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Facilities have to periodically auction their customer’s stored goods to seek 
reimbursement of unpaid rent.  These auctions are scheduled to occur at a specific date, 
time, and location. 
 
Customers that have not paid the balance on their unit for more than the number of days 
predefined in the delinquency schedule become “eligible for auction.”  The auction 
process is associated with various legal requirements, such as exactly when the 
customer's goods may be auctioned, and these requirements vary from state to state. As 
such, the eligibility for auctioning a customer’s good is a variable number of days after a 
customer has entered the lien process. 
 
When a customer becomes eligible for auction, an inventory of the goods in their unit is 
taken.  These items are then made available for sale at the auction.  The proceeds from 
the sale of these goods can then be applied to the customer’s outstanding balance when 
the customer is moved out of DOMICO Software.  
 

 
�
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To define when a customer/unit will be eligible for auction processing, the user can enter 
the number of days that must expire after the customer enters your predefined lien status. 
If you have a Lien step defined where you automatically generate a lien letter, you may 
want to remove this letter as an action and instead generate this from the new Auction 
Menu. You would keep the Lien Step in order to define “eligible for auction” as X days 
after the Lien Step.   
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The value in this text box represents the number of days AFTER the customer’s unit 
enters your Lien Step.   
 
In the example (see Figure) a customer’s unit would be eligible for auction when that 
customer is 82 days late. 

Enter number of 
days after lien 
from 1 to 999 
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Configure Fees 
An Auction Fee is defined in Setup Fees (Site Configuration.)   
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The  “Auction” Fee Type is the fee that is automatically charged to the unit/account when 
the customer auction notices are generated. This fee can also be associated with a 
delinquency step but should not be if you generate your notices from MAIN 
MENU/TOOLS/AUCTION.  
�
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There are two pertinent Letter Associations in the Letter Writer 
 

· Auction Notice 
· Public Notice 

�

 
The Public Notice letter template should be associated with the type: Public Notice.  Only 
one (1) public notice letter can be associated with the letter type.   
 

Auction Fee 
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Before setting up your first auction, go to Letters� Letter Writer, and select the Public 
Notice letter template.  Make sure that the E-Mail checkbox is checked under the 
template name, and click the Update and Save buttons on the right-hand side of the 
screen.  
 
The Public Notice is a default letter that DOMICO provides.  We advise that it be looked 
over and customized in order to suit the needs of the facility and the laws of the state. 
  
 Letter Type Auction Notice can be associated with up to two (2) letter templates to 
account for the Alternate Auction Notice template.  You will not be able to print either 
the Customer Auction Notices or the Public Notice from the primary Auction screen, 
unless there is an association made in the Letter Writer. The following letter parameters 
are new as of release Winter 2009: 
 
<AUCTION LOCATION> 
<AUCTION ADDRESS LINE 1> 
<AUCTION ADDRESS LINE 2> 
<AUCTION CITY> 
<AUCTION STATE>,  
<AUCTION ZIP> 
<AUCTION DATE> 
<AUCTION TIME> 
<AUCTION FIRST PUBLISH DATE> 
<AUCTION SECOND PUBLISH DATE> 
<AUCTION CORPORATE EMAIL> 
<PUBLIC NOTICE LIEN LISTING> 
<PUBLIC NOTICE LIEN LISTING CUSTOMERS ONLY> 
<PUBLIC NOTICE LIEN LISTING PLUS ADDRESS> 
<PUBLIC NOTICE LIEN LISTING PLUS ALL ADDRESSES> 
 
There are numerous letter parameters (see Letter Writer) that can be used for the creation 
of both the Auction Notice sent to customers and alternates as well as the Public Notice 
that can be sent to Newspapers. 
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Useful parameters can also be found under other headings such as “Delinquency.”  
�
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With the release of the latest version of DOMICO Software (Winter 2009) a number of 
changes have been made to the Customer Information screen. 
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A “Third ID” is now available for entry at the bottom of the Information tab.  This item is 
available for the user to enter a third form of identification for the customer.  The 
following letter parameter is available for this item: <THIRD ID> 
 

 
 
A new alternate Cell Phone data entry has been added to the Alternates Tab.  This data is 
available to the user in the following Letter Parameter: <ALTERNATE CELL PHONE> 
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The previously named “Lien Holder” tab has been renamed to “Additional Information”. 
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A General Description of Occupant's Property can be entered for each unit, up to 160 
characters. 

 
Employer information is stored at the Customer level, and is the same for each Unit 
rented under the same account. The Employer Name if entered at the main Customer Info 
screen will show up here. You can now add additional employer information, and we 
have provided additional letter parameters for this information: 
  
<EMPLOYER ADDRESS LINE 1> 
<EMPLOYER ADDRESS LINE 2> 
<EMPLOYER ADDRESS CITY> 
<EMPLOYER ADDRESS STATE> 
<EMPLOYER ADDRESS ZIP> 
<EMPLOYER ADDRESS PHONE> 
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Lien Holder information can be stored for each Unit. To enter Lien Holder information, 
you check  “There is an existing Lien on the goods being stored” (see above figure). 
Once checked, a description of goods is required.  
 
<LIEN HOLDER> 
<LIEN HOLDER ADDRESS LINE 1> 
<LIEN HOLDER ADDRESS LINE 2> 
<LIEN HOLDER ADDRESS CITY> 
<LIEN HOLDER ADDRESS STATE> 
<LIEN HOLDER ADDRESS ZIP> 
<LIEN HOLDER OTHER INFO> 
<LIEN DESCRIPTION> 
<LIEN AMOUNT> 
<LIEN PROPERTY ESTIMATED VALUE> 
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<PUBLIC NOTICE LIEN LISTING> 
 
This parameter generates the following information in list form and all lower case:   
 

Unit Mask… Customer Name… – General Description of Occupant’s Property 
 

A single instance of this parameter prints a list of all units assigned to auction when the 
Public Notice is generated. The General Description of Occupant's Property will print as 
it was typed in Customer Info. 
 
There are different versions of the <PUBLIC NOTICE LIEN LISTING> parameter that 
can be used to meet the needs of your state laws: 
 
<PUBLIC NOTICE LIEN LISTING CUSTOMERS ONLY> - Does not display the 
General Description of Occupant’s Property. 
 
<PUBLIC NOTICE LIEN LISTING PLUS ADDRESS> - Includes the customer address. 
 
<PUBLIC NOTICE LIEN LISTING PLUS ALL ADDRESSES> - Also includes the 
alternate addresses. 
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To schedule a new auction; update an existing auction; assign units to auction; generate 
auction or public notices a menu choice is provided under the Tools button drop down 
menu.  
 

 
�
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When an auction has been scheduled it will be displayed under the heading “Next 
Auction” 
 

 
�
 
 
 

Scheduled Auction 
Information 
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Auction Information will contain: 
 

Auction Date & Time 
Auction Address 
Auction City, State, and Zip 
Number of customers/units assigned  

�
The Auction Menu contains all the necessary information to establish a location for the 
auction, review eligible units and assign them to the auction.  
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The screen above is what the user will see when you first access the Auction Menu. Units 
eligible for auction are displayed at the bottom left. In the above image there is no 
auction info, and no units have been assigned to the auction. 
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Clicking the NEW button provides the ability to establish the date, time and location of 
the next auction. The Facility name and address will default in the pop up. Once you click 
OK, the Schedule/Location form will populate as follows: 
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You can save the location information, in case you always hold the auction at the same 
place. Note that the NEW button has now become EDIT. 
 
The main menu now shows your auction information: 
 

 
 
 

 
 
Now you can click the Next Auction info to open the Auction menu IF your user account 
has access (see below). NOTE: If the auction date has passed, you will see blank fields in 
Auction Schedule and an empty list in Units Assigned to Auction. 
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Once you have scheduled the next auction, you then assign units to be auctioned. Check 
the box to the left of the unit, or click above the checkbox column to select all units, then 
click Assign. Your selected units will now be listed under Units Assigned to Auction, as 
demonstrated below: 

 
 
 

 
 

 
All of the units have the Print Notice box checked by default.  
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If you check this box, a batch will be created, and will print at the next Close Day.  The 
batch will include all Customer Auction Notice letters for all of the customers in the 
Units Assigned to Auction list that have the “Print Notice” checkbox checked.  Alternate 
and Lien Holder letters will be included in this batch if such letters are set up to print. 
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A message box will prompt the user to verify that they have checked the appropriate Print 
Notice checkbox if the ‘Print Customer Notices at Close Day’ is checked.  If the user has 
created a batch earlier in the day, returns to this screen, and un-checks this box, the 
batches will be removed, and will not print.  
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You can select all or some of the units to receive their auction notice “on demand.” 
Selecting “Print Customer Notices Now” will generate auction notices to each customer 
and to each alternate (printed in alpha order by customer name with the alternate letter 
following the customer letter.) After printing, the printing date will show in the Notice 
sent Column and the Print Notice will be unchecked. You can reprint simply by checking 
the Print Notice column and selecting Print Customer Notices Now again.  
 
In addition, the customer’s unit may have a Lien Holder set up in the Customer 
Information screen, in the “Additional Information” tab.  If the checkbox: “Send copy of 
Auction Notice to this Lien Holder” is checked, then an additional letter will be 
generated, addressed to the Lien Holder. 
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If a fee has been configured as Auction type, this fee will be charged to the customer’s 
unit account when the Auction Notice is generated – however, the auction fee will only 
be charged once, even if you choose to print the letter a second time. The Customer 
History will track the letters sent and fee charged. 
 

 
 
Mailing Labels 
 
You can print labels for every letter that has been generated by clicking Print Mailing 
Labels. 
 
Payments - Reset Delinquency 
 
If the customer's unit status has been reset from delinquent to occupied, they will be 
removed from Assigned to Auction. 
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In General Info, checking “Set eDomico to No Pay X day(s) before Auction date” 
enables the No Online Pay checkbox in the Auction Menu in the “Assigned to Auction” 
grid. eDOMICO online customers will not be able to pay online when the criteria is met. 
Users can uncheck No Online Pay for a specific customer to allow online payment until 
the next Close Day, at which time the customer will again be blocked from online 
payment. 
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You can print and e-mail a notice to your local newspaper. The option button [...] to the 
right of this option opens the above menu. The default date will be your selected auction 
date. 
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<AUCTION FIRST PUBLISH DATE> 
<AUCTION SECOND PUBLISH DATE> 
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<SITE NEWSPAPER NAME> 
<SITE NEWSPAPER ADDRESS 1> 
<SITE NEWSPAPER ADDRESS 2> 
<SITE NEWSPAPER CITY> 
<SITE NEWSPAPER STATE> 
<SITE NEWSPAPER ZIP> 
<SITE NEWSPAPER COUNTRY> 
<SITE NEWSPAPER ADDRESS EMAIL> 
 
�
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Access to “Tools – Auction” can be Password protected. 
 
If Tools - Auction is available to a user, you can still prevent access to the NEW auction 
button and/or the DELETE button on the Auction screen. 
�
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You can print for all units assigned to an auction: 

Customer Histories 
Customer Notes 
Rent Roll Detail 
Collection Report 

 
New reports and new filters have been created: 
 

1. Customer Directory Report – Update – Print Mailing Labels  
2. Rent Roll & Rent Roll Detail – Update – Add Filter:  Assigned to Auction 
3. New Customer Search in Customer Action: Units Assigned to Auction 

 


