How to use the Tenant File DirectPAY service

Thank you for ordering the Tenant File DirectPAY service. This User’s Guide will help you get started quickly so that you can easily post the rent payments into the Tenant File Property Management Software.

Here is the main screen. All DirectPAY actions take place from this screen:
[image: ]

How do I get started?
Step 1:  
Click on the ‘Reset Log in’ button to enter your User name, Password, and URL. These will be given to you by Revo Payments. 
Here is the screen you will see:
[image: ]

It is very important that you type everything exactly or you won’t be able to log in. Once this is set, you will not need to log in again unless your User Name or Password change.

Step 2:
Click the button ‘Upload All Info NOW’. This will upload the basic Tenant File linking information to Revo so that your account can be automatically created. No private information or transactions are transferred.

Step 3:
Select the Tenants that will be paying through the DirectPAY system by clicking the ‘Activate or Change Tenants button:[image: ]
The ‘TID’ is the unique ‘Tenant ID’ code that your tenants will use to access their account. The only column that you can change is the ‘Direct Pay’ column on the far right side. This is where you will enter ‘Y’ for any tenants that are set up for DirectPAY and an ‘N’ for any that are not (or leave blank).

Once you have updated this screen, click ‘Save and Exit’, then the Tenant File will upload this information to the Revo Payment system so that your tenants may set up their accounts.

Step 4:
Once your tenants have paid their rent online, you can pull those transactions into the Tenant File ledgers. Click the ‘Download and Post Rent Payments’ button to see if there are any payments available to be posted.  If there are payments, they will be pulled into the screen below:

[image: ]

You have several important choices when posting the transactions into the Tenant File ledgers:

Transaction Remark Choices:
 This determines the ‘Remark’ for each transaction that is posted to the ledger. You can use the ‘default’ remark you entered under ‘Preferences > Edit Account Defaults’, you can use the entry in the ‘Method’ column (ex. Checking, Vista, etc), or you can enter your own remark.

Create Deposit (selected by default): 
This will create a bank deposit for the transactions posted to your ledger when checked.

Post Management Fees (NOT selected by default):
If you want the Tenant File to post a management fee based on your settings in the Tenant File, put a check mark in this box.

Update Tenant File Ledgers NOW: 
This is final. It will post all the transactions to your ledgers and permanently delete the entries so that the next batch of payments can be downloaded.

Delete ALL:
Do not ever use this option unless you are sure all of the show transactions are in error. This is a permanent delete.

You can have the Tenant File check for outstanding payments each time you enter the program:
[image: ]

Just put a check mark next to Daily Check for Direct Pay Deposits and you will be notified when payments are available to be posted.


If you have any questions with the Tenant File integration steps above, contact web support by going to Help > Web Support within the Tenant File program. 





Making Owner and Vendor Payments


DirectPAY has the capability to deposit Owner or Vendor payments Vendors directly to their bank accounts. This unique capability will save you the time, money and the effort that is needed to create and send checks manually.

How it works
Within the Tenant File software, there are numerous ways to create checks, both manually and automatically. All of those checks are initially displayed in your ‘Entered Check File’, which you can view by clicking on the Checks/Deposits button. Before you print the checks, you will instead go to Posting > Direct Pay to see which payments can be made directly.  Select the checks you want to pay using DirectPAY, and those checks will be automatically uploaded to the Revo Property Pay system, deposited to the correct Owner or Vendor bank account, transferred from the ‘Entered Check’ file to the ‘Printed Check’ file within the Tenant File, and posted to your ledgers. All automatically posted and done in seconds!

Of course, for any Owner or Vendor that you want to pay this way, you will need to get set up with Revo Payment Services ahead of time, so that the bank routing numbers and account numbers can be created within the system.

Once you are set up with Revo, you will need to indicate within the Tenant File those Owners and Vendors that are eligible for DirectPAY. From the main DirectPAY screen you will click on the appropriate button to activate your Owners or Vendors. 

To set up your Owners, click on the button ‘Activate or Change Owners’:

[image: ]

The instructions are on screen for you. Simply put a ‘Y’ next to the Owner that your have set up through the Revo Property Pay system. Then that Owner is ready to use the DirectPAY system.


To set up your Vendors, click on the button ‘Activate or Change Vendors’:

[image: ]

The instructions are on screen for you. Simply put a ‘Y’ next to the Vendor that your have set up through the Revo Property Pay system. Then that Vendor is ready to use the DirectPAY system.

Now you are ready to make any payments for Owners or Vendors that are set up for DirectPAY. From the main DirectPAY menu, click on the button ‘Make Payments to Owners and Vendors’:

[image: ]

Choose which payment you want to make by clicking on the button on the left to highlight the row. You can use Shift-Click to highlight multiple rows. When ready click ‘Make all SELECTED payments now’.
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5 Direct Pay Main Menu
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5 Dirct Pay Login Page =

You must enter all 3 items below the first time your access your account. Please type
carefully and enter the User Name. Password. and URL that you have been assigned.
DO NOT ENTER ANYTHING UNLESS YOUR ACCOUNT IS NEW OR HAS CHANGED.

UserName: |

Password: ]

URL: ]

Saveandbxt ] Cancel
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5 Direct Pay Tenant Update
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5 Diect Pay Payment Downioad =

Below are the Tenant deposits that have been retreived from the Payment Processor, but have not been transferred into the Tenant File
Program. Press ‘Update Tenant File Ledgers" to enter these transactions into the Tenant File.

Number of Dirct Paymerts: 38 Total of Direct Payments:_$10.653.00
[Rertal Unit Addess Tenant Name. [Amount Daie Check # [Deposi Date [Method Trans Type ~
3 Fiobertson, Nathan $653.00 03082010 (123 03082010 | Checking Fent
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1275 Ceodar Trai Difve Bradey, Gary 36200 03082010 03082010 |Visa LateFee
Tiout Avene #3 Fiobertson, Nathan 451300 03082010 (457 03082010 | Checking Fent
Tiout Avene #3 Fiobertson, Nathan 3200 03082010 |457 03082010 | Checking LateFes |=
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203 Poplar Avene Fiedstone, Randall $357.00 03082010 (774 03082010 | Checking Fent
2033 Poplar Avenue Fiedstone, Randall 6400 03082010 (774 03082010 | Checking Late Fee
Tout Avene #3 Fiobertson, Nathan $676.00 03082010 03082010 |Visa Fent
Tiout Avene #3 Fiobertson, Nathan $1000 03082010 03082010 |Visa Late Fee
Tiout Avene #4 Kevinson, Shawn 431300 03082010215 03082010 | Checking Fent
Tiout Avene #4 Kevinson, Shawn $31.00 03082010215 03082010 | Checking Late Fee
3307 Wilow Siest B Garel, Sheion 204,00 03082010 03082010 |Visa Fent
3307 Wilow Stiest B Garet, Sheton 53800 03082010 03082010 |Visa Late Fee
Handyman Hardware B Wolley, Poul $333.00 03082010 (346 03082010 | Checking Fent
Handyman Hardware B Woley, Paul 3300 03082010 (346 03082010 | Checking Late Fee
Trout Avene #4 Kevinson, Shawn $10200 03082010 03082010 |Visa Fent
Tiout Avene #4 Kevinson, Shawn 35700 03082010 03082010 |Visa Late Fee
2033 Popla Avene Fiedstone, Randall $531.00 03082010 (538 03082010 | Checking Fent
2033 Poplar dvenue Fiedstone, Randall 4800 03082010 (538 03082010 | Checking Late Fee
Handyman Hardware & Flowers To Go $328.00 03082010 03082010 |Visa Fent
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