PROMAS

Overview

Create a Report Letter

Property Management Solutions for Over 30 Years

A report letter is a report that has text added above or below the report and is created using the mail
function on the report setup screen.

Example- Modify Owner Unit Tenant List Report

1. To create the report letter and add to report list, go to Reports, Owner Reports.
2. Click <Manage Reports>.

3. Select the Owner
Unit Tenant List
Report and click

copy.

Select One or More Reports

Descrintion of Hiahliahted Report

| Arizona Business License Application
| Ledger-Owner List
| Owner Balances
| Owner Cash Analysis
| Owner Cash Analysis (Suspect)
| Owner Contact List
| Owner Mail Label (3 Across)
| Owner Management Agreement Expirations
| Owner Profile
| Owner Statement

| Owner-Ledger List
| Owner-Unit List

Report Name: Owner-Unit List

Column Fields:
1. Unit from Owner-Unit List
2. Percentage from Owner-Unit List
3. Rent Share from Owner-Unit List
4. Manager from Owner-Unit List

Filters: Table: "Owner"
((Status = Active) OR (Status = No Posting))
Group Fields:

1. Owner from Owner-Unit List (ascending)

Sort Fields:
1. Unit from Owner-Unit List (ascending)

Manage Reports

Run Highlighted Report

] Modifyl Filter l Optionsl

Owner Reports

—

X |

Select Report to Manage

Descriotion of Hiahlighted Report

Arizona Business License Application
Ledger-Owner List

Owner Balances

Owner Cash Analysis

Owner Cash Analysis (Suspect)

Owner Contact List

Owner Mail Label (3 Across)

Owner Management Agreement Expirations
Owner Profile

Owner Statement

Owner-Ledier List

Report Name: Owner-Unit List

Column Fields:
1. Unit from Owner-Unit List
2. Percentage from Owner-Unit List
3. Rent Share from Owner-Unit List
4. Manager from Owner-Unit List

Filters: Table: "Owner"
((Status = Active) OR (Status = No Posting))

Group Fields:
1. Owner from Owner-Unit List (ascending)

New | Copy |
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mumn Report Design [FEE =] s
Report Information | Page Layout% Report Fields " column Fields | Positioned Heids‘ Group Fields | Sort Fields |~ Fiter Fnelds‘L Annotaﬁonsl
4. On the Report Report Information

Information tab enter Y e e

a name for the Sespen

re port.

Comments

Hide Report [~
from End User

rmumn Report Design l == 2@7 l

|~ Report Information 4 Page Layout) Report ﬁeids“ Column ﬁeldsi Positioned Fields | Group ﬁelds) 'Sort Fields | Fitter Flelds) 'Annotan‘ons\

5. On the Page Layout tab Page Layout
clear the Title field e |

Subtite |

‘ Save | Preview ‘ Cancel |

mumn Report Design o=@ ¢ |
Hgl{qggrft}nfg@gﬁgpnga_ggl_gqutL Report Fields | Column Fields | Postioned Fields |~ Group Fields | Sort Fields | Fiter Fields | Anngtaﬁons\

6. On the Report Fields :;T:HFtielqsm ) I
tab click Modify Driver e fieds to use in the repo you have

Owner-Unit List iDrivini Tablei B F)\{vnervun'rt List iDrivini Tablei Modify Driver Options
1 v] ag = |v] ag

OpthﬂS ' [¥] Owner ,il [v] Owner

[ Property [¥| Rent Share

[¥] Rent Share [¥] Unit

Iv| Unit \v| Percentage

[v] Percentage Owner

Owner [v] Status

[ Manager

[ Management Group
[ Accounting Method
[] start of Year

|| Publishing Method

[] Distribution Address 1
[ Distribution Address 2
[ Distribution Address 3
|| Distribution Foreign
[] Distribution Name

] Distribution ZIP
L
[

EMail
| Formal Salutation ~

Save I Preview | Cancel ‘
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7. Change:
Subtitle = none
Font Size= Large

a e
Report Options

| Report Aggregates| contacts

Orientation |Portrait

Paper Size |Letter

Layout |Fu|l Page

Margins |Automatic

Font Size |Large Print

Highlighting |Two Tone

Date Selection |Date

Subtitle |None

L L] il

Row Filter |Ncne

Save Cancel

4 ‘a{umn Report Design

EEIRE

Report Information | Page Layout | Report Fields Column Fields | Positioned Fields  Group Fields|  Sort Fields | Fiter Fields|” Annotations |

Column Fields

8. On the Column Fields tab
unmark Rent Share and

Percentage column.

9. Highlight Unit and blank
out the Column Label

Override field.

10. On the Group
Fields tab highlight
Owners and mark
Hide Group

Header.

Move Down

Select the fields to display Set the column order Configure the selected field

Owner-Unit List (Driving Table) Unit [Owner-Unit List Column order |1 =

[v] Manager Manager [Owner-Unit List] =

|| Owner Column label override (optional)

[_| Rent Share

[Kaf unit [

|| Percentage

Owner Alignment | Default 52
|| Status

Column sum | Default v
Position |Default v
Format |Default v

[~ Worksheet entry

| Preview | Cancel |

@umn Report Design

[P

~ Report Information | Page Layout | Report Fields| Column Fields | Positioned Fields ' Group Fields |~ Sort Fields | Fiter Fields |~ Annotations |
Group Fields
Select the fields to group by Set the group order Configure the selected field
Owner-Unit List (Driving Table) i
[ | Manager Sort order ll_ﬁ 2 ecndng
[v] " Descending
[ Rent Sh.
{* Ui-: are Display Field |0wner [Owner-Unit List] _v_]
|| Percentage
Oowner Alignment |Defau|t LI
[ | status
Format |Defau|t Lj

[V Hide group header

[ Hide group footer

[~ Display as Section Header

[~ Display before Column Headers

[~ Start New Page
Mowe Up Miowe Down [~ Continue Running Totals
Save | Preview | Cancel ’
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11.0n the Annotations tab,
change Location to Start of
Report. Enter your text. Then

Save.

To Run the report: Go to Reports,

Owner Reports.

4 'I Eglumn Report Design

f=lE]

Report Information | Page Layout | Report Fleldsi Column Fleldsi Positioned Fields |~ Group Fields | Sort Fields | Filter Fields’~ Annotations

Annotations

Location |Start of report v

Options [~ Report Name [~ Description [~ Comments [v' Annotation Text

[~ Display Fields [~ Group Fields [~ Sort Fields [~ Fiters

Annotation | Valued Client,
Text

Sincerely,

Your Broker
Maple Management
703-555-1212

Listed below are the properties we are managing for you, along with your property manager for those units. We have recently
realigned our managers geographic resposibilties so in some cases your managr may have changed.

Save l Preview | Cancel l

1. Select the report from the report list and click Run Highlighted Report.

2. Click Settings and change
the Theme to Classic. Save.

Select One or More Reports

Descriotion of Hiahlighted Report

_| Arizona Business License Application
| Ledger-Owner List
| Owner Balances
| Owner Cash Analysis
| Owner Cash Analysis (Suspect)
_| Owner Contact List
__| Owner Mail Label (3 Across)
| Owner Management Agreement Expirations
| Owner Profile
| Owner Statement
_| Owner-Ledger List
| Owner-Unit List

| Unit-Manager Report by Owner

Report Name: Unit-Manager Report by Owner
Annotation Text: Valued Client,

Listed below are the properties we are managing for you, along with your property manager for those units.
We have recently realigned our managers geographic resposibilities so in some cases your managr may have
changed.

Sincerely,

Your Broker
Maple Management
703-555-1212

Column Fields:
1. Unit from Owner-Unit List
2. Manager from Owner-Unit List

Filters: Table: "Owner"
((Status = Active) OR (Status = No Posting))
Group Fields:

1. Owner from Owner-Unit List (ascending)

Sort Fields:
1. Unit from Owner-Unit List (ascending)

| Manage Reports

Run Highlighted Report I Modifyl Filter | Optionsl

Style

Paper Type |Plain Paper =

Theme |Classic

Restrict To [ Property- Include All Owners
[¥" Owner - Include All Properties

Restore All Defaults Save as Defaults l Save | Cancel |
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3. Click Mail.

Printer |HP LaserJet 1020 LJ Properties

Paper Source lDefauIt I Make Default |
Report Date m |Today L’
Restrict to I :I?I | :I
Limit To Category | $|Iﬂ Exclude Category []

Settings Print | Publish | Mail | Export | Preview | Cancel |

PROMAS Demonstration Package This is a good place to put.
311D Maple Avenue West Contact Information
Vienna, VA 22180 Phone numbers, Email addresses.

It goes on statements.
Whatever is here is centered in the statement block

Harrison S. Golden

24 Haddock Street
Glouchester, MA 07316

Valued Client,

Listed below are the properties we are managing for you, along with your property manager for
those units. We have recently realigned our managers geographic resposibilities so in some cases
your managr may have changed.

Sincerely,
Your Broker

Maple Management
703-555-1212

Unit Manager
327 CedarLane Fritz Halfacre
436 Fairway Drive Emma Bull

The PROMAS Landlord Software Center « 703-255-1400 « www.promas.com

Document Number R-730 5 June 2019


http://promas.com/

