Yardi Recertification Notice Instructions

How to preview, post, and verify annual recertification notices

The two things to remember

1) The Due to Send date range controls which residents appear. 2) REPORT only previews the residents; POST is
what saves the notice dates in Yardi.

Notice timing

e First Notice = 120 days before the Scheduled Annual Recertification Date
e Second Notice =90 days before the Scheduled Annual Recertification Date
o Final Notice = 60 days before the Scheduled Annual Recertification Date

Why the date range matters

The Compliance Report and Recertification Notice report do not use the exact same date logic. The Compliance
Report looks at the Scheduled Annual Recertification Date. The Recertification Notice report calculates each notice
date first, then checks whether that calculated notice date falls inside the Due to Send range. If the range starts too
late, residents can be missing even though they appear on the Compliance Report.

STEP 1 — Open Recertification Notices

Navigate to the Recertification Notice screen for the property you are working on.

STEP 2 — Enter a wide enough “Due to Send” date range

Enter the property and the Due to Send range. Make sure the range goes back far enough to include the notice
dates you need. Yardi’s example showed that a range beginning 09/03/2026 missed residents, while expanding
it back to 07/01/2026 allowed the expected residents to populate.
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Example from Yardi: a wider Due to Send range (07/01/2026 through 12/01/2026 on the screen shown).

Quick rule

If someone appears on the Scheduled Annual Recertification/Compliance Report but not on the Recertification
Notice report, first widen the Due to Send start date and run the report again.



STEP 3 — Choose the notice type

Select First, Second, Final, or All, depending on the notices you are working with. Remember: Firstis 120 days,
Second is 90 days, and Final is 60 days before the scheduled recertification date.
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The resident Notice Dates screen shows where the first, second, and final notice dates are stored.

STEP 4 — Select REPORT and click Submit

In the Report/Letters/Post dropdown, select Report, then click Submit. This is only a preview. It shows which
residents are eligible based on your selections, but it does not save notice dates to the database.
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Select Report to preview eligible residents.

STEP 5 — Review the resident list

Check the report to make sure the expected residents appear. If residents are missing, go back and widen the
Due to Send date range before posting anything.



Advanced

Submit Clear Help

File or Code: rs_Aff_Notice_Crystal.txt

Screenshot 2:
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Example: when the date range is wide enough, the expected first, second, and final notice groups populate.

STEP 6 — Change REPORT to POST and click Submit

Once the preview is correct, return to the Recertification Notice screen. Change Report/Letters/Post from
Report to Post and click Submit. POST is the step that updates and saves the notice dates in Yardi.
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Change the dropdown to Post before submitting.
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Yardi example using Post with a wider Due to Send range.

Important

Do not stop after running REPORT. If you only run Report, the notice dates will not populate on the Compliance
Report.



STEP 7 — Verify the dates on the Compliance Report

After posting, open the Compliance Report and run Scheduled Annual Recertification. Confirm that the First
Notice, Second Notice, and/or Third/Final Notice dates now appear for the residents you posted.
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After Post is completed, the notice dates should appear in the Compliance Report.

Troubleshooting Checklist

o Residentis on Compliance Report but missing from Recertification Notices: Widen the Due to Send start
date and run Report again.

o Resident appears on Report, but notice date is blank on Compliance Report: Make sure you changed
Report/Letters/Post to Post and clicked Submit.

o Not sure what date should be included: Work backward from the Scheduled Annual Recertification Date:
120 days for First, 90 days for Second, 60 days for Final.
o Preview looks wrong: Do not Post yet. Correct the date range/notice type and rerun Report first.

Bottom line

Run REPORT to check the list. If the list is correct, run POST to save the dates. Then verify the dates on the
Compliance Report.

Prepared from Yardi Support Case #19127867



