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Getting started

If you have been using a property management system, print out as much information as possible about owners, buildings, tenants, and units. You will use this printout when entering data into MyProp. 

When you start entering data, it is best to enter information about one owner, one building, all units in that building, and then all tenants in the building. 

TIP: Even if you have a single-family house, you must still enter a unit. 

Once you have entered this data, do all the MyProp processing for one monthly cycle. This will familiarize you with the system, and you’ll then be ready to enter the rest of your property management information. 

Launching MyProp 

Make sure Quickbooks is up and running each time you start MyProp.
To launch MyProp, go into the Start menu on your PC. Select the MyProp icon in the list of programs. The main menu appears. 
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The main menu is the focal point of the system.  The buttons with blue letters are menu buttons that go to a sub menu. The ones with black letters go directly to a function. Anything outside of this menu is not functional, except the print button.  

Configuring MyProp( 

Click the Startup Tasks button and then Company Setup Options. The following screen appears: 
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Enter information in each of the fields if not already filled in. When you first click on setup options the program will take all the information from the QuickBooks Company Information form. If there is a Legal Company name it will use it or else default to the Company name.

· The Company Name will appear on most of the reports generated by MyProp. 

· The default late fee amount (DefLateFeeAmt) is the amount you will charge tenants as a penalty when their rent payment is late. The default late fee is entered automatically for each of your tenants, but you can adjust the fee on a tenant-by-tenant basis.

· The Grace Period is the number of days that you allow tenants to be late with rent payment before applying the late fee. 

· Maximum late Fee – If you specify an amount the late fee will be calculated every day until it reaches the maximum amount.

· The program automatically creates last Billing date. 

· Due date Increment is default days between billings.

· Disable auto billing – If you click this on you will only be able to charge rents

directly. It is disabled initially but will be turned on at the start end of the Startup tasks.

· Default min reserve amount – This is the minimum amount that will be kept in reserve for an owner when paying an owner draw.

· Default Min Owner Distribution – Amount must be at least this amount to distribute an Owner draw. 

· Tickler lead time – Number of days before an item is shown in the tickler report.

· Print Tenant Receipts – Check if you want to print a receipt each time a rent is received. There are two different formats for the Rent Receipt. You should try each to see which one is more suitable for your business.

· Sync Company with QuickBooks – Leave checked unless you want another Company name displayed.

· Add or edit work order codes – Click to add or change work codes on the work code list.

· Set default lease doc path – The folder you want to store your lease word docs.

Now fill in all the account numbers on the right side of the screen using the dropdown for each. When you’re done your setup screen should look something like this:
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Navigating in MyProp. When you are entering or editing data: 

· Use the Tab key to jump to the next field. 

· Enter dates in MM/DD/YY format. 

· Enter phone numbers with just the numbers and not with dashes or other symbols. For example, enter 505-555-1212 as just 5055551212. MyProp will automatically format it for you.  

· When you are looking at Tenant information from various screens you will have a choice as to how you want to view the information. The choices are by Tenant or Building. On the Receive Rents screen you can even select only past due tenants.
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Entering data for the first time 

To prepare to enter information into your new installation of MyProp, gather your owner, building and tenant information. When you are ready to enter the your owner information click on “Add New Owner” from the Startup Task Menu. The following screen appears: 

Adding owners
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This screen lets you enter typical information about the owner. 

· Owner Name – Required information.

· Owner Type is a tag, and does not affect other data. Select the type that seems most appropriate. 

· A bank account must be selected – You can also choose “undeposited funds”
Which allows you to deposit the income through the QuickBooks interface.

· View Existing Owners allows you to select another owner information record.

· Fed Tax ID is required if you intend to do 1099’s.

When you’re finished entering the information click Save. The cursor moves to the Owner Name field, letting you enter information about the next owner. Click Close Form once you have entered information for all the owners. 

Adding buildings

Click Add Building from the Startup Task Menu  the following screen appears: 
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Enter all applicable information. 

· The Building Name is unique. (No two buildings can have the same name.) If a building has no specific name, enter part of the address (for example, 1045 Valencia) or another label that you will easily recognize. 

· Resident Manager, Managers Unit, Managers Payment and property and purchase fields are for information only. 

· Enter a Management Fee % (percent of gross income you charge) and or Management Fee amount. (Enter the percentage as a whole number.). This field will be used when and if you calculate management fees. 

· Sales Tax percent - Enter the percentage as a whole number.

· Property Type – this field is for information only and is set to residential income, which means more than one unit, not commercial. If the building is a single family home choose single family unit.

· Insurance carrier name, policy number and expiration date is used to provide a report of buildings whose insurance is expiring.

· Owner Name - make sure you select an owner because from the owner’s information the bank account is linked.

Make sure you have the company to which you wish to add the data open in QuickBooks. Books. The Building Name becomes a customer and class in QuickBooks. 

When you click Save, you will be saving data to both the MyProp record and Quickbooks. 

If this is the first customer you have added to the company, you should see screen above this paragraph. (If you haven’t added accounts (which was in the install instructions)
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Click Yes, Always. 

You will now see a message that says:
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Click okay and another message will come up that says “Customer Processed”

To verify this you can go into QuickBooks and look at the Customer list and class list and you should see the Customer and class you just entered.  

When you finish entering building information, you are returned to the Building Name field. When you’re finished entering all building information, click Close Form.

Adding a unit

To add a unit, click Add Units to Buildings on the Start Task Menu. The following screen appears:  
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Select the building from the Select Building drop-down menu. Enter the unit number. Then enter the rest of the information about the unit.

If the building type is Single Family, MyProp automatically inserts FSU as the unit number. Note: There can be only one SFU unit in a building. 

All information entered besides UNIT is for information purposes only and is not required. When you’re finished entering unit information, click Save / New Building if you want to start a new building to add units to, or Save / New Unit to add more units to the building you already have selected. When you've entered all the units for a building, click Close Form.

Adding tenants

To add existing tenants to MyProp Click Add Tenant Information on the Startup Tasks . The following screen appears:
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Enter tenant information on this screen. 

· Tenant name – Enter the Tenant name last first or first last depending how you wish to view it later when receiving rents etc.

· Select the building and unit this Tenant occupies.

· Enter the tenant’s current rent rate, security deposit, key deposit amount and all the other move-in information.  

· Next rent due date – Enter the date the next rent amount is due. Current rent period will automatically be updated.

· Due date increment – If you charge rents monthly enter 30. Bi Monthly 15 and weekly 7. Do not enter an amount less than 7.

· Do not enter the current amount due. This field will be updated when you charge rents.

· If you intent to bill the tenants monthly, add any garage fee, prorated utilities or sublease payments.  

· If there is a balance due enter it in “Past Balance Due”.

· Enter a Billing Address. If you want to use the billing or invoicing feature, enter the billing address exactly as you wish it to appear on the invoices. Click on “Copy Tenant Address” if Tenant gets billed at home address.

· The Billing Description is a one-line description for storage units or other items.

Enter all the remaining tenant information. 

Adding previous payment history.  Do not add any tenant’s history until you are completely up and running on the system. The reason we say this is people get bogged down in trying to balance to another system and never get completely up and running on MyProp.
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Work Codes – From the “Startup tasks” select Add work codes. Enter additional work codes you may want.  These codes are used when you create and bill work orders. 
Security Deposit Report  -  This is the last step in getting all your data organized. Run this report to determine total liability that you or each owner has as part of there account. 

Take the amounts on this report and make a journal entry or transfer so your owner reports show what amount is owed back to Tenants.

The report below is an example of the report.
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Charging Rents & Billing 

Once that you have finished adding all your information, you need to charge rents as if it was month end. Go to the Main Menu and click Month End Processing, then click Charge Tenants Including W/O Charges. The following dialog appears: 
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Enter a Next Rent Due Date such as 11/01/06, and the Invoice Date that will appear on the invoices. Then click Okay.  The program will go through every Tenant that the next rent due date equals the one you entered and:

1. Total the Rent Amount, Garage fee, Utilities, Sub Lease and Sales tax and put the result in the field Current Amount due. 

2. Update the Last Billing date (Located on the Company Setup option screen). This is the date that triggers whether a late fee is accessed. This is also the date that is used to determine automatic billing.

When processing is complete, the following dialog appears: 
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You should also get a report called the Billing verification report. This shows you who were billed. Once you have completed this step go back and run Tenant status report.

You should see each tenant when their rent is due and what they owe. 
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Now click on Company Setup options and make sure the box next to “Disable auto billing” is not checked. From this point on Tenants will automatically be charged based on the next rent due date and the billing increment. The program will also calculate and post late fees to a field on the Tenant Information screen that says “Late Fee Due”. 

*** END OF STARTUP TASKS **

You have now completed getting your data into MyProp( successfully. The rest of the documentation will explore the various ways to use your reports and other features to get the information you need out of MyProp(.
Daily processing

Receiving rent payments

Once MyProp is up and running most of your work in MyProp takes place when you receive rent payments from tenants. To accept rent payments, click on the Daily Processing button, and then click Receive Rent Payments. The following screen appears: 
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Select the Tenant you want to pay then press the Tab key. The cursor moves to the Rent Amount field. Enter any additional fees that the tenant owes for the month. Then enter the date paid, amount paid, and payment type. 

Enter the date on which the next rent payment is due. The system automatically adds 30 days (or whatever you specified in billing increment on the setup screen) to the last date but you may wish to change that date. You can also enter any remarks that might be helpful later on.  

If the payment is for the HUD portion, click the check box next to Amount Paid. This codes the payment so that it is reported correctly in your history reports.

When you’re finished, click Save. The following message appears:
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Click Okay. MyProp writes a Sales Receipt record into QuickBooks, and the above message appears: 

If you want to print a report for all the receipts for a day or a period click “Print Rent Receipt Report”

Processing a new Tenant: 

To enter a new Tenant once your system is up and running click on the Daily Processing button and then Tenant Move In and the following selection will come up.
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Enter Pending Tenant Information – This is used when you want to add tenant information before a tenant actually moves in. (for example, after a rental agreement has been signed or after accepting a deposit). To add information about a tenant before they move in click on “Enter pending Tenant Information” and this screen will come up.
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 Enter all information into the form. 

Receive Tenant a deposit – After entering Pending Tenant information you may receive a deposit from the tenant to hold the unit. Select the tenant.  Click immediately on Date Paid and enter the date when the payment was received. Tab to Amount Paid and enter the payment method and then the check number. 
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You’ll notice that the balance will be a credit. Now when the tenant moves in, a correct total will be calculated. When you’re satisfied, click Save. Print the receipt and give it to the prospective tenant for their records. 

Move Tenant into unit:  

When a tenant moves in, go to Move Tenant into Unit – Select the Tenant name and enter a move in date and click on Move In. 

Tip: If you click on the drop-down menu and do not see the name of the tenant that you are moving in, then the previous occupant of the unit is still registered in MyProp as the occupant. You must remove the previous tenant before moving in the new tenant. 

This procedure should be followed whether or not the unit is vacant or occupied. 

When a tenant moves out 

Moving a Tenant out of a unit is a two step process. From the Daily Processing Menu select Move Tenant Out

Select Move Tenant Out. You will now see:
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Move Tenant Out allows you to select the Tenant and gives you a snapshot of there 

Credits. When you click on the move out button the program will move the tenant out and make the unit vacant. In order to reconcile there account you can click on reconcile or come back later and choose the “Tenant Move Out Reconciliation” option.
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Move Tenant Out Reconciliation:
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This form allows you to reconcile Tenants charges and create a check in QuickBooks if they have money coming to them.

Select the Tenant to be reconciled. The balance with is displayed with all the details. Enter any move out charges like repairs, painting, carpet cleaning etc. in the Move-Out Charges area. The balance due the Tenant will then be displayed. If you want to enter a manual check entered it along with the forwarding address and remarks if any. If you want the program to create a check in QuickBooks for you just enter the forwarding address and remarks and click on save. A message appears asking if you want to create a check and send it to QuickBooks. 

Receiving miscellaneous income

There are a number of situations in which you may receive income that is not related to a tenant (for example, when you accept a check from a prospective tenant in order to run a credit report, or if you are running a coin-operated laundry machine). 

Click Miscellaneous Income after clicking on the Daily Processing button. You should see the following screen:
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Select the income acct type description, then building the income should be posted to, the amount, check number and remarks if any. Click Save.  

Enter or Change Work Orders 
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The work order function is intended to allow you to past certain charges through to Tenants for billing. Enter all applicable information and then save. When you enter a Date completed the billing program will pick up the charge and apply it to the Tenant statement. Once billed you will see the billing date entered. 

Changing tenant, building or unit information 

Click Change Button and you’ll see the “Change Menu” button and then click on the applicable choice.
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Running reports

Running Daily reports

To print or view reports, click Daily Reports on the Main Menu. 

The following reports are available: 
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Management Reports Available:

The following are the management reports available.
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Month-end processing 

The best way to use this system is to charge rents at the end of the month. To do this, you need to prorate rent when a tenant first moves in. This lets you process rents only once per month, at the end of the month. 


To process rents, click on the Month end processing button the on Charge Tenant including Work Orders. Enter the due date, usually the first of the month. Click OK and the program will look at each Tenant, add up their Rent Rate, Utilities, Sub Lease and Sales Tax. It will then update the Current amount due on the Tenant with this total. If there is any money owing it will move this amount to past due. 

Invoicing and billing

After you charge rents, you can bill the tenants. Each bill will show the balance due, the current rent due, and any amounts charged through the work orders.

To print out or display bills, click Month End Processing and then click Print Invoices.

 Frequently asked questions – How do I? 

Create an income and expense report for a building

In the top menu in QuickBooks, click Reports, then Company and Financial, then Profit and Loss by class. Modify the report to filter by class, then set the class for the building on which you want to report. Remember that the class is the building name, so as long as you write all your checks to a class the expenses with be posted properly. The income side already comes posted by class from QuickBooks. Once you're finished, you can memorize the report in a group of either Income & Loss reports by Building or by separate groups of owners.

Reverse a deposit because of a returned check

In order to adjust both QuickBooks and MyProp, you need to do the following in QuickBooks:

If the sales receipt has not been deposited: 

1. Bring up the sales receipt, right click, and select Void. 

If the sales receipt has been deposited:

1. Go into banking, use register, then checking. Find the transaction in question and click Edit Deposit. Right click and select void, save and close. 

2. Find the sales receipt and void it. 

If you're not sure whether or not a sales receipt has been deposited, look in Make Deposits. If it does not appear there, then it has been deposited.   

Next, launch MyProp. Go to Utilities, then Tenant History Data Utility, click on the tenant, and then delete the transaction. Now go into the tenant information screen in the Daily Processing Menu and change the rent due date, current amount due, and past balance due. 

Backing up your data

It is very important to back up your data periodically. 

Backup database function

The backup database function makes a copy of your database in the directory of your choice. It adds a date so you can backup daily if you wish. Use this backup function when charging rents or doing other significant processing. This allows you to correct mistakes easily. 

Full backup

Periodically, back up your MyProp data to another hard drive (in case of hard drive crash) or to a disk or server that is kept in a different location (in case of fire or theft). To back up your data, right click on the .mdb file (normally found in the Program Files\MyProp directory), and select Copy. Paste the file to a zip drive, external hard drive or remote server, and then rename it with today’s date. You should also backup up your Quickbooks data file in the same folder because you would want to restore them in sync.

You can also set up a backup directory on your C: drive and copy it to that directory. Then make that directory a part of your nightly backup to tape or CD. 

Thank you for purchasing MyProp

Thank you for purchasing MyProp. Customer service is very important to us. If have any problems or questions, please email us at info@myprop.us or call us at 1-800-765-8030.

If you have trouble finding or printing your user guide, we will be happy to send you printed documentation. Please read the documentation carefully before entering your data. 
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