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Updating  in Yardi
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The Maintenance Super has veriöed all the 
work has been completed on the vacant unit 
and changes the status to “Move to Rent 
Ready” on the Smart board.

The 'Date Available' öeld is updated with the 
date the unit was marked as Rent Ready in 
Smartboard.

The 'Date Ready' öeld is updated with the date 
the unit was marked as Rent Ready in 
Smartboard.



Ready to Show04 The maintenace tech performs the 3 operations 
below

Amenities Walk-Through

Video Tour

Rent Ready Alert Email
An email automatically is sent to the “Rent 
Ready Alert Email” found on the building setup 
in Toolbox letting them know they must 
complete the Make Ready Inspection in the 
mobile app.
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Video tour of the apartment06 Onsite team records a video tour of the apartment. 
These videos can be used for the unit’s digital 
brochure and also be used on the website. 

Agents will get an email with a link to the video 
they can share with prospects they are working 
with.

Amenity Walkthrough05 Onsite team completes an Amenity Walkthrough 
to ensure the amenities listed on the unit are 
accurate and take a photo of each amenity. 

These photos can be used for the unit’s digital 
brochure and for use on the website. 

A copy of the PDF report is uploaded to the Unit 
Attachments in Yardi.



Rent Ready Units Tab for easy access07 Once completed the Rent Ready Units tab on 
the Smartboard is updated with a link to the 
Make Ready Inspection, Amenity Walkthrough, 
and video tour for easy access. 



User completes the Move out 
inspection

Workøow - Visual Diagram

Make Ready Process on Smartboard

01

High Level Overview of the Process

Unit appeared as Received02

After the user completes the Move out 
inspection, they determine whether the unit 
is a “Turnover” or a “Renovation Unit”. 

This process will review from that point until 
the unit is marked as ready.

The unit will appear on with the “Turnover” or a 
“Renovation Unit” tab with the “Received” 
status.



Updating the Status04 As they work on getting the unit ready, they 
should be updating the status of each item 
they need to complete on the Smartboard. 

Change Unit status 
Maintenance Super can now mark the 
applicable services that need to be completed 
in the unit on the Smartboard and change the 
Unit status to “Work in Progress”.
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Updating  in Yardi06 The 'Date Available' öeld is updated with the 
date the unit was marked as Rent Ready in 
Smartboard.

The 'Date Ready' öeld is updated with the date 
the unit was marked as Rent Ready in 

information for leasing team05 The user should also make sure the “Available 
Date” is updated to reøect when the unit is 
estimated to be ready.  This updates the unit 
setup in Yardi and is important information for 
the leasing team.

Date Available

Date Ready

Rent Ready



Rent Ready Alert Email07 This also generates an email to the “Rent Ready 
Alert Email” found on the building setup in 
Toolbox letting them know they must complete 
the Make Ready Inspection in the mobile app. 

Overview of Smartboard Columns

Yardi Unit code that was selected when the user created the move out 
report.

User cannot edit this öeld. 

APT

User must edit this öeld

Received – default status once the unit’s move out inspection is 
completed.

Work in Progress- user should change once they determined what 
action items need to be completed and the work has started. 

Move to Renovated or Move to Turnover- If user selected the wrong Move to Renovated or Move to Turnover- If user selected the wrong 
type when completed the move out inspection they can öx it using 
this option.

STATUS



Date the move out inspection was completed on the app.

User cannot edit this öeld. 

Move to Rent Ready- User must select this status when the work on 
the unit is completed and its ready for the make ready inspection.  
When completed the “Ready” øag and "Date Available" and "Date 
Ready" date öelds on the Unit Setup in Yardi.

WALK DATE

Each property has a default setup for this date. 

   If a unit has a move in scheduled the available date will be 2 days  
   before the scheduled move in. If there are no move ins scheduled  
   it will default to X days from the Walk Date. (# of days can vary by  
   property)

User can edit this öeld to make sure the date they believe the unit will User can edit this öeld to make sure the date they believe the unit will 
be available. 

User is encouraged to update to ensure its as accurate as possible 
because leasing team will rely on this information.

This date should øow into Yardi. Whatever date is showing in this öeld This date should øow into Yardi. Whatever date is showing in this öeld 
should be updated on the Unit setup in Yardi in both the "Date 
Available" and "Date Ready" date öelds. This should be done 
overnight.

AVAILABLE DATE



If the Unit status is Vacant Rented Not Ready, then the move in date 
scheduled for the applicant should pull into this column.

User cannot edit this öeld. 

MOVE IN DATE

Each property has different types setup. They are usually based on the 
current renovation level of the unit. 

User can edit and must select this öeld.

TYPE

It varies by property but when the property is setup in Toolbox, we 
match the type based off the Yardi unit type.

User can edit this öeld if for some reason it is not accurate.

SIZE

These vary by property but commonly include, painting, plumbing, 
øooring, cleaning, etc.

Users update each column to indicate what items need to be 
completed by unit and update the status of each item on the Smart 
board.

WORK ITEMS COLUMNS



Status comes from Unit Setup in Yardi

User cannot edit this öeld. 

RESIDENT STATUS

It will either be “Vacant Rented Not Ready” or “Vacant Unrented Not 
Ready”

User cannot edit this öeld. 

UNIT STATUS

Pulls the date the previous resident moved out from the Unit History 
in Yardi.

User cannot edit this öeld. 

MOVEOUT DATE

Users can edit this öeld to add 
notes about the unit that could 
be helpful for the team.

COMMENT

If a user completes a move out 
inspection for the wrong unit #, 
they can delete the unit from 
the Smartboard.

DELETE


