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Client Accounting

Initial Set up

T Create Company X
Administrator of the new Company

User Name Admin Password admin Re-enter Password admin

Company Details

Application Client Accounting - Package Key Prime Advanced - Optional Features
Selected escription
Company Name | Client Accounts Selected [ 7 Description w
Auto Match
Address 86 Import
» v Client Accounting
Consolidator
Post Code || EARNIE Import
Tel / Fax 01798 877100 Electronic Receipts
Contact Enterprise Rights
Salutation Full Stocks
Gatekeeper Link
Mobile
Geofolia Link
E-mail
Global Nominals
cC
Global Traders
Weo site ‘a e ‘ Invoice Impaort
VAT Reg. No. GB Metering
VAT Returns Monthly = On  invoice basis - Multi Currency
Company Reg. Mo. SAGE Import
Year Start 01/01/2018  ~ SOR/POP
Transaction Import Pack
Default Bank o Current Account
User Rales
Create Standard Codes
Save Abandon | | Close

1. The Accounts data must be set up first then the Property data can be
linked to it. When creating the Accounts Company the Optional Feature for
Client Accounting must be ticked.

2. When setting up the Property Company the tick must be in the Enable
Client Accounting box. This will then show a new field titled Company
which is where the Accounts Company is selected.



VWD siTe | Cpen |

Enable Client Accounting

3. Within the Accounts data set up a new Bank Account. Ensure that the
Client Account box is ticked in the Details section.

Details
Branch MNext Cheque Mo. 1
Sort Code 00-00-00 Mext Dummy Cheque 1

Account Mo. Mext Payslip Mo. 1

v Mext Dummy Payslip 1

Set up Nominals as appropriate for Rental Income, Expenditure and Agents Fees.
Set up Suppliers for all the Landlords you will require.
Set up a Supplier with the Agent name and address.

4. Once the Accounts have been set up, go into the Property data and a
request will come up on screen for you to set up the Agent Settings.

iy Q. HE WEeS oK and the

The Property Agent must also be a Trader in the associated Key Accounts Client blank
Accounting Data. Click OK to set this up.

Agent Settings screen

will be displayed.




B seing: | R,
| Property AgentDetils | CliemAccountPreferences ]
I R S ] wrwe | il
tame . ] Landlord Fes Rent Only %
s L ] Landlord Fee Fully Managed %

Fee Invoice Processing Option ‘One line per Tenancy - one inveice per landlord El

] i s
I P e | )

Mobile

Email

Save Abandon Exit

Use the Browse button ] to take you to the Supplier Codes screen.

.3 Supplier
| All | None | Swap ‘ | Search - Re-List -
. @ Code ¥ ~|LedgerName 7 | Address W v |Town ¥ v IsVATRegistered
If the Supplier for Agent has e Frogery s
ALLEN H.PAllen
already been set up then select soscs
CUSTOM HM Revenue & Customs VAT Central Unit Southend-on-Sea
M JONES LL Jones
It SMITH LL Smith

Or to create the Agent as a
Supplier click on the New button
at the bottom of the screen. Fill in
the details and Save.

New ‘ ‘ Edit ‘ ‘ Multi




ﬂ Supplier 5 i
Supplier Details
Code <<= New Supplier >>= [ Non-Active [ Is Customer
Mame * | Client & ing Agency | Show Entries In
% Supplier Ledger
VAT Ne |:| Greup GEN E‘ ¢ Customer Ledger
VAT Prefix Registered Type STAN lz‘ " Both Ledgers
Address | Bank [ Defaults [ Terms
Mddress MName | Invoice | Contact Name | |
Address | 21 The High Street | Salutation | |
| | Tell Fax | |
| | Email | [ 2 Email ]
Town | Democester | Mebile | |
County | Demeshire | Acc. Ref. | |
con lowan s S
Address Mame Contact Szlutation Add1 County Post Code Phone Fax Email T‘
4 »
Previous Mext Abandon ] [ Exit

On the Client Accounting Preferences side of the Agent Setting screen, fill in the

VAT details and the percentages that will be charged for Landlord Fees; these

are for Rent Only and for Fully Managed.

Also select which Fee Invoice Processing Option is required.

Fee Invoice Processing Option

Last Fee Mumber

Demands ltem

(One line per Tenancy - one invaice per landlord

=]

Individual invoice per Tenancy

One line per Tenancy - one imvoice per landlord
One line per Landlord

Il [ I




The Last Fee Invoice number can be changed if Fee invoices have been
produced before and you wish to follow on with the numbering, otherwise they
will start at 1.

The Demands Item will also need to be selected if already set up, otherwise a
new one must be created:-

e T .
- _ ] ClickontheBrowse button

Code * FEE Non Active D
" e e then New to create a new

Long Description

Shert Description * | CA Letting Agency Fee

Nominals ~ |n1snn IAgen:\/ Fees

Enterprise | |

Analysis | ]

Neminal Units egBoxes Kgs Decimals [ 2] g 1025Kgs
Item Units [7] ieBoxes. Lite  Decimals [ 2

Multiplier 1.0000

Price 0.0000

VAT s [=]

Stock | | _I New

it =

Code 01600 << New Nominal Details If homlnGIS hqve not

Name* Agency Fees Non Active  [] .

o Overheads [ already been set up in the
Vat* s =]

Tre® ol [ croptinkes Accounts data then a new
Units |z| i.e. Boxes, Litres

e = Nominal will have to be set
Description gency Fees

up too.

Check for missing Enterprise 7] Analysis [] Quantity []

4o Joro|b H Abandon Exit




Click on Save to save the Agent details. These details may be viewed or edited in
the Property data, Admin, Agent Settings.

. “?‘r? Landlords . .
5. Set up the Landlords in the Property data i using the Suppliers

set up in Accounts. Click on New and either Browse for the Suppliers
created in Accounts or enter a new code and create the Landlord in
Property. In the Preferences screen select the options required for invoice
numbering, layouts and the address for invoices; in this case Estate will
print the address for the Managing Agent.

There is also a Client Accounting tab to be filled in--

Notes Preferences

Fee Processing Option

Individual invoice per Tenancy -
Last Fee Processing Date 01/01/2011 -
Fee Processing Date Based On Imvoice Date @ Payment Date

The Fee Processing Option defaults to that set up in Agent settings but
may be overwritten for each Landlord.

The Last Fee Processing Date is mainly for information but can be
changed if necessary. Select the appropriate radio button for whether the
Fee is to be charged on invoices according to the Invoice Date or the
Payment Date.

. X ;“ Properties . . .
6. Create Properties in the (88 section. An individual property code

cannot be used by more than one landlord. If several landlords own flats
in the same block they must all be set up as different properties with a
unique code.



ar Tenants A
7. Create Tenants in the D | section.

8. Back in the Accounts enter the opening bank balances for the Landlords.
This is done by entering a Bank Receipt for each Landlord into the Client
Accounting bank account. Set up a nominal for this in Miscellaneous
Receipts which should be outside the scope of VAT. The ‘Client and

‘Customer’ field will both be the Landlord.

£i1 Bank Receipt

E=Npen
Bank Receipt
Trans. Ne | Edit |
Client*  [VILLIER  [mr v villier [ Method Cheque -

Bank* |01 |Client Accounting Bank ||
Customer*[VILLIER  [Mr v/ villier [ Payment Date | 06/04/2010  ~
Billing*  Irvoice [ ChequeNo. | 340

éiie:t\;iﬁlkm Cheque Total 100000 £ |

PRI IAn Cheque Layout | Print on Save
,j—ﬂltem MNom Ent Analysis  Description Qty Price MNet WV VAT Gross  Inv. Date Inw. Ref. Mo. PayTran
» 00700 Landlord opening bal 0.00 0.00 100000 | © 1000.00 | 06/04/10
#*
Grand Summaries

1000.00] I 0.00 100000

.| [ | r
Hom: Landlord opening bal
B save || Print || calemet Copy Trans [ Remove |@ abandon ||+ it |

9. In Property set up the Tenancies in the usual way and create a Demand
for each tenancy. Within each Tenancy there is a Client Accounting tab to
be filled in. This will default to the Fee percentage set up in the Agent
settings for Rent only fees, but it can be overwritten and the option for
Managed Tenancy selected. There is also the option to change the fee to a
fixed amount as opposed to a percentage. Fees are calculated by
reference to the rent charge period so are not necessarily a per month

rate.



= R |

Code

Name | 1 High Straet Show Tool Tip Tenant  H &L Green Link Directory -

V| Active Property | 1High Street Landlord MJones

Diary
[ Fee Details

Landlords Fees 10.00

Last Fee Date

Motes Accounts Terms Demands Charges Client Accounting

V| Managed Tenancy

| save

|| Print | Gote | | Abandon || Exit |

10. Opening debtors should be entered. These will be raised as Opening Sales

1.

invoices in the Accounts data. They will appear in Tenant statements but
will not appear in the Tenancy rent book as there is no tenancy reference
attached to these entries. Remember to tick the VAT Previously Claimed

VAT Previausly Claimed. 1oy if needed. Client Accounting does not produce VAT
Returns for individual Landlords, but does provide enough information to
enable the VAT returns to be prepared for each Landlord.

If deposits have been paid by Tenants the information is recorded in the
Terms screen within Tenancies. However this does not appear in the
Accounts data so it must be entered separately as a Bank Receipt which
should be coded to a specific nominal for Rent Deposits. To record
deposits received prior to the start date of the Accounts data, enter them
as a Bank Receipt dated on the start date — opening Bank Receipts will be
introduced sometime in the future.



Processing in Property

Once the Tenancies have been set up the Demands should be processed.

0 I

Agent Settings

There is an option in Admin, Settings = to Auto Process the demands.

If this is ticked the user simply processes the demands by
selection, date or landlord and the invoices are produced without the user
having to save each one individually. Warning messages about rolling over
demands are still received and need to be acted upon as normal.

Once the invoices are created the sales receipts should be entered when they
are paid.

Receipting in Property

Receipts should be entered in a timely fashion particularly when the Managing
Agent Fees are based upon the receipt date. As Client monies are subject to
additional legislative controls, it is best practice to keep these bank accounts as
up to date as possible.

There are three ways of entering a receipt in Property:-

1. In the Invoices screen, highlight the invoices that have been paid. Use the
ctrl or shift buttons if several invoices have been paid at once. Only
invoices for one Landlord may be paid at the same time. Once the
invoices have been selected either right click on the mouse or click on the
List button. Select Pay and put in the

payment date and method. Click on Save.
o . [ESYRE =)

Total amount 325.00 Date 09/04/2011 -

Landlord Name |Bank Code Bank Name Method Payslip Amount

Street Family 01 Client Accounti | Cheque 355 325.00




I% Receipts VE
List

Receipt

2. Or, from the Receipts menu select Receipt. T This il bring up the

normal Sales receipt screen with the additional field where the Landlord must

be selected.

N E . P . O . >
P b Demance 2 | Disy \mel Tensncies o) Properties p % f Tensnis g Invoices I% Receipts ¥ Lendlords R[] Admin W

Trans. No. | Edit|  Lendiora |smrH -
Bank * o1 |Client Accounting Bank \ -~ | Method * Cheque -
Customer* [BuLL [ Bull \ | Receipt Date | 15/05/2011  +
Address Invoice. v| ‘ Pay Slip No 358~
;‘i‘;‘g : éﬁ;’:“ Street Total 500,00 ;_‘
Demcester I™ Print on Save
= Hold Mo Type Date InvNo Unpaid wN»P ..... Received Amount Discount: Total
4 455 ST 24/04/11 S179 500,00 Y 500.00 000 500.00
50000 500,00 0.00 — D.Du‘ 7‘
B e @ o [ e X semae | @ sowon B on|
3. Inthe Receipts menu there is also the option to Bulk receipt. This may be
used to receipt multiple invoices and may be used for more than one
landlord at a time.

@ Demands ; | Dia E Tenancies m Properties m Tenants i%’l Tnvoices @ Receipts W ﬁ Landlords Admin ¥
B
Bank |ﬁ _|chenmccwnting Bank ‘ | Company | CA Letting Agency «| M| Include Purchases Print List of Receipts
Receipt Date 28/07/2011 -
Electronic Method
Method Cheque -
Payslip.Ng 354

Load ” Re-Print. ” Re-Mumber H Pastponed List

Fill in the Receipt date and Method, tick the box if you wish to print a List of
Receipts, and then Load. This will give you a list of all outstanding invoices. Tick
the ones that have been paid and Save.



—
114) Purchase Invoice

Agents fee processing

T!‘: Invoices
In the Invoices == screen there is an Agents Fee button |
which you process the fees. This will process the fees for all landlords. The filter for

landlords will be included sometime in the future to enable the processing of
fees for specific landlord(s).

Agent Fee

| from

- 5
Agent’ Fees criteria for @

Processing Details _ -
Date of last d d to be included | 31/07/2011 - . ]
o Insert the dates as required and click
Fee Invoice Date 31/07/2011 -
OK. If the fees are to be processed on
H
I == I the PAavmant date then the Date af tha

This generates the Agent Fee invoice template
=3 = )

Purchase Imoice

Trans. No | Edit |
Client* [SMITH  [Mr S Smith Method
Inw. No. *
Agent  [AGENT  [Agent ] Inv. Date [svorzon |
Billing™  Inwoice M Paid Date 31/07/2011  ~
123 High Street
igh e Inv. Total | £ |
Demuville
Demshirte, DMO 4ER Hold
|jﬂ Item MNom Ent Analysis Qty Price MNet VAT Description
» FEE 01600 OGSl 0 0.00 7000 | 5 1400 Agent fee for 183 5t
James Street s
FEE 01600 OGSIFLOB 0 0.00 6500 5 13.00 Agent fee for Flat 8 5t 78.00 | 27/07/1
james Street
FEE 01600 0OGSISHOE o 0.00 25000 5 50.00 Agent fee for 8 5t 300.00 | 27/07/1
James Street
Grand Summaries
860.00) 176.00] 1056.00] =
4 i | 3
Nom' Agent Fees Analysis: 12 St James Street Base currency VAT 00
B save |[B print || calc Net CopyInv |X remove ||@ Abandon ||[El+  Exit

This shows the Landlord (Client) and the details of the property or properties

being managed.

Fees should be processed on a regular basis, at least monthly. The fees will be
processed either according to the Invoice Date or the Payment Date as was
selected in the Landlord, Client Accounting screen.



Fee Processing Date Based On () Invoice Date @ Payment Date

The rate of fee charged is initially set up in the Agent settings for Client
Accounting preferences, but it may be changed in the individual Tenancies,
Client Accounting tab.

Save the invoice and this will produce a self-billing invoice for the Agent in the
Accounts.

To ascertain when the last fee invoice was processed for a Landlord, go to
Landlords, Edit and select the Client Accounting tab. The Last Fee Processing date
is the Processing date of the latest demands to have had the fee raised on them.

Landlord expenses

Bank Payments and Purchase Invoices to be paid on behalf of Landlords are
input in the Accounts. All these transactions have to have the Client (Landlord)
selected.

(1 Bank Payment E@

Supplier= [1ONES  [lanes Plumbers [ Payment Date | 29/07/2011
Billing * Invoice |

Trans. No | Edit |

Client* [SMITH  [Mr S Smith [ Method Cheque -

Bank® 01 |Client Accounting Bank [

-

Chegue No. 165241 El:
98 The Maor

Church Lane Cheque Total 1500,00( £ |

A payment will not be processed if the Landlord has insufficient funds in the
Client Bank Account, at the date of the transaction, to cover it.

|8I Payment cannot be made as H.P.Allen does not have sufficient funds.




Reporting

Landlord Reports

The financial reports for the Landlords are found in the Accounting data under
Ledgers then Clients.
Client Accounts™ Key Prime Accounts

- é Entries E DayBook | ] Ledgers m Management .Dg Audit m LUilities ;j Setup _..,. Opening
I Suppliers I MNominal P Enterprise b Fixed Assets I Accounts I Codes I Landlord I Mominal I Rates
I Customers b Items b Stock b Reconciliation b Return
I Analysis
Trader Coding Assets Bank VAT Clients Groups Currency

The reports will show All Landlords unless specific ones are highlighted.

Creditors and Debtors

This produces the Age of Debt report as at the chosen date. It may be sorted by
Landlord and it can be run with a page per Landlord.

Landlord Balances

This report shows the cash position for each Landlord.

Key Prime Accounts 28/07/2011 03:26:56FPM

CA Letting Agency

Page 10of 1
LANDLORD BALANCES
From 01/01/2011 to 3112/2011
Landlords with a closing balance only
FOR BANK 01 ONLY

Landlord Opening Balance Payments Receipts Closing Balance
SMITH Mr S Smith 2478385 244800 13905.00 3624085
STREET Street Family 184497.31 1896.01 15470.00 3207130
TUCKER Tucker Family 24189.91 373726 2614375 4659640
VILLIER Mrv Villier 1000.00 0.00 0.00 1000.00
WHITE White Family 602400 469.00 320000 8755.00

Grand Total 7449507 855027 58718.75 12466355

Copyright (C) 2011 Landmark Systems Ltd. All rights reserved.




Landlord Ledger

The Landlord balances can be reported at transaction level by using the
Landlord Ledger report.

Landlord TUCKER Tucker Family Opening Balanceat  01/01/2011 24189.91
312 18012011 PP Agent Agentfeefor1 StableYardC 120.00 0.00 24069.91
347 16/02/2011 PP Agent Agentfeefor1 StableYardC 240.00 0.00 23829.91
383 10/03/2011 PP Agent Agentfeefor1 StableYardC 120.00 0.00 23709.91
404 27/03/2011 SR Mr T Penn & Mrs A SparroFarm Rent 27/03/2011- 26/0 0.00 16450.00 40159.91
406 27/03/2011 SR Mr & Mrs P. Sparrow Farm Rent 27/03/2011 - 26/0 0.00 969375 493853 66
419 14/0472011 PP Agent Agentfeefor1 StableYardC 120.00 0.00 49733 66
419 14/04/2011 PP Agent Agentfeefor FenFarm 1974.00 0.00 4775966
419 14/04/2011 FF Agent Agentfeefor ManorFarm 116326 0.00 4659640
373726 2614375

Closing Balance at 31112/2011 46596.40
Landlord WHITE White Family Opening Balanceat  01/01/2011 602400
313 1801201 PP Agent Agentfeefor Hill Top Cottage 96.00 0.00 5928.00
316 01/01/2011 SR Mr and Mrs Redgrove Rent 01/01/2011 - 31/01/201 0.00 800.00 6728.00
430 14/01/2011 BF Jones Flumbers Froperty Maintenance 85.00 0.00 G6643.00
343 16/02/2011 PP Agent Agentfee for Hill Top Cottage 96.00 0.00 6547.00
351 01/02/2011 SR Mr and Mrs Redgrove Rent 01/02/2011 - 28/02/201 0.00 800.00 7347.00
384 10/03/2011 PP Agent Agentfee for Hill Top Cottage 96.00 0.00 7251.00
387 01/03/2011 SR Mr and Mrs Redgrove Rent 01/03/2011 - 31/03/201 0.00 800.00 8051.00
420 14/04/2011 PP Agent Agentfee for Hill Top Cottage 96.00 0.00 7955.00
437 01/04/2011 SR Mr and Mrs Redgrove Rent 01/04/2011 - 30/04/201 0.00 500.00 8755.00

469.00 320000

Closing Balance at 31112/2011 8755.00

These reports indicate to which Landlord the money in the Client Bank Account
belongs, and can be agreed back to the Bank Cash position report.

Landlord Statement

Statements to be sent to each Landlord may be produced in detail or summary.
They are on a cash basis only so they do not take into account debtors or
creditors relating to that Landlord. Therefore they should be in agreement with
the Landlord Balances report.



Detailed Statement

.
The detailed
For Period 06/04/2010 to 05052010
ening Balance at 06/04/2010 0.00
Opening statement

Date No Twpe Trader Detaile Debit Credit .
03/05/2010 30 s8I HMcBan Shop rent 03/05/2010 To 0 0.00 1000.00 ||sts the

Shop Rental Income 0.00 1000.00 T

enant
1]
03/05/2010 32 s8I HMcBan Water03/03/2010 To 02/0! 0.00 223.00
.

Wata 000 22500 period of rent
03/03/2008 18I Mr & Mrs F Adams Deposits Held 0.00 700.00 H
04/03/2007 4 s8I Ali Barr Deposits Held 0.00 3000.00 or service
22/04/2004 5 8I JBull Deposits Held 0.00 1800.00
24/03/2010 6 SI T Bull D its Held 0.00 300.00

spostifie charge and

Deposits Held 0.00 6000.00
30/04/2010 2P Jones Plumbers Fixing drains 240.00 0.00 the qmounts

Property Maintenance 240.00 0.00 received or
30/04/2010 141 FI Agent Agent fee for 6 St James St 216.00 0.00

expended.

Agent Fees 216.00 0.00
06/04/2010 421 SI Mr § Smith Landlord opening bal 0.00 1500.00

Landlord openingbal 0.00 1500.00

Closing Balance at05/05/2010 §269.00

Summary Statement

The summary statement has a single figure per Title for the entire period of the
report.

ForPeriod 06/04/2010 to 05052010
Opening Balanee at 06/04/2010 0.00
Debit Credit
Shop Eental Income 0.00 1000.00
Water 0.00 2253.00
Deposits Held 0.00 6000.00
Property Maintenance 240.00 0.00
Agent Fees 216.00 0.00
Landlord opening bal 0.00 1500.00
Closing Balance at 05/05/2010 §269.00

VAT reporting for individual Landlords — Cash Basis

There is no direct facility within Prime Client Accounts to produce VAT returns for
individual Landlords.

A transaction report by Landlord with VAT is in development.



VAT reporting for individual Landlords — Invoice Basis

At present there are no reports specifically to enable the VAT by Landlord on an
invoice basis. However, if Enterprise codes are not being used for other purposes,
then each Landlord could be identified by a separate Enterprise code and the
Nominal transaction report with VAT detail could be run for each Enterprise.

Care has to be taken when using these reports to produce VAT information.
Prime will not identify, in these reports, transactions which have been edited or
removed. Checks can be made by comparing year to date figures with
previously filed VAT returns.

Another advantage of using Enterprise codes to identify Landlords is that a Profit
& Loss or a Cashflow report can be produced in Accounts for each Landlord. Go
to Management, Enterprise and then report by Trading or Cashflow.



