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How to Configure the Wizard to Add or Remove Steps

The Mid Month and End of month wizard is loaded with default steps, which consist on essential and
nonessential items. You can customise the wizard to suit your Mid month or End of month wizard
procedures by adding user defined step or re-adding new steps

To Add Steps to the Wizard

1. Go to the mid-month or end of month wizard through Files > Owner Payments / End of Month (or you
can simply click on your wizard hat icon)
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2. Select either Mid-Month or End of Month Payout and then click on ‘Configure’.



'ﬁ, Payment Processing Wizard

Determine Criteria
Please select from one of the options below so the wizard can determing if you
would like to run mid month or end of month payout
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3. If you wish to add a step, Select Add to select available Items. From this menu, you can:
i. select an existing step from the available items and select a step number for this new item
and click OK

n}, Payment Processing Wizard
Mid Month Payout Configuration

This process will allow you to configure the wizard to suit your needs. The default
end of manth procedure list has been loaded below, ltems can be added, edited
of rermoved. To make these changes, please click the relevant button below.
Onice you are happy with the items in the wizard, please click 'Nest' to continue. .
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i. If the step you want to add is not listed, you can choose User Defined and create the step number
and the description for the step.

ﬂ Payment Processing Wizard

Mid Month Payout Configuration

Thiz process will allow pou to configure the wizard to suit your needs. The default
end of month procedure list has been loaded below. [tems can be added, edited
of removed. To make these changes, please click the relevant button below.
Once you are happy with the items in the wizard, please click Mest' to continue. .,
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Step Number 2 | Description (=2 |
Input step number for this item oK Please enter a new description for this item
[[Cancel

4. Exit out of the Wizard by clicking Cancel or by clicking on the red X at the top right hand corner of
the screen.

This process will have saved your steps and will appear in your end of month/mid month steps the next
time you access your wizard.

To Remove Steps from the Wizard

1. Follows steps 1 and 2 from the above steps
2. Highlight the Step that you want to remove
3. Click on Remove



}3 Payment Processing Wizard

Mid Month Payout Configuration

This process will allow you ta configure the wizard ta suit your needs. The default
end of month procedure list has been loaded below. |tems can be added, edited
or removed. To make these changes, please click the relevant button below,
Once you are happy with the itemns in the wizard, please click ‘Next' to continue...

ttem No. | tem Description -~ [ Add
5 Pre-statement System Recovery & Backup
6 Process Recurring Transactions I Remove I l Move l
7 Process Outstanding Disbursements
& Print Outstanding Disbursement Report
9 Print Creditor Unpaid Disbursements Report [#] Charge Paostage

10 Creditor Remittance & Payment

11 Owner Withhold Funds

12 Mid Menth-1 System Recovery & Backup
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15 Mid Month-2 System Recovery & Backup
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17 Send ABA Payment File to Bank -
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4. You will get a Payment processing wizard screen come up that confirms the step that you are
about to remove. Click on Yes.

Payment Processing Wizard | 23

| Are you sure you wish to remove the item-

Print Owner Statements

from the wizard?

Yes [ No

5. Exit out of the Wizard by clicking Cancel or by clicking on the red x at the top right hand corner of
the screen.

This process will have removed your steps and will not appear in your end of month/mid month steps the
next time you access your wizard.
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