How to Convert a Pledge to a Check Request

In the CMS Case File for the SVdP Friend, go to the Checks/Pledges tab and select the line
Pledged by left clicking on it.

In the Assistance Details page that opens showing the details of the Pledge, review the
information for accuracy (the Account Holder Name should be the name of the Friend and the
Account No. Should be the apartment number for a rent pledge), make any changes to assure
accuracy and then select the small checkbox above the Account Holder Name.
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Click Next>> in the top right hand corner to proceed to the Vendor Information.

Review the Vendor information for accuracy (the Address should be for the leasing office where
the check is to be mailed or delivered), make any necessary changes and and then select the
small checkbox above the Vendor Category.
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5. Click Done on the top right of the page.

6. Click Execute on the top right side of the page.
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Account Holder Name  Eddic Harris Account No  Apt. #347
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After clicking Execute, CMS will return you to the Checks/Pledges tab

Edit

Zip

77057

and the Status will now

read Request Submitted and the Assistance Type column will now read Pledge/Check. This
indicates that the Pledge has been converted to a Check Request in the Check Register and is

ready for the Treasurer to approve an issue the check.

Al | Dragon's microphon i off; you can press its hotkey or click ts icon 4o tum it o Profle ook Vocabulary Modes Audic Help ¥
Tl Fox heves - 8 e x [ diem + - 8 x
cC O @ cms.sudphouston.org w & & R &
marks M Gmail - Inbax - rpk
% = Logged in: Rick Placger
\%P' Vincentian Case Home My Profile Search Documents || User Guide Logout.
WEY manngement system J L | Build 284
[ | v VIEW PANE &
2019-00308 - Assigned Client Assistance Case - Conference St Michael the Archangel - Houston
Back || CloseCase | Save | Case Options | Red-Flag Client Next 3

| « Previous

Case | Client: Harris, Eddie

Prepare  Visit  Client Household  Situation | Assistance  Attachments | Checks/Pledges | Complete
Status Date Assistance Type Vendor
Request Submitted Pledge/Check The Plaza on Westheimer

Case Instructions

Assistance Details | Case Worker: Northrup, Bobby
Past Assistance

Client Record Notes

O Type here 10 search




