable, leave this checkbox
unchecked. The Tax From field and Tax Entities will not appear on the
tab.

e Select “Tax From” Unit or Office options. Note you should normally
choose the Unit option. There may be situations where the Office option
is appropriate—for example, the tax may be a “sales or use” tax based
upon the Office location, as opposed to the Unit location.

e Place a checkmark in the box next to the tax type

¢ Click on “Save”

Owner Contracts

It is essential that you understand how Owner Contracts are used, created, and
maintained in order to use Escapia VRS. They are the key building blocks in
relating ownership of Units to individual owners, or owner groups. Escapia VRS
ownership relationships are extremely powerful and go far beyond the
relationships found in other vacation rentals software applications. Escapia VRS
offers one-to-one, one-to-many, many-to-one, and many-to-many relationships
between owners and the units they own. These relationships extend to all
aspects of accounting and owner reporting for reservations tracking as well as
rental income and expense tracking.

For example, in most instances one owner owns a single unit (a one-to-one
relationship) and all bookings, income, and expenses relating to that single unit.
But a single owner may own more that one unit (a one-to-many relationship). All
bookings, income, and expenses accrue to that owner. However, some owners
want the property management company to treat each unit separately in their
owner accounting and owner reporting, and some owners want the property
management company to combine the accounting for multiple units into a single
owner statement and Form 1099 Rents reporting.
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It might also be possible that multiple owners own a single unit (a many-to-one
relationship) and share revenue and expense at a predetermined ratio (e.g. two
owners may have a 50-50 sharing ratio, or the ratio may be 75-25, and three
owners may share income and expense at a 33 1/3 ratio). In some situations,
multiple owners may have a “primary” owner who will bear the burden of
accounting for the partnership reporting. However, it is a very valuable tool for
the property manager to be able to report and distribute revenue to multiple
owners at the correct ratios. This value-added capability gives the property
management company that has this capability an advantage over competitors
when vying for partnership type properties.

Finally, it is also common for multiple owners to own multiple properties. And
here the accounting for these many-to-many relationships can become truly
complex. Just think how difficult it would be for you to provide a single
statement and split revenue payments to an owner who shares multiple
properties with two or more owners.

These scenarios, coupled with the possibility of mid-year change of ownership,
and you can see what the property management company accountant is up
against.

The good news is that Escapia VRS handles all of these scenarios easily and
automatically via the powerful Owner Contract user interface. But it does
require that you study and understand how to set up Owner Contracts for each
of these scenarios.

Creating a New Owner Contract
Accounting > Setup > Owner Contracts

Owner Contracts

Find Contracts
Conkrack # Contract Stabus Unit Code Cwner Cffice
Aictive hd Any Cvwener | | =nofiter=s W
Conbtract Start Date Cantract End Drate
=~ =)~
Action - 4k Mewy Contract
Contract Type Contract Dates Status Unit=) Dvun & (=)
@ CHR-00000 STE A M#2003 -1M72010 Active Aina |, Bamboo |
) CNR-00001 STE A M72005 - 1472004 Active Appa
() CMR-00002 FE 1M720035 - 112010 Active Hoa
O CHR-00003 STE 1M/2002 - FA 52004 Active Hona
O CHR-00003 STE  1M/20035 - 1172010 Active hLPJ204
O CHR-00006 STE A M2003 -1M72010 Aictive ML TG 01
O CHR-00007 STE  1M720035 - 107352004 Active COhanaca
() CMR-00009 STE 1MJ2003 - 112010 Active PH106
O CHMRE-00010 STE  A1M/20035 - 112010 Active Pk106-0
O CHMR-00011 STE  1M/20035 - 1172010 Active Pr106-1
C} CHR-00012 STE A M2003 -1M72010 Aictive PkA0G-2
O CHR-00013 STE  AM20035 -1M72010 Active Pk109
() CNR-00014 STE  1M2003 - 1172010 Active Pk110 b
Contracts 1-25 of 47 1 2 NEXT

Accounting Vacation Rental Suite (EscapiaVRS) 27



At the top of the Owner Contracts window above you have the option to search
for contracts that are currently in VRS by using filters. If you want to delete a
contract, select the appropriate radio button next to the desired contract, click on
the bold “Action” menu bar and select “Delete”. If there is more than one page
of contracts you will see “NEXT” at the bottom right of the window. To create a
new contract, select the “New Contract” button on the right side of the window.
This will take you to the New Contract Wizard — Step 1 of 3.

Step 1

Contract and rental dates
Contract Type Contract Start Date Contract End Date
Short Term Exclusive b v v
Rental Start Crate Rertal End Cate
=l El-

e Select the “Contract Type”—the available options are: Short Term
Exclusive, Short Term Non-Exclusive, Long Term Exclusive, Long Term
Non-Exclusive, Fully Exclusive, and Maintenance. Presently, the
Contract Type field is a memo only field and does not affect the
reservation or accounting treatment for any of the Contract Types.

o Enter the “Contract Start Date’—The date in this required field must be
equal to or earlier than the revenue posting date for the first booking for
this owner contract or you will not be able to process revenue or
expenses for this contract.

o Enter the “Contract End Date”—The date in this required field must be
equal to or later than the revenue posting date for any booking
associated with this contract. If your contract with the owner is an
automatic renewal type of contract, it is recommended that you enter an
extended date (5 or 10 years out) in order to avoid having to extend the
contract date on an annual basis, since the program will not allow you
to process revenue or expenses for units with expired contracts.

e Select “Next’—when entering a new contract, the Rental Start Date and
Rental End Date will default to the Contract Start and End Dates. You
will need to enter these dates if the Rental Start or End Dates differ
from the Contract Start and End Dates. However, if you make a
change to the Contract Dates, you will need to manually adjust the
Rental Start and End Dates as well. You will not be allowed to process
revenue or expenses for this contract if the booking posting date does
not fall within both the Contract and Rental Start and End Dates.

Accounting Vacation Rental Suite (EscapiaVRS) 28



Step 2

Units
Unit Code Location Address Status

Mo Units have been added to this contract. ¥ou must specify at least one unit before proceeding.

[ add Unit ko Contract

Owners

MName Percentage Ownership Frimary Financial Owner Hold Payments

Mo Owners have been added to this contract. You must specify at least one contact as an owner before proceeding.

[ add Cwner to Contract |

Eancel I 4 back ) nzxt )

In step 2 you will combine the Unit(s) and the Owner(s) in the contract.

Select the “Add Unit to Contract” button on the right

Put a checkmark in the box next to the desired “Unit”

Select the “Add Selected Units” button

Select the “Add Owner to Contract” button

Put a checkmark in the box next to the desired “Owner(s)”

Select the “Add Selected Owners” button

Select “Percentage Ownership” if there is more than one Owner on the
contract

e Select the “Next” button

Accounting > 5

Details Units & Owners | Charges & Fees

Units
Unit Code Location Address Status

456 Harwaii Wisikoloa HI 39933 Inactive
Add Uinit to Contract
owners
Name Percentage Ownership Primary Financial Quner Hold Payments
Homer Simpson ' % O D
Ed McMahon ; o o) 3]

) Financial Ownership Shared Equally

cancel save

Power User Tip: You must change Percentage Ownership ratios before you
click the Save button on this screen. You may not change Percentage
Ownership after you have saved the record. If you mistakenly have entered the
wrong ratio and saved the record, you should call Escapia Support for
assistance in correcting the mistake. The alternative is to reset the contract start
and end dates for the contract and make it inactive. You should then enter a
new contract for this unit and enter the correct ratios.

Accounting Vacation Rental Suite (EscapiaVRS) 29



ing Me!
LI IProrated;I IProratedLI

“ Mew Contract Charge Template

|Payment Oder  Doc. Template Amt Caleulated Net  Posting Feriod Min/ax Stay Stadt Date  End Date

Mo Charge Templates have been added to this coniract.

cancel A back | save and complate

Next you will create the “Charge Templates” for the contract. Journal Document
Templates and appropriate General Ledger Accounts need to be created before
you attempt to create an Owner Contract because you'll need to select them in
Step 3. Contract Charge templates are used to define charges against the
owner’s ledger that are “driven” by the reservations/bookings process. For
example, a property manager’'s commission is based upon a rental amount and
a commission rate for a specific booking. A monthly recurring pest control
charge, on the other hand, is not contingent upon a booking, and therefore
would not be entered in this user interface. The first field you must enter in Step
3 is the Processing Method. The choices are First Night, Last Night, Departure
Day, Partial Period, and Payment. Note that although you may have different
processing methods for different units, each contract may only have one
processing method. Generally, depending upon your business, you would only
have one or two processing methods for all of your units. For example, if you
wished to split revenue across accounting periods, all of your contracts would be
of the Partial Period type. An exception to this might be if you had a mix of long-
term rentals and short-term rentals. It would be a common practice to process
long-term rentals on either a First Night or a Payment method, and short-term
rentals on a Last Night or Departure Day method. The next two fields on the
Step 3 screen are Tax Posting Period and TAC (travel agent commission)
Posting Period. The dropdown lists for these two fields include: Prorated, First,
and Last. First Night, Last Night, and Departure Day methods will post taxes
and travel agent commissions using the same method as the first field
Processing Method choice. Partial Period and Payment Processing Methods,
however, use these two fields to determine the revenue processing calculations
for taxes and travel agent commissions.

e Click on “New Contract Charge Template” button to enter the Charge
Template information for the Owner Contract.
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Charge Name (Displayed on Dwner Statement)

Application

Customer Type
Rerter

Ot

Guest of Owner
Cnner Referral %

Upon Cancellation

A || Keep w

Apply this type to hookings with & minimum of
% | dayis) and a maximum of = days

Effective Start Date

o7iz7z005 (=

End Date

07302005 [T

Calculation

Calculation Methed
0.0000| | [zelect]

Amount
W

Pasting Period
[zelect]

Journal Document Template

[zelect] w L'

[ cancel |

[ save |[ Delete |

Type in the “Charge Name” (Displayed on the Owner Statement). This is
the description for the charge as it appears on the owner statement.
Examples of Charge Names are: Management Fee, Commission, Credit
Card Fee, Owner Housekeeping Charge, etc.

Select the “Customer Type”—allows you to specify the type of guest for
whom this charge will apply. You may choose one or any combination of
available rental types: Renter, Owner, Guest of Owner, Owner Referral,
Travel Agent, Complimentary, Group, and Long-Term Renter.

Select the “Cancellation” option—Keep or Remove. Keep-the charge will
remain on the guest ledger if the booking is cancelled. Remove-the
charge will be removed from the guest ledger, if the current date is less
than the posting date for that charge.

Enter the “Minimum & Maximum” number of nights—This charge will only
apply to bookings with a stay that falls between the minimum and
maximum days. For example, you might have a short term commission
which applies to stays less than 30 days. You might also have a long
term commission rate which is a different amount than the short term
commission rate for stays greater than 30 days. If you entered a
Contract Charge Template for each of these rates, the program would
automatically select the correct template, based on the length of stay.

By leaving these fields blank, the charge will apply to all reservations
with the correct Rental Type.

Enter the “Effective Start Date—the contract charge will apply only to
those bookings whose ending dates are greater than or equal to this
date.

Enter the “Effective End Date”—the contract charge will apply only to
those bookings whose starting dates are less than or equal to this date.
Enter the “Amount”™—can be a dollar amount or a per cent amount. Per
cent amounts are expressed as 25.0 = 25% (not .25 = 25%)

Select the “Calculation Method”—Escapia provides a large number of
calculation methods for Owner Contract Charge Templates:

Percent of Rent

Enter as 25.0 for 25% of Rent Amount

Percent of Rent plus Tax

Rate entered X (Rent + Tax)

Percent of Rent and Grouped Charges

Rate X (Rent + Grouped Charges)
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% of Rent and Non-Grouped Charges

Rate X (Rent + Non-Grouped Charges)

% of Tax

Rate X (total tax amount)

% of Rent and Grouped Charges+Tax

Rate X ( Rent + Tax + Grouped Chgs)

% of Grouped Charges

Rate X (Grouped Charges)

% of Non-Grouped Charges

Rate X (Non-Grouped Charges)

% of Last Night's Rent

Rate X (Last Night Rate Segment Rate)

% of Renter’s Rent

Rate X (Renter Rate on no-pay guests)

% of Booking Total

Rate X (Rent + All Booking Charges)

$ per Booking

Fixed $ amount per booking

$ per Adult Fixed $ amount X # adults

$ per Child Fixed $ amount X # children

$ per Guest Fixed $ amount X (# Adults+# children)
$ per Night Fixed $ amount X # nights booked

$ per Week Fixed 4 amount X weeks booked

% of Travel Agent Commissions

Share % X Agent commission Amount

% TA Commissions — Prededucted

Share % X Pre-Ded Agent comm. Amt.

% of Referral Commissions

Rate X Directory Partner Commissions

% of CC Fees on Gross Rent

Share % X CC payments applied
against rent.

% of CC Fees on Gross Rents and
Deposits

Share % X CC payments applied
against Rent and Security Deposits.

% of CC Fees on Booking Total

Share $ X total CC payments received

e Select the “Journal Document Template”—the Journal Document

Template “tells” the Revenue Processing program which debit and credit
General Ledger accounts to post transactions to for this Owner Charge
Template and which subledger entities, if any, will be debited or credited.
This dropdown list is populated from the “Owner Contract Charge” type
Journal Document Templates you entered and which were described
earlier in this document.

Select the “Posting Period”—options are Prorated, First and Last. If you
choose First, the revenue processing transaction date for this charge will
post on the booking arrival date. If you choose Last, the revenue
processing transaction date for this charge will be on the last night of the
booking. If you choose Prorated, the revenue processing transaction
date for this charge will be the last night of the prorated period for the
reservation being processed.

Select “Save”

Reopen the contract you just created

Select the “Charges & Fees” tab

View the information in the “Charges and Fees” tab to make sure your fees are
being deducted as desired. Anything that you want to deduct from rent prior to
calculating commission is placed above the row that has the “yes” for net.
Anything below the row that has the “yes” for net, will not reduce
commissionable rent prior to calculation. If the Calculate on Net Amount is left
unchecked, none of the charges will be deducted from rent before commission is
calculated. If “Calculate Less Travel Agent Commissions” is checked, travel
agent commissions will be deducted from the rent before commissions are
calculated.
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Credit Card Setup
Accounting > Setup > Credit Cards

Credit Cards

Merchant Accounts
Action - 4k Mew Merchant Account
D Name Bank Account Clearing Account
|:| ABC Cards 1020 - Trust Bank Account 1100 - Trust Bank &ccournt
|:| Default Merchant 1020 - Trust Bank Account 1100 - Trust Bank Account
0of2 selected
Terminals
Action » 4 Mewr Terminal
I:‘ Terminal Hame Terminal Code Office Merchant Accounts Active
|:| TERM1 Terminal 1 Main Office Dretault Merchant ¥
0 of1 selected

Merchant Accounts

There are two different types of Merchant Accounts, Manual and Gateway
(Southern DataComm). There could be more than one merchant account of
either type. Select the SDC’ Automatic Processing Merchant Account, review
to verify the following information is set up correctly.

Terminals
Terminal Codes and Merchant Account Codes should NOT be changed, and are
locked for admins only. Notice you have your existing terminals, and the new
SDC terminal.

e Go into “New (active)Terminal”

e Terminal Name: code given by SDC

e Terminal Code: The Account code given by SDC (usually mimic our

account codes).

o Office: where they specify term to be associated with

e Place a checkmark in the box next to the SDC merchant account

e Cancel out after review.

e Merchant Account Name = The Agency (usually abbreviated).

o Merchant Account Code = SDC’s M-Key (4 digit code, example: 0004).

e Processing Method = Can not be changed: Southern DataComm or
Manual.

e Deposit Days = The number of days to wait till deposit. (Usually set at
“0”).

e Bank Account = The general ledger bank account that corresponds to
the bank in which credit card deposits are made.

e Clearing Account = The account to which individual credit card deposits
are posted. These individual postings are automatically offset to the
“Bank Account” account via a “Settlement Batch” on a daily basis.

e Discount Account = This field allows you to define the general ledger
account in which the credit card discount fee will be recorded. It is
recommended that you manually enter monthly bank charges via the
Adjustments Tab in the Bank Reconciliation program or with a General
Journal Entry, based upon your monthly bank or merchant account
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statement. However, this field may be used to post a discount fee in the
Credit Card Reconciliation program. The discount amount recorded is
the difference between the posted credit card totals and a Merchant
Statement amount entered upon receipt of a Merchant Statement. Note
that if you post credit card fees using the Bank Reconciliation
Adjustments Tab or with a General Journal entry, you do not need to
enter an amount in the Credit Card Reconciliation program. This will
lead to a double posting of credit card fees.
Power User Tip: You may use the Discount Account field to “share” credit card
fees with your owners. Enter the standard discount rate for each type of card in
your Merchant Account setup in the Discount Rate field. You may then specify a
“% of credit card fees” in your Owner Contract Charge templates. That % is
multiplied by the rate specified for the Discount Rate in this Ul times credit card
amounts received on specific guest bookings.

e Review the Credit Card Groups below
e “Cancel” back out when finished

Deposit Policies

The Deposit Policy Ul allows the user to define what advance payments and
security deposits are due from a prospective guest and when these amounts are
due. Advance deposits are also called “Booking” deposits and are payments
made in advance of a guest’s arrival. These deposits will be applied against
rent, taxes, and booking charges and are considered “non-refundable” once
certain specified contractual obligations are met. Security Deposits are
generally considered “refundable” amounts and are returned to the guest at
some specified time after departure, less any amounts withheld to cover

damages caused by the guest or other charges not specified in the original
guest contract.

You may need different sets of deposit policies depending upon how many days
prior to arrival the deposit is due. For example: you may have a standard policy
where deposits are due 30 days prior to arrival, and a last minute policy where
the booking date is less than 30 days prior to arrival.

Setting up Deposit Policies
Accounting > Setup >Deposit Policies
From the Deposit Policy window

Open Deposit Policy

Deposit Policy Name Effective Date Scope

Stanciardd Policy 0101,/2003 V Busingzss
Customer Type(s) Cancellation Policy
# || Mot Refundable.

CnEr

Guest of Owener %

Cwner Referral %
Apply this policy to bookings that start from A%t + | days after entry.

Deposit Templates

Action v 4 New Depost Template  $51

[] peposit Hame Type Amount Due Calculation Due Date Caleulation

Refund Date Calculation

D Deposit Booking 100.00 percert of balance due 30 days before arrival
I:‘ Security Deposit Security 250.00 dollars 31 darys before arrival 1 days after departure
0af 2 selected

Cancel ][ Delete ] Save

e Click on the “New Deposit Policy” button on the right side of the window
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Enter the “Deposit Policy Name” —Use a descriptive name such as

“Standard”, “Last minute”, “Over 60 Days”, etc.

o Enter the “Effective Date”—This should be equal to your first arrival date.

o Choose the “Scope”™—Your choices are “Business” or “Unit(s)”. Choose
Business if ALL of your units will have the same deposit policy and
amounts. Choose “Unit(s)” if different units will have different deposit
policies or amounts.

e If you choose “Unit(s)” the Select button is enabled. Select the unit(s) to

be covered by this Deposit Policy.

Open Deposit Policy

Deposit Policy Name Effective Date Scope
|standara poiicy | [mtm172003 [unicsy v (Seect..
Customer Type(s) Cancellation Palicy
# || |Mot Refundable,
Quwvner = q B
Gusst of Dwner A Apply to Units - Microsoft Internet Explorer
Owwner Referral %
Available Units Chosen Units
Apply this palicy to bookings that start f| o= 3 10 - Almost Paradins
= 456 - 455 = Erl 04 - Vista Waikoloa B104
Deposit T (- ]
B £229 - Apa Heights C400 - Surf and Sun I ——
Action ~ AMY - Amy Harry's Place 4 Hew Deposit Template 36
[] Deposit Hame 111 - Nancy's Place alculation
B116 - Matt's Castle
[ beposit B122 - Bold House
|:| Security Deposit B205 - My Aina — eparture
0072 selected B222 - Ocean Fun

BFH - Hawsil's Special Edition
C206 - Yista Waikoloa C206
- Yista Waikoloa C303

- Stately Viewr

&7

ven
- Bay Yista
- Cosstal Haven o]

o Select the “Customer Type(s)’—Your choices are Renter, Owner, Guest
of Owner, Owner Referral, Travel Agent, Complementary, Group, or
Long Term.

o Apply the policy to the desired “start from” — “to” day entry—This is
where you will enter the effective days before arrival for this policy. For
example, if you wanted this policy to apply to all reservations booked
from 30 to 60 days prior to arrival, you would enter 30 in the “start from”
field and 60 in the “to” field.

¢ Click on the “New Deposit Template” button on the right of the Action Bar
to create a Deposit Template.

Open Deposit Template

Deposit Name Deposit Type Document Template  Cancellation Journal Document Template

|Deposit | |Elooking V| |Elooking Deposit v| |Cancella{ion Fee v

Amount and Dates | Refund Policies | Monrefundable Schedule I
Deposit Amount Calculation

Amount Calculation Method
| 1DD.DD| | Percent of Balance Due b |

Deposit Due Date Calculation

Due Date Action On Due Date
|30 || Days Prior to Arrival e | | Mo Action e |

[ Cancel ] [ Delete ] [ Save ]

e Enter the “Deposit Name”—Use a descriptive name such as “Initial

Deposit”, “Final Deposit”, “Booking Deposit”, “Security Deposit”, etc.
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e Select the “Deposit Type"—Your choices are Booking, Damage, Pet,
Utility, and Security. Only the Booking Deposit is a non-refundable
(Advance) type of deposit. The others are all considered refundable
deposits which will be returned to the guest, less itemized deductions
some time after departure.

o Select the “Document Template”—this dropdown list is populated with
the “Booking Deposit” type entries in the Journal Document Template
program. The selection defines how deposits will be debited and
credited in the General Ledger and which Subledgers will be affected.

e Select the “Cancellation Journal Document Template”—defines how a
refundable security deposit will be debited or credited and may define a
cancellation charge amount. This list is populated from the entries in the
Charge Template user interface.

The Deposit Amount Calculation Section includes:

e Enter the “Amount” in the amounts tab—This may be a percentage
amount or a fixed dollar amount, depending upon the chosen Calculation
Method. If you are entering a percentage amount enter it as a whole
number such as 30 for a 30% deposit and not as a decimal amount (e.g.
.30).

e Select the “Calculation Method”—choices are:

E'I'-"i-':'r'"ﬁz'éﬁf"En'f"i':::'é'ﬁf .........................................................
Peycent of Rert + Tax

Percent of Balance Due

Percent of Booking Total

Percent of First Might's Rent

Percent of First Might's Rent + Tax

rt of Balance Due w
zelect

Dollars

Dallars per Adult
Dallars per Guest
Dallars per Might
Dollars per Might + Tax

e There are three checkboxes which may be selected to include specified
Booking Charge types with the Deposit amount. These types are:
Booking Charge — General, Booking Charge — Credit Card, and Booking
Charge — Housekeeping.

The Deposit Amount Due Date Calculation Section includes:

o Enter the “Due Date”—this field is for a specified number of days which
are defined by the dropdown list to the right of this field. The list’s
choices are: Days after Booking Entered, Days Prior to Arrival, Specific
Date.

e Select the “Action on Due Date’—Your choices are: No Action,
Authorize Credit Card, Charge Credit Card.

Note: The selected “Action on Due Date” will print in the “Action” field of the

“Deposits Receivable Report”. It does not define an action which will be taken
automatically by the program upon “Due Date”
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From the Refund Policies Tab:

Open Deposit Template

Deposit Name Deposit Type Document Template  Cancellation Journal Document Template

|test | | Booking | | [zelect] L' | [zelect] -
Amount and Dates | Refund Policies | Monrefundable Schedule

[ Refund partial or full amount of this deposit if booking is canceled but unitis later reboaked during booking period.

D Cancel booking ifthis deposit is not paid

Refund Policy

[ Cancel ] [ Delete ] [ Save

Currently the information in this tab is for policy purposes. The “less this
amount” field is not automatically deducted from the refund. If this is your policy,
you will need to manually deduct this amount from the refund.

From the Nonrefundable Schedule Tab:

Open Deposit Template
Deposit Mame Deposit Type Document Template  Cancellation Journal Document Template
ftest | [Booking | [1sslect] v | |lselect] v
Amourt and Dates | Refund Policies | Monrefundakle Scheduls

Nonrefundability Schedule

4k Add Monrefundahility Threshold

|Amountthat becomes non-refundable [ ate this amount becomes non-refundable |

Mo nonrefundability thresholds hawe heen defined in this deposittemplate. Click "Add Monrefundability Threshold" to add a
nonrefundahility threshold if portions of this deposit hecome increasingly nonrefundable as the arrival date approaches.

[ Cancel ] [ Delete ] [ Save ]

Currently the information in this tab is for policy purposes. The “less this
amount” field is not automatically deducted from the refund. If this is your policy,
you will need to manually deduct this amount from the refund.

Example of a Refundable Security Deposit Template
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Open Deposit Template

Deposit Name Deposit Type Document Template
|Sec:ur'rty Deposit ‘ |Secur'rty v| |Secur'rty Deposit v|

Amourit anc Dates | Refund Policies | Monrefundable Scheduls
Deposit Amount Calculation

r"‘“""lzsu DD| ﬁ:‘;""““" Fathod | [include Baaking Charge - General
| W
e include Booking Charge - Credit Card

[Jinclude Booking Charge - Housekeeping

Deposit Due Date Calculation

Due Date Action On Due Date
|31 ||Days Priot to Arrival v| | Mo & ction i3 |

Refund Due Date Calculation

Refund Days Action On Refund Date

|1 ||Days Atfter Departure v| | Generate Payahle |

[ Cancel ] [ Delete ] [ Save ]

N
A refundable security deposit has the same parameters as the non-refundable
deposit, however, it includes an additional Refund Due Date Calculation section.

e Refund Days—Enter a number of days.

e Select a calculation method from the dropdown list—the choices are:
Days after Booking Entered, Days Prior to Arrival, Days After Departure,
and Specific Date. The usual selection is Days After Departure.

e Action on Refund Due Date—Your choices are: No Action, Refund
Credit Card, Generate Payable.

Note: The selected “Action on Refund Due Date” will print in the “Action” field of
the “Security Deposit Refund Report”. It does not define an action which will be
taken automatically by the program upon “Due Date”

Setting up Recurring Charge Templates

Accounting > Setup > Recurring Charge Templates

Recurring Charge Templates

Ternplate Code Type
| | |A||Types V| [ show Inactives
Action - 4k Mew Recurring Charge Template
D Template Code Tupe Description Active Created Last Posting  Mext Posting Amount
D RecCuaner! Recurring Cwner Charge Recurring Cwner Charge 1 L 2002005 1002072003 1052752005 50.00
D RecOwner2 Recurring Crvner Charge Recurring Crwner Charge 2 + Ti2002005 1042002005 1002752005 40,00
[ GreghrthiyChrg Recurring Cwner Charge My Monthly Charge to all Owners fo... 83142005 10/ /2005 110152005 11.35
D Crvnier Wish Fee Recurring Covner Charge Crovrer Web Fee ' /2102005 10872005 1112005 15.00
|:| Hot Tub Fee Recurring Unit Charge Hot Tub Mairtenance ' Q2102005 1002005 11172005 4500
0of 5 selected

Recurring Charge Templates are used to create recurring bills which are not
created due to a reservation being made. Examples are: Monthly Pest Control
Bills, Hot Tub Maintenance Fees, and Owner Web Charges. There are three
different types of recurring charges in Escapia.

1. Recurring Owner Charge: Posts directly to the Owner’s subledger and
not the Unit. This type of charge is useful if an owner has multiple
properties, but is charged a single monthly fee regardless of the number
of properties on the program. An Owner Web fee is an example of when
this type of charge might be used.

2. Recurring Unit Charge: Posts directly to the Unit and allocates the
charge to the Owners subledger. A monthly Pest Control fee is an
example of this type of charge.

[0 ¢)
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It is important to make sure to have an appropriate Journal Document Template
created prior to setting up a Recurring Charge Template.

e Click on the “New Recurring Charge Template” button on the right side of

Template
Template Code Owner Web Fee | | Created 9/21/2005 by Support Account
Recurring Charge Type Recurring Owner Charge | | Last Posting Thursday, December 01, 2005
Status Active | | Mext Posting Sunday, January 1, 2006
Recurring Charge Type Template Code Charge Description (¥isible to Customer)
Ovwener Weh Fee | |[Owner Yieh Fee Active
Calculation | Application
Apply To %
Al Owwners Subscribed to Owner Weh v
Recurrence Pattern Effective Dates
Oweekly | ®Day| 1 %|ofevery | [ % monthis) StartDatel End|Cate
@Monthly | OThe|first v || Sunday ~ ofevery| 1 %|monthiz)
(@] Yearly
Template Motes (Confidential o Business)
Cancel ] Save ] [ Save and Close

e Select the “Recurring Charge Type”—Choices are Recurring Owner
Charge and Recurring Unit Charge. The Recurring Owner
Charge type will be used when you do not need to post the expense to a
particular unit. The Recurring Unit Charge type will be used when you
want to post the expense to the unit.

e Enter the “Template Code”— Enter the “Charge Description” (Visible to
the Customer)

Recurring Owner Charges

e From the application tab, select “Apply To’—The choices from this list
are: Selected Owners, All Owners, All Owners Subscribed to Owner
Web. If Selected Owners is chosen, a select button will appear and
allow you to select specific owners from a list of owner names.

o Enter the desired “Recurrence Pattern”—Recurrance patterns allow the
user to create daily, weekly, monthly, a multi-month recurrence period
such as quarterly, and yearly.

e Select the effective “Start & End Dates”—Enter the Effective Starting
Date (required) and an optional Effective Ending Date (if necessary).
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Template Code Owner Web Fee | | Greatad 9/21/2005 by Support Account
Recurring Charge Type Recurring Owner Charge | | Last Posting Thursday, December 01, 2005
Status Active | | Next Posting Sunday. January 01, 2006
Recurring Charge Type Template Code  Charge Description (Visible to Customer)
Cnvner vieh Fee | |Crwvner Ve Fee Active
Calculation | Application
Amount Journal Document Template
1500| | OwnerWebh Fee v
Template Motes (Confidential ko Business)
Cancel Save Save and Cloze

e From the calculation tab enter the “Amount”—This is the amount that will
be automatically posted for the recurrence pattern.

o Select the “Journal Document Template”--Select a code from the
dropdown list. Note that this list is populated from the Journal Document
Template Setup up program discussed earlier in this documentation.
The JDT Type code for will be either “Recurring Owner Charge” or
“Recurring Unit Charge”.

Recurring Unit Charges

Template

Template Code
Recurring Charge Type
Status

Hot Tub Fee | | Cragted
Recurring Unit Charge | | Last Posting
Active | | Noxt Posting

9/21/2005 by Support Account
20

Recurring Charge Type

Caloulstion | Applicstion

Template Code
Hat Tub Fee

Haot Tub Mairtenance
Available Units

Rl LR LI 3 Recurring Charge Template - Microsoft Internet Explorer

Chosen Units

Apply Te
Selected Units %

Recurrence Pattern

23Mew - 123

A110 - Almost Paradise
4229 - Apa Heights

Ahft - Amy Harry's Place
E104 - Vista Yaikoloa B104
B111 - Mancy's Place

Oreveeldy | ErDay| 1 3| afevery < manthisy 1 - Mt et
@wonthly | O The | first || Sunday “ |ofewery| 1 &) |[B122- Bold House

B205 - My Aing
Orvearly BFH - Hawai's Special Edition

C206 - Wista Waikoloa C206
€303 - Wista Wiaikoloa CI03

Template Motes (Confidential ko Business)

0339 - Stately Wiew
C400 - Surf and Sun
D304 - Wista View
E103 - Garcen Heaven
E201 - Bay “ista

456 - 456
222 - Crean Fun
Ay

¢ Recurring Unit Charge Templates are entered just like the Recurring
Owner Charge Templates with the exception that they are applied to
units ledgers before being allocated to owner ledgers.
¢ Note that you have the option of posting to All Units or a group or a
single unit for a specific charge or template.
e To complete the Entry for both types of Recurring Charge Templates,
click the Save button when all required options have been completed.

Receiving Payments from a Reservation Folio Interface

Reservation Grid > Open Reservation > Folio

e Click on the green “Payment Arrow”

Accounting
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e Follow the same process as Receive Payment below

Receiving Payments
Accounting > Accounts Receivable > Receive Payment

Receive Payment

Payment Method Received From Apply To Folio Posting Date Payment Amt
Credit Card v | | Customer v Q| |ves v 1002412005 [T 0.00

Terminal Reason for Payment

Billing Phone Mumber

Saved Card
¥ Us. number
Billing Address Line 1

Mame as it appears on credit card Eiling Address Line 2

Card Number Expiration Date City State Postal Code
f |

Country

Card Werification [ ]act 3 digits on back of card)
Murnber: || 7% Show me | Amex

Mates (Confidential - Business Internal)

[ Cancel ] [save ]

Select the “Payment Method”

Select whom it’'s “Received From”

Click on the “Magnifying Glass” to select specific contact

Click on the “Radio Button” next to desired folio if populated (Select
“New” if no names automatically populated).

Select apply to folio “Yes”

Enter the “Posting Date” (defaults fo today’s date)

Enter the “Payment Amount”

Select the “Terminal’

Select the “Reason for Payment” (usually advanced deposit)

Select the desired card, or click on “New Card” to enter the information
Enter the Name, CC Number, and Expiration Date.

Put checkmark in the box “Save credit card number”

Enter Verification Number

Complete the “Billing Address” information

Put a “Checkmark” in the box if billing address is the same as mailing
address

e Select “Save”

Clicking the ‘Save” button sends the payment data to SDC for processing which
may take several minutes. When the processing is complete you will receive a
Payment Confirmation Message or an Alert. If something strange occurs, or if
you receive an error message that you don’t understand contact support.

Accounting Vacation Rental Suite (EscapiaVRS) 41



When taking a payment from the “Receive Payment” window you have the
option to select from multiple Folios. DO NOT click on the folio or reservation
link from this page because you will loose your data and have to start your
payment over.

Ask your processor what the benefits are for entering the CV number. By
entering the CV number your transaction will be more secure, have less risks,
and therefore possible discounts to you from your processor.

Reversing Payments
Accounting > Accounts Receivable > Payments

Received From
|AII Accourts V| | | -,
Shark Date End Drate -
|p;:";:';zah°j | |N”mber | |p;:r;:;u53::"s 3 [1omtr200s [EE]| 1012005 [
Journal Doc. Memo Text Posting Uzar Office
N | [l users | [l offices ~ |
Action 4 Receive Mew Payment
I:l FPosting Date Rec'd From Mame Type Status Joumnal boc Document blemo Amount
[J10/24/2005  Customer  Bill Smith Check ot JE-0006057 FOL-0000124 Check: Bill Smith #1234 $2,000.00 &
Reconciled
[J1om12005  Customer  Joe Doe Check Mot JE-OO0G030  FOL-0000300 Check: Joe Doe #1234 53259
Reconciled
|:| 10M92005  Customer  Pat Curry Check Deposited JE-0005937 FOL-0000268 Check: Pat Curry #1089 242878
|:| 10M902005  Customer  Greg Peters... Check Deposited  JE-000S5964 FOL-0000253 Check: Greg Peterson #220 $3,125 66
[ 10M9e00s  Customer  Greta Hamb... Check Deposited IE-O005951  FOL-0000124  Check: Greta Hambsch #9395 $5r1022 ¥

0 of 20 selected

65321.83

| Total

e Place a “Checkmark” in the box next to the desired payment
e Go to the bold “Action” button and select “Reverse Payment”
o When the transaction is complete, you will get a success message

If something strange occurs, or if you receive an error message that you don't
understand contact support

Refunds

Accounting > Accounts Payable > Pay Bills and Refunds

Accounting Vacation Rental Suite (EscapiaVRS)
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Pay Bills and Refunds

Payrnent Type

Status Reference Code  Accounts Payable Account
|Any Status v| | | |AII AP Accounts v|
TEE By n or After On or Befors
| &l Types | [ Types ] | | a | | (=~
|:| Due Date  Reference ... Type Method Hame Qriginal Amt.  Amt. Due Disc. Date Disc. Avail,  Dise. Taken Pay Amount
Fr2005  RFD-0000.. Security D... Credit Lester Tes... 25.00 2500 - upali] nis L
[J 10/20/2005 BLO-0000... Bil Check AlpertEins.. 504732 504732 - 000 [ oool[ ooo]=
[ 10/20/2005 BLO-0000... Bil Check Harison F.. 14205325 1429525 - oo [ ool oo
0of 7 selected
| 0.00 0.00 0.00 0.00 |

Payment Posting Date Pay From Account EBalance Print Checks

102412005 [~ | 1020- Trust Bank Accourt v | | 20031032

[IPay ltems Individually

o Select the “Payment Type”
e Place a “Checkmark” next to the desired payment

e Click on the “Pay Selected Items” button on the bottom right of the
window

Settling Batches:
Accounting > Banking > Credit Card Settlements
As per your agreement with SDC, it is required that batches are settled nightly!

e Put acheck in the box next to the batch you want to settle
e (o to the bold “Action” button and select “Settle Batch”
e You will receive a Success Message once the batch is settled

You may have multiple settlement batches per day, however, there should be
only one unsettled batch open at a time. Settling a batch can take several
minutes; please be patient. If something strange occurs, or if you receive an
error message that you don’t understand contact support immediately.

Credit Card Transaction Reports
Accounting > Reports > Banking > Credit Card Transaction Detail

e Select “Merchant Account”
e Enter Dates
e Select “Run Report”

Accounts receivable transactions listed on this report for automatically
processed terminals will always have an approval code unless there was an
error in processing. The approval code can also be seen on the “Open
Payment” screen when selecting a payment on a folio. This is a good way to
check if a payment was successfully processed.
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Unit 2: Chart of Accounts

The Escapia Chart of Accounts program serves several purposes. The first
purpose is to provide an interface which allows you to modify and enter new and
edit existing Chart of Accounts account definitions. The second purpose is to
provide in interface for auditing existing transactions and trace those
transactions to their source. A third purpose is to provide a quick snapshot of
existing general ledger account balances.

Accounting > Chart of Accounts

Escapia is delivered with a default set of general ledger accounts. Each account
has an Account Number, Account Name (description), Subledger Type (Ledger),
Parent Account, and Account Type field.

Accounting = Chart ¢

Chart of Accounts

Account Type:

W ™ Show Inactive

Action v Ak Mewvy Sccount
[~ Account Aocount Type Ledger Balance
[~ 1000 Cash on Hand Cther Current Asset General §4331 70 4|
[~ 1010 Trust Bank Accourt Bank General F20,737.73
[ 1100 Credit Card Clearing Cther Current Asset General $0.00
[ 1200 Accourts Recelvakle Accourts Receivable General §0.00
[~ 2000 Advanced Deposits Cther Current Liakility Customer $1,137.91)
[~ 2100 Security Deposit Holding Ciher Current Lisbility Customer (313,025 00)
[~ 2189 Folio Transfers - Clearing Cther Current Lishility General ($100.00)
[ 2200 Markup Account Cther Current Lishility General $0.00
[~ 22001000 Litt Tickets Cther Current Liskility General ($15.00)
[~ 2300 Pavyahble to Business Cther Current Liakility General $0.00
[~ 23001000 Management Fees Ciher Current Lisbility Business (311 577 65)
[~ 2300.1010 Reservation Fees Cther Current Lishility Business ($3,100.00)
[~ 23001050 Marithly Management Fees Cther Current Lishility Business (F1,058.00)
[~ 23001075 Pet Fees Cther Current Liskility Business ($12.50)
[~ 23001100 Housekeeping Fees Cther Current Liakility Business ($9,226.00)
[~ 2300.1200 Maintenance Fees Cther Current Lishility Business ($500.00)
[T 2300.1300 Cancelstion Fees Cther Current Lishility Business ($1:50.00)
[~ 2300.1400 Purchase Discourts Cther Current Lishility Business $0.00
[~ 23001500 Travel Agency Commissions Cther Current Liskility Business $0.00
[~ 23001600 Misc. Fees Cther Current Liakility Business ($1,334.97)
[T 23001700 Misc. Expenses Cther Current Lishility Business 6972
[~ 2300.1300 Travel Insurance Cther Current Lishility Business $45.50
[~ 2300.8000 CC Discourts Cther Current Lishility Business $65.96
[~ 23003000 Busines Payout Cther Current Lisbility Business $20999.31
(] 0N 3359 Guest Crect Cther Curtert Liabil Busine: snnn T
0 of 48 selected

Power User Tip: The use of Windows drag, copy, and drop features allows you
to copy and paste chart of account balances on an Excel spreadsheet. This is
useful for creating a General Ledger Trial Balance. With such a report, you may
use Excel sort and subtotal functions to create simple, but functional financial
reporting statements such as a Balance Sheet and Profit and Loss Statement.

Adding a New Account
To add a new account to the Chart of Accounts, click on the + New Account
button on the right side of the Action Bar. This opens the New Account wizard:

Accounting > Chart OF Accounts

New Account - Step 1 of 1

Account Number Account Name Subledger Type

|[none] = ¥ active

Parent Account Account Type

I[nnne] ;I I[nﬂne] ;I

cancel [ save and complete
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o Enter the new Account Number — Escapia allows you to define your
own account number format, however, it is suggested that you use the
Escapia predefined account numbering conventions. Enter the desired
account number in this field (e.g. 1010 is the default trust bank account
number and 2300.1000 is the default management fee income account
for the business). The Chart of Accounts sorts alphanumerically on this
field.

e Enter the account’s description in the Account Name field. Examples
are Advanced Deposits and Unit Income.

e The Subledger Type field associates an account with one of Escapia’s
subledger types or no subledger type (General). This field is displayed in
the Ledger column on the chart of accounts list. This field allows the
user to identify and group the main categories of entities entitled to a
share in the Trust Bank Account. The Escapia subledger types are
Business, Owner, Unit, Vendor, and Customer. The General type is also
used to offset transactions posted to subledger type accounts.

e The Parent Account field is an optional use field. Its sole function is to
allow you to indent “sub-accounts” on the chart of accounts list. It is not
used to “roll-up” balances into a specific parent account, however, it is
useful as a visual aid in grouping accounts.

e Account Type—Escapia has an extensive set of account types.
Examples are Bank, Other Current Asset, Other Current Liability,
Accounts Payable, Income, Expense, and Equity.

After you have entered account information in the five fields described above,
click the Save button.

Accounting > Open Account : Management Fess

Account Number Account Name Subledger Type

I?SDD 4000 IMﬂnﬂgEmEnl Fees Business x| I Active
Parent Account Account Type
[ 2200 - Payable to Business x| [other Currert Liskity =]
cancel delete ) cave

The Transactions Tab in the Open Account Ul allows you to view individual
transactions between any starting and ending date. You may also filter
transactions on the individual subledger entities, depending on subledger type,
as well as make searches based up text data entered in the memo field.

Accounting > Open Account ; Management Fees

~General | ransactons |

Statt Crate End Cate Business Mermo Text
e 2006 [FE>| 0602006 [FEl| [alenties =] | Search |  Resst

4 Mew Journal Entry
Date Doc. Number Document Subledger Entity Meme Debit Credit Amount
6142006 JE-00007 21 Training Certer  Management Fee 350.00 (350.000 =~
B 12006 JE-O0007E3 Training Certer  Cwwner Yeb 7.50 (357 500
EM2006 JE-0000790 Training Certer  Crvnet Wish 7.50 [365.000
612006 JE-0000791 Training Certer  Crvner 'ieh 7.50 (372500
Br212006 JE-O000087E Training Certer  Management Fee (long term) 360.00 (732.500
6r3/2006 SJE-O00 067 Training Certer  Managemeant Fee 400.00 (1,132,500
BAI2006 JE-0001 063 Training Certer  Open/Close Fee 10000 (1,14250)
632006 JE-ODDM 073 Training Certer  Management Fee 200.00 (1,342,500
BII2006 JE-0001 075 Training Certer  Open/Close Fee 1000 (1,352.50)
615/2006 JE-O000E76 Training Certer  Management Fee 125.00 (147750
Bi15/2006 JE-O000BE0 Training Certer  Credit Card Fees 1125  (143875)
11 items

cancel ) delete save
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This interface allows the user to drill down to view more detailed transaction
information by clicking on the blue Doc. Number link for each row.

Accounting > Open Journal Document

Open Journal Document - Management Fee
Journai Document

JE-0000721 | | Posting Lser Support User
Document Type Owner Contract Charge | | Folffo Nuxibar nia
Status Posted | | Booking Number BKG-00002
Referance Mumbar nia | | Jowrnal Document Template AutoManagement
Posting Date 6/1/2006 | | Amount 350.00
Journal Transactions | Relsted Documents | Notes
Journal Transactions

Account Subledger Entity Joumal Transaction Memo Debit Cradit
23001000 - Management Fees Training Certer Management Fee 0.00 35000 =~
30001300 - Management Fees ASPENOT Management Fee 350.00 000 -
2 iternis)
| Totals 35000 35000 |
‘ Journal Document Balance 000 |
Cloze | Edit I Delete | Reverse |

This screen allows the user to view useful information such as the Journal
Document Type, status, reference number, posting date, posting user, folio
number, booking number, and journal document template. It also allows you to
view all the offsetting entries associated with the transaction, including account

number and description, Subledger Entity name, Memo, and debit and credit
amounts.

The Related Documents Tab allows the user to see any related transactions. In
this example, the related transaction shows the automatic allocation to an
owner’s subledger that takes place when an amount is posted to a specific unit.

Accounting > Open Journal Document

Open Journal Document - Management Fee

Jourrnal Document JE-0000721 | | Posting User Support User
Docantent Type Owner Contract Charge | | Folfo Mumbar nia
Status Posted | | Booking Number BKG-00002
Reference Niwmber nla | | Joarwal Docament Tomplate AutoManagement
Posting Date 6/1/2006 | | Amount 350.00
Journal Transactions || Relsted Documents | Motes
Related Journal Documents

Doc. Number Fosting Date Type temo Template Entry Date  Status Amount

JE-O000722 62006 Unit Owwner Expense Allo... Management Fee 5124/2006 Posted 35000 =

1 itemis)

Close | Eclit | Delete I Reverse |

By clicking on the “AutoManagement” link (shown above in underlined blue), the

user may view the Journal Document Template used to define the Debit and
Credit entries for this transaction.

Accounting > Open Journal Document

Journal Document Template

Template Code Journal Document Type Description Import Code Statement Order
IAuiuManagemsrrt IOWner Contract Charge LI IManagemerrI Fes I IU I Inactive
Journal Tr ion T
Debit Subledger Type  Debit Account Debit Subledger Entit;
Junit -] [2000.1300 - Management Fees =l [fom cument context |
Credit Subledger Type  Credit Account Credit Subledger Entit
[Business - [2200.1000 - Management Fees | [tram curent contest = | Delete |
Add Journal Transaction Template I

Cancel Save
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Unit 3: Journal Documents

The Journal Documents Ul also serves several purposes. It is the main
interface for posting General Journal Entries. It is also a tool for reviewing and
auditing all transactions posted to your General Ledger.

Accounting > Journal Documents

Journal Documents

Document Mo, Memo Text Arnount Status Balanced -
I I I " lm Posting date * [E—
©n or After ©n or Before Reset
Type Document Template Posting User |05!01 008 ‘,} |05f30r2005 ‘,}
IA\I Types LI IAny Template LI IA\I Users ;I
Action « 4¢ Mew General Journal Entry
[~ DocNumber Posting Date Type Mzma Template Posting User Entry Date Status Amount
r BIZ302006 Booking Depost Final Depost AutoDepBooking SN 52006 Unposted FEEE TS =~ |
r EM152006 Booking Charge Housekeeping Fee CatHousekeeping  Support User 513002006 Unposted $100.00
r 6152006 Booking Charge Linens CatHousekeeping  Support User 513002006 Unposted $6.00
r 6152006 Booking Charge Reservation Fee CstResFee Support User 5f30/2006 Unposted $50.00
r Br222006 Booking Charge Housekeeping Fee CstHousekeeping  Support User 62006 Unposted $100.00
r Br2252008 Booking Charge Linens CstHousekeeping  Support User Bf12006 Unposted $5.00
r GI2202006 Booking Charge Reservation Fee CstResFee Support User 612006 Unposted $50.00
r /262006 Booking Charge  Housekeeping Fes CatHousekesping  Support Lser BH32006  Unposted $100.00
r Gf262008  Booking Charge  Linens CstHousekeeping  Support User BH32006  Unposted $5.00
r BI2EL2006 Booking Charge Reservation Fes CstResFee Support Usey 61362006 Unposted $50.00
r BI26/2006 Booking Charge Linens CatHousekeeping  Support User 61132006 Unposted $800 _ |
r 612642006 Booking Charge Reservation Fee CstResFee Support User 6132006 Unposted $50.00
I JE-0000137 672006 Booking Charge Reservation Fee CstResFee Support User 4719/2006 Posted $50.00
™ JE-0000214 2006 Folio Parymert Check: Mary Quitecontrary #1234 Support User 412602006 Posted $1,200.00
™ JE-0000219  6/2/2006 Short Term Rental  Unit MeswUnit from 541 /2008 to 8/31/2006 AutoRent Support User 4726/2006 Posted #1,200.00
™ JE-0000220  6/2/2006 Unit Crvner Income Unit MesweUnit from 54/2006 to 8/31/2006 A4/26/2006 Posted $1,20000
I~ JE-ODOOEEE  GMS2008 Short Term Rental  Unit MinHawen from 6 52006 to B/24/2008 AutoRent Support User 51 BI2006 Posted $500.00
I~ JE-ODO0EE?  GMS2008 Unit Owvner Income Unit MinHawen from 6 52006 to B/24/2008 51352006 Posted $500.00
™ JE-OD00EES  GMSI2006 T King Courty Tax AutaTaxkingCourity: 5i1 812006 Posted $10.00
™ JE-0000EES  GMS2008 Tax Wiashington State Tax AutoTaxdss State Si1812006 Posted $32.50
I~ JE-0000670 GM52006 T Seattle City Tax AutoTaxSeattle 5i1 812006 Posted §6.50
I~ JE-ODODE7E 611552006 Owwner Cortract Management Fee AutoManacement  Support User 51972006 Posted F125.00
™ JE-O000B77  G15i2008 Unit Cravnier Management Fee SM92006 Posted F12500
0 of 50 selected 12345 HNERT

The first thing you will notice about this program is the powerful set of display
filters at the top of the screen. These filters allow you to search on your general
ledger database transactions for specific things such as a document number,
specific text in a memo field, a dollar amount, and posting user. Let’s go over
some examples for using this powerful filter.

Journal Documents

On ar After O or Before

|ogam 2008 [l oessnizans [FElY]

Document Mo, Memo Text Amount Statug Ealanced FRp———"
— [
| [ | Any Status x| [an ] [|Fostng dete Search
Reset

Type Document Templat

IAII Types j IAn\f Template  |posted ers j
eversed
‘ Action v ioid 4 Mewy General Journal Entry

The Status filter allows you to filter for only those transactions which are
unposted, posted, reversed, or void. For example, if you wanted to view all
checks voided between May 1 and June 30 you would set your filters as shown
below and click the Search button.

Document Mo, Memo Text Amaunt Status Balanced
[ [vaa =]|[an = [ty aat =] %

Type Document Template Posting User [|”;’”'1 rz‘uurs == ‘UEBBEE‘,U; |,,|] Reset
IAH Types w | | Any Template hd IAI\ Users vl ] ]

Action v < Mewr General Journal Ertry
[ DocMumber Posting Date Type Mema Template Posting User Entry Date Status Amount
™ JE-0001095 6972008 Outgoing Payment |, Auto Payablz Support User 6/9/2006 ol $0.00

0af1 selected
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The results set for the above filter is a single payment on June 9. By clicking on
the row in the result set, you may drill down into the details of this transaction.
Click the Reset button to clear out your filters for the next entry.

Journal Documents

Amount Status EBalanced

I IAny 'Stalus:l INUI Balanced:l

Document Mo, Memo Text

4l Dates Search
On or After ©n ar Before Reset
Type Document Template Pasting User ,,1 v]
IAI\ Types | IAny Template | IAII Users = — —
Action v = Mew General Journal Entry
[~ DocMumber Posting Date Type hhemo Template Posting Lser Entry Date Status Amount

Mo results were found within the specified criteria

0of 0 selected

The example above is looking for any “Not Balanced” (or Out of Balance)
transactions for “all dates”. After clicking the Search button, the results screen
shows that no out of balance transactions were found. Note that it is very rare
that you will ever see an out of balance transaction in Escapia.

The Type filter allows you to filter for specific transaction types. Below is a
sample list of some of items in the Type dropdown list:

General Journals

S/D Refund

Invoice

Folio Charge

U/O Income Alloc

Outgoing Pmt

Booking Deposit

Owner Charge

U/O Exp. Alloc

Bank Deposit

Security Deposit

Recurring Chgs

Bill

CC Settlement

Booking Charge

Folio Credit

Folio Refund

Folio Charge

Folio Payment

Bank Adjustments

Incoming Pmt Tax ST Rental Rev. TA Commissions

The following example filters for folio refunds with a posting date between 5/1/06
and 5/31/06.

Journal Documents

Document No. Memo Text Amount Status Balanced PR———y I
nsting date vI
| [y status =] [an =1 Sesrch
T OF After ©n or Before Reset
Type Document Template Pasting User ”USM 2008 ‘v! |Usm 2006 |,,!
uFuliU Retund ;I JI Any Template LI IAI\ Users ;l |
Action = 4r Mew General Journal Entry
[~ DooMumber Fosting Date Type Meme Template Fosting User Entry Date Status Amount
[~ JE-O000283  SM/2006 Folio Refun Folio Refun by Credit Card Support User SH 2008 Poster $1,94206 =
[ JE-00DO288  S5M/2008 Folio Refunc Folio Refund by Credit Card Support User SM 12006 Posted $1,972.06
[~ JE-0000S74  SME2008 Folio Refund Folio Refund by Check Support User 51 Bi2006 Posted $1,013.36
[~ JE-0000584  5/8/2008 Folio Refund Folio Refund by Check Support User 51 BI2006 Poste F6500 -
i P
0 af 4 selected

A final example shows a search for a $150 posting made by a specific
employee—Geoff Stevens. The result set shows the initial folio charge for
damages charged to a guest as well as the offsetting Bill to a vendor for fixing

the damage.

Journal Documents

Docurnent Mo, Memo Text o Stabus EBalanced D
-

[ 15000 | [Any status =] [an =1 = Search
Type Document Template Pasting User | Resat
IAI\ Types ;I IAny Template LI UGeoff Stevens LU
Action v 4 Mewr General Journal Ertry
[~ DocMumber Fosting Date Type Memo Template Posting User Entry Date Status Amount
[T JE-0001147  B11i2006 Folio Charge Additional Clean - Carpet DamageCharge- Geotf Stevens 61472006 Posted F150.00 =
[~ JE-0001148 61202006 Bill Special Carpet clean - pet stain unit BHO2 Geotf Stevens 61472006 Posted F150.00 ~

0of 2 selected
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Once you have found a desired transaction by use of the filters, you may edit or
delete certain transactions (depending on whether the transaction has been paid
or not).

General Journal Entries

General Journal Entries are used to make adjusting entries which cannot be
made through other standard Escapia program interfaces. These can be
transactions used to correct posting errors, post marked-up invoices to owners,
transfer funds between subledger accounts, enter opening balances, or just
about any transaction which you can’t post through a standard interface.

The program requires that you enter a balanced double-entry transaction—that
is, total debits must equal total credits. If the general ledger account you are
posting to is associated with a subledger account (eg. Business, owner, unit,
vendor, or customer), a dropdown list of existing subledger accounts will appear
on the posting interface.

To begin a new General Journal Entry (GJE), click the +New General Journal
Entry button located on the right side of the Action Bar.

Accounting > Journal Documents

Journal Documents
Document Mo, Memo Taxt Amount Skatus Balsnced Erev—
lﬁ' e——
I I [ [any status =] [an 4| osting date Search
Reset
[

©On or After ©On or Befare

05012006 [TE>| |osrniz00s [[E)v

Type Document Template Posting User

|A\I Types ;I IAny Template ;I IAI\ Users

Action + [  Mew General Journal Entry
[~ DocNumber Fasting Date Type Mzmo Template Fosting User Entry Date Status Amount
r B/2372006 Booking Deposit Final Deposit LutoDepBooking SM5/2006 Unposted 66673 =]
— 612202006 Booking Charge Housekeeping Fee CstHousekeeping  Support User 6172006 Unposted $100.00
— 2202006 Booking Charge  Linens CstHousekeeping  Support Liser B 12006 Unposted 300
Il RIOPIANR Fankine Charne Resens: Ao Fas rtResFae Sumner |laer it 100R linnasted &0

This opens the General Journal Entry interface. Enter a Posting Date and a
description of the transaction in the Journal Entry Memo field. If this is an
Opening Balance transaction, click the Opening Balance checkbox. Note that
the posting date determines the period in which the General Journal Entry
transaction will appear on ledgers and owner statements. Because you often
wish to include the memo description in individual transactions, it is a good idea
to highlight and copy the memo field to your Windows clipboard (left click and
drag across the text, right click in the memo field, and click on “copy” in the drop
down menu). You may then paste this text into the individual transaction memo
fields.

Accounting > Journal Documants

General Journal Entry

Posting Date Journal Entry Memo
12m10005 [FE]w [opening Batance - James wilsan (warking capial) ¥ Opening Balance

Journal Transactions
Action = 4 Add Journal Transaction

I~ Account Subledger Entity Joumnal Transaction hema Debit Credit

Mo journal transactions esxdst for this journal entry. To add a journal transaction, click 'Bdd Journal Transaction’

0of 0 selected

Met Balance Total Debits Total Credits
[0 0o [s0.00 [s0.00

Next click on the +Add Journal Transaction button on the right side of the Action
Bar. This opens an Add Journal Transaction dialog where you will enter the
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debit or credit side(s) of a transaction. In our example, we are entering an
opening working capital balance for owner James Wilson.

First we will enter the debit side to this transaction $250 to the Trust Bank
Account by selecting the appropriate G/L account from the Account dropdown

list.

Posting Dake

General Journal Entry

Journal Entry Memo

| [oTepr———— i
1205102005 |y | ¥ Opening Balance
Journal Transactions
Action =
I_ Account Subledger Entit Inlﬂ
Mo joL PN m— nsac
[zelect] - L
0 of 0 selected ot _I
ESDEDE ]C R 1 Debit Credit —
- Cash on Han ’
: Trust Bank Account I 0.00 I 0.00 Drehit:
1100 - Credit Card Clearing 0
1200 - Accounts Receivable
2000 - Advanced Deposits
2100 - Security Deposit Holding
2153 - Folio Transfers - Clearing —

2200 -

Markup Account

22001000 - Litt Tickets

Complete Debit side of he transaction by pasting (click in the memo field and
press the Ctrl+V keys on your keyboard) the memo from the Windows clipboard
to the Add Journal Transaction popup memo field and entering the desired
amount in the Debit field. Then click the “Save” button.

General Journal Entry

Posting Date

Journal Entry Menmo

12312005 [l [T ¥ Opening Balance
Journal Transactions
Action =
I™ Account Subledger Entit /3 Add Journal Transaction - Microsoft Internet Explorer - 18] x|
Mo jou Account nsaction
|1010 - Trust Bank Account =l S
0 of 0 selected
Memo Debit Credit
IOpening Balance - James Wilzon (war I 250| I 0.00 Drebits
0
carc |

The next step is to post the offsetting Credit side of the transaction. This will be
a $250 credit to g/l account 2400 Payable to Owners. Note that this is an
“Owner Type” ledger account. When you choose this account, a “subledger
entity” field will appear and you must select the desired owner from a list of
existing owner accounts.

Accounting
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General Journal Entry
Posting Date Journal Entry Memo

1243112005 V! IOpening Balance - James Wilzon (working capital)

Journal Transactions
Action «

[+ Opening Balance

|_ Account Subledger Entity
I~ 1010 - Trust Bank Acco...
0 of 1 selected

Journal Transaction Memo

Opening Balance - James Wilson (working capital)

/3 Add Journal Transaction - Microsoft Internet Explorer

=lolx(
=b
Account Subledger Entity b

]
|24DD - Payable ta Owners LI

[select] x|

Memo [zelect]
I Amadar, Kenneth
Amadar, Wictoria -l

Anderzon (Azpen), John
Cancel | Bread, Fred
Kranz, Whitney
Parker (Coast02), Bill and Mary
e

Finish by pasting the memo into the Memo field and entering a credit amount.
Click the Save button.

General Journal Entry
Posting Date Journal Entry Memo

1253152005 V! IOpening Balance - James Wilson (working capital)

Journal Transactions
Action «

¥ Dpening Balance

I_ Account Subledger Entity
[~ 1010 - Trust Bark Acco...

0 of1 selected

Journal Transaction bemao

Opening Balance - James Wilson (working capital)

3 Add Journal Transaction - Microsoft Internet Explorer o =]
e
Account Subledger Entity 5
|24DD - Payahle to Owners LI IWﬂSUn. James LI
Memo Dehit Credit
Iance - James Wilzon (working capital) I 0.00 250

Cancel |

The next screen shows a “balanced” General Journal Entry. If you made an
error in one of the transactions you may delete and re-enter a transaction by
clicking on the checkbox next to it and choosing the delete action from the
Action Bar dropdown list. You would then re-enter the transaction by clicking on
+Add Journal Transaction button and repeating the process shown above.

Note that if you do not click the Post button as the final step of this process, all
individual transaction postings will be lost and you will need to re-enter them.

Also be aware that a GJE must have equal debit and credit totals in order to be
able to post the transaction to the General Ledger.

General Journal Entry
Posting Date Journal Entey Memo

12031 12005 [T [opening Balance - James Wilson (working capital)

Journal Transactions

¥ Opening Balance

Action v 4 Add Journal Transaction
I~ Account Subledger Entity Joumal Transaction Memo Debit Credit
™ 1010 - Trust Bark Acco. Opening Balance - James Wilson (working capital) $250.00 $0.00 =
[~ 2400- Payableto Owners James Wison Opening Balance - James wilson (working capital) $0.00 $23000 ~
0of 2 selected
Mat Balance Total Debitz Total Credits
[0.00 [p250.00 5250 00

Cancel Post
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If you need to edit an exist General Journal Transaction, you my do so by finding
the row in the Journal Documents screen using the filter options. Next click on
the row from the results list. This opens the Open Journal Document Ul which
allows you to view related documents, edit associated transaction Notes, as well
as edit individual transactions and delete or reverse the entire GJE.

Open Journal Document - Opening Balance - James Wilson (working capital)

Journzi Docamant JE-0001201 | | Posting User Support User
Document Type General | | Fofio Number nla
Statas Posted | | Booking Nuwmber nla
Referance Mumber na | | Jowrnal Document Template na
Posting Date 12/31/2005 | | Amount ®.00
Journal Transactions | Relsted Documents | Notes
Journal Transactions
Account Subledger Entity Joumal Transaction hiema Debit Credit
1010 - Trust Bank Account Opening Balance - James Wilzon (working captal] 25000 0.00 =
2400 - Payable to Owners James Wikson Opening Balance - James Yilson (working capital) 000 25000 +
2 item(s)
| Totals 25000 25000 |
‘ Journal Document Balance 0.00 ‘
Close Edt | Reverse
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Unit 4: Folios

The Folio is a ledger used to track and display accounting transactions for
individual guests and tenants. There is generally a one to one relation between
a Folio and a Reservation. However, there may be a many to one relationship
between Bookings and a Folio since it is possible to have more than one unit
booking contained in a single folio. Folios are use to track monies due from
guests in the form of rents, miscellaneous fees, taxes, and deposits. They are
also used to generate refunds of balances due back to guests, such as
refundable security deposits and overpayments.

Sun., Sep. 3, 6:11:50 M

Reservation Booking(s) Faolio(s) Correspondence Transactions

doeDoe | gy FOL-0000002 | | Bookizg Deposits 1072.32 || Paymants 250,00 | | Refunds 0.00
Naine Joe Doe | | Secarity Deposits 250.00 | | Authorizations 0.00 | Charges 1322.32
Created H17/2006 | | Totas Deposit Due 1072.32 | | Otfrar GCredits 0.00 || her Debits 0.00
Current Balance 1,072.32 | | Deposit Dae Today 0.00 | Totaf Credits 250,00 || Total Debits 1322.32
Az npaciad {;/‘ Payment ‘ Credit {%Revund LY charge
Joumal Doc  PostDate  Typs Satus Booking Mzmo Debit Credit  Balance
nia nia Short Term Rental Revenue Unposted  BWG-00004  Unit ASPENDT from 941272006 to 9i15/2006 840,00 840.00
nia nia Tax Unposted  BHG-00004 WWashington State Tax 54 B0 894 60
nia nia Tax Unposted  BWG-00004  King County Tax 1680 811.40
nia nia Tax Unposted  BHG-00004  Seattle City Tax 1082 822.32
JE-0000006 4472006 Security Deposit Posted BHG-00004 Security Deposit 25000 117232
JE-DDO0B33 5482006  Folio Payment Posted 22 Joe Doe Visa 1111 250,00 92232
o 91552006  Booking Charge Unposted  BHG-00004 Housskesping Fes 100.00 102232
o 91552006  Booking Charge Unposted  BHG-00004 Reservation Fee 5000 107232
Journal Bog Memo Type Booking Due Date Refund Date  Status Amount  Amt Paid  Amt Due
JE-0000006  Security Deposit Security BKG-00004 41 7/2006 Q3072006 Paid 250,00 250 00 oo
JE-0002360  Intial Deposit Booking BHG-00004 311 3/2006 nig Mot Paid 53616 000 53616
nia Final Deposit Booking BHG-00004 571 2/2005 nig hot Paid 53616 0.00 53616

The Folio is the third tab on the Open Reservations screen. It contains three
informational sections:

The top section displays Reservation information such as the Guest
Name, booking creation date, current folio balance, booking deposits,
security deposits, deposits due today, total payments received, other
credits, total credits, refunds, charges, other debits and total debits.
The middle section shows transaction details on a reservation. These
details include rental amounts, taxes, security deposits, booking charges
other than rent, and payments received.

The bottom section displays Deposit information such as whether a
deposit due is a refundable deposit such as a security deposit or
advanced payments on charges which are called booking deposits. It
also shows the due date for each deposit due amount, a refund date if it
is a refundable deposit, and amounts received and applied against a
particular deposit.

There are four process buttons included on the Folio Screen

o Payment—this button opens the Receive Folio Payments window.
Use this screen to post payments received from a guest which are to
be applied against the charges on a particular folio. Payments
received may be in the form of cash, check, or credit card. The
screen below shows the information required to process a credit card
payment from a guest which will be applied against the folio from
which this window was opened.
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2} Receive Folio Payment - Microsoft Internet Explorer

Payment Method Received From Apply To Folio Posting Date Payment Amt
Credit Card % 09/03i2005 [T 0.00

Terminal Reason for Payment
sdc for pretend % | | Advanced Depost

O Billing address same as mailing address
Billing Phone Number
Sayedlcard +1 (206) 626-5860 ext. 208 | (7] 2. number

“iza 1111 (Joe Doe) Billing Address Line 1
% 123 Main Street

Mame as it appears on credit card Eilling Address Line 2

Joe Doe

Card Number Expiration Date City State Postal Code
MM M0 yyyy ™ Anvycity L, 99999
Save credit card number {card verification number can not be saved) Country
United States b
Card Yerification m— (|ast 3 digits on back of card)
Mumber: || 7% Show me | Amex

Motes [Confidential - Business Internal) |

|
[ Cancel ] [ Save ]

The required fields on a Receive Folio Payment credit card entry are:

e Payment Method — Credit Card — note: this field is used to
determine the type of payment received—Credit Card, Check, or
Cash. Credit Card is the default entry for this screen.

¢ Received From—since the payment window is opened from a
specific folio, this field will be automatically populated with the current
customers contact name and cannot be changed.

o Apply to Folio—defaults to Yes and cannot be overridden.

o Posting Date—for Gateway folio charges you should not change
from today’s date. For manual terminals, any date is accepted.

e Payment Amt—the amount being credited to the folio and charged
against the customer’s credit card account

e Saved Card—if no previous card has been used on this folio, or
used by this guest, the only item in this list will be (new card). Cards
previously used on this folio or cards included in the guests Payment
Account records will also be displayed. You may click on an existing
row to automatically populate the Card Number and Expiration Date
fields below.

¢ Name as it Appears on Credit Card—this does not have to be the
Guest’'s Name, however, that’s the default value in this field. If the
card being charged belongs to someone other than the guest, enter
the appropriate name.

o Card Number—if the card being charged is not displayed in the
Saved Card field, enter the new card number. Do not include spaces
between the numbers.

o Expiration Date—this must be a valid future date. Expired cards will
not be accepted.
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e Save this Card Number checkbox—if you wish to save the card
number in the Guests Payment Account for future use, leave this box
checked.

¢ Billing Phone, Address, City, State, Zip Code, and Country are
required fields. If you check the checkbox above the address, this
field may be automatically populated from the Guest Address record.

Non-required fields are:

e Card Verification Number—some gateway merchants require that
this number be submitted. If not, there’s no reason to enter it since
this number is not permitted to be saved in the database.

¢ Notes—enter anything you wish to annotate this payment. This field
is viewable to the business only and is not seen by the guest

Click the Save button to submit this entry for authorization through the gateway
or to post a manual card to the guest Folio.

The following screen shows the fields required for posting a check received from
a guest.

2} Receive Folio Payment - Microsoft Internet Explorer

Payment Method Received From Apply To Folie Posting Date Payment Amt

Check v 09/0402005 [T 0.00

MName (as printed on Check) Check Number Drrivers License Murber  State Issued
Joe Doe

Phone Mumber
+1 (208) 636-6360 ext. 205 LS. number

Motes [Confidential - Business Internal)

[Cancel ] [ Save ]

e Payment Method — Check — note: this field is used to determine the
type of payment received—Credit Card, Check, or Cash. Credit Card
is the default entry for this screen.

¢ Received From—since the payment window is opened from a
specific folio, this field will be automatically populated with the current
customers contact name and cannot be changed.

o Apply to Folio—defaults to Yes and cannot be overridden.

o Posting Date—Any date is accepted.

e Payment Amt—the amount being credited to the folio.
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¢ Name as Printed on Check—this may differ from the
Customer/Reservation name.

e Check Number—enter the check number on the check received.
This must be a numeric field. If there is no check number or the
number contains text, enter any number or the numeric portion and
exclude text characters.

The rest of the data entry fields on this screen are optional.

The General Ledger distributions for payments received through the
Folio Payment process are:
e Credit Card
o Debit 1100 Credit Card Clearing
o Credit 2000 Advance Deposits
o Debit 1010 Trust Bank Account
o Credit 1100 Credit Card Clearing
e Check or cash
o Debit 1000 Cash on Hand
o Credit 2000 Advance Deposits
Note: Checks and cash do not post to the bank account until
a deposit entry is created in Accounting>Banking>Deposits.

Folio Credit

The next process button on the folio is the Credit button. This button will open a
window which will allow you to apply credits other than payments received
against the folio. Examples of folio credits are transfers of security deposits
from previous stays, gift cards, credit for unexpected problems with a unit,
underpayments on a folio of small change amounts.

3 New Folio Credit - Microsoft Internet Explorer

Document Template  Credit Amount  Posting Date

Tramsferin - % 150.00| |09m03/2005 [TE|v

Mates [Confidential bo Business) %
Transfer of security deposit from previous stay -- Res-000001.

[ Cancel ] [ Post Credit |

Predefined Journal Document Templates (JDTs) are selected from the
Document Template dropdown list and are used to define the debit and credit

entries for these credit transactions.

Refund
The Refund button is the third process button on the Folio screen. It may be

used to generate security deposit refund checks for a particular guest. It may
also be used to create credit card charge back refunds on overcharges.
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The Refund Method may be check or credit card. You may also choose to
refund a Folio amount, which will appear on the folio screen as a debit that
offsets a credit balance on the folio. Or it may be a security deposit refund

which doesn’t appear on the folio. It is displayed on the Refunds Tab of the
Security Deposit record.

2 Folio Refund - Microsoft Internet Explorer

Refund Method Posting Date Due Date
[check  ~| |nam3ooos [ [~ [l Pay Now
Credits Applied Refunds Applied Refund Date Card Balance Refundable Amt.  Select Refund Amount  Refund Amount
[ Folia 250,00 .00 nia nia 250,00
Security Deposit 250,00 000 9/30/2008 nia 25000 |Due ToCustomer v | | 25000
1072 selected
[ Total 250.00 |
Refund To
Refund Mates (Confidential - Business Internal) m
[ Cancel ] [ Generate Refund ]

The final process button on the Folio screen is the Charge button. This process
is used to create debit entries—additional amounts due from guests and
tenants. A common use of the Charge button is to post damage charges after
the guest has stayed and the revenue from the folio has been processed.
Therefore, unless you reverse the revenue process—thus reopening the booking
for additional charges--the Folio Charge is the only way to post additional
amounts due on a folio.

2l Post Charge - Microsoft Internet Explorer

Charge Type Charge T. 1 Document T 1 Posting Date Charge Amount

L3 |[new charge...] v| |[Seled] v| | D.DD|

Tax From Dffice
s Main Office

[ Rent A State Tax [J Rent King County Tax [] Rent Seattle City Tax

Charge Mates (Confidential to Business)

The first field in the Post Charge screen is the Charge Type dropdown. There
are two choices in this field:
o Folio Charge—a debit for this charge will be applied against the folio
(G/L account 2000 Advance Deposits) and will appear as a debit on the
folio details section.
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o Security Deposit Charge—a debit for this charge will be applied against
the refundable Security Deposit record (G/L account 2100 Deposits
Held). This debit will not appear directly on the folio screen. However if
you open the Security Deposit record by clicking on its row on the folio, a
Security Deposit window will appear and this posting will appear in the
Charges tab of this screen. This debit will reduce the amount maintained
in the guest’s security deposit by the amount of the charge.

The screen below shows how to post a charge against a security deposit
record.

2l Post Charge - Microsoft Internet Explorer

Charge Type Charge T. 1 Document T 1 Posting Date Charge Amount
| Security Depost Charge % | | [newy charge...] | | DamageCharges-S0 0904,/2006 |V| | 1SD.DD|
Security Deposit Tax From Office
Security Deposit

Mermno

|Damage to dining room takle |

Charge Mates [Confidential to Business)
Guest admitted damaging table and agreed to $150 charge against 50|

The screen below shows that the damage charge has been applied against
the security deposit record.

Open Security Deposit

Journal Docunient JE-0000006 | | Daposit Typa Security | | Amount 250.00
Document Type Security Deposit | | Posting User na | | Paymants 250.00
Document Template AwutoDepSecurity | | Reservation Nambar RES-00002 | | Refunds 0.00
Status Posted | | Fofio Nunibar FOL-0000002 | | Chatgas 150.00
Creation Date 41772006 | | Booking Number BKG-00004 | | Dwe From Customar 0.00
Customar Joe Doe | | Due To Custonier 100.00
Mema Posting Date Refund Date Due Date Amount
Securty Depost | oas7sz008 [EE]v| [nasm0mz00s [FE| [oan7izoos [ | 250,00
Refund Policy
Refunds | Charges
Action «
[[] Joumal Doc  Date Status Mema Amount
[] JE-0002704  944/2006 Posted Damage to dining room table 150.00
00f1 selected

| Total Charges 150,00

The charge against the security deposit appears in the charges tab. It may
be edited or deleted using the Action bar. Note the net Due to Customer
amount in the upper right corner of the screen. This is the amount now
available for refund on this security deposit record.
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Unit 5: Subledgers — Transactions Tabs

As described in the Introduction to Accounting at the beginning of this guide,
entitlement to funds in a trust account is accounted for in subledger accounts.
The subledger types are Business, Owner, Unit, Vendor, and Guest/Tenant.
Escapia provides access to subledger information through Transactions Tabs
found in the individual Contact records and the Transactions Tab found in the
Manage Units record. These tabs are a very effective means of determining
what makes up the current account balance as well as a means to review
transaction history.

o Owner Transactions Tabs—are accessed from the Find Contacts icon
above the Menu Tabs. Click Find Owners. Filter for and choose from a
list of owners by clicking on the desired owner’s row. This opens the
Owner Contact record. Next click on the Owner Trans. tab.

Transactions
Start Date End Date ccount
oaim 12006 [T [oait 2006 [ | [any account] v
Date Acoount Journal Doz Dacument Mema Debit Credit  Balance
Balance Forward 000
B /2006 2400 JE-0001831 Qwvner Web 750 (7.50)
B 2006 2400 JE-0001850 Morthly Managemert Fes % 50.00 (57500
B 2006 2400 JE-0002026 Advertising Expense 50.00 (107 .50)
Bid/2006 2400 JE-0002515 Unit Garden from 73072006 to 5472006 775.00 BE7 .50
Bid/2006 2400 JE-0002531 Management Fee 23250 435,00
542006 2400 JE-0002535 Clean Fee 150 00 285,00
BIS[2006 2400 JE-0002075 Weekly Lawn 10000 185.00
/1 0/2006 2400 JE-D002271 ASPENDT Maintenance 20.00 165.00
/12/2006 2400 JE-D002353 Weekly Lawn 100.00 B5.00
/1 9/2006 2400 JE-D002570 Weekly Lawn 100.00 (35.00
Bi24/2006 2400 JE-0002446 ASPENDT Housekeeping 8/2406 2300 (B0.00
Bi24/2006 2400 JE-0002448 AZPENDT Housekeeping 8/2006 125.00 (183.00)
Bi25/2006 2400 JE-0002470 Unit ASPEMO from 5/22¢2006 to 6/25/2008 §00.00 615,00
Bi25/2006 2400 JE-0002485 Management Fee 260.00 33500
Bi26/2006 2400 JE-0002571 Weekly Lawn 100.00 23500
843172006 2400 JE-0002534 BLO-0000050  Auto Payakle 235.00 0.00
16 iterns

cancel ) save |

The Owner Trans. Tab displays a balance forward and all the transactions
posted to the owner’s subledger between any starting and ending date
filters. To view a list of an owner’s transactions starting with the owner’s
initial transaction, enter a date in the Start Date that is earlier than this owner
joined your rental program. A starting date such as 1/1/2000 will be certain
to capture all transactions for this owner. The Account filter allows you to
filter on a specific general ledger account. However, since the Owner Trans
tab only displays transactions for account 2400 Payable to Owners, there is
not much point in using this filter. Note: After changing your Start Date
and/or End Date filters, be sure to click the Search button. Otherwise your
display won’t match your date filters.

This screen shows the dates of transaction, g/l account #, Journal Document
ID, Document Number (i.e. invoice number), transaction description, Debit or
Credit amount and a running balance.

Click on the Journal Document link (JE-XXXXXXX) to display the both sides

of the journal entry, as well as the Related Documents tab which provides
details on automatically posted unit/owner Allocation transactions.
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The following screen shows the owner allocation transaction which allocated

rental income from the Unit subledger to the Owner subledger. But it doesn’t
show the originating transaction.

Open Journal Document - Unit ASPENO1 from 8/22/2006 to 8/25/2006
Journal Docantent JE-0002470 | | Posting Lser n/a
Docurrent Type Unit Owner Income Allocation | | Folio Nember nia
Status Posted | Booking Number BKG-00129
Reference Number na | Jorrnaf Docyment Tempiate nia
Posting Date 8/25:2006 | | Amonnt 8040.00
Journal Transactions | Relsted Documents | Motes
Journal Transactions
Account Subledger Entity Joumal Tranzaction Memo Debit Credit
2400 - Payable to Owners John Anderson (Aspen) Unit ASPEMDT from &f22/2006 to 82572008 0.00 800.00
3000.3000 - Allocate TodFrom Crwhner ASPENOT Unit ASPEMDT from 5/22/2006 to 8/25/2006 500.00 0.00
2 item(s)
| Totals 800.00 80000 |
‘ Journal Decument Balance k 0.00 |

To view the originating transaction, click on the Related Documents Tab.

Open Journal Document - Unit ASPENO1 from 8/22/2006 to 82572006
Sournai Document

JE-0002470 | | Posting Lser n/a
Docament Type Unit Owner Income Allocation | | Fefio Number nia
Status Posted | Bookirng Nuember BEG-00129
Referemce Muember n‘a | | Jourral Document Tempiate na
Posting Date 8/25:2006 | | Amonnt 804.00
Journal Transactions | Relsted Documents | hNotes Lk

Related Journal Documents
Doc. Mumber Posting Date
JE-DO02459  G/25/2005

1 item(s)

Type Memo

Template Entry Date  $tatus Amount
AutoRent GE2006  Posted 800.00

Shart Term Rental Revenue Unit ASPENDM from 8/22/2006 to 8/25/2006

Close

Then click on the Doc. Number link (JE-XXXXXX)

Open Journal Document - Unit ASPENO1 from 8/22/2006 to 8/25/2006
Journal Document JE-0002469 | | Posting User Support User
Document Type Short Term Rental Revenue | | Fodio Nambor FOL-0000103
Status Posted | | Booking Number BKG-00129
Raferance Number na | | Journal Document Tomplata AutoRent
Posting Date 8/25/2006 | | Amount 300.00
Journal Transactions | Relsted Documents | hotes
Journal Transactions
Account Subledger Entity Journal Transaction Memo Debit Credit
2000 - Advanced Deposits Bill Meyers Unit AZPEMOT from Si22/2006 to 8r25/2006 500,00 0.00
30001100 - Unit Incotne ASPEND Unit ASPEMO1 from 82272006 to Gr25/2006 000 500.00
2itern(s) [
| Totals 800.00  800.00 |
| Journal Document Balance 0.00 ‘

This shows the originating entry, a Revenue Processing transaction which
debited Advance Deposits (guest subledger Bill Meyers) and credited
account 3000.1100 Unit Income for the ASPENO1 unit. Note the folio link at

the top right corner of the screen. This link navigates directly to the folio for
this transaction for additional analysis of the transaction.

Power User Tip: The Owner Trans. Tab is an extremely useful screen. It is

especially useful in reconciling your monthly owner statements. By choosing
on a period “wider” than your owner statement period, you can easily view
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transactions which make up the Balance Forward amount on an owner
Statement. It is also helpful on the end date side if an expense was
accidentally posted into the next month when it should have been posted
into the current month.

Similar transaction tabs may be found in the Guest Contact record, the
Vendor Contact record, and the Manage Unit record. Presently, there is no
transaction tab for the business. You may view business transactions,
however, by specific general ledger account in the Chart of Accounts
transaction tabs for Business type g/l accounts. Another way to view
business transaction detail is to run the Transactions By Account report and
filter on specific dates with an account range of 2300 Business Payables and
2300.9000 Business Payouts.
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Unit 6: Process Booking Revenue

One of the main accounting functions in any vacation rentals software
application is the distribution of rents, commissions, taxes, and miscellaneous
fees to the appropriate subledger accounts for payment to those entities. Once
again, the methods and business rules for these distributions vary widely for
different property management companies.

A brief listing of the complexities involved should give you a full understanding
as to why general application accounting software such as QuickBooks falls far
short of meeting your needs. Probably more than any vacation rentals software
program currently available, Escapia has met these challenges head on.

For a single short term vacation rental, the following scenario describes the
steps necessary to make these distributions:

1. Rental income is transferred from the guest ledger to a unit ledger and is
subsequently allocated to one or more owner ledgers.

2. Multiple tax scenarios transfer tax collections from the guest ledger to the
appropriate tax entity ledgers.

3. A commission (or management fee) is transferred from a unit ledger to a
property management ledger and an allocation of the expense is
allocated to one or more owner ledgers. Commissions may be
structured to accommodate a host of variations and calculation
scenarios. For example, you may have a different commission structure
for short term renters than for extended stay renters. Commission may
be based upon a base rental amount or it may include other revenue
generated from the booking.

4. Miscellaneous booking charges to guests are transferred from a guest
ledger to appropriate unit (with associated owner allocations),
management company, or vendor ledgers. These charges can vary
widely and include things such as cleaning and linen charges, booking
fees, pet deposits and fees, travel insurance commissions, amenity
packages such as ski lift and green fees, service fees, as well as a host
of other fees which vary widely by location and season. The charges
may or may not be taxable and may have varying rates. The amount of
the charge may vary by unit and be taxable by location.

5. Travel agent commissions are expensed to appropriate property
management expense accounts and, if required, these expenses are
shared in part or in whole with a unit (and associated owner allocations).
In the case where the travel agent deducts his commission from the
payment to the management company, accounting transactions are
required to accommodate such pre-deductions.

6. Other reservation driven owner charges such as the sharing (in whole or
in part) of credit card discount fees, open/close/inspection fees,
housekeeping fees, linen charges, hot-tub, parking, and amenity fees
(the list is endless) often require special calculations and handling to post
these expenses to the appropriate accounts and ledgers. These fees
may be fixed amounts or they may be a percentage of rents or other
charges. Credit Card fees, for example, may only apply to charges paid
for by credit cards, and exclude those paid by checks or cash.

Accounting Vacation Rental Suite (EscapiaVRS) 62



The above list barely scratches the surface of the complexity involved. Not only
must the transactions listed above be maintained on an individual entity basis in
order to pay proceeds and fees to the appropriate individuals, but balanced
general ledger account transactions are necessary to provide accurate reporting
of these events for those management companies subject to the governmental
audits by state departments of real estate who are required to ensure that
commingling of trust funds have not occurred and that strict accounting
procedures have been followed.

One of the ways in which processing revenue varies between management
companies is the timing involved in the distribution of funds. A factor to be
considered in this distribution is whether or not payment has been received from
the guest as well as considering the possibility that the guest may cancel or
leave early and never complete their projected stay. Escapia provides several
“processing methods” which allows property management companies to choose
a method which best fits their distribution policies.

1. First Night Method — With this policy, rents may be distributed (have a
posting date) when the guest arrives. Property management
companies which choose this method generally believe that there is a
strong likelihood that the guest will complete their stay in the same unit.
They consider the rental contract to be binding at this point, and there
generally is no refund to the guest should the stay be cut short. Long-
term rentals generally use this processing method. A possible
complication with this method is that a problem may occur in the unit
which requires the guest to be moved to a different unit. In such a
situation, a “reverse revenue” process would be required which
reverses all the distributions posted to a particular unit. The dates of
stay and unit corrections would need to be made and revenue would
be need to be reprocessed. Unless the property management
company pays out these distributions as soon as they are posted, the
reversal and reprocessing methods are safe and simple. If payment
has been distributed and the reservation is not completed as posted,
more complicated steps are required to make the appropriate
adjustments. This is one reason why more conservative property
mangers choose one of the next two methods.

2. Last Night Method — This method is considered more conservative
because it reduces the possibility that funds will be distributed before
the contract has been completed. That is, the guest has departed by
the time funds are distributed. Therefore, there is less likelihood that
an owner might be paid for unearned revenue and also reduces the
need to reverse any processed revenue.

3. Departure Day Method — With this method, revenue is not distributed
until the guest has actually left the premises and is one day later than
the Last Night method.

Accounting Vacation Rental Suite (EscapiaVRS) 63



4. Partial Period Method — This method is used by property managers
who wish to pay revenue (and collect commissions) for the period in
which it is earned. This allows owners to be paid the earned portion of
a booking which crosses monthly date boundaries. For example, if a
two week booking has five nights in May and nine nights in June, an
owner will be paid for the earned May revenue at the close of May.
The June revenue will not be distributed until it is “earned”. The
distinction between this method and the three previously described
methods is that with the First Night Method, all revenue for the two
week booking would be distributed in May. For Last Night and
Departure Day Methods none of the revenue would be distributed until
June.

5. Payment Processing Method — This is the most aggressive of all
methods. It allows the distribution of revenue as soon as payment is
received from a prospective guest or tenant. Therefore, if a guest pays
an advance deposit several months prior to arrival, all or a portion of
the payment received could be distributed as soon as it was received.
This method also does not require a “full payment” on a booking in
order to distribute funds. There are risks associated with choosing this
method. If you distribute funds to owners prior to a guest’s arrival,
there is a possibility that you may need to collect these funds back
from the owner if the guest doesn’t complete the stay. Generally,
managers who use this method have contracts that become binding as
soon as payment is received. Others might require travel insurance as
a safeguard against owing a guest previously distributed funds. This
method is frequently used for long-term or permanent rentals. When a
guest pays their monthly rent on the 1 day of the monthly rental
period, the rent and commissions can be distributed on demand.

Accounting > Process Booking Revenue

Step 1

Accounting > Process Booking Revenue

Process Booking Revenue Wizard (Step 1 of 3)

Selectthe processing method and period (if applicable) below:
Processing Method Period Start Date  Period End Date Processing Crate
[Castrignt =] [oem1r00s [EElv] [osm0eo0s [Ev [El» [ Setamanual pracessing date
Dffice
IMain Office VI
cancel | Back | Iext I

The Processing Booking Revenue program provides a three step wizard. The
first field is the “Processing Method” field. Based upon the definitions of the
methods provided above, select a method for the type of bookings you wish to
process from the list below:

First Night
Last Night
Departure Day
Partial Period

pPOON=

Accounting Vacation Rental Suite (EscapiaVRS) 64



5. Payment

Note: The first time you enter Step 1 of the Process Booking Revenue Wizard
after a new log-in, the default value will match the value set in the General
Accounting Setup (Accounting>Setup>General Accounting Setup) Default
Revenue Processing Method field. Each subsequent entry into this program
(until the next time you log in) will be the same as the last time you exited the
program.

Enter the Period Start Date and Period End Date. Because Escapia allows you
to process revenue on demand, there are no constraints on the dates you enter
other than Period End Date must be equal to or greater than the Period Start
Date. However, there are generally practical constraints for entering dates. If
you process your bookings on a daily basis, you may want to enter a start date
from the beginning of the month and an end date of yesterday or today. By
using an early start date, you may catch reservations which had not been fully
paid by their arrival date, last night, or departure date. If you wish to process
revenue for an entire month enter the first day of the month in the Period Start
Date and the last day of the month in the Period End Date.

There are two related fields which you are not required to complete (and in most
instances you will not complete) in this step of the wizard. These are the Set a
Manual Processing Date checkbox and its associated Processing Date field.
These are very powerful tools which give you complete control over the timing of
processing your revenue. When you check the Set a Manual Processing Date
checkbox, the Processing Date field is enabled and defaults to today’s date.
You may override this default date with any date you wish. Note that you may
generate some undesirable results if you enter an incorrect date in this field,
particularly if you enter a date outside of the current posting period. But there
are certain situations where this is desirable. A good example is at the end of
the year. If you are at the end of the calendar year and you have bookings
which cross over the Dec. 31 — Jan. 1 boundary you may want to override which
year to include the rental income. Let’s say you use the Last Night Processing
method and you have a booking which began on December 20 and ended on
January 2. If you didn’t enter a December 31 manual processing date, all of the
revenue would post in January and the owner would probably not be paid for
this booking until the end of January. Sometimes this is desirable and
sometimes it is not depending upon the owner’s desire for revenue and his
sensitivity to 1099 income reporting. A similar situation might arise if a guest
checks in on December 31, checks out on January 10 and your processing
method is First Night. The owner may wish to postpone reporting revenue until
the following year, which would require you to set a manual processing date in
January.

Power User Tip: There is a very important distinction between the Period Start
and End Dates and a Manual Processing Date. The Period Start and End
Dates are still in effect for selecting the bookings you wish to process, even
though you have entered a Manual Processing Date. The Manual Processing
Date only relates to the “Posting Date” of the bookings being processed. For
example, if you were processing bookings for 12/1 through 12/31 using the First
Night Method and your owner contract templates had posting dates set to First
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Night, all bookings which begin in December will be included in the current
“batch” being processed. If no manual processing date were set—all bookings
would have a processing date in December (on the booking’s arrival date). If,
however, you wished the crossover bookings to have a January posting date,
you could set the Manual Processing Date to a January date and process them.
This would override the processing date in the “Processing Method” field in this
program AS WELL AS the processing date set in the Owner Contract
Template(s).

The Office field permits revenue processing by office for those with multiple
offices set up in Escapia. Click the Next button to proceed to step 2.

Step 2

Process Booking Revenue Wizard (Step 2 of 3)

Selectthe bookings youswwant to process and click Mext.
Cwner or Customer Unit Code
[cam =] NN [ Search | _ Clear
[~ UnitCode  FirstNight LastNight Res. Type Customer Proc Status Rent  Payments Balance
[ Az 672006 Bi712006 Rerter Miton Bughner Unprocessed F500.00 4468.06 000 -~
[ azze G/26/2006  6/28/2006  Renter Jon Tate Unprocessed 200000 2464 47 oo
™ any 6172006 BI712008 Renter Evan 3 Gull Unprocessed F500.00 438533 .00
™ 5104 S/2902006 6732006 Renter james selsertest Unprocessed 955.00 119219 .00
I~ B i 6352006 6372006 Rerter Orla cooper Unprocessed 221500 2799.03 000
[~ B205 GMEI2006  6/25/2006 Renter George Jones Unprocessed 4000.00 437594 .00
I~ czo8 B/372006 6M0/2006 Renter Gregory Peterson Unprocessed 2205.00 239695 .00
I~ czo8 B/26J2006 672972006 Renter yessika yoncee Unprocessed 1140.00 134295 .00
I~ cza0 B/472006 B£M13/2006 Renter Gregory Peterson Unprocessed 2251.00 2331.06 .00
I~ D3nd BM172008 BM14/2006 Renter Matt ScaerTest Unprocessed 3500.00 438533 .00
[ e2m B/26/2006  B/29/2006  Renter Jon Tate Unprocessed 800.00 101579 oo
[ Gzos B/26/2006  B/29/2006  Renter Jon Tate Unprocessed 740,00 94335 oo
I~ cee3 5[2612006  E/442006 Rerter Matt ScaerTest Unprocessed 4150.00 517360 000
r Groupl B/Er2006 BM2/2006 Renter Lester Tester Unprocessed 1005.00 128934 000
[ Groupt B/26I2006  Bf29/2006 Renter yessika yoncee Unprocessed 57429 B35 60 ono
™ L220 B/26I2006  Bf29/2006 Renter Jon Tate Unprocessed 500.00 B33 62 ono
™ M4 B f2006 BiBi2008 Renter Matt ScaerTest Unprocessed 150000 197086 ono
™ nast 52402008 B/3/2008 Renter Haren Wade Unprocessed 231000 283672 ono
™ Pazs B/26I2006  Bf29/2006 Renter yessika yoncee Unprocessed 1000.00 1154147 ono
™ 1487 S/28/2008  B/9S2008 Renter Tom Peterson Unprocessed 72000 107821 ono
[T 1487 B/26I2006  Bf28/2006 Renter Jon Tate Unprocessed 40000 55280 ono
[~ WEDNES S/2202008 B 2008 Renter Gregory Peterson Unprocessed 450000 5547 57 ano -
0 0f 22 bookings selacted

Cancel Back et

For processing of the First, Last, and Departure Date type, all fully paid
bookings whose, arrival, last night, or departure date fall with the date range
and processing method set in step one of the Wizard will appear in the details
section of the Wizard’s step 2 screen. This screen displays the Unit Code, first
and last night dates, reservation type, customer name, processing status, rent
amount, payments received, and a booking balance for each booking selected.
There is a checkbox to the left of each row which allows you to select the row for
or exclude from processing. The checkbox next to Unit Code in the column
description row allows you to select or deselect all rows for processing.

There are also three filter settings which may be used to select only certain
bookings for processing. These filters are the “Owner or Customer” field which
works in conjunction with a Name list. This filter allows you to select only the
bookings for a particular customer or all the bookings (including both renters and
owners) for a particular owner’s unit(s). The Unit Filter allows you to select only
those bookings for a particular unit.
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Note that you may highlight and click on a single row on this screen. This will
navigate the program to the Reservation Tabs module. From here you may
open and review this particular booking’s Folio, Open Booking Screen, or any of
the Tabs on the Reservations screen shown below.

A Front Desk  Housekeeping  Service  Accounting  Adrmin Mon., Jun, 28, 1:27:39 PM

Reservations >

Reservation Booking(s) Folio(s) Correspondence Transactions
Reservation Status In Progress [1| | Reservation Mumber RES-00826
Paywent Status paid | | Coufirmation Coda OIF6L
Processing Status Hot Processed Il || Greated 5/26/2006 by Rob Johnson
Reservation Type Renter Canceled na
Reservation Name Travel Insurance Status

QOrla cooper ¥ Rental Agreement Signed Accepted | F] Send Reservation Correspondence
£ Print Reservation
Confirm

Reservation Notes | Customers | Source

Motes Car Rental Information

Flight rrival Information

Flight Departure Information

Correspondence Mote 1

Carrespondence Mot 2

cancel | Save | Save andc\ose'

From the screen above you may click on “Folio(s)” to review the Folio Tab:

# M FrontDesk  Housekeeping  Service  Accounting  Admin Mon., Jun, 26, 1:29:24 PM
e e e ————

Reservation Booking(s) Folio{s) Correspondence | Transactions

O”IEC& Folio FOL-0000929 || Booking Deposits 2799.03 | | Paymrents 2799.03 | | Refunds 0.00
Nawe Orla cooper || Security Deposits 0.00 | | Axthorizations 0.00 | Charges 2799.03
Created 5/26/2006 || Total Deposit Due 0.00 || Dther Credits 0.00 | | Other Debits 0.00
Current Balance 0.00 || Deposit Dye Today 0.00 | Totaf Cradits 2799.03 | Total Dabits 2799.03
Show &1 Types vI Hide Unposted F Payment ‘ Credit % Refund \i Charge
Joumal Doe  FostDate Type Status Booking hiem o Debit Credit  Balance
nia nia Short Term Rertal Revenue Unposted  BWG-01274  Unit B111 _8 from Gi3/2006 to 6:5/2008 221500 221500 A
1=} nia Ta Unposted  BKG-01274  Transient Accommodation 15274 239774
nia nia Ta Unposted  BRG-01274  General Excize Tax 9229 245003
JE-DO13568  S/26/2006 Booking Charge Posted BEG-01274  Damage Waiver Fee 2215 251218
JE-O013569  9/26/2006  Booking Charge Poste BKG-01274  Reservation Fee 50,00 256218
JE-O013570 52602006  Booking Charge Posted BRG-01274  Swedish Massage 75.00 253718
JE-OO135F3  S/26/2006  Folio Payment Posted Check: Crla cooper #1243 2,799.03 (161.85)
JE-O013574  S026/2006  Booking Charge Poste BKG-01274  CSA Travel Protection Insurance 16185 000 «
Joumal Doe Memo Type Booking Due Date Refund Date Status Amount  Amt Paid  Amt. Due
JE-D013572  Balance Due Booking BHG-01274 542006 nia Paid 1399.51 1399.51 000 -
JE-D013571  Inttial Depost Booking BHG-01274  5(26/2006 nia Paid 139952 1393 52 000 j

Close I

Or you may open the Booking and make adjustments to a booking:
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Open Booking - Microsoft Internet Explorer - |EI|1|

Unit B111_8 {Jun 03 - Jun 09) =
First Night Nights Last Night Unit
I 7 |E|111_8 vl Open Wiew
June 2006 July 2006 August 2006 color key...
] T
r
d 1123 1123 4|58
4 6 6 7 & 9 10 & 7|8 910 11 12
1112 13 14 |15 16 |17 13 14|16 16 | 17 18 19
| | 15|19 20 21 22 23 200 21|22 23|24 25|26
! 2728|2930
Adults  Children Free Rate Segrent Arnount Prorated Rate Mame B 2
[" =] Jo =] [o =] [0sms-ceme 5241500 $345.00Daily - Spring | ﬁ'lm ol
; i | PRy |
1 | (Unit Ma Ocoupancy: 10) (B $200.00
Rent Subtotal $2,215.00 | Recalculste I Tax Optians
Boaking Ch Taxahl -
) Rent Charges Tolal I ooKing tharges Texane _I
¥ Charge Subtotal
I Rent Charge o $2,215.DD| $2,215.DE|
I Reservation Fee S126/2006 JE-0013563 o $50.00 $2,265.00
= | swedish Massage S126/2006 JE-0013570 o $75.00 $2,340.00
CSA Travel Protection Insurance AI26I2006 JE-0013574 e §161.85 $2501.85
1 Damage Waiver Fee SI26/2006 JE-0013568 s $22.15 $2,524.00
'[add charge..] ;I COverride | Security Deposits $0.00|
@| pe— " ot Taxes $275.03
ot s orrespondence Motes Booking Total $2,799.03
Pet Movable?
Inone 'l InD 'l Deposits [Load Palicy...] *
Chacl-in vaauach Ch L t vanuack Due Description Amount LI

Cancel | Save |

We will now return to the Process Booking Revenue Wizard—step 2 screen with
several rows checked to be included in this processing batch.

Process Booking Revenue Wizard (Step 2 of 3)

Select the bookings yau want to process and click Mext.

Qwiner or Custorner Unit Code

[ram k| A Search | _ Clear

[ UnitCode  FirstMight LastMight Ras Type Customar Proc Status Rent  Payments Balance
v 4229 6/1/2006 B/7i2006 Renter Mitton Bughner Unprocessed 3500.00 446806 ona _~
v s229 B/26/2006  B/28/2006 Renter Jon Tate Unprocessed 2000.00 2464 47 ono
[ anty BM72006 B/7 12006 Renter Evan 3 Gull Unprocessed 3500.00 438533 0.00
[~ B104 S/28/2006  6/372008 Renter james sellsertest Unprocessed 855.00 119219 000
[ Bi11. 8 /372008 B/972008 Renter Orla cooper Unprocessed 2215.00 279903 0.00
v 8205 BME/2006 6/25/2006 Renter George Jones Unprocessed 4000.00 457594 o.oo
v c208 /372008 602008  Renter Gregory Peterson Unprocessed 2205.00 280695 0.00
[~ c208 6/26/2006 B/29/2008 Renter yessika yoncee Unprocessed 1140.00 134285 0.00
v c3za B£/472006 6M 372006 Renter Gregary Peterson Unprocessed 2251.00 2661 .06 0.00
v D304 612006 6472008 Renter Matt ScaerTest Unprocessed 3500.00 4385.33 0.00
[ E201 6/26/2006  6/29/72006 Renter Jon Tate Unprocessed 500.00 1015.79 000
[~ zoos B/26/2006 B/29/2008 Renter Jon Tate Unprocessed 740.00 94335 000
[ G663 572602006 6/472006 Renter Matt ScaerTest Unprocessed 4150.00 517360 000
| Groupl B/BI2006 BA2M2008  Renter Lester Tester Unprocessed 1005.00 128934 000
[l Groupl B/26/2006  6/2972006  Renter yessika yoncee Unprocessed 574.29 69560 000
™ L220 B/26/2006 B/29/2008 Renter Jon Tate: Unprocessed 500.00 B53 62 000
™ maa 612006 B/6r2006 Renter Matt ScaerTest Unprocessed 1500.00 197086 000
™ naa S/2412006  B/372008 Renter Karen Wade Unprocessed 2310.00 283872 0.00
[~ pazs B/26/2006  6/29/2006 Renter yessika yonces Unprocessed 1000.00 116417 000
[~ 1467 S/2612006  B/Ar2008 Renter Tam Peterson Unprocessed 720.00 107921 0.00
™ 1467 B/26/2006  B/28/2006 Renter Jon Tate Unprocessed 400.00 53280 ono
[~ WEDNES 5/2202006  BM2008 Renter Gregory Peterson Unprocessed 4500.00 5547 57 000 -
& 0f 22 bookings selected

Cancel I Back Mext

When you are confident that you have selected all the bookings you wish to
process at this time, click the Next button. Note that there are users who may
need to process hundreds of bookings. The Process Booking Revenue screen
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can only select 50 bookings at a time per processing batch. So it may require
you to run several batches to complete your revenue processing.

After clicking the Next button a progress bar will appear on Step 3 of the wizard.
When the progress bar reaches 100%, a Process Booking Revenue Summary
Screen will appear. This screen is divided into two sections: Processing
Results and Tasks. The results screen provides summarized information about
the batch such as the date and time the batch was run, the number of
reservations in the batch and the number of successful and failed updates.

A Escapia Vacation Rental Suite 3.8 - Microsoft Internet Explorer

# Reserva Si uritin

Mo, Aug, 28, §:02:09 AM

Process Booking Revenue - Summary

Processing Results

Batch Number BAT-00176 (7] View Batch Report View Affected Journal Documents...
Date 8r28/2006 8:01:00 AM =) Print Batch Repaort

Total ltems 7 #) Export Batch Report

ftems Succeeded 7 3, Find other batches

tems Failed 0 3 Process another batch

Messages
Type Message Date
\i') Information Batch Completed Bi232006 50200 AM

1 messages

The Tasks section provides links to several batch reports as well as links to
other programs relating to revenue processing.

|, EING OIer Batenes

‘2 Affected Journal Documents - Web Page Dialog

Lo Mum.  Type FAuition  Description Amount
BEG-2T0 A

JE-0015624 Short Term Rertal Re... Post  Unit AMY from 501 32006 to 52002, 4000 .00

JE-0MM 5627 Tax Post  Transient Accommadation 330,00

JE-O0 2626 Tax Post  General Excize Tax 166 56
BEG-11350

JE-0015625 Short Term Rertal Re... Post  Unit B104 from 7r25/2006 to Si4020... 225000

JE-00M 5630 Tax Post  Transient Accommadation 18810

JE-O0M 5631 Tax Post  General Excize Tax 9500 —
BEG-135T

JE-0015632 Short Term Rertal Re... Post  Unit B104 from 501 272006 to 5H58/2... 169575 »
79 Documents (grouped by booking) Fage 1 of T »

[ Cloze ] [ Return To Batch Summary ]
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Batch Detail Report

~

[ Back | [ Pt | [ Excel |

1 Jump to page

[ Teage 1 or2[= 1=
Batch BAT-00176 8/28/2006

Page 1 of 2

Messages for Batch BAT-00176

[Information] Batch Completed

Reservation Booking Document  Description Posting Date  Entity Debit Credit
RES-00865 BKG-01350  JE-0015628 UnitB104 from 81412006 B104 §0.00 $2,280.00
RES-00865 BKG-01350  JE-0015628 UnitB104 from 81412006 Evan 3 Gull $2,280.00 $0.00
RES-00865 BKG-01350  JE-0015629 UnitB104 from 8i4i2006 B104 $2,280.00 $0.00
RES-00865 BKG-01350  JE-0015629 UnitB104 from 8i4i2006 Jamie Lee Curis §0.00 $2,280.00
RES-00865 BKG-01350 JE-0015630 Transient 81412006 Evan 3 Gull 18810 $0.00
RES-00865 BKG-01350 JE-0015630  Transient Bi4i2006 Tax Entity §0.00 §188.10
RES-00865 BKG-01350  JE-0015631  General Excise Tax 8i4i2006 Ewan 3 Gull $35.00 $0.00
RES-00865 BKG-01350  JE-0015631  General Excise Tax 8i4i2006 Tan Entity §0.00 §95.00

The Tasks section also provides a link to “process another batch” which returns
you to step 1 of the Processing Booking Revenue Wizard and lets you process
another batch or select a different processing method.

Manage Batches

Another Accounting Menu program related to Booking Revenue Processing is
the Manage Batches program. This screen provides a list of all processed
batches for any Start Date and End Date filter. The list provides information
such as Batch #, Type, Date, Status, Total Items, Succeeded ltem count, Failed
Item Count, and Last Message.

Manage Batches

Start Date End Date Batch Type

[osm 2006 [TE]] (oanazeos =] [an v | Clonky show batches that have failed items

Action +
[] Bateh Num.  Type Date Status Total Hems Susceeded Failed Last Message
D BAT-00176 Revenue Processing 8/28/2006 8:01:00 AM Finished 7 7 0 Batch Completed
D BAT-00175 Revenue Processing 8202006 3:45:00 P Finished 1 1 0 Batch Completed
D BAT-00174 Revenue Processing 8/472006 52300 Ah Finizhed B0 a7 3 king BKG-01043; Mo active contract could be found for ...
D BAT-00173 Revenue Processing 8/372006 11:152:00 AM Finished 1 1 1] mh Completed
D BAT-00172 Revenue Processing  7/252008 6:32:00 PM Finished 62 &1 1 Booking BKG-01211: The active cortract CNR-00014 for 5/,
D BAT-00171  Revenue Processing B/26/2006 1:36:00 PM Finished B B 0 Batch Completed

0 of 6 selected

Clicking on a row takes you back to a specific batch. In the example below, we
can see what caused the three failed items in the batch and take specific action
to correct the errors.

Process Booking Revenue - Summary

Processing Results

Batch Number BAT-00174 [ wiew Batch Report Wiew Affected Journal Documents.
Date 8i4r2006 8:23:00 AM (=) Print Batch Repart
Total tems &0 24 Export Batch Report
Items Succeeded 57 5 Eind other batches
Itemns Failed 3 ) Process another batch
Messages
Type hiessage Date
€ Error Booking BKG-01203; The active cortract CMR-00014 for 4/2202006 iz coi‘igured for partial payment processing, but this conflicts with the proces... /42006 8:24:00 AM
& Error Booking BKG-01211: The active cortract CNR-00014 for S/26/2008 is configured for partial payment processing, but this conflicts with the proces . 842008 8:24:00 AM
€ Error Booking BKG-01045; Mo active contract could be found for unit UNITA, on 41172008, 80472006 5:25:.00 A
3 messages
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Unit 7: Accounts Receivable

The Accounts Receivable menu contains two items: 1) Receive Payments and
2) Payments. The Receive Payments program is used to post payments
received from guests, tenants, owners, vendors, and the property management
company. The payments may be advances against rents, security deposits,
long term rent payments, amounts due from owners, refunds from vendors, and
trust account reimbursements from the property management company. The
Payments program is used to review, edit, change or delete previously entered
payments received. You may also post non-sufficient funds notices (NSF) for
checks returned by your bank in the Payments program.

Accounting > Accounts Receivable > Receive Payments

Receive Payments There are actually two separate programs in Escapia used
to receive payments. They are the Receive Payments program described here
and the Receive Folio Payments. The Receive Folio Payments program is
accessed by clicking on the Payment button in a folio and is used to receive a
payment applied to a specific guest’s folio. The Receive Payments program
facilitates batch processing and applying payments to non-folio ledgers and
subledgers.

When would you use the Receive Payments program rather than the Receive
Folio Payments program? Usually, you would use the Receive Folio Payments
program while you are in the process of creating a new booking. As one of the
last steps of creating a new booking, you would query the prospective guest for
credit card information and process the payment during the booking process.
The Receive Payments program is generally used if you are batching all the
payments received in today’s mail or if you use a separate credit card terminal
and you wish to update your Escapia data with payments processed throughout
the day on your credit card terminal. You must also use the Receive Payments
program to post non-folio payments from owners, vendors, and the management
company.

Receive Payment

Payment Method Received From Apply To Folio  Posting Date Payment Amt
Credt Card | | Customer + O ves v nar28/2006 [T~ 000

Billing Phone Number

a
% US. riumber
Billing Address Line 1

Name as it appears on credit card Billing Address Line 2

Card Number Expiration Date City State Postal Code

Country

United States R
Card Werification —(last 3 digits on back of card)
Mumber: || " E2 chow me | Amex

Hotes (Confidential - Business Internal)

Accounting Vacation Rental Suite (EscapiaVRS) 71



Accounting

1.
Credit Card, 2) Check, 3) Cash.

Owner, Vendor, Business.

Name Search Field — after selecting a payment type, click on the

magnifying glass and choose from a list of contacts for the Received
From type.

Accounting > Accounts'Receivable > Receive Payment

Received From — there are four received from types: 1) Customer, 2)

Payment Method — there are three methods for payments received: 1)

Apply To Folio  Posting Date Payment Amt
|Check v‘ |Cus10mer v”

ESIEEE |o8t282006 [ 000

Name (as printed on Check)  Check Number [&

3 Select Customer - Microsoft Internet Explorer

Receve Payment
Payment Method Received From

Phone Mumber Customer Entities
numeer |schmu| | | Clesr Existing Entry
HNates [Confidential - Business Internal)
Name Balance
Schmo, Joe 175.00
1 items — showing 1 through 1 4 Page1of1 »

If the Received From type you have selected is Customer a screen listing all

the folios relating to the selected customer will appear. This screen allows
you to apply a payment to a specific Folio.

Accounting > Acc

| check

Receive Payment
Payment Method Received From

Apply To Falio Posting Date Payment Amt *
v | | customer | |Schmo, Joe [1Q | [ves ] |psezsrz008 [ 000/
Folio Reservation  ResConf  Cieated B.D. Balance 5.0, Balance Total Paymenis Tolal Charges Tolal Refunds Balance
O FOL-0000330 RES-00687  442v0 112006 3,068.09 0.00 0.00 3,065.08 0.00 3,068.08
O FOL-000N342 RESO0G26  OM44X 6252005 000 .00 2,166 42 2,166 42 0.00 0.00
2items
Mame (as printed on Check) Check Number = Drivers License Murnber  Sate Tssued
‘Schmo‘ WJioe |
Phone Murnber [}\
+1 (556) 555-1212 s, number
Motes (Confidential - Business Intermal)

You can also click on the Folio or Reservation link (FOL-XXXXXXX RES-

XXXXXXX) to quickly navigate to a particular folio or reservation in order to
research the amount due from a guest.
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Reservations > Op

Reservation Booking(s) olio(s) Correspondence Transactions

=i | Fetio FOL-0000990 || Booking Deposits 3068.09 | | Paynants 0.00 || Refands 0.00
MName Joe Schmo || Sacurily Deposits 0.00 | | Authorizations 0.00 | | Charges 3068.09
Created 81,2006 || Total Deposit Due 3068.00 | | Other Cradits 0.00 | | Otfror Dodits 0.00
Current Balance 3,068.09 || Deposit Dra Today 3068.09 | | Tota! Cradits 0.00 | | Total Dabits 3068.09

Hide Unposted i 5 .

Showe &1l Types RS \C/‘ Payment ‘ Crecit \’% Refund LY Charge
Journal Doc  PostDate  Type Status Bocking Memo Debit Credit  Balance
=3 nia Short Term Rental Revenue Unposted  BHG-01406  Unit G663 from 812006 to 64572006 250000 2,500.00
=3 nia Ta Q Unposted  BKG-01406 Transient Accommocation 20625 270625
nis nia Ta Unposted  BRG-01406  General Excize Tax 10416 28104
nis nia Booking Charge Unposted BKG-014068 CSA Travel Pratection Insurance 18268 259309
JE-O014892  §M/2008  Booking Charge Posted BKG-01406 Damage Waiver Fee 2500 30ME09
JE-O014893  §M/2008  Booking Charge Posted BKG-01406  Reservation Fee 5000 3,065 09
Joumal Do Meme Type Bocking Due Date Refund Date Status Amount  Ami Paid  Amt Due
JE-O014835  Balance Due Booking BHG-0M408  7/2/2006 nia Mot Paicd 153405 0.00 153405
JE-0014994  Intial Deposit Booking BKG-OM406 641 /2006 nia Mot Paicd 153404 000 153404

Click the Close button to return to the Receive Payments screen.

4. Apply to Folio — options are Yes or No. Customer types must be Yes,
all others must be No.

5. Posting Date — Enter the date this payment was received (or enter a
date in the month you wish this entry to appear on a statement).

6. Payment Amount — enter amount on check, cash amount, or CC
payment amount.

7. Select a Folio -- choose from a list of folio’s when receiving payments
from guests with existing reservations only.

Accounting » Accounts Receivable » Receive Payment
Receive Payment
Payment Method Received From Apply To Folio Posting Date Payment Amt
| check v | [customer ][ scnmo, soe |9 [ves ¥ |uarz8r2008 [ 3068 09
Folio Resenration Fes Conf Created B.I. Balance 5.0, Balance Total Fayments Total Charges Total Refunds Balance
() FoL-0ooossn RES-00857  442vD 80112006 3,065.09 0o 000 306509 0.00 3,068.09
O FoL-0oooz4z RES-D0326  Chdax £/28/2005 0.00 .00 216642 216642 0.00 .00
Zitems N
83
Name (as printed on Check)  Check Number = Drivers License Mumber  State Issued
|schmo, Joe | iz [ |

Phane Murnber

+1 (555) 595-1212 U.E. number

HNotes [Canfidential - Business Internal)

Cancel Save

8. Other fields — there will be different fields to complete depending upon
the payment method. For credit card payments, you must enter
cardholder information. For checks or cash, you may override customer
name with the name on the source document. For checks, you must
enter a check number.

9. Notes — optional. For internal use only.

10. Click Next button to post the payment.

If you were to review the folio after applying a payment, the payment will
appear as a green row on the folio and will display a credit amount.
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Reservations = Op

Reservation Booking(s) Folio{s) Correspondence | Transactions
Joe Schmo [ roip FOL-0000990 || Booking Deposits 3068.09 | | Payments 3068.09 | | Refands 0.00
Name Joe Schmo || Security Deposits 0.00 || Awthorizations 0.00 | | Cirzrges 3068.09
Craated 8112006 || Total Daposit Due 0.00 || Othar Cradits 0.00 | | Otear Dadits 0.00
Corrent Balance 0.00 || Doposit Due Today 0.00 || Total Credits 3068.09 | | Total Debits 3068.09

Hide U sted 1y .
Showe All Types C|PREERSEEREE \C/-“Payment ‘Credn \‘dARefund LY charge

Joumnal Doc  PostDate  Type Status Biooking temo Debit Credit  Balance
nia nia Shart Term Rertal Revenue Unposted BKG-014068  Unit GEEZ from 8 /2006 to 8/5/2006 250000 250000
nia nia Tax Unposted  BKG-01406  Transient Accommodation 20625 270625
nia nfa Tax Unposted  BKG-01406  General Excise Tax 10416 281041
JE-O0M4992 8172006 Booking Charge Posted BHG-01406 Damage Waiver Fee 2500 28354
JE-0014393 512006 Booking Charge Poste BHG-01406 Reservation Fee 5000 288541
JE-DOMSET4  5/28/2006  Folio Payment Posted Check: Schino, Jog #1234 306509 (13263)
JE-O015675  &/28/2006 HBooking Charge Posted BHIG- 0f CSA Travel Protection Insurance 152 63 oo
Joumnal Doc  Meme Type Booking Due Date Refund Date Status Amount  Amt Paid  Amt. Due
JE-0014835  Balance Due Booking BHG-01406 722006 iz Paid 1534 05 1534 05 oo
JE-0014834  Intial Deposit Booking BHG-01406  81/2006 néa Paid 1534.04 1534.04 o.oo

Accounting > Accounts Receivable > Payments

Payments The Payments program allows the user to review, edit, or delete any
previously posted payment. It is also the program used to post NSF checks
returned by the bank. Use the filters at the top of the screen to help you find the
payment you are looking for. The available filters are 1) received from
subledger type, 2) received from name, 3) payment method—credit card, check,
or cash, 4) check or CC number, 5) payment status—all, not reconciled,
deposited, cleared, and reconciled, 6) Journal Document number, 7) Memo field
description, 8) posting user, 9) office, 10 Dates—all dates, entered between,
posted between. You may check the checkbox to the left of a specific row and
delete the item using the Action list. You may also click on a row and choose
from the following options: You may change the posting date, memo text,
payment amount, name as printed on the check, and check number, drivers
license number, state, phone number and internal notes. You may also delete
the record or click the NSF button. If you click the NSF button you will be
required to enter a Reversal Date. This gives the user control over which
accounting period in which to post the return.

Accounting > Accounts Recel le > Payments

o [Postecetween ]
|Customer vl |Schmo‘ Joe | Q Pasted betwesn
Start Date End Date Reset
Payment Method  Mumber Paymentt Status
nem12006 [l |08t ooe [EE)
[anTypes v | | [anStatuses v |
Journal Dac, Memo Text Posting Liser Office
| | [anusers v | [snoffices v
Action = <+ Receive Mews Payment
[] Posting Date Recd From  Mame Type Status Reconciled Joumal Dec  Document Mema Amount
[ 8280008 Customer Jos Schma Chack Posted  NaotReconcied JEOD1SE74 FOL-0000880 Check Schmo, Jos #1234 $3,068.08
0of1 selected
| Tota N 3068.09
L2
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Accounting > Accounts Receivable >

Open Payment

Open Payment

Journal Document JE-005674 | | Posting Lser Support Aceount
Document Status Posted | | Fofio Nuwmber FOL-0000990
Reconciliztion Status Hot Reconciled | | Rasarvation Numbor RES-00887
Settiement Status Hot Settled | | Approval Code
Craation Date 82812006 | | Terminal Code
Referance Mumber

Payment Type  Credited To Memo Posting Date Reverse Date Payment Amt

I | [check: Schmo, Joe #1234 | |narzar2008 [ =
Name (as printed on Check)  Check Number Drivers License Mumber  State Iszued
[sehma, Joe [1234 | I:l
Phane Mumber
Motes (Confidential - Business Internal)

Cancel Delete Reverse

Note that the Returned/NSF button is not enabled if the payment has not been
posted to a Bank Deposit. Only deposited checks can be marked as returned
from the bank. If you receive an NSF notice from your bank, but the button is
disabled as shown above, create a deposit record which includes this check.
You will then be able to mark it as a returned item.

Accounting
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Unit 8: Accounts Payable

The Accounts Payable menu is comprised of five menu items which are used to
enter and pay bills received from vendors, as well as make payments to owners,
vendors, and the property management company. The menu items are:

1. Generate Bills—This program creates “bills” to vendors, owners, and
the business, based upon transactions posted automatically through
reservations processing. It also includes transactions posted as General
Journal Entries. These “bills” are termed “autopayables” and they are
“balance forward” transactions as opposed to “open item” transactions.
Individual transactions are accumulated specific subledger accounts
(such as vendor accounts) and are paid in lump sum amounts based
upon posting dates rather than identifying the specific transactions which
are to be paid.

2. Enter Bills, on the other hand, uses an “open item” methodology.
Individual invoices or “bills” are entered into the database and are
tracked by specific invoice numbers. Invoices entered through the Enter
Bills program may be associated with a specific vendor account, but the
transactions are not included in the subledger transactions tabs. They
are paid directly by means of the Pay Bills and Refunds program and
each invoice is specifically identified with a “paid” or “not paid” status.
Only invoices with a “not paid” status may be selected for payment.

3. Pay Bills and Refunds is the program used to pay bills created either
through the Generate Bills program, known as autopayables, or invoices
entered in the Enter Bills program. Also included in checks created in
the Pay Bills and Refunds program are guest refunds generated with the
Refund button found on the Folio screen. This program is used to create
checks which may be comprised of one or more invoices, autopayables,
or refunds.

4. Bills and Refunds is a program which allows the user to review, edit,
reverse, or delete previously posted bills, refunds, and autopayables.

5. Payments is the program used to edit, delete, or modify printed or
manual checks and credit card charge backs. It is also the interface for
printing the Supplemental AP Payment report. This report provides a
listing of invoices which have been “paid” by a specific check.
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Generate Bills
Accounting > Accounts Payable > Generate Bills

Accounting > Accounts Payable > Generate Bills

Generate Bills

Processing Date  Type

usrzs/2006 [T | cam v A

Only showe entities with a balance

Name Type Balance Woiking Capital Amount
Hawvaii Homes Busingss 11839.05 1183905
Bogart, Humphrey Owner 500.00 50000 0.00
Bosworth, Kate Owner 150.00 1000.00 0.00
Brennan, Matyann Owner 97T 63 000 77 B3
Brown, Selena Owner 10000 10000 0.00
Clark, Dick Owner 200.00 20000 0.00
Curlis, Jamie Lee Owner 369582 300.00 339592
Derrick, Bo Oyvnet 1137.50 000 1137.50
Rokerts, Julia Owner 436044 0.00 4350 44
Stevens, Renee Quvner 595000 0.00 5950.00
Warner, Becky Owner 250.00 250.00 0.00
Tex Ertity endar 3076.98 307698
Telemark Travel Wendar 10.00 10.00

13 0f 13 selected
| 3224752 2350.00 3074752 |
Paosting Date Eill Due Date [k

ar 2006 [T 0ass1 2008 |[FE]v

An understanding of the Processing Date field in the Generate Bills is
extremely important in keeping accurate, easy to understand owner statements.
It defines the posting date for payments applied against an owner ledger.
Therefore, if you wish to pay off owner balances at month end and reflect a zero
balance on the next month’s owner statement, it is important that you set this
date to the last day of the period you are processing. It is recommended that
you faithfully adhere to the policy that this date matches the ending date for the
owner statement in which you want the payment to appear. The generate bills
autopayable posted at month end should also be the last transaction posted to
each owner’s account for the statement period. Just as important is the Posting
Date field at the bottom of the Generate Bills screen.

The Generate Bills program calculates a bill amount by scanning and summing
all transactions posted a particular subledger through the Processing Date. The
date that this bill appears on the ledger and on the owner statement is the
Posting Date. The following screen shots show the relationship between the
Generate Bills total through a processing date and a specific ledger:

Open Contact

Transactions

Start Date End Date Account

oai 2006 [T |oes3i.2008 [T tany accourt) v ‘
Date Ascount Joumal Do Document temo Debit Credit  Balance
Balanee Forward 15.00
S 12006 2400 JE-D01 4960 Qwvner Wik Fee 15.00 0.0a
Gidr2006 2400 JE-D01 5623 Unit B104 from 7i26i2006 to /42005 226000 2,280.00
Gdr2006 2400 JE-0015655 % Management Commission 65400 1,586.00
Gidr2006 2400 JE-001 5657 Amenties Expense 120,00 1,476.00
G BI2006 2400 JE-001 5633 Unit B104 from &M 22006 to 8M8/2006 1,695,735 317175
G 512006 2400 JE-0015658 Management Commission 50672 2,663.03
BMB2008 2400 JE-0015661 Amenties Expense 105.00 2,556.03
Bi25/72008 2400 JE-D015637 Unit B104 from 841 9/2006 to 8/25/2006 1,775,535 4,333.58
812502006 2400 JE-0015663 Management Commission 53266 3,60082
B/25/2008 2400 JE-D015665 Amenties Expense 105.00 3,695.92
10 items

cancel ) save )
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The ending balance on the screen above matches the amount for Jamie Curtis
on the Generate Bills screen. Notice that the Generate Bills screen does not
have starting and ending dates as in the Owner Trans tab—just an ending
(processing) date. Therefore the payment is not for a particular start/end period,
it is for ALL transactions prior to and including the processing date. And any
changes made to the ledger after the previous statement had been printed, but
with a posting date prior to the statement ending date will be reflected in the
autopayable total. This is a Balance Forward system which includes all
transactions paid for or not, rather than an Open Item system which only reflects
transactions which have not been identified as previously paid.

The steps for completing the Generate Bills process are:

1. Enter the Processing Date — the date through which to pay a particular
subledger entity. The owner statement ending date is recommended for
this field.

2. Select the Payee Type — choices are All, Business, Owners, or Vendors.

3. Select rows to pay — you may select all rows or specific rows.

4. Make sure payment amounts are correct on the right side of the screen.
Note that you may lower the payment amount, but you can’t make it
higher than the calculated ledger balance.

5. Enter the Posting Date — suggest using the owner statement ending date
in order to have a zero balance on next month’s statement.

6. Enter Bill Due Date — this is the order in which bills will appear in the Pay
Bills and Refunds program. This date doesn’t appear on owner ledgers
or statements.

7. Click the Generate Bills button on the lower right side of the screen to
begin the update.

The following screen shows an Owner Transactions tab after running the

Generate Bills program. Note the $300 working capital amount that was

retained in the owner’s ledger:

Open Contact

Transactions

Start Date End Date Account

namt.2008 [T~ 0se31 2008 [+ | fany scooun v
Date Account Joumal Doc  Document Memo Debit Credit  Balance
Balance Forward 15.00
G /2006 2400 JE-0014360 Qwunier Wieh Fee 15.00 000
542006 2400 JE-0015629 Unit 8104 from 7/28/2006 to 8/4/2008 2,280.00 2,280.00
81472006 2400 JE-0015655 Management Cotmmission 684.00 1,596.00
Bid/2006 2400 JE-001 SESF Amenities Expense 120.00 147600
8182006 2400 JE-0015633 Unit 5104 from 8/ /2006 to 8/18/2008 1,695.75 317175
BME872006 2400 JE-0015655 Management Commission a08.72 266303
BMB2006 2400 JE-001 5661 Amenities Expense 105.00 255803
BI2572006 2400 JE-001 5637 Unit 5104 from 5/ /2006 to §/25/2005 1,775.55 433355
812512006 2400 JE-0015663 Management Commission 53266 3,50092
BI252006 2400 JE-001 5665 Amenties Expense 105.00 3685492
5312006 2400 JE-0015713 BLO-0000395  Auto Payable 3,395.82 30000
11 items [

cancel | save
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Enter Bills
Accounting > Accounts Payable > Enter Bills

Accounting > Accounts Pavable = Enter Bills

Entity Type  Entity Submitting Bill % ‘

IR v | | [select) v

Bill Details

Posting Date Terms Cue Date Anmount

82902006 | | lselect] v =~ 0.00
Unique Reference Number Eill Mema

[autematically Generate

Accounts Payable Account Last Eill Average Eill Credit Limit Enlity Balance Eill Balance
2800 - Accounts Payshble (Trust) w 000 000 000 000 000

Action » 4 Add Expense

Expense To Expenze Entity Expense Account hiema Amount

Mo expenses have been added to this hill. You must expense this bill to atleast one account
Click"Add Expense” to expense this bill to an expense accountin your chart of accounts.

0 of 0 selected

The Enter Bills program is used to post invoices received from outside vendors
and from the property management company itself. These bills are generally
offset by expensing the service rendered or item(s) purchased to a specific unit,
owner, or business. Note that invoices entered via this program are Open
ltems—that is, they are paid individually, and they do not post to the vendor
subledger account.

The steps for entering a new bill are:

o Select Entity Type—choices are business, owner, or vendor.

o Select the “Entity Submitting Bill” from the dropdown list, based upon
the Entity Type selected in the previous field.

e Enter the Posting Date—This can be the actual invoice date or it can
be a date in the period in which you want it to appear in your records.
For example, if you received a bill dated 8/5/06 for a service
rendered on 7/31/06, you may enter the date for the period owner
statement in which you want the bill to appear—either July or August.

e Enter Terms—this field can be set in advance in the Vendor contact
record or it may be entered manually, the choice for terms are: 1%
10 net 30, 2% 20 net 30, due on receipt, net 15, net 30 or net 60.

e Enter the Due Date—this defines the order in which this bill will
appear in the Pay Bills and Refunds program.

e Enter the invoice Amount in the Amount field.

e Enter the invoice number on the bill, or, if there is no invoice number
on the bill, check the Automatically Generate checkbox.

e The Bill Expense Memo field is used to enter a description for the
expense on the check. This field can be manually entered, or it can
use a “Tag” to automatically update this field from the expense
distribution memo field. The <BillExpenseMemos> tag is defined on
the Details page of the Vendor Contact record (see information
regarding invoice memo tags below).

e Click the +Add Expense button on the right side of the Action Bar.
This will open an expense distribution popup window.
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<} Enter Expense - Microsoft Internet Explorer

| ) 0.0 |U|:'rt

e To p Entity

v [tselect v

Expense Account Mermo

[ 30001500 - Ltiities v | [Unitcods=, <UnitAccountCable= |

[%

e Enter an amount in the Expense Amount up to the value of the
Amount field in the vendor section of the bill.

o The Expense To field can be selected from a dropdown list or it can
be predefined on the Vendor Contact Details page. The choices for
this field are: business, owner, unit, vendor, and general.

¢ Depending on the choice made in the Expense To field, the
Expense Entity dropdown will be populated with account names for
the appropriate expense type.

e The Expense Account dropdown list may also be predefined on the
Vendor Contact Details page or the dropdown list may be
populated based upon the Expense To field.

‘ayable = Enter Bills

| vendor v | | Comeast Cable v

Entity Type  Entity Submitting Bill ‘

Bill Details

Posting Date Terms Due Date Amount

082572006 | Due on Receipt | |0araz008 [T 175.00
Unique Reference Number Bill Merno

[v] automnatically Generate ‘A”D‘ 8429034632 |

Accounts Payable Account Last Eill Average Bill Credit Limit Entity Balance * Bill Balance
| 2800 - Accourts Payaie (Trust) v | 45.00 25095 | 000 0.00 75.00
Action ~ 4 Add Expense
[] Expense To Expense Entity Expense Account Mema Amount
] urit 2110 30001900 Ltiities Jbm 110, 8429034832 $100.00

00of1 selected

o Click Apply.

¢ Notice that the Bill Balance field on the right side of the screen
shows $75.00 remaining to be distributed on this invoice. You must
make distributions until the vendor amount field has been offset
with expenses and the Bill Balance field is zero.

e Click the Save button to post the invoice.
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Accounting > Accounts Payable = Enter Bills

Entity Type  Entity Submitting Bill
| verdor v | Comeast Cable v
Eill Details
Pasting Date Terms Due Date Amount
082012005 [ | Due on Receipt v | [0anarzacs ] 175.00
Unique Reference Number Bill Merna
[ Automatically Generate 4110, 8420034932, B104, 3576432 J
Accounts Payable Account Last Bill Auerage Bill Credit Limit Entity Balance Eill Balance
2800 - Accounts Payable (Trust) % 4500 25055 | 0.00 0.00 0.00
Action ~ % Add Expense
[] Expense To Expense Entity Expenze Account Memo Amount
] unit A110 3000.1900 Ltilties £110, 8429034832 100,00
[ unit 5104 3000.1900 Ltilties 5104, 9676432 $75.00
0of 2 selected
N

Success!

rour bill has heen successfully posted.
The unigque reference number enteredfgenerated for this bill is:

BLV-0000166

Please werify this number againstyour paper hill, or write this number
on the paper bill ifthis number was automatically generated.

You may now enter another bill or view or find existing bills

Memo Fields in the Vendor Contact Details Tab

The Enter Bills program has several fields which may be automatically
populated with data from certain records in the database. These are the
Memo fields found in the Vendor Contact Details Tab and the data is
pulled, mainly, from the Details Tab in the Unit record.

General Addresses Details Transactions

[ccounting ——————————————————————————|
wendor Supplied Account Mumber Default Expense Account

\345'9095 | \ 30001900 - Ltities - |

Print on Check A5 ’

‘Comcas{ Cable, Inc. | % Default Terms Ceefault Bill Memo

Cradit Limit Gefaut il Expense e

\ | O100s Eligible

Default Bill Payment Mema

Prink on 1099 As =Billtlemos:=

‘Comcast Cahble, Inc. |

Previous 1099, Box 7 - Mon-employes Compensation

cancel save

The screen above shows the fields which instruct the Enter Bills program
to pull data from the database. These fields are 1) Vendor Supplied
Account Number, Default Expense account, Default Terms, Default Bill
Memo, Default Bill Expense Memo, and Default Bill Payment Memo.
Notice that the Vendor Supplied Account Number is a number entered
into this field, and the Default Expense account and Default Terms fields
allow the user to select items from a dropdown list. The Default Bill
Memo, Default Bill Expense Memo, and the Default Bill Payment Memo
field uses “tags” to pull data from elsewhere in the database or program.
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The Default Bill Memo uses a single code <BillExpenseMemos> which

must be typed into the field exactly as it is shown in the row above. The
purpose of this tag is to instruct the program to copy the Memo data from

the expense distribution Memo field and include it in the Memo field

which prints on the face of a check. Note that it will pull and concatenate
the memo from all expense distribution records—however the size of this

field is limited to what can print on the face of a check and is generally
truncated to fit in this space.

The Default Bill Expense Memo field can accept a variety of tags which
pulls data mainly from the Utility Accounts section of the Unit Details Tab

screen. This field is used to automatically update the Expense
Distribution Memo field in Enter Bills program. Below is a list of tags

which may be used to pull data from the unit record:

Tag

Data In

<VendorAccountNumber>

Vendor Contact Details

<UnitCode>

Unit Location Tab

<UnitFriendlyName>

Unit Location Tab

<UnitPhone1> Unit Location Tab
<UnitPhone2> Unit Location Tab
<UnitAddress1> Unit Location Tab
<UnitAddress2> Unit Location Tab
<UnitAddressCity> Unit Location Tab
<UnitAddressState> Unit Location Tab

<UnitAddressZIP>

Unit Location Tab

<UnitAccountElectricity>

Unit Details Tab

<UnitAccountPhone1>

Unit Details Tab

<UnitAccountPhone2>

Unit Details Tab

<UnitAccountWater>

Unit Details Tab

<UnitAccountGas>

Unit Details Tab

<UnitAccountCable>

Unit Details Tab

<UnitAccountSatellite>

Unit Details Tab

<UnitAccountinternet>

Unit Details Tab

<UnitAccountGarbage>

Unit Details Tab

<UnitAccountQil>

Unit Details Tab

<UnitAccountOther1>

Unit Details Tab

<UnitAccountOther2>

Unit Details Tab

The following screens show where this information is drawn from:

Accounting
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Open Unit : 4110

Details Rates & Policies Pictures Amenities Marketing Transactions

Unit Code  Friendly Unit Name Location Office Tan District
110 | |Aimost Heaven | |HiRegency v | |[Manotice ~ | |Hawai |
Rental Agent Default Housekeeper Address Line 1

Demo,Escapia % | |wime Flirdstone v 17005 Terra Drive ‘

Address Line 2

Short Description (less than 256 characters)
“wait until you walk in the door, take in the view and you will agree . . . it's Almost Heaven it is ‘
wonderful,

«<h3xcheck with us For nightly minimum-<fh3 >

City State/Province/Region
‘Wa\koloa | |HI ‘

Long Description (less than 4096 characters)

2IP; Postal Code

Enjoy really, exceptional seclusion withaut isalation, on the exclusive Kohala Coast be part of a aE73E

world-class resort without being tatally part of it! This newly completed single story 3350 square
foot home captures the essence of The Uplands at Mauna Kea, Come and have a wonderful time,

Country
<p=<h3><a href=http: /fwww,escapia.com target=_blank:>VIRTUAL TOUR </a=</h3> ‘Llnited Stetes v‘
Latitude Longitude %
. o '
< |5 b fo o | CH CO O
Driving Directions Unit Phone - Line 1
Fly into the Kona Airport (Keahole), not Hilo, When you leave the airport, turn left at the light || || +1 (808) 783-0001 [“1u 5. number
{Highway 19). It's a scenic 18 miles to the Waikoloa Beach Resort which will be an vour left. Z!|| Gt phona - e 2
There are two highway signs pointing left: Waikoloa Beach Drive and Anasho'omalu Beach, At it Fhane = Hne
the entrance are twa struckures (black lava rock with gray wood roofs). They both say v US. number

Unit Notes {for internal use only)

cancel save

Rates & Policies Pictures Amenities Marketing Transactions

Accommodations

Bedrooms Lofts Bathrooms King Beds G sk DoublefFull Beds
R

Room Description (less than 256 characters) Single/Twin Bads Burk Bads Slesper Safas
Ba.jmum; are spacious and beautfully :|
appointed. -

Other Beds Square Feet Maximum Dccupancy
Shories Garans Sire Year Bk Band] o
2 v 2 | 1989 |

i Amenity String

Dining Seats
Key Code ‘ ‘ankbnr Code | ‘Olhar Code | ‘]mpnrt Code | l:l m

Telephone Account (Line 1) Telephone Account (Line 2) Electricity Account hister Account Natural Gas Account
452390453290 212-666-1212 ifkfj320945 Sr732896743290 r93543902

Cable Account Satelite Account Internet Account Garbage Account Heating Oil Account
54290345832 832904332 GEt56854 3251312 5509534093543
Other Account 1 Other Account 2

45324332432390437) ciBa24373952{9d

Utility Accounts

Custom Fields

Custarmnl Custamz Custom? Custam4 Customs
Customé Custam? Customd Custamnd Custornid
Categories

Area Property Type View [Junit is available for Monthly Lease

Vista Waikoios 8 Unit is For Sale

cancel save

The last field in the Vendor Contact Details Tab which includes a tag is the
Default Vendor Payment Memo field. The code to be entered in this field
is <BillMemos>. The purpose of this tag is to instruct the Pay Bills and
Refunds program to enter the memos in the from the Enter Bills Bill Memo
field into the description field of the check voucher rows and in the
Supplemental AP Report. These fields help a vendor determine which
invoices are being paid by a specific check.

Note: How to enter memos so they appear on the check voucher

A question most new users have is what memo fields appear on the check
voucher. Some users erroneously surmise that it is the Expense
Distribution memo that appears on a separate row on the check voucher.
This is not the case. It is the Bill Memo—or the first memo field entered
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into the Enter Bills program which appears on the check voucher. In order
to display utility account numbers or unit codes on a check voucher, it is
necessary to enter each unit’s bill as a separate invoice. You should not
create one large invoice with multiple-unit expense memos if you need to
detail which bills are being paid by a check. You must enter each unit
expense as a separate invoice and then select multiple invoices for a
specific vendor in the Pay Bills and Refunds program in order to display
unique Invoice Date, Invoice Number, Memo Description, and Invoice
Amount on the check voucher or in the Supplemental AP Report.

Pay Bills and Refunds
Accounting > Accounts Payable > Pay Bills and Refunds

Accounting > Accounts Payable > Pay Bills and Refunds

Pay Bills and Refunds

Payrment Type

Reference Code  Accounts Payable Account

[ | [0 sccourts v o e

[ A Types v [any status v

Payee Expensed To

[can v [ [ean v Ja

[] bue Bate  Ref. Code Type Method Hame Exp'd To Orig. Amt.  Amt Due Disc. Date  Dise. Avail. Dise. Taken Pay Amount
[ 9/30/2006 2742 Bil Chack Jackson Plumbing D304, 4229, B222, .. 102343 102343 10010/2006 1023 .

[ #miz2006  BLY-0000165 Bl Check Angie's Cleaning S... 4110 0000 10000 - 000 [ oool[ ooo]
D BA0/2006  RFD-0000051 Security Deposit R... Check Steve & Karen Figg... Steve & Karen Figg... 25000 250,00 - ooo nia I:l
[ 8#0/2008  RFD-0000052 Security Deposit k... Check Jefirey Perimeter  Jefirey Perimater 25000 25000 - 000 ne [ om]
[ #r28/2006  BLY-0000166 Bl Check Comcast Cable A110,6104 17500 17500 - 000 [ oo ooo]
[ ##31/2006  BLO-0000335 il Check JamieLee Curlis Jamis Les Curtis 339592 339592 - 000 [ ooml[ oon]
0 of 6 selected

| 0.00 0.00 0.00 0.00 |

Posling Date Pay From Account Balance

[+ Print Check:
|08/30/2006 | 1020 - Trust Bank Accourt | | 88379127 G EiEsE

[ ] Pay ltems Individually

The Pay Bills and Refunds program is used to select bills you wish to pay out of
the trust account and put them into the check printing queue. You may also
generate “manual’ (i.e. non-printing) checks from this program. The bills you
select are those unpaid transactions which have been entered either through the
Enter Bills program, refunds generated from a folio, and autopayable
transactions created in the Generate Bills program.

You have the ability to list all unpaid bills, refunds, and autopayables, or you
may shorten the list by means of the filters at the top of the page. The filters
are:

e Payment Type — this may be check or credit card. Credit card
transactions in this list are folio or security deposit refunds generated
from the folio Refund button in which the Pay Now checkbox was
unchecked when you saved the refund. These transactions were not
submitted to your credit card gateway for processing when created and
you must now submit them through this program.

e Type - these are Bills, Folio Refunds, and Security Deposit Refunds—
they are related to the third column in the listing section.

e Status — the three status selections are Any Status, Paid, Partially Paid.

e Payee — this includes All, Business, Customer, Vendor, and Owner
payee types.
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o Payee Name Search — click on the magnifying box to open a list of
payees determined by the selection in the previous field.

¢ Expensed To - includes All, Business, Customer, Vendor, Owner, and
Unit—this allows you to list transactions based upon the bill expense
distribution rather than by the payee.

e Expensed To Name Search — click on the magnifying box to open a list
of Expensed accounts based upon the entry in the previous field.

o Date — the date filter options are All Dates, Due Dates, Discount Dates,
Posting Date, and Entry Date with “on or after” and “on or before”
calendar popups (i.e. Starting and ending dates). This filter can be quite
useful if you have a large list and just want to find items entered on a
specific date such as yesterday or today. The dates being filtered are
the various dates entered into the bill record.

¢ Once any or all of the filters have been selected, you must click on the
Search button in order for the filters to take effect.

Power User Tip: It is quite possible that you will have more rows than can fit on
a single page on this screen. However, you can only select items to be paid one
page at a time. This may be a cause for concern if you are paying a vendor with
a large nhumber of invoices (such as a utility vendor) and you want to pay all
transactions with a single check, but not all invoices appear on the first page.
Use the Payee filter button to select a single vendor. This will allow you to pay
up to fifty invoices on a single check. If you have more than 50 invoices for a
vendor, the program requires that you print multiple checks.

Once you have filtered your listing, start selecting items for payment by checking
the checkboxes on the left side of the screen. Notice the amount fields on the
right side of the list: Original Amount, Amount Due, Discount Date, and Discount
Available. Use these fields to determine whether or not an invoice has been
partially paid and whether or not a discount can be taken. You can manually
enter a Discount Taken amount which will reduce the payment by the amount of
the discount. The discount taken will be offset to the AP Discounts G/L defined
in Accounting>General Accounting Setup.

After checking the checkbox to the left of the row, the invoice amount (less any
previous partial payments and discount taken amounts) will appear in the last
column on the screen. You may override this amount with a lesser amount
(note: you cannot increase the amount in this field), thus creating a new “partial
payment”.
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Accounting > Accounts Payable > Pay Bils and Refunds

Pay Bills and Refunds

Payment Type

Check v

Type
2 Types

Payee
(Al

Reference Code  Accounts Payable Account

v 2 [an v

Il AP Accaurts G| [ |Dwedde 8
Onor ARler On or Before
Sttus

i 2006 [FE]~| |nsesocoos [l

v | [any Status v

Expensed To

Due Date

Ref. Code Type hethod Name Exp'd To Orig. Amt.  Amt. Due Disc. Date Dise. Avail.  Disc. Taken Pay Amount

B/28/2006 RFD-0000047 Folio Refund Check Chetise Bowman Cherize Bowman 221527 21527 - 000 nia 221527
B/30/2006  BLB-0000024  6ill Check Hawraii Homes: Hawvail Homes 7287 .98 728798 - 000 0.00 T2BT 898
B/30/2006  BLY-0000160 Bil Check [% Seaside Getawaya  Seaside Getawaya £.00 600 - 000 0.00 6.00
5/30/2006  BLY-0000M61 Bl Check Tao Eritity Tax Entity 356053 356053 - 0.00 0.00 356083
B/30/2006  BLY-000ME2 6l Check Telemark Travel Telemark Travel 3.00 300 - 000 0.00 3.00
5of g selected
{ 13073.08 0.00 0.00  13073.08 |
Posting Date Pay From Account Balance Print Checks
063012006 [T | 1020 - Trust Bank Accaunt v BEATAN 27
[JPay lterns Individually

The bottom section of Pay Bills and Refunds displays three fields, two
checkboxes and a processing button.

The Posting Date field determines the date printed on the check. This
may be different from the actual check printing date and allows you to
pre- and post- date checks.

The Pay From Account field allows you to choose the bank account
from which you will pay these checks. If you have multiple bank
accounts, be sure to select the correct account and use the appropriate
checks when printing.

The Balance field displays the current bank balance of the bank account
you chose in the previous field. You may wish to compare the Pay
Amount column total to make sure you have sufficient funds to cover the
checks. Note that this balance does not reflect any funds in the “Cash
on Hand (GL 1000) account. Make sure you post deposits to your bank
account on a timely basis in order to have a correct current balance.
The Print Checks checkbox is used to either put checks into the check
queue for printing or to skip the check printing process for non-printing or
“manual” checks. The default is for this box to be checked. If you want
to post manual checks, uncheck this box.

The Pay Items Individually checkbox may be used to print individual
checks to specific vendors even though multiple invoices for that vendor
have been selected. The default for this field is unchecked. This means
that invoices selected for a single vendor will be combined into a single
check. Check this box if you wish to print a separate check for each
invoice.

Clicking the Pay Selected Items button will put the selected items
directly into the check printing queue.

After clicking the Pay Selected Items button the user is redirected to the Print
Checks program.
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Bank Account Office First Check #  Last Check # Top Margin Left Margin

[1020- Trust Bank Account v [Unspecities v | | ¥ | [ | Modify Marging

[] pate Payee From Account Mema Amount
|:| BI30/2006  Chetize Boveman Trust Bank &ccourt §2,21527
[] 630/2008  Hawaii Homes Trust Bank Accourt 7,287 95
[] 623072006 Seasice Getawaya Trust Bank Accourt $6.00
|:| BI30/2006  Tax Ertity Trust Bank &ccourt | $3,560.83
D BI30/2008  Telemark Travel Trust Bank Accourt , Telemark Trawvel $3.00
0 of 5 selected

Select the checks for printing by clicking on the checkboxes at the left side of the

row (or next to the word Date to select all checks in the print queue).

Accounting > 4 ills and Refunds

Bank Account Dffice First Check # Last Check # Top Margin Left Margin

[1020 - Trust Bank Account v | [Unspecified v | [s: | bodit: Maraing

Date Fayee From Account Memo Amount
Bi30/2006  Cherize Bowwman Trust Bank Accourt $221527
BI30/2006 Hawsii Homes Trust Bank &ccourt §7 287 93
Gi30/2006  Seaside Getaways Trust Bank Accourt $6.00
BI30/2006  Tax Entty Trust Bank Accourt ' $3,560.83
Gr30/2006  Telemark Travel Trust Bank Accourt \ Telemark Travel $3.00

5 of & selected

L

When you select at least one check to be printed, the program will populate the
First Check # and Last Check #. Verify that these numbers and proceed by
clicking on the Print Selected Checks button.

2} Print Checks - Microsoft Internet Explorer

Flease printthe checks below, then confirm whether the print operation was successful ar not.

[ Successiul ] [NutSuccessful]

G| @ & L[] | ® D & -

- A
o w

= [,
Wy »
o |Search the internet using Yahuu!l ~
E —
E =
.‘é CHECK 521 8/30/2006
-]
-]
7— Cherise Bowman arnnl 215.27
o]
% TWO THOUSAND TWO HUNMDRED FIFTEEN AND 27/100 ssssrrassrrrressaasay
o
";Dé ‘ Cherise Bowman
=
=
B
I
)
=
T
E
E
=)
L]
Lo Cherise Bowman 6/30/2008
6/28/2006 RFD-0000047 Faolio Refund by Check 221527
~

k]

s b M| @ © O[=] % u
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The checks to be printed will first appear in an Adobe Reader screen. You can
preview the checks by scrolling through the list. If everything looks OK, place
the appropriate checks into your printer and click the printer icon at the top of the
screen. Once all checks have printed successfully, click the Successful button
at the top of the screen to update the check numbers and clear out the check
queue. If one or more checks did not print correctly, click on the Not
Successful button. In this situation, the checks will remain in the queue for
reprinting.

Note: Your goal should be to keep the list of all unpaid bills on the Pay Bills and
Refunds screen as small as possible. To do this, select and print bills to be paid
as soon as possible after they have been created. Don't let “red” (past due
date) items sit around on the list.

Bills and Refunds

Accounting > Accounts Payable > Bills and Refunds

Bills and Refunds
Statuz Reference Code
All Statuses ¥ Posting date
On or After On or Before
Accounts Payable Account Type
081012008 > |08£31/2008 M
All AP Accounts || A Types -
Payee Mame Expensed To [%
(&l ~ 2 can - 3
Action v < Erter Bills
[] Reference Code  Date Hame Expensed To Account Status hhema Amount
RFD-0000050 §13/2006 Julie Lucksinger WJullie Lucksinger Accourts Paid Folio Refund by Check 33,794.06
[ azr42 Si4/2006 Jackson Plumbing D304, 2229, B222, G205, L22... Accourts Mot Paic JP232300 §1,023.43
D BL-0000165 81872006 Angie's Cleaning Service 4110 Accounts Mot Paict Housekeeping $100.00
D RFD-0000051 BH2006  Steve & Karen Figuins Steve & Karen Figging Accourts Mot Paic Security Deposit Refund by Check $250.00
I:‘ RFD-0000052 BH0I2006  Jeffrey Perimeter Jefirey Perlimeter Aczournts Mot Paict Security Depost Refund by Check 25000
RFD-0000053 GH42006  Evan 3 Gul Evan 3 Gul Accourts Paid Folio Refund by Credit Card $50.00
[ BLv-0000168 2972006 Comcast Cable A110, 8104 Accourts Mot Paic A110, 8428034832, B104, 9876432 §17500
RFD-0000054 GI29/2006  Lester Tester Lester Tester Accourts Paid Security Deposit Refund by Credit Card $250.00
BLO-OOO0363  &31/2006  Humphrey Bogart Humphrey Bogart Accourts  Paid Ao Payable 479538
BLO-0000364 83142008 Maryann Brennan Maryann Brennan Accounts Paid Auto Payahle §1,44213
D BLO-0000333 G1312006  Jamie Lee Curtis Jamie Lee Curtis Accourts Mot Paic Auto Payable $3,395.92
00f 11 selected

The Bills and Refunds program is used to review, edit, and delete bills (invoices)
posted by means of the Generate Bills program and the Edit Bills program. Any
invoice that has been entered via those two programs can be accessed using
the powerful set of filters at the top of the screen. Use these filters to shorten
the list from which you select the individual invoice you wish to review.

e The Status field lets you filter for All Statuses, Not Paid, Partially Paid,
and Paid invoices.

e The Reference Code filter lets you enter a specific reference number
(invoice number) as shown in the left column.

o The Type filter lets you choose from All Types, Bills, Folio Refunds, and
Security Deposit Refunds.

e The Payee Name fields allow you to select a subledger type (All,
Business, Customers, Vendors, or Owners), then click on the magnifying
glass to select a specific account from a list of accounts for that type for
the invoice Payee.

e The Expensed To fields allow you to select a subledger type (All,
Business, Customers, Owners, Vendors, Units), then click on the
magnifying glass to select a specific account from a list of accounts for
the expense distribution subledger entered in the invoice.
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e The Date filter options are All Dates, Due Dates, Discount Dates, Posting
Date, and Entry Date with “on or after” and “on or before” calendar pop-
ups (i.e. Starting and ending dates). This filter can be quite useful if you
have a large list and just want to find items entered on a specific date
such as yesterday or today. The dates being filtered are the various
dates entered into the bill record.

¢ Once any or all of the filters have been selected, you must click on the
Search button in order for the filters to take effect.

From the list of invoices (bills) in the lower half of the screen, you have the
option of clicking on the checkbox to the left of the desired row and select an
action from the Action Bar dropdown. The only available action is “Delete
Item(s)”. Note that some of the checkboxes are disabled. This is true for paid
and partially paid invoices which may not be deleted since they are associated
with checks which have been printed and distributed.

You may also click on a desired row. This gives you the opportunity to review
the expense distributions for a given bill. It also provides you with the
opportunity to edit either the header for the bill or edit individual expense
distributions.

Accounting > Accounts Payable > Enter Bils

o

Entity Type  Entity Submitting Bill ‘
Bill Details
Posting Date Terms Due Date Amount
|oamaz006 [T 1% 10Net30 v | |ooss0ezo0s [T 102343
Unique Referenca Numbar % Eill Mema
#2742 |sP232300 J
Accounts Payable Account Last Bill Average Bil Credit Limit Entity Balance Eill Balarice
2800 - Accaunts Payable (Trust) v [ 102343 293,07 [ 0.00 100,00 oo
Action v 4k Add Expense
] Expenss To Expense Entity Expense Aceount Memo Amount
] unit D304 3000.1500 Maintenance & Supplies D304 +1 (805) 789-0008: System Flush  $12055
1 unit £229 3000.1500 Maintenance & Supplies 4229 +1 (808) 789-0002 system Flush  $132.56
1 unit B222 30001500 Maintenance & Supplies B222 +1 (415) 227-3946 System Flush  $123.55
1 unit G205 30001500 Maintenance & Supplies G205 +1 (808) 780-0014: System Flush  $12055
1 unit L220 30001500 Maintenance & Supplies 1220 +1 (808) 786-0020 System Flush  $120 55
] it 4110 30001500 Maintenance & Supplies 4110 +1 (808) 789-0001: System Flush  $120 55
] it E105 30001500 Maintenance & Supplies E105 +1 (308) 788-0010 System Flush ~ $120 55
] unit 208 3000.1500 Maintenance & Supplies C20F +1 (805) 789-0005: System Flush  $164.57
0 of 8 selected

Note that a paid or partially paid invoice will have the editing functions disabled
for this screen. The fields you may edit (see warning below) are:
1. Posting Date
Terms
Due Date
Amount (total invoice amount)
Unique Reference Number
. Bill Memo text
You may also use the checkboxes and action bar to remove individual expense
distributions. You may also add new distributions by clicking the +AddExpense
button on the right side of the Action Bar.

S AN

At the bottom of this screen are three buttons:
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¢ Cancel —returns you to the previous screen without saving any changes.

o Delete — Deletes the entire invoice. Warning: Be careful using this
button—you may be intending to delete a single distribution by clicking
on a checkbox, then, instead of choosing “Delete Item” from the Action
Bar, you click the Delete button at the bottom of the page. This will
delete the entire invoice. If you have many expense distributions on that
invoice, you will be very unhappy while re-entering them all again.

e Save — you must click this button to save any changes made on this
screen for a specific invoice.

You may also edit individual distributions by clicking directly on a row.

Open Bill

Entity Type  Entity Submitting Bill
“endor Jackzon Plumbing

Bill Details

Pasting Date Terms Due Date Amount
|08ma 2006 1% 10met 30 | (093072006 [T 102343
Unique Reference Number Eill Marna ——
2l Enter Expense - Microsoft Internet Explorer \._”E||§| _
Accounts Payable Accounlf Expense Amount  Expense To Expense Entity Bill Balance
28000 - Accounts Payable | 120 55\ \ Uit A \ | D304 b | | 1.0
i j| - Expense Account Memo |
Action v |snnn 1500 - Maintenance & Supplies v| |DSD4 +1 (#08) 783-0003: System Flush sk Add Expense
[] Expense To Amount
] unit m Flush  $120.55
[ unit m Flush  $132.56
] unit mFlush  $123.55
[ urit 5205 30001500 Mairtenance & Suppliss G205 +1 (608) 789-0014; System Flush  $120.55
] urit Lz20 30001500 Mairtenance & Suppliss L220 +1 (808) 789-0020: System Flush  $120.55
[ unit 4110 30001500 Mairtenance & Suppliss #110 +1 (808) 789-0001: System Flush  $120.55
[ unit E105 30001500 Mairtenance & Suppliss E105 +1 (908) 789-001 0System Flush  $120.55
[ unit C206 30001500 Meintenance & Supplies C206 +1 (508) 789-0005: System Flush  $164.57
0of 8 selected

This popup allows you to change the Expense Amount, Expense To type and
Expense Entity, Expense Account (G/L number) and Memo text. Click the Apply
button to save any changes.

Warning: There is an additional situation of which you should be aware when
editing invoices in the Bills and Refunds program. This occurs when you edit
invoices that are expensed to Units. Any time you post an expense to a unit, an
“allocation” transaction is automatically posted to the owner(s) of that unit. You
should not make date adjustments to invoices expensed to units because the
date change only affects the Unit transaction, it does NOT adjust the allocation
transaction. This can cause an unexpected situation when the date change
crosses an owner statement closing period. The allocation to the owner will not
appear in the same statement period as the Unit transaction. If you must make
this type of adjustment, it is best to delete and re-enter the invoice instead of
making a date change to an existing invoice.
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Payments
Accounting > Accounts Payable > Payments

Accounting > Accounts Payable > Payments

Payment Method  Mumber From Account

no fiter] % o fiter] v Posting date

prni s [ oereens &

[no fiter] 5 2, |[no fiter] w | | [no fiter]

Action +
D Joumal Doc Date Method Number  Printed  Mame Frem Account Mema Status Reconeiled Amaount
D JE-O015488  7/31/2008  Check 588 v Humphrey Bogart 1020 - Trust Bank Accourt Posted Mot Reconciled $10,07313
I:‘ JE-OO15470 743172006 Check 589 v Maryann Brennan 1020 - Trust Bank Account Posted Mot Reconciled  $2,295.25
D JE-O015471  7/3102006  Check 590 v Selena Brown 1020 - Trust Bank Account Posted Mot Reconciled 680,00
I:‘ JEOO15841  7/3172006  Check 5596 v Joe Chan 1020 - Trust Bank Account Posted Mot Reconciled $9.00
D JE-0015842  7/3102006  Check 597 v Hawvaii Homes 1020 - Trust Bank Account Posted Mot Reconciled $31,172 85
[ JE-0015843  7/31/2006  Check 096 v Dick Clark 1020 - Trust Bank Accourt Posted Mot Reconciled  §7 35540
I:‘ JE-O0155844  7/3172006  Check 599 ~ George Clooney 1020 - Trust Bank Accourt Posted Mot Reconciled  $5 673.00
I:‘ JE-OO15845  7/3172006  Check 500 v Sean Connery 1020 - Trust Bank Account Posted Mot Reconciled  $2 626.00
I:‘ JE-OO15846  7/3172008  Check 601 + Tom Cruise 1020 - Trust Bank Accourt Posted Mot Reconciled  §1 44595
I:‘ JE-OO15847  7/3172006  Check 602 v Jamie Lee Curtis 1020 - Trust Bank Account Posted Mot Reconciled  $5,933.50
I:‘ JE-OO15548  7/3172008  Check 603 + Robkert De Miro 1020 - Trust Bank Accourt Posted Mot Reconciled  $3 447 .50
[] E-0015849 7/31/2006  Check E04 v Bo Derrick 1020 - Trust Bank Accourt Posted Mot Reconciled  $35 426.00
[ JE-0015850 703102006  Check 603 v Alhert Einstein 1020 - Truzst Bank Accourt Posted Mot Reconciled §10,252.37
D JE-O015851  7/31/2008  Check BO6 d Harrizan Ford 1020 - Trust Bank Accourt Poste Mot Reconciled  $13,703 25
[ JE-0015852 703102006  Check 607 v Bill Gates 1020 - Truzst Bank Accourt Posted Mot Reconciled  $6,595.00
D JEO015853  7/31/2008  Check B0& d Jennifer Lopez 1020 - Trust Bank Accourt Poste Mot Reconciled  $4 70985
I:‘ JE-OO158594  7/3172006  Check 609 v Stewe Martin 1020 - Trust Bank Accourt Posted Mot Reconciled  $3,167.50
D JE-O0M15855  7/31/2008  Check B0 v Ed Mchiahon 1020 - Trust Bank Accourt Posted Mot Reconciled  $3 382.50
I:‘ JE-OO15856 703172006 Check 611 v Bette Micllzr 1020 - Trust Bank Account Posted Mot Reconciled $604.94
D JE-O0MSE57  7/31/2008  Check 612 v Paul Neswsman 1020 - Trust Bank Accourt Posted Mot Reconciled  $9 604 34
I:‘ JE-OO15858  7/3172006  Check 613 v Jack Micklaus 1020 - Trust Bank Account Posted Mot Reconciled  $4,565.13
D JE-O015859  7/3102006  Check E14 v Joe Pesci 1020 - Trust Bank Account Posted Mot Reconciled  $2,582.88 .,
0 af 47 selected

The Payments program allows you to review, void, and reprint outgoing
payments. These payments may be either checks paid from an existing bank
account or they may be credit card refunds and charge backs. This program will
list all previously posted checks and credit card refunds, however, after a period
of time, this full list becomes unmanageable and you will need to use the filter
buttons to find the specific document(s) you are looking for.

The filter fields are:

Payment Method: No Filter, Cash, Credit, Check

Number: check number or last four digits of a credit card number

From Account: the bank account on which the payment was drawn.

Payee: All, Business, Customer, Owner, Vendor type. Click on

magnifying glass to access a name search popup for the type of payee

selected.

e Status: No Filter, Reconciled, Cleared, Not Reconciled

e Printed: No Filter, Yes, No

e Dates: All Dates, Posting Dates, Printed Date with “Start Date” and “End
Date” calendar popups. This filter can be quite useful if you have a large
list and just want to find items printed or posted on a specific date such
as yesterday or today.
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Payment Method  Mumber  From Account
[no fiter] [no fiter] v Alddtes (M
Payee Status Printed et Date ' Eribaole v %
Owner | % | Bogart, Humphrey Q. Inofiter] | | [no fiter]
Action =
Delete Payments) Method Mumber  Printed  Name Frem Account Meme Status Reconciled Amount
Mark as Printed 05 Check 29z v Humphrey Bogart 1020 - Trust Bank Account Fosted Reconciled $1,026.00
Flag for printing Check el v Humphrey Bogart 1020 - Trust Bank Account Posted Reconciled $3,484.50
| | JE-O010083 /862006 Check 415 'l Humphrey Bogart 1020 - Trust Bank Account Posted Reconciled §5,266 65
|:| JE-DM 2556 33102006 Check 231 v Humphrey Bogart 1020 - Trust Bank Account Posted Reconcilzd $4,009.80
D JE-OOM 2065 44562006 Check a0 v Humphrey Bocgart 1020 - Trust Bank Account Posted Reconcilzd $2,774.50
|:| JE-DM 2657 4M852006  Check 536 v Humphrey Bogart 1020 - Trust Bank Account Poste Reconciled $630.00
D JE-OMMS469 73142006 Check 585 v Humphrey Bogart 1020 - Trust Bank Account Posted Mot Reconciled $10,07913
JE-OOM5031  &I32006 Check 1234 v Humphrey Bogart 1020 - Trust Bank Account Poste Mot Reconciled  $4,795.38
10f 8 selected

Once you have filtered for your desired result set there are two options for
reviewing and editing one or more payments.

The first option is to click on one or more checkboxes on the left side of the
screen, then click on the Action item on the Action Bar. This opens a dropdown
list from which you may choose one of three activities: 1. Delete Payment(s)—
this allows you to delete a previously entered check from the database. This is
useful for correcting erroneous checks which have not been sent out to the
payee. But it should be used judiciously. In most instances, you should “void”
(see below) a check, thus providing an audit trail of the activity. 2. Mark as
Printed—this allows you to remove a check from the check printing queue. It
also allows you to record that a “manual” or non-printed check has been posted.
3. Flag for Printing—this allows placing the check back into the check printing
queue. It also removes any existing check number from the payment record and
unchecks the Printed flag.

A second option for reviewing and editing or deleting previously posted checks
is to click on the row (do not click on the Journal Entry link). This opens the
specific check in an Open Payment window.

Open Payment

Journal Docament JE-0015876 | | Paymant Typa Check
Docunient Status Posted | | Mumber 3
Reconciiiation Status Not Reconciled | | Terminai Code

Posting User Ben Stiller | | Print Status Printed
Creation Date 9/2/2006 | | Print Dato 9/22006

Report AP P nent Report

Pay From Account Amount Posting Date Statement Date Yoid Date

Payee

Check Humber

31

Merno

2410, 5429034332, A229, 438408528, €339, 57

items Paid by this Pavment
Due Date  Reference Twpe Methad Hame Amount  Amt. Due
1118/2005 BLYV-0000093 Bill Check Comecast Cable 10672 o.on
11#11/2005 BLV-0000094 Bill Check Comcast Cable 145.00 o.oo
11/14/2005 BLY-0000095 Bill Check Comeast Cable 25000 0.00
0of 3 selected

From this screen you are able to change the Check Number field and the Memo
field. Use the “Save” button to retain any changes made in those two fields.
You may also Void an outgoing payment by clicking on the Void button at the
bottom of the screen. When voiding a check, you will be prompted for a “Void
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Date”. This will allow you to post a “check reversal” in a period other than the
check printing period in the event that you have printed final statements or
reports which should not be changed. Voiding a check, removes the “paid”
status on the invoices paid by the check. You may then go back to Pay Bills and
Refunds to reprint the check, or you may delete or edit the invoice in Bills and
Refunds before reprinting.

You may also view the expense distribution details for the paid invoices listed on
this screen by clicking on the row. This opens the Open Bill window for the
invoice you selected in the previous screen.

Open Bill

Entity Type  Entity Submitting Bill ‘

Bill Details

Posting Date Terms Due Date Amaunt
14005 [EEv 1182005 [ 106.72

Unique Reference Number Bill Merno

BLY-0000093 % | 4110, 8429034832, 4228, 43049328, C339, 534543, 222, |

Accounts Payable Account Last Bill Average Bill Credit Limit Entity Balance Bill Balance

175.00 246,50 | 0.00 0.00 0.00

Action

[] Expense To Expense Entity Expense Account Memo Amount

Unit A110 3000.1900 Litilties A110, 5429034832 $23.00

Unit A229 30001900 Ltilties A229, 43849323 $25.00

Unit 338 30001900 Litilties 338, 534543 2475

unit B222 3000.1900 Litilties B222, F33.97
0of 4 selected

Cancel

Finally, you may print a listing of the invoices paid by the check by clicking on
the Supplemental AP Payment report link on top right side of the Open Payment
window. This report is especially useful if you have printed a check with more
invoices than will fit on a check voucher. You may send this report along with its
corresponding check.

Warning: Be careful using the Delete and Void buttons in this program.
Obvious negative consequences such as overpayment may result from using
either of these options for a check that has gone out to a payee and then is
reprinted. The ability to change existing check numbers is useful in maintaining
an accurate audit trail of printed checks. But this feature can also be abused.
Discretion when using these features is advised. An occasional review of the
sequence of printed check numbers is highly recommended. Look for missing
checks and duplicate checks and check numbers. Make sure the starting check
number listed in the Print Checks program matches the first check loaded in
your printer. Be sure to do a reconciliation to your monthly bank statement.
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Unit 9: Banking

Deposits
Accounting > Banking > Deposits

Accounting > Banking > Bank Deposits

Bank Deposits

Deposited into Account  Deposited From Deposited To Deposited by Lser
[tany socourt) v [oamtr2006 [EE)v| [0amstz008 [ [1any Usen | [Search | [(Reset ]
Document # Deposit Slip #  Status
‘ | [Any Status] v |

Action = 4 Mew Bank Deposit
[JJoumnal boc  Date Bank Account b User Payments Status Amount
] JE-O0M5472  &M2006  Trust Bank Accourt (1020) sa 4 Deposted 57 207 49
[]JED0S036  ©A2006 Trust Bank Accourt (1020) S E Depositsd 105,045 56
(] JE-O0MS025  &32006  Trust Bank Accourt (1020) P 2 Deposted 5661 58

0073 selected

The Deposits program is used to combine payments received (checks or cash
payments) into a bank deposit which matches your physical bank deposit slip.
This facilitates reconciling your bank accounts to your monthly bank statements.

The screen shown above lists three bank deposits for the month of August,
which are the only ones listed because of the Deposit From and Deposited To
filter dates. All deposit history is retained and can be accessed by changing the
date filters.

To begin a new bank deposit click on the +New Bank Deposit button on the
right side of the Action Bar. This opens up Step 1 of the New Bank Deposit
Wizard. Click the +Add Payments button on the Action Bar.

Accounting > Banking > Bank Deposits

New Bank Deposit - Step 1 of 2

The fallowing payments have been added to this bank deposit. Click Add Payment to add another payment ta this bank deposit, or to remove a pavment, select the payments you
want to remove and click Remove from the Action menu.

Action v Sk Add Payments

Joumnal Doc  Method  Date Name Mema Folia Amount L Nance

Mo payments have heen added to this bank deposit. Click Add Payment above to add one or more payments to this bank deposit,

00of0 selected

cancel ) nesch b

This opens up a window which lists all deposits received into the system through
the Receive Folio Payment program and the Receive Payments program.
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| 2l Add Payments to Bank Deposit - Microsoft Internet Explorer E|E|PZ|

To add Payments to this Bank Deposit, find undeposited Payments using the form below, select the ones you would like to add, and click Add
Selected Payments.
Find P 1t
Payrnent Method Skart Drate End Crate
| any payment method % | | |v]| | |v]| Search Reset
Office User
|Any Office v| |Any User v|
DJournaI Doc  Method Date Mame Reference Office Uzer Falio Resencation Amount Balance
JE-O015484  Cash M 072006 David Besser Cazh: David Bess... GP  FOL-0000546 RES-00430 460631 460631 A~
JE-O015481  Check  SMOf2006 nicola erlich Check: nicala etli... RJ  FOL-0000995 RES-00892  $1,12918 §5,73549
JE-OOMS700  Check  SM5/2006 Lester Tester Check: Lester Te... SA&  FOL-0001006 RES-00303 FATTHE  F6,715.45
JE-O015522  Check  SMEM2006 Garrett Scahil Check: Garrett Sc... RJ  FOL-00009S97 RES-00594  $4.71670 §11 43215
[] JE-0015591  Check  8/24/2006 Mark Waldman Check: Mark Wald... RJ  FOL-000M002 RES-00898  $2,744.01 §14176.16
[] JE-0015674 Check 82812008 Schmo, Joe Check: Schmo, Jo... 58  FOL-0000990 RES-O0S8Y  $306309 $17.244 25
[] JE-0015712  Check  8/29/2006 Bosworth, Kate Check: Bozwaorth... S8 15000 $17 39423
[] JE-0015797  Cash 813072006 Karen Walker Cazh: Karen Walk... mhty FOL-0000991 RES-00858 154722 §15,941.47
[] Je-00157868  Cash 513072006  Mike Phillips Cazh: Mike Phillips mhty FOL-0001007 RES-00904  §1,122.54 §20064.01
4 0f13 selected
[ Cancel ] [Add Selected Payipents

This screen lists all “undeposited” payments received. Select individual
payments received by checking the checkbox on the left side of the screen.
When you have selected all items which match the deposit slip in your
carbonless deposit book, click on the Add Selected Payments button at the
bottom of the screen.

New Bank Deposit - Step 1 of 2

The following payments have been added to this hank deposit. Click Add Payment to add another payment to this bank deposit, or to remove a payment, select the payments you
wwantto remaove and click Remove from the Action menu

Action « 4 Add Payments
DJnurna\ Doe  hdethod Date Hame Mema Folin Amount Balance
D JE-0015484  Cash G810/2006  David Besser Cash: David Besser FOL-0000546 $4,606.31 4 60631
D JE-0015491  Check GH0/2006  nicola erlich Check: nicola erlich #4545 FOL-0000395 $1,129.18 3573549
D JE-0015700  Check SHS/2006  Lester Tester Check: Lester Tester #3215 FOL-0001006 $977.96 3671345
D JE-0015522  Check 8AB/2006  Garrett Scahil Check: Garrett Scahill #4545 FOL-0000997 F4,71870 $11,43215

00f 4 selected

% cancel next b

Use a combination of Action items and +Add Payments to make this screen
match your handwritten deposit slip. Then click Next.

Accounting = Banking > Bank Deposits

New Bank Deposit - Step 2 of 2

Deposit Into Account Deposit Date User Making Deposit  Deposit Slip Number
[Trust Bank accourt v [oenseoos [[El| Escapiabemo v 00123 | [%
Dreposit Motes

cancel A back | save and complete

Step 2 of 2 in the New Bank Deposit wizard, prompts you for the appropriate
bank account, deposit date, posting user, and Deposit Slip Number. Itis
recommended that you sequentially number your bank deposit slips and hand
write this number on each deposit slip in your deposit book. Click the “Save and
Complete” button.
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Deposited Fram Deposited Ta Deposited by User
v [oamiraoos [ [osmi00s [y [1any user] ~| [(Search ) (Reset

Status
| |[Any Status] v‘

Deposited into Account
‘ [&ny Sccourt]

Document # Deposit Slip #

4 Mew Bank Deposit

Action v
[laoumal pee Date Bank Account User Fayments Status Amount
[ JE-0015877  SAS2006  Trust Bank Accourt (1020) ED 4 Deposited $11,432.415
[ JE-0015472  BM2006  Trust Bank Accourt (1020) {t’) 58 4 Deposited $7,297 49
[ JE-0015036 842008 Trust Bank Accourt (1020) GP 20 Deposited $105045.56
[] JE-0015028  BR2006  Trust Bank Accourt (1020) cp 2 Deposited 561 58

0 of 4 selected

This returns you to the first page of the Bank Deposits program which lists
individual bank deposits. You may click on a bank deposit row in order to review
the details of the deposit, make corrections, and print a hard copy of your bank
deposit slip.

Payments Details

The following payments have been added to this bank deposit. Click Add Paymentto add another payment to this bank deposit, or to remove a payment,

select the payments you want to remove and click Remove from the Action menu

Degusilllgeta\\ Report

Action = & 33'::1 Paymerts
DJuumal Doc  Method  Date MName Memo Folie Amount Balange
[]JE0015481 Check 802006  nicola erich Check: nicola erlich #4545 FOL-0000335 $1,128.18 112918
[ JE-0015484  Cash B8/10/2006 David Besser Cast David Besser FOL-0000546 B4 60631 573548
[]JE0015522 Check  SAB2006  Garreftt Scahil Check: Garrett Scahill #4545 FOL-0000387 F4,718.70 $1045419
[] JE-O015700 Check  8/152006  Lester Tester Check: Lester Tester #3215 FOL-0001006 97796 1143215

00T 4 selected

cancel ) save

To print the deposit slip, click on the “Deposit Detail Report” link at the top right
of the screen.

A=@# 9@ & Lkl e 0 & Xt
| 3
H . . 0 e
2/ || Deposit Detail Report - 8/15/2006 8212008
-4
Lo 1020 TrustBank Account- JE-0015877 - Deposit Slip Number: 00123 Page 10f1
Journal Doc Method Date Hame Memo Folio Amount Balance
JE-0015522 Chedk 8/16/2006 GarrettScahill Check: Garrett Scahill FOL-00008a7 $4.71870 3471870 B
JE-DD15700  Check 8M15/2006 LesterTester Check: Lester Tester FOL-0001006 $577.96 $5,69666
% JE-0015491 Chedk 8/10/2006 nicolaerlich Check:nicola erlich#4545  FOL-0000%35 $1,128.18 $6,82584
ol JE-0015484  Cash 8/10/2006 David Besser Cash:David Gesser Fl@"';DDGDEdB $4,606.31 $11,432.15
5
£
@
j2]
=
o
£
[S
[=]
&3
v
= | tofr | 1=l

The General Ledger account flow for payments received are:

e When receiving a check or cash payment from a Guest
1000 Cash on Hand
2000 Advanced Deposits
e When receiving a check or cash payment from an Owner
1000 Cash on Hand
2400 Payable to Owners
¢ When receiving a check or cash payment from the Business

(©]
o

o
o

Accounting

Debit G/L
Credit G/L

Debit G/L
Credit G/L
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o Debit G/L 1000 Cash on Hand
o Credit G/L 2300.9000 Business Payout
¢ When receiving a check or cah payment from a vendor
o Debit G/L 1000 Cash on Hand
o Credit G/L 2600 Payable to Vendors

The General Ledger account flow for bank deposits (cash or checks)
o Debit G/L 1010 Trust Bank Account
o Credit G/L 1000 Cash on Hand

Credit Card Settlements
Accounting > Banking > Credit Card Settlements

Credit Card Settlements

Merchant Account Reference Mumber Document Murmber

no titer] W Statement Date

Reconciliation Status  Settlement Status E;J;; ;EEE = E;;; ZEUFE;Q = %

[nafiter] % [no fiter] %

Action - 4 Mewy Credit Card Settlement
[]  FReference Joumnal | Do Fosting Date Statement Date Fayments Vaoids Rec Status Settlement Status Amount
¥ JE-0015699 82952008 82952008 3 a Deposited Mot Zettied 1,075.00
(] JE-0015654 Bi28/2006 Bi28/2006 1 a Deposited Mot Settled 1.00
[d] JE-D015582 Bi22/2006 Bi22/2006 1 a Deposited Mot Settled 1,564.56
D JE-0015558 8172008 8172008 0 1 Deposited Mot Settied 0.00
L.l JE-D015543 B16/2006 B16/2006 1 a Deposited Mot Settied 934.31
(] JE-D015511 Bi14/2006 Bi14/2006 2 a Deposited Mot Settled 50.00
[d] JE-D015493 B10/2008 B10/2008 3 a Deposited Mot Settled 15,342.29
D JE-0015481 BIU2006 BIU2006 1 a Deposited Mot Settied £,092.35
L.l JE-D015010 Bi32006 Bi32006 2 a Deposited Settled 2,911.43
0 of 8 selected

The Credit Card Settlements program processes credit card settlements via the
Southern Datacomm gateway. It is also used to review existing credit card
settlement batches. Finally, it can be used to record as settled, edit, and review
manual credit card settlement batches submitted for processing outside of the
Escapia program.

This program works similarly to the Bank Deposit program in that the first screen
allows you to view all posted credit card settlement batches. The filters at the
top of the screen allow the user to limit the number of batches displayed in order
to more easily find a specific batch. The filters are:

o Merchant Account — credit card batches are maintained by the merchant
accounts created in the Credit Card setup process. Presently, you may
have one gateway (Southern Datacomm) merchant account and multiple
manual merchant accounts. Select the specific merchant account you
wish to review.

o Reference Number—presently, no reference number is tracked.

o Document Number—this is the Journal Document number of the batch
transaction g/l distribution, you must include the ‘JE-* prefix and all
leading zeros.

o Reconciliation Status—choices are No Filter, Reconciled, Cleared, Not
Reconciled.

o Settlement Status—choices are No Filter, Settled, Not Settled.

o Dates—choices are All Dates, Statement Date, Posting Date. “On or
After” and “Before or After” (i.e. Starting and Ending) popup calendars
are used to filter by specific dates.
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The Credit Card Settlement screen provides a Settlement Status column
(second column from the right side of the screen). There are three possible
settlement statuses: 1) Settled—batch is closed and batch processing
complete. Gateway transactions have processed to your merchant bank. 2) Not
Settled—batch is open, addition transactions may be added to the batch
(manual transactions may be removed). 3) Failed—Gateway (Southern
Datacomm) batches only. Failed batches are closed for further processing. If
you receive this message you should contact Escapia Support for assistance.
These transactions have not processed at your merchant bank.

Credit Card Settlements

Merchant Account Reference Mumber Document Mumber
e fiter] = Posting Date
Reconciliation Status  Settlement Status OUE ;; ;Eeurs =G i;; ZEUF;: =~
[nafiter] % [na fiter] I
Action 4 Meww Credit Card Settlement
Delete Settlement(s) 1al Doc Fosting Date Statement Date Payments Voids Rec Status Settlement Status Amount
ark Mot Settied 1156599 B/29:2006 82972006 3 ) Deposited Settled 1,075.00
Settle Batch 115684 B/2812006 BI2E/2006 1 0 Depositent Settled 1.00
L] JE-D015582 B/22/2006 82272006 1 ) Deposited Settled 196436
(] JE-0015553 81712006 B17/2006 a 1 Deposited Settled 0.00
D JE-0015545 B8H Bi2006 &M1E2006 1 0 Deposited Settled 994 31
] JE-0015511 81452006 &i14/2006 2 ) Deposited Settled 5000
JE-0015493 81 0/2006 &i10/2006 3 0 Deposited Mot Settled 1834229
D JE-0015451 BRI2006 BII2006 1 0 Deposited Settled 6,092 33
] JE-0015010 B/32006 BI32006 2 ) Depositec Settled 291143
1 of 8 selected

o Delete Settlement(s)—this is only available on empty manual merchant
account transactions. You may not delete a gateway settlement.

o Mark Not Settled— this is only available on manual merchant account
transactions. You may not “unsettle” a gateway settlement.

o Settle Batch—this is an “end of day” process which “settles” your credit
card authorizations posted throughout the day. Although you may settle
more than one batch per day, you should only have one daily batch open
at a time. For gateway merchant accounts, you should be sure to “settle”
today’s transactions at the close of the workday. Although not required
on manual batches, it is a good practice to compare manual batch totals
to your terminal printout and “close” the batch in Escapia.

You may review the details of settlement batches by clicking on the row (don’t
click on the JE-xxxxx link). This opens a window displaying each transaction in
a settlement batch.

Accounting > Banking > Edit Credit Card Settlement

Merchant Account

The following credit card transactions have been added to this setlement. Click Add Transactions to add more transactions to this settlerment batch. To remove transactions, select
them fram the list below, then click Remave from the Action menu.

Transactions

Action - 4 Add Transactions
[] Joumal boe  Type Date Name hemo User Folin Amount  Balance
D JE-D015492  Credit B10/2006  Frank Jones CiC: Frank Jones Yisa 1111 Gregory Peterson FiOL-0000328 5254 21 5,254 21
[ JE-0015495  Crecit BA02006  Matt ScasrTest ¢ dohn SuzukiTest Yisa 1111 Gregory Peterson FOL-0000965 1272598 17,980.19
D JE-0015497  Credit 8M02006  Steve & Karen Figoins CC Stewe & Karen Figgins Visa 1111 Gregory Petersan FOL-0000031 36210 1834229
00f 3 selected
| Total 1834229
% cancel ) save )
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For manual (non-gateway) settlement batches, you may remove a transaction
from a settlement by clicking the checkbox and choosing “Remove
Transaction(s) from Settlement) from the Action Bar. To remove a transaction
from a gateway settlement—you must “Void” the transaction from the Open
Payment screen. However, this is only available for unsettled transaction
batches. Once a batch has been settled, you must create a “charge back” by
entering a Folio refund on the folio in question.

You may drill down into the details of a transaction by clicking on the JE link.

Open Journal Document - CC: Frank Jones Visa 1111

Journai Document JE-0015492 | | Posting Lser Gregory Peterson
Docruent Type Folio Payment | | Folio Nember EOL-0000328
Status Posted | Booking Mumber na
Reference Number 1 Jowrnai Docement Tempiate na
Posting Date 8102006 | | Amount 5,254.21
Journal Transactions | Related Documents || Motes
Journal Transactions

Account Subledger Entity Joumal Transaction Memo Debit Credit

1100 - Credit Card Clearing CC: Frank Jones Visa 1111 52541 0.00

2000 - Folio Frank Jones CC: Frank Jones Visa 1111 0.00 5254.21

2 itemis)

[

| Totals - 525421 525421 |
| Journal Document Balance 0.00 ‘

This displays header information about the transaction at the top of the screen
as well as the general ledger transactions in the Journal Transactions tab. You
may drill down further to navigate to the Folio for this transaction and take
corrective action there. This is done by clicking on the FOL-xxxxxx link on the
top right side of the screen.

Reservation Booking(s) Folio(s) Correspondence | Transactions

m Feolio FOL-0000328 | Booking Deposits 5254.21 | | Payiments 5504.21 | | Refunds 0.00
e Frank Jones | Secarity Deposils 250.00 | | Anthorizations 0.00 | | Charges 550421
Craated 6/21/2005 | Totai Deposit Due 0.00 | | Gther Cradits 0.00 | | Otker Dedits 0.00
Larrent Baiznce 0.0 | Deposit Due Today 0.00 | Total Credits 550421 | | Totaf Dedits 550421
Showy Al Types v %mj \(/" Payment ‘ Credit %Rslund k: Charge
Joumnal Doc  PostDate  Type Status Bocking Memo Debit Credit  Balance
g nia Short Term Rental Revenue Unposted  BKG-00341  Unit K263 from 62672005 to 7ids2005 430000 4,300.00
nia nia Tax Unposted BKG-00341  Transient Sccommodstion 31175 4.611.75
nia nia Tax Unposted  BKGOD341  Gensral Exise Tax 17916 4,790 81
s nia Booking Charge Unposted  BKG-00341  Damage Viaiver Fes Fa.00 4,825.91
néa nia Booking Charge Unposted  BKG-00341  CSA Travel Protection Insurance 28330 5,079.21
JE-0003183  5/27/2005 Security Deposit Posted BHG-00534  Security Deposit 25000 5,329.21
JE-O003191 62172005 Booking Charge Posted BKG-00341 Reservation Fee 5000 9,379.21
JE-DOO3GE9  6/26/2005 Booking Charge Posted BKG-00341  Crib Rental 2500 5,404.21
JE-D003635  B/27/2005  Folio Payment Postet Check: Frank Jones #1235 25000 515421
JE-0003779 T/4/2005  Booking Charge Posted BKG-00341 Cleaning Fee 100.00 5,254
JE-00M5492  BM0/2006  Folio Payment Posted CC: Frank Jones Yisa 1111 " 52941 0.00
Journal Doc  Memo Type Booking Due Date Refund Date  Status Q Amount  Amt Faid  Amt Due
JEOO031592  Deposit Booking BKG-00341 52702005  nia Paid 525421 525421 0.00
JE-ODO3193  Security Deposit Sacurity BKG-00341 52772005 7052005 Paid 25000 25000 0.00

To edit the credit card transaction, click on the row. This will open the Open
Payment window.
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Open Payment

Journal Docuntent JE-0i15492 | | Posting User Gregory Peterson
Docuunient Status Posted | | Folio Number FOL-0000328
Reconciliation Status Deposited | | Reservation Nembar RES-00313
Settlonent Status Hot Settled | | Approvaf Code
Creation Date 8102006 | | Terminal Code Terminal 1
Reference Number

Payment Type  Credited To Merna Posting Date Payment Amt

| [cc: Frank dones visa 1111 | =~ 5254 21
Name as it appears on credit card Billing Phone Number
|Frank Jones | +1 (345) 555-6742 LS. number
Card Number Expiration Date Billing Address Line 1

EXRRRRRRRRRERARE] ; 123 Esst Main Street |

Eilling Address Line 2

Payment Reason Terminal Code
|AdvancedDeposn | |Tarmlnal 1 |

City State Postal Code
‘Anywhere | ‘I\Ilnols ‘ ‘1 2345
Country

Hokes [Confidential - Business Internal)

Depending on the settlement status and the merchant type, you may be able to
“void” the transaction by clicking on the “Void” button at the bottom of the
screen. Notice that this screen provides detailed information about the
transaction including the full credit card number, expiration date, and merchant
account (Terminal Code).

Bank Reconciliation
Accounting > Banking > Bank Reconciliation

Reconcile Bank Account

Bank Account Bouk Start Date  Book End Date Stalement Date  Ending Balance
[1010 - Trust Bank sccourt v | [o8m 2006 [TE)v] 0es1 12006 [TEV| Fiter | (08712006 [FF] | 7579.44|
Deposits Reconciled 9 40134.86 | | Statement Batance 7579.44
Payments and Checks Reconcifed 23 35169.56 | | Book Ending Balanca 3496914
Adjustmtants Reconcifed 1 -1842.30 | | Differance [% -27389.70
Deposits | Checks | Adiustments Prirt Reconclistion Report  Show Bialance Worksheet

Action = ¢ Mew Bank Depost
[ Joumal boe. Posting Date Type Reo Status  Reo. Date Debit Credit Balanes
[ JE-D002438 773102005 Bank Depost Reconciled 8/3172006 3397396 000 3397385
[ 0002232 82006 Credit Card Seftiement Reconcled 8312006 238010 000 3635406
[ JE-D002264 8/8/2006  Bank Depost Reconciled 513172006 350,00 000 3670405
[ JE-0002230 802005 Credit Card Seftiement Reconcled  &i31/2006 25000 000 3695406
[ JE-D002265 8102005 Bank Depost Reconciled 513172006 100,00 000 3705405
[ JE-0002388 8222006 Credit Card Seftiement Reconcled  &i31/2006 25000 000 3730406
[ JE-D002440 87242008 Bank Deposit Reconcied 53172008 150,00 000 3745408
[ JE-0002415  8/24/2008  Credit Card Settiement Reconciled  H131/2006 538.50 000 3329256
[ JE-0002443  8/24/2008  Credit Card Seltiement Reconcled 8312008 184230 000 4013455
[ JE-0002553 8/25/2008  Bank Depost Deposted - 49386 55 000 8952142
0of10 selected

| Reconciled 4013436 |
| unreconciled (In Transit) 149386.56 |

The Bank Reconciliation program is used to compare your posted bank
transactions to an outside source, you monthly bank statement. This is normally
the last step in “closing” an accounting period and providing an audit to verify the
integrity of your data.

The Bank Reconciliation screen provides filters on the top row in order to
choose the correct accounting period. It also provides a field for entering your
Ending Bank Statement Balance taken from your monthly Bank Statement. The
filters are:
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o Bank Account—this field allows you to select from multiple G/L
accounts designated as Bank type accounts.

o Bank Start Date—this is the starting date of your bank statement. This
is generally the first day of a particular month.

o Bank End Date—this is the ending date for you bank statement.
Although not always the last day of the month, it is recommended that
you request your bank to provide you with monthly bank statements
which close on the last day of the month. This is the norm for Business
type bank accounts and your bank should be willing to do this. If not,
consider choosing another bank. Having bank starting and end dates
which match monthly periods and greatly simplifies your accounting
processes. The Bank Starting and Bank Ending dates control the
selection of transactions which will appear in the Deposit, Checks, and
Adjustment Tabs on the lower section of this screen.

o Bank Statement Date—This date will be entered into the “reconciliation
date” field of your individual bank transaction records. It is generally the
same as the Bank Ending Date field.

o Ending Balance—Although not actually a filtering field, this is where you
enter the Ending Balance from your monthly Bank Statement. Itis a key
element in the reconciliation process and is the amount to which you
must balance your “book” transactions.

Warning: You must click the Filter button at the top of the screen after you have
entered the starting and ending filter dates. Otherwise, the transactions in the
tabs will not match your expected starting and ending dates.

Reconcile Bank Account

Bank Accoun! t Book Start Date  Book End Date Statement Date Ending Balance

1010 - Trust Bank Accourt || 08712006 [TBv| [08m1 2008 [ ar31 2006 [T 757044

Deposits Reconcited 9 40134.86 | | Statenrent Balance 757044
Payments and Checks Reconcifed 23 35169.56 | | Book Ending Balance 3496914
Adjastments Reconciled 1 -1842.30 | | Diffarance -27398.70

The section below the filter fields provide valuable information in helping you
reconcile your bank account to your bank statement. The Deposts Reconciled
field and the Payments and Checks Reconciled lines provide a count of the
items you have marked in Escapia as appearing on your bank statement and a
total for those items. Depending on how you bank lists these items, the
amounts might match summary totals shown on your bank statement. When
these amounts match, you may be confident that you have marked all the items
on the bank statement as reconciled for this bank statement period. There may
be instances where your bank shows credit cared charge backs, NSF checks,
and other adjustments in different categories than Escapia does. If that’s the
case, you should manually make the appropriate conversions in order to
compare Escapia totals to your bank statement. The Adjustments Reconciled
field shows items such as bank charges and credits that are not derived from
payments deposited to or checks withdrawn from your bank account. Again,
depending on how your bank statement categorizes these items, this field may
or may not match a similar field on your bank statement.
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There are three tabs on the Bank Reconciliation Screen. The first tab is the
Deposit Tab

Reconcile Bank Account

Bank Account Book Start Date  Book End Date Statament Date Ending Balance

1010 - Trust Bank accaurt v | [0a01 72008 [FEv| (012008 [~ 0ai31 2005 [ 757944
Deposits Reconciled 9 4013486 | | Statement Balance 7579.44
Payments and Checks Reconcifed 23 35169.56 | | Book Ending Balance 34969.14
Adjustments Reconcilad 1 -1842.30 | | Diffarance -27389.70
Deposits | Checks | Adustments Print Reconciliation Report Show Balance Wiorksheet
Action v 4 Mew Bank Deposit
Mark as Deposited te Type Rec. Status  Rec. Date Debit Credit Balance
Mark as Cleared Bank Deposit Reconciled  Gr31/2006 F3I973.96 000 3387386
3 [e] Credt Card Settlement Reconciled  §/31/2008 238010 000 36354 06
[ | JE-0002264 8972006 Bank Deposit Reconciled  Gr31/2006 350,00 0.0o G704 .06
D JE-O0D2230  58/2006 Credt Card Settlement Reconciled  §/31/2008 25000 000 36854 06
[] JE-D002265 @i 02008 Bank Deposit Reconciled  Gr31/2006 100.00 0.0o 37054 06
D JE-OOD2EE5  S/2252008 Credt Card Settlement Reconciled  §/31/2008 25000 000 57304 06
[ JE-D002440  mizdiz008 Bank Deposit Reconciled  Gr31/2006 150.00 0.0o 7454 06
D JE-OODZ415  Sr2452006 Credt Card Settlement Reconciled  &731/2006 83850 000 38292 56
[ JE-0002443  mizdizo08 Credt Card Settlement Reconciled  Gr31/2006 1842.30 0.00 40134 86
JE-O0D2553 852572006 Bank Deposit Deposted - 49356 56 000 BA521 42
1 0f 10 selected
| Reconcilea 013486 |
| Unreconciled {In Transit) 49386.56 |

This tab displays all non-reconciled deposits with a posting date up to the Bank
End Date as well as all deposits with a reconciliation date which falls between
the Bank Start Date and Bank End Date. You may mark transactions as
“Deposited” (not reconciled), “Cleared” (identified as received by the bank, but
not included in reconciled totals), and “Reconciled” (deposits which are on this
month’s bank statement and included in the Bank Reconciliation reconciled
totals). You may override the Rec Status of individual deposits by checking the
checkbox on the left side of the screen and select one of the status options from
the Action Bar. Note that you may check multiple items and update them with a
single Action Bar selection. Transactions with a reconciliation date that falls
within the Bank Start Date and Bank End Date are displayed in green text. Non-
reconciled transactions and transactions with a reconciliation date greater than
the Bank End Date are displayed in black text. Reconciled totals and non-
reconciled totals (in-transit items) are included on the bottom of the page.

Month to Date book deposit totals may be viewed by clicking on the Show
Balance Worksheet Link. Note that deposit amounts are “deposit slip” totals and
not individual payment amounts. This is how deposits are displayed on your
bank statement. To see the individual transactions that make up a deposit total,
you may open the Accounting>Banking>Deposits or
Accounting>Banking>Credit Card Settlements programs and click on the
associated journal transaction row. This allows you to drill down into individual
payment transaction records. When the Deposits Reconciled total matches your
bank statement deposit total, move on to the Checks tab.

The Checks tab provides a similar display of outgoing payments. Note,

however, that checks are displayed at the transaction level rather than
summarized as in the deposits tab.
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Reconcile Bank Account

Bank Account Book Start Date  Book End Date Statement Date Ending Balance

[1010- Trust Bank account | [oain17z006 [ [oerr2006 [TElv| Fiter ] [oasm/2006 [Ev | 757344
Deposits Reconciled 9 Hr134.86 | Statement Ralance 757944
Paymeonts and Checks Reconcited 22 3482217 | | Book Endirg Balakce 3496914
Adjustments Reconcifed 1 -1842.30 | | Difference -2738%.10

Deposits | Checks | Adjustments Print Reconciliation Report Show Balance YWiorksheet

Action «
Mark &z Mot Recanciled Humber Rec. Status  Reo Date Debit Credit Balance
Mark as Cleared 100032 Reconciled  5i31/2008 0.00 2000 00 200000 A
00050 Reconciled  831/2005 0.00 100.00 210000
400039 Reconciled 83172008 0.00 7IE3.4T Q453 47
D JE-OO01885  7/312006 400040 - - 0.00 24000 a723 47
[ JE-oo01685  7/31/2006 400041 Reconciled  831/2005 0.00 207500 11803 47
[ JE-0002548  7/3102006 4000535 Reconciled 83172005 0.00 150.00 11933 47
D JE-O002207  8/E2006 400056 Reconciled  5i31/20086 0.00 GE0.00 12633 47
[ JE-0002208  B/@i2006 4000357 Feconciled 83172008 0.00 4587 .50 1722087
[ JE-0002208  B/@i2006 400058 Reconciled 83172008 0.00 200,00 1742097
[ JE-0002211  8/BI2006 400066 Reconciled  5i31/20086 0.00 25000 17ET0 a7
[ JE-0002237  8/8/2006 400085 Reconciled  5i31/2008 0.00 1000 17680 97
[ JE-0002550  8/@i2006 400057 Reconciled 83172008 0.00 200,00 A7EE0 97
[ JE-0002551 802006 400033 Reconciled 53172008 0.00 250,00 18130 97
JE-OO02262  8M 052006 400063 - - 0.00 347 38 18478 36
[ JE-0002263 8052006 400064 Reconciled  831/2005 0.00 348.08 16E26 45
[ JE-0002345  8A1i2006 400087 Reconciled 83172008 0.00 Tarson 26101 45
D JE-O002343  8M1:2006 400078 Reconciled  5i31/2008 0.00 B7E 70 26BATEIS M
1 of 35 selected
| Reconeiled 3482247 |
| Unreconciled (Outstanding ) 22344.25 ‘

To reconcile your checks tab, check each row for which there is a corresponding
check on your bank statement. Then choose “Mark as Reconciled” from the
Action Bar dropdown list. Be sure the Statement Date on the top right side of
the screen shows the last day of your bank statement period. Totals at the
bottom of the screen show reconciled check totals and outstanding check totals.
When the Payments and Checks Reconciled total matches your bank statement
cleared checks total move on to the Adjustments tab.

The Adjustments Tab displays all transactions posted to the selected bank
account using a process other than Receive Payments and Print Checks. This
is generally through an adjusting general journal entry or an adjusting entry
entered from the Adjustments Tab itself. This screen also displays reversing
entries posted during the NSF and Void checks process.

Reconcile Bank Account

Bank Account Book Start Date  Book End Date Statement Date  Ending Balance
[1010 - Trust Bank Account v | [osint 2006 [F5~ |o8r21 008 [ Fiter ] |03t 2006 [~ | 757944
Deposits Reconciled 9 40134.86 | | Statemrent Bafance T579.44
Payments and Checks Reconciled 23 35169.56 | | Book Ending Baiznce 34%69.14
Adjustmonts Reconciied 1 -1842.30 | | Difference -27389.70
Deposts | Checks | Adustments Print Reconcilistion Report Show Balance YWorkshest

Action - 4k New Adjustment
[] Joumal Do, Posting Date  Type Memo Rec. Status  Rec. Date Debit Credit Balance
[ JE-n002441  B/2472008 Aclustment Returned... Adjustmert - Returned Check #9876 Reconciled 543172006 0.00 1842.30 -1842.30
0of1 selected
| Reconciled N 184230 |
‘ Unreconciled 0.00 |

Mark items as reconciled or not reconciled in the same manner as you did the
deposits and checks. The +New Adjustment button on the right side of the
Action Bar allows you to enter Bank Statement entries such as bank charges,
interest earned, check fees, overdraft fees, etc. which are not normally entered
as payments received or checks printed.
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New Adjustment

Adjustment Type Journal Document Template  Posting Date Amount
| Adfustment Service Charge v | |Credt CardFees v|  [pamizoos [ | 23500 N
Memo
| August CC Discourt Fees]
|

This opens a window which allows you to select from a list of pre-configured
bank adjustment type Journal Document Template records, which define the
debit and credit g/l accounts. After adjustments have been recorded and

appropriately marked as reconciled, you may click on the Show Balance
Worksheet link.

The Balance Worksheet popup displays a mini-bank reconciliation statement
which totals the Bank Statement Balance, plus Deposits in transit, less
Outstanding checks, +/- outstanding adjustments for an Adjusted Bank Balance.
This total is then compared to the Adjusted Book Balance which is comprised of
the Beginning Book Balance for the period, plus the period’s Deposits, less the
period’s Disbursements, +/- Book Adjustments for the period. Any difference
between the Adjusted Book and Adjusted Bank Balance is displayed in the
bottom row Adjusted Difference field.

Reconcile Bank Account

Bank Account Book Start Date Book End Date Statement Date Ending Balance
1010 - Trust Bark Accourt |~ | |08 2008 || 0873112006 [TElv| 0&r312006 [T 7579.44
Daposits Reconcifed 9 40134.36 | | Statemrent Bafance T579.4
Payrents and Checks Reconcifed 23 35169.56 | | Book Erding Balance 34969.14
Adjastments Reconciled 1 -1842.30 | | Differance -27389.70
Deposits | Checks | Adjustments h SV dRE W= Balance Worksheet
Balance 757944
Action v + Deposits in-Transit 4936656
[] Journal e, Posting Date  Type Rec. Status  Ree. Date ;oc.“fsmm.”‘g et 2l ggg Eg
[] JE-n002433  7i3172006  Bank Depost Reconciled SE12008 | Adiwsted Bank Balance 3495914
[ Je-no02z32  @imr2006 Credit Card Settlement Reconciled  &73172006 P T TR
ook Starting Balance
D JE-0002264  5/9/2006 Bank Depost Reconciled  8/31/2006 + Depasits 55547 45
D JE-0002230  848/2006 Credit Card Settlement Reconciled  8/31/2006 - Payments and Checks 4521295
[] JE-D002265  GMOS006  Bank Depost Reconciled 531 /2006 + Adjustments 184230
[ 0002385 6222006 Crecit Card Setilement Reconciled ar3i/zo0s | Adsted Book Balence 31569
D JE-0002440  G/24/2006 Bank Depost Reconciled  §/31/2006 Adjusted Difference 0.an
[ 0002415 Ei24i2006 Crecit Card Settlement Reconciled  3731/2006 33850 (] 3320256
[ Je-0002443  Ei24i2006 Crecit Card Settlement Reconciled  3731/2006 184230 000 40134 36
[ JE-0002553  G25i2006 Bank Depost Deposited - 48386 56 0.00 89521 42
00710 selected
| Reconciled 4013486 |
‘ Unreconciled {In Transit) 49336.56 |

Your Books are reconciled to your Bank Statement Balance when the Adjusted
Difference amount is zero.

When the Adjusted Difference amount is zero, click on the Print Reconciliation
link to print a hard copy of the Bank Reconciliation Report.
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Accounting = Banking = Reconcile Bank Account

Blswveacoy ) @ @9 || & | Iwseeet i | B - 1] | oo | © [1e% |- @ |F O3~ [ - w Adobe’Reader‘:b
1 [3
||| Bank Reconciliation =
Training Center StatementDate: 8/31/2006
1010 - Trust Bank Account Printed On: 9/3/2006
LastStatementBalance $7.57944 {"7‘
Deposits in Transit $49,386.56
0OS Checks $21,996.86
Bank Adjustments $0.00
I
Adjusted Bank Balance $34,969.14
Beginning Book Balance $26,47693
Deposis $55,54746
Payments & Checks $45,21285
Book Adjustments (51,842.30)
Adjusted Book Balance $34,969.14
_— w
3 s | b bl FIENE
Print Checks

Accounting > Banking > Print Checks

Print Checks

Bank Account Office First Check #  Last Check # Top Margin  Left Margin
1020 - Trust Bank Account | | Unspecified % Modify Maraing

[] pate Payee k From Account Memeo Amount
D B8/31/2006  Murphy Electrical Trust Bank &ccourt , $125.00
D B/31/2006  Angie's Cleaning Service Trust Bank Account | Angie's $100.00
D 8/3102006  Stewe & Karen Figgins Trust Bank Account | Angie's $250.00
[[] 83142006 Jefirey Perlmeter Trust Bank Account | Angie's $250.00
[ 8/31/2006  Comcast Cable Trust Bank Account | A110, 5429034632, B104, 9576432 17500
[[] 83152006 Humghrey Bogart Trust Bank Account | 4110, 8420034832, BI04, G8TE432 $4,795 36
[ 8/31/2006  Jami= Les Curtis Trust Bank Account , A110, 5428034632, B104, 8576432 $3,395.92
0of 7 selected

The Print Checks program is the last menu item in the Banking submenu. lts
sole purpose is to print checks in the check printing queue. The program can be
accessed in either of two ways: 1) It may be linked to automatically as the last
step of the Pay Bills and Refunds process. 2) It may be selected directly from
the Accounting>Banking>Print Checks menu item.

The filters for this program are: 1) Bank Account—select from any G/L account
defined as a “Bank” type account. 2) Office—if you have multiple offices set up
in Escapia.

There are four other fields in the filter area of the screen, but they are not really
filters. They are input fields which define the starting and ending check
numbers, and two fields to make small adjustments to the print position on the
check face. The system maintains a “last check used” field in the bank
account’s G/L header record. When you click on one or more checkboxes on
the print checks screen, the First Check # field updates with the “last check
number used” plus one. The Last Check # field automatically updates with the
first check number plus the number of check boxes checked. You should check

Accounting Vacation Rental Suite (EscapiaVRS) 105



primciccks O O]
Bank Account Office First Check #  Last Check # Top Margin_ Left Margin
1020 - Trust Bank Accourt | | Unspecified w631 Modify Marging %
Date Payee From Account Memo Amount
8312006 Murphy Elsctrical Trust Bank Sccount . 12500
8312006 Angie's Cleaning Service Trust Bank Account L Angie's $100.00
8/3142006  Steve & Karen Figuins Trust Bank Account L Angie's $250.00
B/3102006  Jetfrey Perimeter Trust Bank Account L Angie's $250.00
B/3102006  Comcast Cable Trust Bank Account L A110, 8429034832, B104, 9876432 $175.00
84102006 Humphrey Bogart Trust Bank Account | 2110, 8420034832, B 04, 3876432 4,795 35
&/31/2006  Jamie Lee Curtis Trust Bank Account ,A110, 84290348352, B104, 9876432 §3,385 92
7 of 7 gelected

the First Check number against the first you pull from your box of checks. If the
numbers don’t match you can override the starting check number in either of two
methods. The first method is to overwrite the First Check Number field on the
Print Checks screen. This will cause a popup to appear warning that this
number does not equal the expected check number based on the last check
number used field in the bank g/l account record. The second method is to click
on the Modify Margins link at the top of the screen. This link takes you to where
you can correct the starting check number as well as make minor top and left
margin adjustments.

Accounting > Op

£ Trust B i
General Transactions

Account Number Account Name Subledger Type
1020 Trust Bank Account [7] Active
Parent Account Account Type
[none] v | Bank v
Last Check Mumber Check Format Top Margin (inches) Left Margin
630 Twwo Bottom Stubs % 0.00 0.00
cancel delet save

Once the Last Check Number or Top and Left Margin fields have been updated,
click Save to return to the Check Printing program. To begin printing, click the
Print Selected Checks button. This displays the checks to be printed in an
Adobe Reader screen.
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2 Print Checks - Microsoft Internet Explorer

Please printthe checks helow, then confirm whether the print operation was successful or not

] [ Mot Successful ]

[ Successful
= o .t = 0 T S
A @ d O & [LHel -0y :igy
Corn |
»
@ Eed
2 ki
=
E =
= CHECK 831 8/31/2008
-]
-]
v Murphy Electical, Ine. . v 125.00
5 T
@ OMNE HUNDRED TWENTY FIVE ANMD 00/{QQre=ssssrremsmrmsa
o
-‘;Dé: BMumhy Electrical
[
[ERE)
L
=
i)
=
o
£
£
=]
L)
sy Murphy Elecrical 23112006
TI2S2006 ELV-00001683 125.00
w
j ‘ (R A
E s 'IL‘F’ F’i "4 4 |_I||—|||'||-| AL

You may scroll through and preview the checks to be printed. If the checks look
correct, click the printer icon at the top left of the screen.

Accounting
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Frirter

Mame: | “GATEWAYIShp deskjet 330

Statuz:  Ready
Type: hp deskjet 3590

Frint A ange

= Al

(3 Current wiew
() Current page
() Pages from:|1

Subget | All pages in range

Page Handling
Copies: 1 =+

Page Scaling: Maone

Mane

Auto-Rotate

[] Choose Papd

] Print ta file

[F'rinting Tips] I Advanced ]

Fit to Printer Marginzs
Reduce to Printer Margins
(Multiple pages per sheet

oo |7

w [[] Reverse pages

W

Commentz and Forms:

Dacument and Stamps w

Preswvigwm

K 85

i b

=

Document: 85 % 11.01n
Paper: 85x11.0n

147 (1] I

[ (]S ][ Cancel ]

Each printer has its owner printer driver screen, but they usually have similar
fields which must be set in order for checks to fit properly on the check form.

The first setting is Page Scaling. Your printer driver may display Page Scaling
options in a dropdown list as is shown above, or they may provide check boxes.
Be sure to select “None” or make sure that no check boxes are checked which
contains wording similar to “Fit to Printer Margins” or “Fit to Page.

Accounting
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Friter

Mame: | WWEATEWAYIZuhp deskiet 390c v

Status:  Feady

Comments and Forms:

Type: hp dezkjet 990 | Document and Stamps W

Frint Range Prewviem

(OF:1l K 25 3

(3 Cuament view -

(") Current page [

() Pages frc:m:|‘| | ta: |? | e —

Sul:uset:| All pages in range A ||:| Reverse pages

Page Handling

Copies: 1 I 11

Fage Scalng: | w | b i -

Auta-Fatate and Center
[] Choose Paper Source by FOF page size
I i, -
[ Print o fil Document: 35=11.0in
FPaper: 8.5%11.00n
Q 147 (1] i
[ Printing Tips ] [ Advanced l [ OE. ] [ Cancel ]

There is generally one addition field called “Auto-Rotate and Center”. This field
should be checked.
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S[(=IES

) Print Checks - Microsoft Internet Explorer,
Flease print the checks helow, then confirm whether the print operation vwas successful or not.
[ Successful ] [Nut Successful]
o o e |- 2 |z mg
Be# 9D e L] ® [ |- @ 0 ]
[ vo e
»
@ Eed
2 b
=
=
£ E.
= CHECK 831 8/31/2008
-]
-]
v Murphy Electical, Ine. . v 125.00
g i"?
jd ONE HUNDRED TWENTY FIVE AND 00/qpQess sssrmmmsmmsasnn
o
-‘;Dé: BMumhy Electrical
[
[ERE)
8F
Py
i)
T
(i)
£
£
=]
L)
B Murphy Electics| . 82112008
70252008 BLY-0000163 125.00
w
! L | A
= 1of? PPl ) Ll |5 o

After all checks have printed successfully, click on the Successful button at the
top of the Adobe form. This will update the check records with the appropriate
check number and empty the print checks queue. If there was a printer jam or
you didn’t have the correct number of checks in the printer, click Not Successful.
This will allow you to reprint the checks in the print checks queue.
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Unit 10: Statements

Generate Owner Statements
Accounting > Banking > Print Checks

Accounting

Generate Owner Statements Wizard (Step 1 of 3)

Select the period for which you want {0 generate statements.

Start Date End Date

nem12006 [ [namz00s [FE]Y]

Process Date [%

The Generate Owner Statements program is used to select one or more owner
statements for printing. A three step Generate Owner Statement Wizard guides
you through the process. The first filters in step one of the wizard are the Start
Date and End Date. These dates are used to include bookings and owner/unit
accounting transactions which fall between these two dates. Click Next to
proceed to step 2 of the wizard.

Generate Owner Statements Wizard (Step 2 of 3)

Owners

Office Owuner Lask Name
Al Offices v

Only Show Owners
Fitter

[Cwvith a current contract(s)

Owner Statement Status During Statement Period [ \ith activity In staterment period
Ernailed Printed Reconciled Publizhed Saved

[no fiter] % | | [nofiter] % |[no fiter] | |[no fiter] & | | [no fitker]

[ Owner Name Emailed Frinted Reconciled Published Saved
[ sccourt, Guest —
[ Boswearth, Kate

[ Brennan, Waryann

[ Brown, Selena

Clark, Dick

Clooney, George

Curtis, Jamie Lee

[] De Miro, Robert

[] Dema, Escapia [%

[ Depp, Joknny

[ perrick, Bo

[ Einstein, Albert

[ Ford, Hartison

[] Gates, il

[ Gibson, Mel

] Gu, Evan

[ wmargan, Jan

[ Murch, Steve

[ Mesrman, Paul -
3 0f 32 selected

Cancel Back | [ MNext |

Step 2 of the wizard allows you to select the owner(s) whose statements you
wish to print. This screen can be filtered by Office, a specific owner’s last name,
and by all owners who have a current active contract and by all owners with
activity in the statement period (excluding owners with out valid contracts or
activity in the statement period). Check the checkbox next to the name of the
owner(s) you wish to select and click the Next button.
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Generate Owner Statements Wizard (Step 3 of 3)

Select the actions you want to perform on the statements below and then click MNext to view the summary page.

Owner Generated
Quner Statement
Clark, Dick Crwner Statement (51 2008 - 8/531.2006]
Clooney, George Cwwner Statement (8/1/2008 - 8/31/2006]
Curtiz, Jamie Lee Cwyner Statement (54172008 - 8/31420067
3 Statements

Actions

Clemail  ClPublish [}\

Czave [Imark as reconciled

Step 3 provides some Action options: You may choose to email the statement
to the selected owners, publish their statements to the Owner Web tool, Save
the statement in the owner’s contact record, mark the statement as reconciled.
When ready to print the statements, you may click on the Print button which will
print all statements listed on this screen. Or you may click on the owner
statement link to print one statement at a time.

2 Print Owner, Statements - Microsoft Internet Explorer

Click the print =§ button below, then indicate whether the statements printed successfully using the buttons at the bottorn of the page.
File Edit “iew Inzen Format Table
S % B9CaM

Normal v Al > 8 ~[B]fu|[E|E = 1 ~
1

Hawaii Homes OWNER STATEMENT
domophssscipican i 8112006 — 8i31/2008

Frarty Town, ¥y 55104 e Statement Date

+1 (808) 8827000 Hawau H()mes Sunday, Seotember (5, 2005

+1 (205 63B.6850 facsimile

Sunday, Septernber 03, 2006

Sir Dick Clark IV %
123 East Main 5t

Anywhere, GA 31232

Dear Dick,

AS always, it is now a good time for routine maintenance, major repair projects or even a thorough cleaning. The busy
season will be upon us soon. Please let us know ifwe can assistyou with arranging any of these services.

Thanksto our state-ofthe-art Escapia software, we are now featured on Beachl com, EscapeH: com.,
\Vacation Home and RentalSource.com for greater web exposure and increased reservations. As always, we continue w

Page 8 Line 54 Col 0 100 %

[_Print Successtul_] [Print Unsuccessfu\]

Statements first appear in an Adobe Reader screen. You can preview the entire
statement (or group of statements) before printing by scrolling the scroll bar on
the right side of the screen.
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Owner Financial Summary

The detailed financial summary showe &l booking income and expenses, unit expenses, aher income and expenses, sand dsbursements.

Booking Income and Expenses

B104 Bookings

BKG-01350  [(7/28/2006-8/4/2006) {Renter)

Si4/2008 Unit B104 from 77282006 t0 84,2008 $2280.00

Si4/2008 Amerities Expense $120.00

54,2008 Management Commission F654.00

Sultotal - BKG-01350 $1476.00

BK G-01357 {8/12:2006-8/182006) Renter)

Si132008 Unit B104 from 81 260068 t0 81 32006 $1695.75

SM 82006 Amerities Expense $105.00

51 82006 Management Commission F508.72

Subtotal - BEG-01357 $1082.03

BKG-01363 {8/19:2006-8/252006) Renter)

SI232006 Unit B104 from 571952006 to &25/2006 $1775.55

/252006 Amerities Expense $105.00

1252006 Managemert Commizsion $53266

Subtotal - BEG-01363 $1137.89
Subtatal - B104 $3695.92
Subtotal - Booking Income and Expenses $3695.92

Fage 8 Line 54 Cal O 100 %

Statement Beginning Balance + $15.00
Booking Income and Expenses + §3695.92
Unit Expenses - §74.00
Adjustments - $15.00
Statement Ending Balance + $3620.92
YEAR-TO-DATE CURREHNT PERIOD

UNIT FINANCIAL SUMMARY TOTAL DEBIT CREDIT

B104

Linit Income $26051.30 F5731.30]

hiizc. Income $0.00

fanagement Fees - §3409.38 F1725.38

Housekesping Service F0.00

hisintensnce & Supplies $0.00

Furchases J0.0

Telephone 0.0

|&==0ciation Dues F0.00

Ltilitizs: - $431 85 §75.00

iz, Expense $0.00

Credit Card Expense $0.00

Travel Agent Expenze - $1050.00 $330.00

Ownier Received Payments $0.00
Unit Total - B104 $13110.27 $2130.33 F5751.30)

Page 8 Line 54 Col 0 100 %

[ Print Successiul [Print Unsuccessful]

To print a Statement, click the Printer Icon at the top of the Adobe Reader
Screen. When printed statements are complete, click the Print Successful
button.

Accounting Vacation Rental Suite (EscapiaVRS)

113



This brings you to the Manager Owner Statements program.

Manage Owner Statements

Owner
office Quinier Lagt Name
Al Offices | % Generated Between v
O er Staternent Status During Statement Period ?;;;?;;DE v EI;‘;ZEDDE v
Ernailed Printed Published
[no fiter] » | | [no fiter] » | | [nofiter] v
[
Action = 4 Generste Statements
Mark as published Statement Perlod Emailed Printed Fublished
Mark as printed THf2006 thraugh 7151 2006 A
Mark a5 not published TH 12006 through 743172006
Mark 2= not printec TH 12006 through 743172006
Email statementrs) 712006 through 723172006
Delete statement(s) 712006 through 73172006
[ Caroling, South 712006 through 73172006
[ Clark, Dick 7172006 through 753172006
|:| Clooney, Georde 712006 through 73172006
|:| Connery, Sean 712006 through 73172006
|:| Cruize, Tom TMi2006 through 73172006
Curtiz, Jamie Lee TMi2006 through 703172006
De Miro, Robert TM 2006 through 73172006
Demo, Escapia 7H 2006 through 7431 /2006
[] pepp, Johnny TH 12006 through 743172006
|:| Derrick, Bo TH 72006 through 731 £2006
|:| Douglas, Michael 7172006 through 743172006
|:| Einztein, Albert 712006 through 73172006
|:| Eord, Harrison 712006 through 73172006
[ Gates, Bil 7172006 through 753172006
[ Gibson bel PN throunh 7L M
3 of 50 selected 12 MEXT

You may filter for existing statements from the filter fields listed on the above

screen. This program is used to manage your existing statements by checking
on the checkbox next to the desired owner’s name and selecting an action from
the Action Bar dropdown list. The available Actions are:

o Mark as Published—push the statement to the Owner Web tool.

O O O O O

Accounting

Mark as Printed
Mark as Not Published—remove the statement from the Owner Web.
Mark as Not Printed
Email Statement(s)
Delete Statements

Vacation Rental Suite (EscapiaVRS)
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Unit 11: Reports

The following table lists the Accounting Menu reports. They are listed by Report
Name and the Sub Menu in which they can be found. The Purpose column
provides the basic category the report belongs to:

¢ Audit—should be printed and retained for audit purposes.
¢ Process—to assist an ongoing process such as refunding security

deposits, tracking payments due, and paying vendors.

¢ Reporting—used in preparing report submissions such as tax reports.
¢ Information/projection—useful information for business analysis.

The Frequency column provides guides for when a specific report should be
printed. Most Audit reports should be printed on a monthly basis at month end.

Daily and Optional reports are optional operations reports to help track

processes. Annual provides year end tax reporting data.

Report Name

Booking Revenue Projection
Charge Revenue Projection
No Charge Doc Detail Report
Check Register

Security Deposit Refund
Deposits Receivable

Late Deposits

Manual Credit Card Process.
Payment Audit

Bank Register

Credit Card Transaction Det.
Deposits

Trust Reconciliation

Deposit Detail
Housekeeping Cost Report
Owner Balance

Owner Ledger Report
Owner Negative Balance Report
Reservation Activity Report
Print 1099s

1099 Detail Report

Booking Tax Report

Tax Audit Report

District Tax Report
Occupancy Report

Tax Report By Tax Entity
Unit Occupancy Tax Report
Transactions By Account
Transactions By Date

Trial Balance

Business Summary Trial Balance - By Date
Business Summary Trial Balance - Monthly By Year

Accounting

Sub Menu

Revenue Projection
Revenue Projection
Revenue Projection
Accounts Payable
Accounts Payable
Accounts Receivable
Accounts Receivable
Accounts Receivable
Accounts Receivable
Banking

Banking

Banking

Banking

Banking
Housekeeping
Owners

Owners

Owners
Reservations

Tax

Tax

Tax

Tax

Tax

Tax

Tax

Tax

Transactions
Transactions

Trial Balance

Trial Balance

Trial Balance

Purpose
Projection
Projection
Projection
Audit
Process
Process
Process
Audit
Audit
Audit
Audit
Audit
Audit
Audit
Audit
Audit
Audit
Audit
Information
Reporting
Information
Reporting
Reporting
Reporting
Reporting
Reporting
Reporting
Audit
Information
Audit
Audit
Audit

Vacation Rental Suite (EscapiaVRS)

Frequency
Optional

Optional

Optional
Monthly/Daily
Weekly/Daily
Weekly/Daily
Weekly/Daily
Daily
Monthly/Daily
Monthly/Daily
Daily/Monthly
Monthly

Monthly

Monthly

Monthly
Monthly/Pre A/P
Monthly/Pre A/P
Monthly/Pre A/P
Optional/Monthly
Annual

Annual
Monthly/Quarterly
Monthly/Quarterly
Monthly/Quarterly
Monthly/Quarterly
Monthly/Quarterly
Monthly/Quarterly
Monthly

Optional

Monthly

Monthly

Monthly
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GL Detail Trial Balance Monthly

GL Detail Trial Balance YTD

GL Summary Trial Balance - By Date

GL Summary Trial Balance - Monthly By Year
Chart of Accounts

General Ledger

Travel Insurance

Damage Waiver Report

JDT Report

Unit Management Report

Trial Balance
Trial Balance
Trial Balance
Trial Balance
Reports
Reports
Reports
Reports
Setup
Reports

Audit

Audit

Audit

Audit
Information
Audit
Process
Process
Audit

Audit

Accounting Vacation Rental Suite (EscapiaVRS)

Monthly
Monthly
Monthly
Monthly
Optional
Monthly
Monthly
Monthly
Monthly
Optional
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Escapia Support

Knowledge Base
Home Page > Links > Knowledge Base
On Knowledge Base you can....

1. Browse

e Customer Web Sites Q&A
Accounting Q&A
Administration Q&A
Contact Q&A
Correspondence Q&A
Login Q&A
Reservation Q&A
Unit Q&A

2. Search by specific topic or question.

Technical Support Line 1-800-Escapia (x. 3)

Before contacting customer support, please have the following information on
hand so that we may assist you the best way possible:

1. Booking Number

2. Date Range

3. Contact Name

4. Detailed description of the issue you are having

Thank you for being part of the Escapia Family!
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