iQMIS Training Module

BIA Prorated Rents
Hello, and welcome to another training module for the iQMIS system.  This module will train you in how to process tenants that use prorated rental rates.  And it only applies if you are a Bureau of Indian Affairs or Bureau of Indian Education employee that’s using the iQMIS system for tenant processing.  
Now prorated rental rates apply when there’s a tenant who lives in your housing year-round, but they are on pay status only for the school year.   So they are paying their rent for the nine months out of the year that they are in pay status, and covering the three months of summer rent over those nine months.  So, in other words, they’re paying additional rent over a nine month period to cover their summer rent when they are not on pay status.  So if you do not use prorated rental rates at your school or at your housing site, then you do not need to take this training.

Let’s assume that you are the housing manager or tenant manager for Northern Cheyenne Agency.  And these are the 23 housing units that you manage.   The first key to remember about prorated rental rates is whether a tenant pays prorated rents is set on that Tenant’s tab.  So, if you go to the Tenants Tab for any particular housing unit, the Tenant’s “Occupation” is what will determine if they are prorated or not.   So this particular tenant, we have indicated she is a “Federal Permanent Prorated” Occupation, and if you selected “prorated” rents here, you must also then put in the number of pay periods that she is in prorated status.  Now, since there are 26 pay periods in a year, normally the school year is about 20 pay periods, with 6 pay periods off for the summer break.  But that can vary by employee.  For example, you might have some facilities employees that have 7 pay periods off per year, and others that have 6 pay periods off per year.  So you determine how many pay periods they are in pay status here by entering that number.
If you select that they are a “Federal Permanent,” and do not put “Prorated,” then iQMIS does not prorate their rent.  They just pay the normal 26 pay periods of rent, just like most federal employees do.   So that is the key.
Now, when you produce any tenant’s rent payment form, by going to the Documents Tab.  Let me just demonstrate that here.  Let’s say we’re changing their rent, effective 9/30/2012.  I want to look just at the rent payment form.  iQMIS produces the prorated rental computations for you.  So you no longer have to do those manually.  So, in this example, the total biweekly is $292, and down below, it shows the prorated rate plus the regular rate equals the total of $292.66.  So it’s doing those computations for you.  And this is based on 20 pay periods in pay status, and 6 pay periods being spread over those 20.
So, I think many of you that have been using prorated rents in the past are going to love this functionality because it does all the math for you.   So that’s all you need to know about checking in a new tenant or producing payment documents for prorated rents.  You simply make sure you have selected their occupation and enter the number of pay periods that they are in prorated status.

So, for example, this tenant is a “Federal Prorated,” this tenant is “Federal Prorated,” and so forth.  Here’s a tenant here that is not federal prorated.  So this tenant would pay the normal 26 pay period computation on their payroll deduction form.
Now, there are a couple of times a year when you are going to need to produce documents for all of your tenants.  Most of the year, you’re going to be doing one at a time.  But at the beginning of the school year and during the March rent adjustments required by A-45, you need to produce new documents for all of your tenants.  And we do that using the “Installation Documents” function.

So there are two times in the year that you will want to do installation documents.  During March, all of your tenants have to receive new rental rates based on inflation (which we call CPI) or a new private rental market survey.  So the “March/All Tenants” Documents area produces documents for all of your tenants.  And, notice here at the top, it says “produced for occupied units only.”  We only need documents for existing tenants.  We don’t need them for units that are vacant.  So if you don’t see your housing installation listed below, then that indicates you do not have any occupied units, or you are not entering your tenants into the iQMIS system.   So it’s important that you enter all tenants to have correct housing utilization reports and so that you can produce these documents when the time comes.
Now we normally use this “March/All Tenants Documents” function in January.  Because you are required to provide 30 days advance written notice to all of your existing tenants of their new rental rates, you need to do that during the month of January – no later than the first week in February.  It has to be in your tenant’s hands by the first week in February.

So let’s say, for example, we’re working on Northern Cheyenne.  Click on that installation.  And, in this screen, we simply put the effective date of rent.  So for next year, we’re going to be using 3/10/2013.  That’s what you would normally put in this box.  And then you indicate what documents you need to produce for your tenants.  A Rent Payment Form would be a new payroll deduction form.  You do want to do that for all existing tenants.  That gets signed by the tenant and faxed in to NBC Payroll.  You do want to print a new Rent Computation Schedule, which shows your tenants exactly how their rents are computed.  You do have to have a new Housing Assignment Agreement (or a Lease Agreement) printed and signed by all of your tenants, and you do want to print a Tenant Rent Notice.  That piece of paper tells your tenants what their previous rent was, what the new rent is going to be, and what the change is.  Your tenants also need to sign that as an indicator that they have received that notification of their change in rent.  Now, whether or not you provide the inventory for iQMIS is up to you.  It’s about 6 pages, so it’s a lot of paper to print if you have a very large organization.  
Because iQMIS does not let you compute rents very far in advance, I’m going to put a date closer to today (that I’m recording this training) just so I can demonstrate to you how the documents look on the screen.  So the purpose here is to print all the documents we are going to need for our tenants to sign at one time.  And, depending on the number of housing units you have, this can be quite lengthy.  You can see here at the top, we have 95 pages for Northern Cheyenne.
This first page here is for our first tenant, Lisa, and she happens to be a prorated tenant, so her prorated rate is calculated here for NBC Payroll.  And that’s all based on what you have entered on the Tenant Tab.  Here is the Rent Computation for Lisa, here’s the new Lease Agreement for her, here is the Tenant Rent Notice for her.  And here’s the next employee, Beau.   Beau is also prorated.  So again, iQMIS does all of the math for you and prints it on the payroll deduction form.  If you have a tenant that is not prorated, then of course, their rent appears as a Regular Account with the regular biweekly rate.
So I’m going to close this window now, but normally you would print by clicking on this print button here, and that sends these 95 pages to your printer.   Now we exit this documents area to return back to the “March/All Tenants Documents.”  

The next time that you are going to be using Installation Documents is at the beginning of the school year, when your new teachers are checking in, when your existing teachers need to be set up in payroll deduction again for a new school year’s worth of rental rates.  If you click on this “August/Prorated Tenants Documents,” again, Installation documents are produced only for occupied units.  So if your units are vacant, you will not get any documents whatsoever under the Installation Documents function.  
If you manage more than one site, click on that installation name here.  And you’ll see it looks a little different than the “March/All Tenants Documents” because it says here at the top “documents are only created for housing units with ‘Fed Permanent Prorated’ tenants.”  So you only need to do new payroll deduction forms for your prorated tenants.  If they’re not prorated, those documents were done in March, and that deduction continues on until next March.

For your employees in housing at the beginning of the school year, they need to be started again through payroll deduction for making their payments for that school year.  So on this page we see a list of all of our tenants, whether prorated or not.  And if one of your employees decides they want to start prorating, you can change them right here on this screen to a prorated occupation, and then you would enter the number of pay periods that they are in pay status for this school year.  

Now, the “Effective Date of Rent” is normally the first day that they start in pay status.  So, for example, let’s say that it’s 8/1/2012.  That might apply to all of your employees that are on a 20 pay period timeframe, but if you’re on a 19 pay period timeframe, you might be starting a little bit later than everyone else.  You might have 7 pay periods off instead of 6 pay periods off.  So this might be, for example, 8/15/2012.  You can then copy and paste the effective date that you need for each of these employees.  
And remember, in this area, iQMIS is only going to produce documents for the prorated occupations.  So, no matter what you put here, if they’re a fed permanent, it still is not going to produce any documents.   Now that’s a seasonal, so I don’t need to put an effective date in there.  I don’t see any other prorated on this screen.

And the only document we’re going to produce is a new rent payment form.  We don’t need to print a new lease agreement or a rent change document of any kind.  I’m going to click “View Documents.”  And now iQMIS produces all of the Start Payroll forms that I’m going to need for NBC payroll.  And you can see at the top that there are 8 payroll deduction forms that we are processing – 8 employees that have selected prorated rents for their form of payment, rather than paying 26 pay periods per year.
So again we just click this print icon here to print these pieces of paper, or we can close this window by “Xing” out of it, then click “Exit.”

Let’s look at another installation.  if you happen to manage more than one school site.  This is how the screen will look if you have no tenants entered as “fed permanent prorated. “  They normally will not show up here because it’s an indicator that you are not using prorated rents at that site.  But if you have a mixture, some with and some without, iQMIS will show you all the tenants just in case you want to change any of the ones that aren’t prorated right here on the screen.  So, these tenants down here that are not prorated – we have an opportunity now to change them at the beginning of the school year to a new payment deduction amount.  
So that is the Installation Documents for BIA and BIE that are using prorated rental rates.  Thank you very much for your time, and call the Help Desk if you have any questions.
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