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1. Overview

KEYPrime Property has been designed to aid the Landlord in keeping property related records. It can
be used for single or multiple landlords. It has Property and Tenant registers, with Tenancy
Agreements linking the two together. There are also Diaries for each section which produce action
lists and reminders, together with a combined Diary listing all current and future events.

Rent Demands are produced automatically and accurate debtor control can be maintained.
Additional invoices and credit notes can be generated for reimbursement items such as electricity
and water. It is always linked to a set of KEYPrime Accounts (or multiple sets of accounts if there is
more than one Landlord in KEYPrime Property).

Tenants within Property are Customers within Accounts and although you can create customer
invoices through your KEYPrime Accounts, it is important to do all invoicing regarding Tenants
through Property for the Rent Books to be maintained.

Properties in KEYPrime Property are tied to Analysis codes in KEYPrime Accounts enabling you to view
Management Reports for the Properties.

Sales Receipts can be created for rent demands in either KEYPrime Property or KEYPrime Accounts.
Nominal Reports can also be viewed in both programs.

Backup and Restore

Backing up and restoring data is carried out on the KEYPrime Launchpad. Please refer to the
Launchpad Help for full details.

This is accessed through the Help )

icon on the Launchpad:
Backing up data can be carried out at any time and does not require users to exit the program. The
backup will include all the Accounts data as well as the Property data to ensure that the two sets of
information are always synchronised. To protect your data only Admin users can backup or restore
a database.
When restoring Property data all Accounts data is also restored, so this must be done in consultation
with other users to avoid data loss.

Starting the Program
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The program is accessed by double clicking on the KEYPrime Launchpad icon on your desktop
Select the Property Data, enter a valid user name and password previously set up and click on
. Depending on user settings this will either open the program on the main KEYPrime
Property Screen or go direct to the diary, see "Users” on page 21.
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Please refer to the Launchpad Manual or Help for further details on Launchpad functions.

Menu

The menu at the top displays the different sections within KEYPrime Property:
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Demands Diary  Tenanc

e

18 B EE

ies  Properties  Tenants  [nvoices

T E.-@ O &

Orders  Receipts Landlords  Documents Compliance  Works Manager

0. B

Admin Dashboard  Reporting

Y Rent demands are generated from this section, the data having been collated from
m Tenancy details. All, or selected demands, can be processed by choosing the
Rl relevant ones from the list. When a demand is processed it creates a sales invoice
which shows in property and in the accounts on the tenant’s customer ledger.
N The diary section shows a list of actions scheduled from Management, Landlord,
:[',w Tenancies, Properties and Tenants. There are many filtering options on the diary
including the option to see closed diary actions.
E Details of the Tenancy agreements between Tenants and Landlords for specific
Tenancies properties.
E Property details are added, maintained and reported on in this section. Each
o property is intrinsically linked to an Analysis code in the accounts.
ﬂ The tenant records are shown in the Tenants section. These link through to the
= specific customer codes in the accounts so that editing a Tenant will automatically
i update a Customer’s details. Editing a Customer’s details in Accounts, however, will
not affect the Tenant details.
") The Invoices section shows all the Invoices raised for the Landlords, whether created
=_§ fromm Demand Processing or manually added. Credit notes can also be added and
e maintained in this section.




av Optional module to record Purchase and Sales Orders linked to Works Management
tasks. The section shows Orders raised against all landlords.
Orders
'ﬁ The receipts section has 3 parts. The first is a Listing screen that shows all the
REF“S = receipts entered on the system. The second option is used to add receipts for a
single Tenant. The final option is for Bulk receipts that allow a batch of receipts to be
entered for a number of different Invoices to a single bank.
m Landlord details are entered and maintained in this section including options for
b such things as stationery and emails.
Landlords
E A list of all the documents which have been copied|/linked to ledgers or transactions.
Documents
A list of diary actions that are required for compliance with colour coding to show
Canintce whether they are compliant or not.
< . Works Manager is an optional module. This allows for Tasks to be added to the diary
Warks Manager for properties, tenancies and tenants. See separate module notes for Error!
Reference source not found. for full details.
m The Admin section is for the configuration of the Business, User details and
e . Preferences along with maintenance of the codes, users, roles and validation checks
on data.
A new Dashboard which displays Tenancies coming to an end, Reviews due in 30
days, Tenancy types displayed as a pie chart and Annual property income by
Dl nominal in graph form.
New to Property, this menu opens the list of Favourite reports that have been saved
= for regular use.
Reporting

Listing Screens

To aid navigation around the program, each section has a similar look and feel. A typical listing
screen is shown below.

There is a title and icon on the top right corner to show which section it is. On the top left it shows
whether the display shows only Active records, Hidden records or All records.

1i2) Property - Active o= e
A | o 5 QX || #al Ccode O 7 ! o q
| ne Swap ‘ ode ame Active Hidden Properﬂes Ii 1 l
- —
=] |Property code * 7 Property name W Town ¥ Status W\ Propertytype 'V Landlord code  W|EPC type ¥ EPCduedate 7 Do S Filters
» i AG1 Manor Farm Demcester SPAR/AG1 LAND DEM Residential 1] Landlords ][ AN
£ AG2 Fen Farm Demcester WEB/AG2 LAND DEM Residential O Estates Lid
[[] Lendmark Estate Co
1 AG3 Camp Hill Farm Demcester HIF/AG3S LAND DEM Residential = | Leasehcld Management |
i AG4 Land at Windmill Carner CELL/AGA LAND DEM Residential
i AGS Land at Stable Yard Empty LAND DEM Residential Groups (2] a1l
f. BRIDGE Bridge Farm CHICHE/BRIDGE ~ FARM LECO Residential i j A
1 BROCK Brookfisld ROSE/BROOK FARM LECO Residential [] Cottages
Farm
i BULL The Bull Inn DRAKE/BULL PUE LECO Commercial 01/04/2028 [ Flats k
fir BUNGALOW The Bungalow SMITHC/BUNGAL  3BED LECO Residential
fi CAT Cat and Fiddle HEATH/CAT PUB LECO Commercial 01/04/2026 Reports
1 cTq Windmill Cottage Demcsster MILLE/CT 1 2BED DEM Residentia| 25/08/2028 List of Properties
Property Details
i T2 Woodlands Demcester FOUNT/CT 2 2BED DEM Residential 25/02/2027 Property Rert Book
. . ; . . Property Notes
fir C13 Sixty Six Demcester EVANS/CT 3 4BED DEM Residential 31/D8/2028 Market Values
o Property Valuation
cr = KT ,
f. 4 Manar Farm House Demcester SPAR/CT 4 SBED DEM Residential 31/01/2028 Property Valuation Change
i cTs The Bungalow Demcester Empty 4BED DEM Residential Multiple Tenancies
Property Margins
i cT6 Rectory Demcester HAY/CT 6 3BED DEM Residential 31/01/2028 Time to Collect Rert
i a7 Home Close Demcester NEW/CT 7 38ED DEM Residential 31/0172028 fonud F;‘mmaw
£fi cT9 Beadingham Road 23 Demcaster WILKACT 9 3BED DEM Residential 27/02/2029 I;mperw ciﬂ'éﬂu Rent
roperty Voids
1 cTio Beadingham Road 24 Demcestzr MCMIC/CT10 3BED DEM Residential 27/02/2029 Age of Credit
i i Beadingham Road 25 Demcester COOK/CT11 3BED DEM Residential 27/02/2029 %:kc'; Belt
£i- cTz Beadinaham Road 27 Demcester ALLENACT1Z 3BED DEM Residential 27/02/2028 Diary Activity
63 +| |EPC Report
| Mew || Edit || Mwti || import || Fask || Tramsier || Workflow || Metering || Biocks || Goto | |3 Expame ||# word || Delete || it




The main sections of the screen are as follows:

Top Toolbar
L1] Tenants - Active [E=8 EeE 5
| an | nMome | Swap | QX [f-‘AH ' code " Name ] V| Active Hidden Tenants a

The top toolbar of the listing screen is used for selecting, searching and filtering the list.

All The All button selects all codes in the currently displayed list.
None The None button will deselect all records on the list.
Swap The Swap button will change all selected records to be unselected, and all currently

unselected records to be selected.

Search By entering text in the search box the list of records can be filtered to show only those
records containing the entered text. The search can be on all visible columns or
specific columns depending on the section. To remove the filter delete the contents of

the field using the X | ax[],
Active or The list of records can be restricted to show either active or hidden
Hidden records, or both active and hidden.

Column Header

The Columns on the grids can be moved around, removed or added to suit individual Users (this is
the windows log in user as opposed to the User name used to sign into Property).

Each listing screen has its own specific list of columns that are available. These show in the Field

Chooser

Field The field chooser on the left of the column header shows the available fields (columns)
chooser | which will be displayed when ticked. Columns already in the grid will have a tick next to
them. To add columns to the screen tick them or click on the name with the left mouse

button and drag it to the required position. Once a valid location has been selected two
¥

Landloraftaperty Bome | W

i 5 taG
arrows will appear, then let go of the mouse button, [ Zme ==t 1464

Columns may be removed by dragging them off of the grid.

Column | The order of columns can also be changed by clicking on the column heading and
order dragging the column to the position it is required.

The width of the columns can be adjusted by taking the mouse to the right hand edge of
the column until it changes shape to a single line with two arrows left and right. Click
and drag the right hand side of the column to expand or shrink the column width.

Any changes to the layout are automatically saved for use next time the screen is
opened.

Reset

orid To reset the columns back to the default click on at the top left of the screen and
rids

choose Reset Active Window Layout.

All grids can be reset with the Reset All Grid Layouts; this should be used with caution if
you have spent a lot of time getting the screens exactly as you want them as this will
lose all changes. There is an option on Launchpad to save grid layouts; for further details
see the Launchpad manual or help.

Column In most cases each column has d filter icon that allows you to select specific records.
Filter Once dfilter has been set the icon shows in blue, this is important to remember when
looking at a list and wondering where the codes have gone! Closing the screens will
clear any filters.




The Filters will allow more than
one item to be selected at a

time.

Each value has a tick box next
to it and any of them can be

ticked or unticked.

| Paid By

|Pay Ref 7

Status

Unpaid

Paid Amount W7

000

Equals...
Does Mot Equal...

Greater Than...

Greater Than Or Equal To...
Less Than...

Less Than Or Equal To...
Between...

Custom Filter...

21

Amount 7| Pay Method V| Paid Date
10000 Clear Filter
220865 Mumber Filters
10365.38 E
o [Blanks)
10000 240
1057.29 v 5400
319550 e
100.00
Hr2s 1057.29
240 7] 2208.65
54.00 ¥ 2467.50
1234567830
25000.00
246750

Paid 123456789.02

Unpaid
Unpaid

0.00

0.00

There is also a Text or Number Filter at the top of the list which allows you to select

such options as Greater Than... EQuals... or Less Than... Starts With..etc. There is also a
Custom Filter at the bottom of that list.
Many columns can be filtered at the same time. These filters are not saved when the

screenis closed.

Sort
Order of
List

Click on the column heading to sort the list by that column. Click that column again to
reverse the sort order. Hold shift and click on another column to sort by that column
within the already selected sort order; this can be done as many times as you require to

get the records as you want them.

Grouping

By right clicking the column header an option to Enable Grouping is shown. This creates
an area into which fields can be dragged so that records can be grouped in a hierarchy.
The illustration below shows that the sort order within the groups can also be set, as
indicated by the arrows in the column names in the group section.

[ A |

Mone

Swap

Properties - 4

QX [S‘Au {~ Property Code { Pr

County, ¥

Property Type Name

County : Herefordshire {1 item]

= County : Demshire (3 items)

= Property Type Mame : Commercial Property {1 item]

|jf1 o Property Mame = Property Code 7 Phone o 5ta
i Estate Farm Buildings EST 2 Em
= Property Type Mame : Land {1 item)
|;1‘§| 7 Property Mame = Property Code ™ Phone &St
i In Hand Land EST 9 Em
= Property Type Mame : Other Property (1 item)
|§f| = Property Mame “F Property Code 7| Phone | Sta
i Demo Estate House EST1 Err

To remove the grouping, right click the column header and untick the Enable Grouping

option. Grouping options are saved when a screen is closed.

Splitter

£ Properties - Active

| | mone | swap | QX V| Active Hidden

# 7 Property Name V Property Type Name 7 Phone / Status ¥ | County VPostCode ¥ AnnualRent¥ Prl:EPErUmtO
& Estate Woodland Land Empty E
2 InHand Land Land Empty Demshire DMD4RT m
fi Grange Farm Farms RICENGRANGE  Borsetshire BO15 1ER 15000.00 8375 E
fi Grey Gables Gither Property HILL/GREY Borsetshire BO15 3TR 399996 2545
B Home Farm Farms Empty Borsetshire BO123FD
2 Honeysuckle Cottage 3 Bedroom House Empty Borsetshire BO123FK ]
i Archiay Black Flat Empty 5
fi Arctway Block no 1 Flat BROWN/LHAD SW14DT 000 ]
fi  ArchwayBlock No 2 Flat BLAIR/LHADZ Sw14DT 000 m
i Archway Block No 3 Flat CAMERO/LHAD3 Sw14DT 000 u
fi Archway Block No 4 Flat CLEGG/LHAD4 Sw14DT 0.00 L
@  Archway Block No 5 Flat Empty SW14DT
fi  ArchwayBlock No 6 Flat RIFKI/LHADG SW1 60T 000 [Lid
@ Boxted House Flat Empty Sw1 60T ';
fi Boxted House 1 Flat HUMPH/LHEDT SW16DT 0.00 P
' Boxted House Flat 1a Flat MCGREG/LHEO1 SW16DT 000 [pE
2 Boxted House Flat b Flat Empty SW1 60T ';
2 Boxted House Flat2 Flat Empty SW1 60T I‘r
i Boxted House Flat 2a Flat PAXMAN/LHEDZ SW1 60T 0.00 Ini
i Boxted House Flat 2b Flat DAVIES/LHB028 SW16DT 000 E
0 Lower Loxley Hall 4 Bedroom House 01456 321654 Empty Borsetshire BO15 3ER = [T
0 = 1K m v L]

g/mw ‘ ‘ Edit | ‘ Multi || Metering || import Task | Goto | Excer || Word || pelete || 7




Where there is more information available than will fit on the screen, a splitter can be
used to hold columns/records in place. In the example above the splitter at the bottom

left of the grid ‘has been dragged with the mouse to include the Property name, then
using the scroll bar the columns with the information required have been exposed
adjacent to the property name. Using the splitter top right +7-l'the same method can be
used to hold records on the screen whilst scrolling up or down the rest of the list.

Double Double click on a record to open it for viewing in detail and editing.
click

Right Right click on a record to open a menu that has options specific to that type of record.
click Generally these will be the Go To and Map link functions which allow quick access to
other records linked to the selected record.

Fixed Filters

On many screens the right hand side will shows some Filter sections, these are typically for Landlords
and Property groups. The filter options in this area are retained when moving to other sections of the
program.

Landlord Filter
e This allows the list to be restricted to those records
_L_a_rﬂ'lﬂs__ from a specific Landlord or Landlords. When no record

0 g ey is selected it means that no filtering is being applied
||—| LEE;SE'HQHingS Ltd and all records are shown.

Note: The filter options in this area are retained when moving to other sections of the program.

If the Landlord hames are too long to be displayed clearly, then by clicking on the magnifying glass a
new full list of Landlord Details is displayed. On this screen if you select the Landlords in the list it ticks
them in the filter.

Property Groups Filter

To limit the information further it can be filtered by
Property Groups as well as by Landlord. Property
Groups can be set up to link properties by e.g. their

Groups [ & All

Elaart”s" type, their location, or who looks after them. Tick any
[ In Hand groups to be shown on the listing screen.

[] Mane

[] Offices

[ | Residential Houses
[ ] Restaurants

To show all Groups put a tick in the All tick box. and those properties not in any group will be
excluded.

The magnifying glass will show a screen with the full name and details of the Groups.

See the Admin section "Property Group” on page 13 for further details on Property Groups.

Reports
R The Reports available for each section are displayed in the
TN - | report list on the bottom right of the screen.
B Reports can be selected by double clicking on them. You can
Market Val
Pocety faemion || QSO tab to them; arrow up and down then press enter.
Property Margi -
Time to Collee Rert Reports vary from screen to screen.
Annual Rent
Income Summary
Property with no rent
Property Voids
Tasks i




When run, most will provide the option to report on any Selected records, just those Currently visible
or All records. The options will default according to what is already selected. Where Property
Manager settings are in use the options may be restricted to just Selected and Current list.

Report Preferences

User Settings

As in the Accounts program there is Al Companies

the option to set your own Report feeen eten I o
layout and Font preferences if you click il sereen

on the turquoise key icon, top left, and 4] Defautzoom

select Report Preferences. Fm@- G—@ Zoom [100 ]

These options can be set for just the MEEEEED R ancle of ot [

Property company or, if you tick the el Rep.,r:mmmm:ﬂu:m - M;m MB:::nmfmimm::: S
boxes on the left hand side, they will be ZiCu Rt =OaE v Ol e
applied o all the companies. T L

| ClearUserSettings |

Company Settings

From Date 01/01,2017 o

Loga Path | ez

| oK | | Caneel |

Take care when changing fonts and margins. Warnings will show if the font or margins you have
selected may cause problems with showing the reports correctly.

Bottom Toolbar

| v 1l Edit 1 Multi | | Task | | Gote |6 Excet || Werd ||  Delete Exit |

The bottom toolbar is generally used for creating, editing and deleting data. There are some options
that are specific to individual screens. However, common options are:

New To create a New record.
Edit Opens the selected record(s) for editing.
Multi Depending on the section this will allow either multiple records to be edited for values

or notes and diary actions to be added to multiple records.
Task Where Works Manager is enabled, tasks may be added linked to the selected record.

Go to Provides a quick link to records related to the selected item. For example, if you select a
property and use Go to you have the choice to go to the Landlord that owns it, the
Tenancies created for it or the Tenant that is occupying it. You can also Show on Map
where mapping has been enabled and show the Compliance status. If multiple
properties are highlighted you can select Tenancies, Tenants and Landlord lists which
will highlight the relevant lines on those lists; especially useful for emailing multiple
Tenants.

Exp/lmp The Exp/Imp provides the option to Export records to Excel or Import records from Excel
to the current section.

Word To create Word documents using the selected records and relevant User-defined Word
Templates. See "Word” on page 47 for further details.

Delete Removes records; certain restrictions apply in the use.

Exit This closes the current section of the program.




2. Admin

Estate Details

The Estate details are those entered when creating the Property company and will be used for any
stationery sent out using the Estate Address.

Only Admin users and those
specifically granted access to the
section can make changes here.

The details can be updated
through the Admin, Estate Details
menu. The Name is locked as part
of the program Licence and can
only be changed by agreement
with Landmark Systems; this will
require a new registration code to
be sent.

m
Estate Details

MName

Address

Town
County
Post Code
Contact
Salutation
Tel/ Fax
Mobile
Email

cc

Web site
ECRI
Company Reg MNo.

Terms
The Estate Office
Demo Estates
Demoville
Demshire
DEMSHIRE | [ |
01793 877100
demo@keyprime.co.uk | = Emalll
| open |
GB123456789000 [ validate |

Note there is now a field for the EORI (Economic Operators Registration Identification) number on the
Estate, Landlord and Tenant details. These are for businesses that move goods into or out of GB

and/or NI.

Terms
This feature allows the Debtor Due
periods to be setup for Property
and are separate from those in
Accounts.

| Terms E3

Debtor Ageof Debt Periods

1. 2,
Upto | 30 60

i) Days

Settings

Settings are entered for the different parts of the program. These include such things as the global
settings for processing demands, stationery layouts and the user-defined field names for extra

property details.
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E Settings

= =R

7 iPrint all processed demands in one report Microsoft Office Settings

Auto process demands

Property manager restricted
V| Check spelling whilst typing

) None

| Edit extra details

| Save |

V| Show non active diary transactions and notes O Task Save Excel files on export

Postcode display provider | Bing Maps At Do not show action on export

Mapping software provider Online Mapping via URL v Use Outlook default signature for non stationery emails

Background colour LightBlue v

Tenancy default code Stationery layouts

(0) Tenant code ! property code Customised layouts root folder | C\ProgramData | | Mave |
(®) Property code | tenant code Auto save copy as PDF Auto print reports direct to printer

Properties extra details and values labels Document management settings

Export to Microsoft Qutlook Settings

() Journal Entry Save Word document on export
(®) Calendar Appointment

Saved PDF's | Cih\TestingTesting [l

Copyondrag & drop

| Resize Images | | Abandon || Exit

Global Settings
Printall When processing demands, choose whether to print each demand invoice
Processed as the demand is processed, or produce the demands in a batch at the
Demands in One end of processing.
Report
Auto Process Process all selected demands without any further user interaction, except
Demands where essential.
Show Non-Active | When generating reports and viewing the Diary, note codes and action
Diary codes that have been made non-active can be hidden from view. For
Transactions and | example, the Tenancy End Notice diary action can be made non-active so
Notes that they do not show.
Property Manager | Prevents property managers from seeing and reporting on records not
Restricted related to the properties they manage.
Check spelling Spellcheck is now available and will check words in all entry descriptions,
whilst typing ledger text and comments. Also subject and details in diary actions and
notes. In Properties it works in the comment fields; in Landlords and
Tenancies it works in the footer fields.
Spellcheck will underline incorrect spelling on relevant fields (see below).
Users will be able to use the mouse right click to check the context menu
for alternate spellings, to Ignore All or to Add to Dictionary.
bl Fotnieaim it ool Ml e o i
sugestions for the mispeled word a8 WE’W‘ d to Dictionary.
mi spelled
misspel
misplaced
misspells
Ignare All
Addto Dictionary
Postcode Search | Choice of Google, Bing and Street Maps - can be used to lookup the map of
Provider a Postcode.

Mapping software
provider

Choice of PT-Map Link, Mapmaker Pro 4, Map maker 5, PearGIS.

Your Pear map
name

The field appears when the Pear software is selected — shows the target
map.

11




Background
colour

Allows you to change the background colour of the screen.

Export to Microsoft Outlook Settings
Diary actions may be manually exported to Microsoft Outlook and there is a choice of what type of
Outlook record is created.

Task Diary actions will appear in the Outlook Task list.
Journal Actions are used to create a Microsoft Journal.
Entry
Calendar Actions are added to the Microsoft Outlook Diary.
Appoint-
ment
Do notshow | When exporting the action, additional assignees and information can be added to
actionon the Outlook record. But with this option ticked the action is saved to Outlook
export without any further options being shown.
Use Outlook | Use this in conjunction with the Landlord email setting, which is in the Preferences,
default Layouts section of each Landlord.
signature The Landlord setting only applies to emails which include the stationery for
for non- Invoices, Demands and Statements. Also, in the optional Client Accounting, the
stationery Agent fees.
emails
Save Excel Tick these options if you do not want any Excel exports or Word documents
file / Word created to open on the screen. With these options ticked the file/document will
document not open but will be saved. The user has the option to keep the default name or
on export add a different one.

Tenancies Prefix

There are 3 formats for generating new tenancy codes:
Tenant Code/ | Each new tenancy code is created by combining the Tenant code and Property
Property Code | code separated by the [ character.

If the code already exists any new tenancy with the same Tenant and Property
will be appended with 01 etc.

Property Code
| Tenant Code

As above except that the property code comes first in the sequence.

None

This forces the user to enter the tenancy code manually when creating the
tenancy.

In all cases the code generated can be overwritten before saving the tenancy.

Stationery Layouts

Customized

On a network where more than 1 user needs to access any Customized

Layouts root stationery, a common folder should be used to store the templates. This can
folder be browsed to from the ... button.

Auto Save Copy | Provides an option to save all printed stationery to a Pdf format file instead of
as Pdf printing.

Auto Print Stationery will be printed without preview if this option is ticked; this should be
Reports Direct used with care.

to Printer

Saved Pdfs The folder in which the pdf format stationery is saved. Each stationery type has

its own prefix and naming convention so that these can be identified later.

12




Property Extra Properties extra details and values |abels

Dotails

These are field names for 24 detail, 2 memo, 10 value and 2 quantity fields for extra information
regarding Properties: these are found in the Details tab of each Property. They have some suggested
labels entered already but can be overwritten with any field name the user wants, or they can be left
blank. If a field is left blank it will be removed from the Property Details tab completely. The labels will
update the Property record screen immediately. It is important that field hames remain unique to
prevent confusion when exporting or importing data.

Document management settings
If the Copy on drag and drop is ticked then any document will automatically be copied rather than
linked. See "Documents” on page 115 for further information.

Resize Images

This button gives you the choice of picture size so that images are compressed and so take up less
space on the computer. There is a choice of standard sizes and this can be saved into the settings
so that any new images stored are saved at or below that size. The aspect ratio of the image is kept.

Property Groups

Groups can be set up to make it easier to filter lists of, not only Properties, but Tenants, Tenancies and
Invoices. When the filters are ticked the screen will show only records linked to the properties in the
chosen groups. Properties can be assigned to any number of Groups.

For example, Groups may be set up for the person who is looking after them or by geographical
areaq, or by property type. To set up a Property Group select Admin and then Property Group to get
the screen below:

=l=1E
QX { @ Al Group Code | Group Description ! 7| Active Hidden
# Group Code W Group Description v
com Commercial Properties
b | COTTAGES Cottages
FARM FARMS
FLATS Flats
HOUSE Residential Houses I
Properties not in Group Froperties in Group
,jﬂ Property Code 7 |Property Name ilandlord Code 7 Llandlord Name 7 Status YIT L,*ﬂ Property Code W Property Name W Landlord Code T Landlord Name 7 Status V| A
P AGT Manor Farm DEM Demo Estate SPAR/AGT B CT Wirdmill Cottage  DEM Demo Estate MILLE/CT 1
AG2 Fen Farm DEM Demo Estate WEB/AG2 H €12 Woodlands DEM Demo Estate Empty
AG3 Camp Hill Farm ~ DEM Demo Estate HIF/AG3 cTs The Bungalow DEM Demo Estate Empty
£G4 Land at Windmill C  DEM Demo Estate CELL/AG4
AGS Land at Stable Yar  DEM Demo Estate UPHIL/AGS (e
s Sixty Six DEM Demo Estate EVANS/CT 3 [ remove |
T4 Manor Farm Hous  DEM Demo Estate SPAR/CT 4
fa {3 Rectory DEM Demo Estate HAY/CT & | Addan 9|
a7 Home Close DEM Demo Estate NEW/CT 7 [ Remorent |
cTi8 15Stable Yard Cott  DEM Demoa Estate HACK/AT18
T 2Stable Yard Cott  DEM Demo Estate PENN/CT13
cT1o Beadingham Road DEM Demo Estate MCMIC/CT10
cT11 Beadingham Road  DEM Demo Estate COOK/CT11 bt |
4 | b 4 i ] ¥
| mew || Edit | | peete | Bt |

Click on New to enter a new group. Enter the code, name and description of the Property Group in
the popup screen. Groups will appear in the top half of the screen as they are added.
Properties are linked to groups in one of two ways: either individually on the actual property detail
screen, which is covered in the Property section, or here in the Property Group screen.

First select the group into which properties are to be added. The left hand bottom section of the
screen will show all properties not yet added to this Group. Select those properties in the left hand
window that are required and either click Add or drag and drop the selection to the right hand
window.
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Property Group - Active =[]

X [ @ a1l € Group Code  Group Description | [ 7] Active Hidden

atus B P
CELL/AGH

Empty

MILLEACT 1

Empty )
EVAMNS/CT 3 |
SPAR/CT 4

(8 Group Code
com

» | corrAgEs c

FARM Farm Farms

e W Group

=
Properties
FLATS Flats Flats

HOUSE Residential Hous  Residential Houses

Properties not in Group Properties in Group

0 Property Cocle 7| Property Name | Landlord Code

Status T2 2 prog
ROSE/BROOK > AGH

» BROOK Brooknaid AniB

BULL The Bull Inn AMB i nark Estate C  DRAKE/BULL AGS

BUNGALOW The Bungalow Ame Landmark Estate C  SMITHC/BUNGAL cr

CaT Cat and Fiddle AMB Landmark Estate C  HEATH/CAT | | crz woodlands

add
DOWER The Dower House  AMB Landmark Estate C  LAKER/DOWER diai T3 Sixty Six DEM
GRANGE Grange Farm AMB RICEJ/GRANGE |« remove | T4 Manor Farm Hous  DEM
AMB HILL/GREY s The Bungalow DEM
ame a Empty | acdan o cre

GREY Grey
HOME

Loxtey A & o7
= S5 | Remove an |

LODSE A i Empty cris

PENM/CTTS

NIGHTING Mightingale Farm  AMB Landmark Estate ©  Empty cris

MCMIC/CT10

COOKACTI Iz
3

SHOP Ambridge Stores  AMB Landmark Estate ©  Empty cT1o Beadingham Road DEM
WILLOW Willow Farm AMB Landmark Estate € _Empty = cT11 Beadingham Road DEM
I ]

[ new || ot [ et | Exit

The Add All option will move all Properties not in a group into the group. The Remove button will
remove highlighted properties out of a Group and Remove All will take All properties out of the group.
This means you can either add the properties you want or remove the ones you do hot want.

The Group may be edited if required. Making a group non-active will remove it from the filter but will
keep the properties in the group. A property group can only be deleted once all the properties have
been removed from it.

Diary Settings (optional modules)

Diary Email Alerts is an extra module which has been developed to generate Email alerts from diary
actions or works manager tasks to the Assignee, Tenant, Contractor, Landlord and/or the User that
created the action.

The system can be configured to send email reminders a set number of days prior to the due date of
the action and [or at midnight of the day before the action is due.

A global reminder notice period can be set, whilst individual action types can be configured as to
whether they send email alerts and how much notice they require. See separate module notes for
Error! Reference source not found. for further details.

Also within the Diary Settings screen is where the option for the Workflow Mobile Application is
enabled. See separate module notes for the Error! Reference source not found. for more details.

Workflow Settings

For setting connection details to the optional Workflow App. See separate module notes for the
Error! Reference source not found. for more details

Master Codes

Master Codes

Motes Property types Tenancy types Payment types Frequency Emailtemplates | Energy perfomance certificates Meter types

Actions

Action codes are used for Diary Actions; there 5 types of codes for the different sections of the
program. Management actions are not linked to any particular record and act as general diary
actions for all. Landlord, Tenant, Property and Tenancy actions are, as their names imply, used in the
specific sections.

The program already includes 6 default Tenancy action codes that cannot be removed as they are
automatically generated for each tenancy, however, the default description may be edited if
required. These are marked with a padlock icon.

A sample of various other codes is installed by default.
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Master Codes =N [HoE

:I_‘_‘__ Notes Propertytypes Tenancy types Payment types Frequency Email templates
ﬁﬂ ¥ ¥ |Code T Action W Description | Freguency name W, Active T Complet .|
G) Tenant BANKR Reconcile Banks Reconcile Banks Maonthly i 7]
® Terant DEET Debtar Contral Contact reminder to chase outstanding payment Weekly 7
@ Tenant DEETL Late payment warning Outstanding invoices are overdue. Check for payment. ol
@ Terant PAYMNT Payment run Payment run HManthly 7
@ Tenant STO Process recurring entries Process recurring entries Manthly 4 2
@ Tenant STOP Stop on trading activity A stop has been placed on any further trading with this customer 7
@ Tenant VATR Wat return processing Process VAT return check Monthly v
@ Tenant YEACCR Year end accrual entry Enter year end accruals Annual v
@ Tenancy EREAK Break Clause Break Clause Five years 7 —
@ Tenancy GEN Tenancy Reminder Tenancy reminder 7
@ Tenancy MET Meter Reading Meter Reading Required Quarterly v
ﬂ Tenancy TEND Tenancy End End Date of the Tenancy J
o Terancy TEMDNCT Tenancy End Motice Date Tenancy End Notice 7
a Tenancy TREVIEW Next Review Date Date of the next review !
o Tenancy TREVM Next review meeting date Mext review meeting date v
a8 Terancy TREVMOT Tenancy Review Notice Date Tenancy Review Motice date. 7
o Terancy TSTART Terancy Start Start Date of the Tenancy 7
(3 @ Property ALAR Alarm Service Alarm service required Annual v
@ Property BOIL Boiler Test Boiler test Annual v
@ Property DECI Decoration Inside Internal Decoration Reguired Three years 7
G) Property DECC Decorate Outside External decoration required Three years v =
4 r | r
New | Edit || Delete || Report || Export- | (- |

New Actions may be created and existing ones Edited. Only Actions which have never been used can
be Deleted. However, you can make an action Non-Active so it does not appear in lists and cannot be
used in the future.

The Report button will open a list of the actions and their details.

The Export button will export this list to Excel.

New Actions

Code - enter up to 5 characters as an Action code.

Action - enter a name for the Action.

Type — select from the drop down list of Property, Tenancy, Management, Landlord and Tenant.
Description - the default text that appears for new diary actions created with the code. May be
overwritten.

Frequency — where a diary action is to be repeated at regular intervals a frequency can be set so
that when the diary action has been processed a new action can be automatically added at the
desired date. This may be left blank where there is no follow up or no pattern to follow.

@) Note/Action

Reminder - reminders can be set on diary actions to st e

Code DEETL
show an alert at the specified time prior to the due cton B vevaitram
date of the action. These reminders may be setin i Ll

. Description Cutstanding imvoices are overdue. Check for payment.

minutes, hours, days or months up to 1year. )

Tequency Weekly -
Email reminder — reminders can be emailed a set eetintier Ty :

number of days before the action is due. Email reminder S L

Email address

Diary colour W rec -

iSet property manager as default assignes i
Assignee Anyane -
Blocking None v

[ swe ]| seandon || et |
Diary Colour The default back colour to use on the calendar view of the diary, see "Diary” on page 81.
Set Property manager as default Assignee — new actions will use the property manager as the
default Assignee when being created.

Assignee — new actions of this type will be assigned to the default Assignee.

Blocking — A Tenant action may be set up to block any transactions created for this tenant. It may
Warn/Block New or Block All transactions.

Actions which are created with a tick in the Create as completed box are in fact Notes:
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Notes

When a Diary action has been processed and is complete it can be saved as a Note. However, to
assist in reporting you can add specific codes for genuine Notes. Like diary actions these are
classified by type.

Default Notes for information on rolling over and blocking of demands cannot be removed and are
identified with the padlock =] symbol.

Actions MNotes Property Types Tenancy Types Payment Types Frequency
|_f_r| Type Code action Description Active
E Landlord BMK Bank &
il Property BEMNCH Bench Marking Bench Marking 7
.l Property CAPEX Capital Expenditure Capital Expenditure J
= Property CONS Construction Note Construction Mote v
= Property CTax Council Tax Band Band W
¥ Property LEASE Lease Motes Sub Lease 7
= Property METR IMeter Reading IMeter Reading v
= Property MINR Minor Repairs Minar Repairs v
= Property MIREP Minor Repairs W
£ Property MEEP Maior Repairs i

Because Notes are a cut down version of the Action code the fields on the entry screen are the
same, but those referring to Frequencies, reminders etc. are greyed out because they are not
needed.

Property Types

Property types are a simple way of identifying the type of each property and make it easy to group
together properties of a similar type on some reports. The property type can be changed at any
stage, but it is best to keep it consistent.

SBED 5 Bedroom House Residential
o Commeral Reneiv cemmersisl - Some Property Types are already included in the
F ntial

8 Property Type @l " | program, but new ones can be set up.

entia

Active v .« | Property Type codes are completely user-definable
| Code ertial | ANd can be removed if not in use.

Name ential

EPC Type Commercial v ential
A ential
¥ | . Abandon | | Exit | ential

The code allows 10 Alpha-numeric characters, and the name will allow up to 50 characters. It is
recommended to keep the nhame brief so that it can fit reports easily.

The EPC Type can be set to Residential or Commercial and this field can be shown on the listing
screen once the EPC diary action has been set up. See "Energy Performance Certificates” on page 19.

Like most codes, the property type can be made Non-Active so that it does not appear in lists unless
specifically used.

Click on New at the bottom of the screen to enter a unique code to identify the property type. Enter a
name and then save.

Edit by selecting the Code and clicking on Edit. You can change the Name and Active status but not
the Code itself, this can only be changed in the Code Change section.

Delete unused codes by selecting them from the list and clicking delete; if the code is in use you will
not be able to delete it.

The Report button will produce a list of all the Property Types.

The Export button exports the list to Excel.
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Tenancy Types
Tenancy Types have a 10 character alphanumeric Code with a Description of up to 50 characters.
Again some pre-set codes are provided which may be deleted or edited.

To add a new Tenancy Type code:

Click on New from the bottom toolbar and in the Code box type in a code.

Tab to the Tenancy Type box and type in the relevant name. Select the required default options that
will be applied when adding a new tenancy of this type:

e Tenancy Type E
Enforce End The tenancy will end, and no demands or i
Date reviews can be created after this date.
Code [comm|
Tenancy type Commercial
Service This type of tenancy will have no Reviews or
. . Enfo. nd dat:
Occupancy Rent Demands, but it may have service charge e "
Service occupancy
demands.
. . Review ty, N v
These may both be overwritten when entering a e ==
new tenqncy_ Save | Abandon | | Bkt |
Review Type Formal - set the interval between reviews to create follow up reviews

automatically.

Informal — Do not create follow up reviews automatically.

None - No reviews are carried out on this tenancy type.

See Property Types for guidance on Editing, Deleting and Reporting on Tenancy Types.

Payment Types
There are 6 pre-set Payments types which can be added to if required.

2

Actions Motes

Master Codes E

Property types Tenancy types (N Isaymeni types Frequency

Method of Payment

Credit Card

o

Auta Receipts | Text Act |sElectronic

Cheque

Please make your cheque payable to

ELEC
50

Direct Credit
Direct Debit

Electronic

Standing Order

g = = =EiEE e

@

These are used to describe the method of payment expected on a Tenancy and can be used to
define specific text to accompany the Payment type. New types added in property will be treated as
Direct Debit for Payments, and Direct Credits for Receipts when generating the Accounts
Transactions.
To create a new Payment Type, click on New from the bottom Tool bar.

o

Method of payment.

Code

Text

Non Active

Method of Payment

Please make your cheque payable to

Save | Abandon || Exit

Enter a Code which may be up to 10 digits long.
Enter a description for the Method of Payment.

Where Auto Receipt is ticked the invoice is marked as paid as soon
as the invoice is raised. A receipt is automatically created.

The Text field shows a user defined message. This will be added to
any demands raised which are using the method selected.

However, whether the text appears on the printed invoice depends on the layout being used.
NOTE: if an existing method is changed to Auto Receipt, tenancies using this method must be edited
to add a Bank for the receipt and to confirm that the next receipt date.
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Frequency

The most common rent frequencies are pre-set into the system. Standard frequencies such as
monthly, quarterly and annual operate on calendar logic, producing rent demands at regular
intervals on the same day of the months which include that date. We therefore do not recommend
using any date after the 28 of the month for frequencies of Monthly or Quarterly. More specific
frequencies may be added.

Standard pre-set frequencies are only found whilst creating a tenancy:

Weekly

52 Weekly
Fortnightly
26 Fortnightly
4-weekly

13 4-weekly
Monthly

End of Month

Quarterly

6-monthly

Annual
Two years and

up to Ten years

Calculates the Annual rent on the basis of a daily rate, i.e. the rent per demand
divided by 7, multiplied by the no. of days in a year.

Calculates the Annual rent on the basis of a weekly rate, i.e. the rent per demand
multiplied by 52.

Calculates the annual rent on the basis of a daily rate, i.e. the rent per demand
divided by 14 multiplied by the no. of days in a year.

Calculates the annual rent on the basis of a fortnightly rate, i.e. the rent per
demand multiplied by 26.

Calculates the annual rent on the basis of a daily rate, i.e. the rent per demand
divided by 28, multiplied by the no. of days in a year.

Calculates the annual rent on the basis of the rent per demand multiplied by 13.
Calculates the annual rent on the basis of the rent per demand muiltiplied by 12.
Beware that anomalies can arise with the rent period start date if the start date is
after 28™.

As Monthly but this is specifically for monthly rent in arrears using the last day of
the month for the invoice date.

Calculates the annual rent on the basis of the rent per demand multiplied by 4.
Beware that anomalies can arise with the rent period start date if the start date is
after 28™.

Calculates the annual rent on the basis of the rent per demand multiplied by 2.
Beware that anomalies can arise with the rent period start date if the start date is
after 28t

The rent per demand and the annual rent are the same.

Calculates the annual rent on the basis of the rent per demand divided by the
number of years set.

Typical pre-set editable frequencies are:

LDM
QDAYS

Last Day of the month
Quarter Days

To add a new frequency click on New from the bottom toolbar. Enter the code, name and dates of
the frequency in chronological order.
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° User defined frequency details e
Code MName 29th of month
Description 29th of month|
Fixed period? Mon active
ijﬂ Period| Day Waonth Month name Interyal | «
» 29 1
28 2
29 3 3
29 4
29 5
29 B
29 T
29 g
29 9
29 10
29 Tl
29 12
-
R

Code 8 character short code that will appear on reports.
Name Short description of the Frequency — up to 20 characters.
Description Longer description if needed.

Fixed If the frequency is for a period less than a year you may enter an end date, for
Period? example, a summer grazing licence may have an end date of 30" September so that
no rent is raised between September and the beginning of the new year.

Period An aid to show how many periods in the frequency.
Day/Month The date of the start of the frequency period.

Interval The interval is the amount of days between each period. It starts at 365 and
calculates the days left in the year.

Email Templates

This lists the default email templates for fixed diary actions (those created automatically), and
property stationery layouts. These may be Edited or, if the edited version is no longer required, they
can be Restored to the original layout.

Energy Performance Certificates

To enable the EPC information to appear on the Properties detail screen, set up a specific diary
action for EPCs on this tab. See "EPC values” on page 37 for further information.

Meter Types

Metering is an optional module to allow the recording of meter readings for reporting on and
monitoring; but more importantly for the generation of sales invoices for the metered product
supplied. See the separate module notes for Error! Reference source not found. for further details.

Code Changes

This screen allows the user to change the codes of any of the Common Codes for Actions, Notes,
Property Types and Tenancy Types.
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It also allows the user to change the codes of the Landlord specific codes for Properties, Tenants,
Tenancies, Suppliers, Customers, Items, Nominals and Enterprises. Take the tick out of Common
Codes so these codes become available.

il Code Change E@E

¥ Common Codes Landlords '

| Actions

Motes
Property Types

Tenancy Types

| Change | | Exit |

To change any of these codes, select the required section from the drop down menu on the right.
This will present the list of codes in that section. Highlight the code to be changed and click on the
button at the bottom.

Code Change Properties

To change a Property code remove the tick fromm Common Codes and select the relevant landlord.
From the second drop-down list select Properties. Highlight the code to be changed and click on the
Change button.

The selected code will show in the From section of the code change. If the wrong code is showing it
can be changed by typing in the code that you wish to change or by browsing to it.

There is an option to update the Tenancy code at this stage, this will only apply if the original
property code was part of the Tenancy code.

A second option to delete the original code is provided where you no longer wish to use the original
Property code and Analysis code.

Type a new Unique code in the box in the To section. | Code Change E
This must be a code that is not used by any other e

company or landlord as either a Property or roeery [ L
Analysis code. 7 Update tenancy code

Delete original code

On pressing Change, the Property (and Analysis
code in Accounts) will be updated to the new value.
If selected, the Tenancy code will be updated to
reflect the new Property code.

Property 1HIGHSTR]

| |

Code Change Tenants

This works in a similar fashion to Property code change with the option to update Tenancy Code. The
only difference is that it is possible to use an existing Tenant code for the current Landlord to merge
the records. You will be given a warning in case this is an error. You may also use a tenant and
customer code that exists in other Landlords and Accounts for your new Tenant code.

Code Change Tenancies

Tenancy codes can be changed in a similar manner to Property codes; you must use a New Unique
code and there is no option to update any other record. There is no tick box to Delete Original Code is
the old code will be removed automatically.

Code Change Accounts Codes

Changes made to codes that are also used in the KEYPrime Accounts (i.e. Suppliers, Customers,
ltems, Analysis, Nominals and Enterprises) will be reflected in the Accounts as well. Where a
Customer is a Tenant, or an Analysis code is a Property code, a warning is given that these need
changing through the respective Tenant and Property code change function.
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Users

This screen is used create and edit Users. There is no limit to the number of Users that can be added
however, the terms of the licence will limit the number of users that can access the data at any one
time.

To create a new User click on the New button. The User Details screen will appear and the User code,
name and password can be entered. User codes may not contain spaces.

A Role for the user must be selected. The Assignee-only role will not allow the user to log into the
data and will disable the password and other fields.

Users cannot be deleted, for audit reasons, but can be made non-active which will prevent them
accessing the data.

Diary Satings

Load diary at startup - with this e T
ticked the program will open the | —— rSr—
Diary as soon as this user signs in. Password e
Confirm password Ak
One of the 3 options must be A Nigerk ¥
. . . . Mon active
selected to indicate which Diary _
iary settings
tcrdnsactlons §hould be shown: All, T i syt Skt TR
just those assigned to the user or ® Show all transactions (0 Show assigned to me
just those created by the user. Q Show enly diary actions assignedtome @ Show all

() Shew only diary actions created by me () Disable

The options to show only diary
Apply to main diary only

actions assigned or created by me
A . . Property user settings
may be applied to all diaries or, by 8} Disolay it inSidcbiar

ticking the box, to the main diary O Display code in sidebar
Only Disable mouse wheel for code selection

V| Show only my managed properties

¥ Show transaction number on receipt

Diqry reminders — whether to Open properties and tenancies on last tab viewed
receive all diary reminders or only

those that relate to the user. _
Waorkflow settings

Use workflow app. Reset login |

Save | Exit |

Property User settings

Settings so that the user can decide whether the Filter boxes on the right hand side of listing screens
will show the Landlord Name or Landlord Code.

If ‘Show Only My Managed Properties’ is selected, only properties and their related records that are
set as managed by the user will be visible to the user.

Where the user does not have an Administrator Role and the Company Settings are set to Property
Manager Restricted, then the user will not be able to see or report on anything other than records
linked to their managed properties. See "Settings” on page 10.

The user may also choose whether to have transaction numbers shown when receipts are saved.
When a user opens a Property or Tenancy the default is to open on the diary tab. Individual Users
may now opt to open them on the last tab that they viewed. Therefore if the user only works on
Reviews they will no longer have to keep switching tabs. See highlighted picture above.

Spellcheck can be enabled for each user:
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Workflow Settings
To enable the user to connect to the optional Workflow app.

Roles

Specific user Roles may be created and maintained in this section. Roles may be set to be as general
or as specific as required; they may reflect a type of job or an individual person.
To create a new Role click on the New button. Give the Role a title in the top left hand box.

Role | pead Only Section | Menu = Copy From -

Tew ]
Use the drop down menu to select each section in turn. This will display all the areas within that
section.
Tick the boxes for Read Only or Read Write as appropriate. Work through all the sections and click on
Save. To save time when setting up similar roles there is a Copy facility which enables a new Role to
be copied from a pre-existing one.

- b Admin

;_,'a_’-| Menu Mame | Read Only 5 Read Write

|

Agent Settings
Audit Log
Code changes
Frequency
Master Codes
Property Group
Roles

Settings

QSRS S

Users

To deny a user Any access untick both the Read Only and Read Write options. There is a column
header box to tick all values, however, this only allows the choice of Read Only or Read Write, hot
neither.

It is important to think which areas need to be given access for each role as sometimes loopholes
can be left.

It is also important to manage the Roles in future updates where new reports and features may be
added; these are not necessarily automatically added to any existing roles.

Once the Roles have been saved they can be used on new and existing Users.

Where a user has been set to Read Only in a specific area, the Save button will show the caption R-O
and any changes made when accessing the screen cannot be saved.

Roles Report

This is a report showing All Users and will give their name, the Role they have been given and
complete details of that Role.

Verify

A report which can be run to Verify the data. This will indicate if there are any issues to be resolved
and the area affected, including codes and dates. It also gives suggested actions to resolve them.
The property verify includes the Landlord code on the grid and will show up any Tenancy that does
not have a start date; this should be very rare as it is a mandatory field, but it can cause unforeseen
problems.
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ety Criteniz The report can be filtered by Severity and can

RS B vl Sevech) then be grouped by either Severity, Area
— ’ affected or Issue Type. So should you just want
:::ium . to see if there are any Critical issues regarding
Group By Demands then filter by Critical and Group by
e Area Affected, this will place all the issues to do
:Tuerf:,m v with Demands as one group.

(e ||

It does not include non-active landlords and associated issues.

Audit
The Audit report lists all the Edits, Insertions and Deletions of data in a given date range.
Audit The type of record can be selected, or the report can
Date range 01/01/2021 > To |31/08/2021 x: be run for A”
Record type All -
Operationtype | Al - To reduce the size of the report it can be limited by
R several factors.
Field
User <all> - The Operation type can be restricted to just one of
e e . Insert, Delete or Edit.
: Cancel |

The report can also be limited to a single Code or even a single Field, e.g. Annual Rent or Address
Line 2. The current user and previous user can also be specified.

Clear Audit Log

To prevent the audit log from Clear Audit Log History
becoming too big the Clear Audit Log | Pstersnee il | R
will delete the list of edits, insertions prtons bee s '
or deletions for a specific date range ip:m'mpe '
and can be limited by Record types, =
Operation types, code, field or users. User <Al -

Previous user <Al -

oK || cancel
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3. Landlords
i

Click on the == | hyutton from the Main Menu to show the Landlord maintenance section. This lists

the Landlords and some details. Further columns may be added by using the Field Chooser — see
"Column Header” on page 6.

KEYPrime Property has been designed so that as many Landlords as required can be set up in one
set of Property data. For standard Property each Landlord needs to be linked to a separate set of
KEYPrime Accounts. Client Accounting and Property Standalone allow multiple Landlords to be
linked to the same set of accounts data, albeit not visible in Standalone. It is not possible to mix
versions.

@ Landlords - Active =
[ an | Nore | swap | QX [ a1 € Landord name  Addressline 1 | (9] Active | Hidden ;n"n
\ﬁ W|Code W Landlord name | Address line 1 V| Post code T Pho W Landlord IdW|Accounts company name i Ledgers

» 1 AME Landmark Estate Co Estate Office RH22 1RL 01798 51 Landmark Estate Co \|

117 DEM Dema Estate Estate Office DMO 1MD 01793 50 Demo Estates Ltd Nominals

Enterprises
] LHM Lease Holdings Ltd Estate Office RH20 1RL 01798 52 Leasehold Management Co Analysis
ltems
VAT
Trader Types
Trader Groups
Reports
[Creditors |
Diebtors
Landlord MNotes
Screen List
Accruals and Prepayments
Tasks
Diary Activity
Addresses
HMRC Schedule 23
3
New || gt || mut || Acoue || Transactionsexport || Worktow | [0 outiook || excel Delete Exit

To create a new Landlord click on the New button on the bottom toolbar.
In the Code box enter a short code for the Landlord.

In the Company box use the drop down menu to select the relevant set of KEYPrime Accounts. The
Address of the Landlord is filled automatically from the business details section in the Accounts
Company, but a Code and Name need to be entered. Click on Save.

Code Monactive Company Demo Advanced Accounts =
Name Link directory [l | 2
Address Landmark House Fam Contact name VAT prefix | GB
Swan Street
High Town Salutation VAT no 10234567
Demshire -
Tel / fax 01798 877100 Web site |@ open |
Mabile 07710117703 Email sales@keyprime.co.uk = |
Post code DMO4UC | k| :
VAT registered Ce
EOR| Validate |
Driary Notes Users Documents Late interest

Once an Accounts company has been linked to a Landlord it will no longer appear in the company
list for new Landlords.

Beneath the Address section are various tabs for Diary, Notes, Preferences, Users and Documents.
Additional tabs may appear depending on which modules are enabled, for example Late Interest is
an additional option.
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Diary

Click on the Diary Tab to see a list of all Landlord type Diary actions for the specific Landlord. This
can be just the outstanding actions or include completed events.

New diary actions may be added and existing actions processed, edited or deleted. These diary
actions will also show in the main Diary section of the program.

To add, edit etc. either use the buttons on the screen or right click on the list to bring up the same
options on a context menu.

Motes Preferences Users Documents Late interest

| Add ” Edit || Remove Progess | | Reassign | Include completed actions
gﬂ W Due Date &7 Action Code | Description i Assigned to 5 Created by & File W Reminder] W
v BOEERY  cdtten dion Aryone LiAdminisiretor

Remove Event

Process Event

Reassign Event

See Property "Diary” on page 38 for more details on diary actions.

Notes

The Notes tab will show any notes and completed diary actions for the Landlord.

Diary m Preferences Users Documents Late interest
[ Add || Edit || Remove |
,_-,ﬂ_‘_'l Mote date | Action code | Subject | Description 5 Value W Created by a7 File % Assigned fo A Creation Date 57|
» 115/11/2020 BNK Bank HSEBC High Street Demcester Administrator AnyOne 10/05/2020
06/04/2021 LMOT MCT Mot test required on OMS36 FRG LiAdministrator Andy 06/04/2021

To enter a new note click on the Add button. Use the browse button to select a Note Code.

The date will be entered automatically but may be altered as required. The Subject and Description
may also be altered or added to.

There is a Value field which is useful for reporting and shows as a separate field on the notes listing
screen.

Documents can be added to Notes by using the red paperclip or by clicking on the Documents
button and browsing for a file which can then be Linked or Copied into it. A specific File can be
linked to the note by browsing to it; for users to be able to view the file they will need to have not
only access to it but use the same path.

File | |

In addition to being able to add a link to a specific file, the details field can hold a hyperlink to any
URL or other path so that other information can be quickly accessed from the note. As Notes are
very similar to Diary Actions see "Diary” on page 38 for further information.

Preferences

The Preferences tab records the options for invoice number sequences, layouts, email and printing
options for each Landlord.

The Invoice sequence can be that used in the Accounts or a special sequence for Invoices raised
from Property. If a different sequence is used it must have a different Invoice prefix. If at any time a
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duplicate Invoice humber, including the prefix, would be created the program will automatically
skip to the next available unique number in the sequence.

Diary Motes llzers Documents Late interest

Options for invoices sequences

@Z' From accounts 'f:::' From property  Imvoice prefix Last invoice no 3732 7| Credit note prefix Last credit no 12112
Layouts

Demand layout Demand_Rentlmoice - Template | Customize || Footer | Default no. of copies 0

Invoice layout Saleslnvoice_EstateWithTearOff- Temple = | Customize | [ Implexp |

Statement layout Statement_Ledger - Template v | Customize | [ /S transactions only Ma. of copies 1

Email options V| Use microsoft outlook default signature V| Review each email

Address in stationery | Landlord b Outlook folder for reviewing emails  Drafts -
Apply these layout settings to allexisting landlords

Only if the sequence is from Property can the Last Invoice and Last Credit Note number be altered
manually.

Layouts

The various stationery layouts for each Landlord are managed in this section. For each stationery
type there are a number of pre-formatted Templates to choose from which are installed with the
program. These Templates can be adapted to suit personal preferences on an individual Landlord
basis or across all Landlords by using the Customize buttons. Landmark also offers a customization
service should more complex requirements be needed.

Demand Used for rent invoices raised when processing demands or for reprinting the
Layout invoices created during demand processing.

Invoice Used for Service charges and supplementary invoices raised either through
Layout Property or from the Accounts for tenants. The Invoice Layout includes the

Credit Note layout, the heading of the layout changes according to the
transaction type. The Invoice layout is interchangeable with the Accounts

layouts.
Statement The Statement layout used for sending to tenants. Untick the O/S Transactions
Layout Only option to produce a ledger report for the Tenant from a specific date.
Landlord The Landlord Statement is provided for Client Accounting and allows Agents to
Statement choose the format of statement to send to the Landlord Clients.

Layout
Each layout may be customized by selecting the L customize | option. This provides a tool to change
the layout and formatting of the selected Template which is then saved with a nhew nhame. It may
be used for All or selected Landlords.

See Accounts manual for more detailed instructions on the process of customizing stationery
layouts.

printing, it is because you use custom

Cannot determine which layout to use!

IOyOUtS for your Stdtlonery and they are CIic:I::The link below and =scroll down to the PRINTING AND STATIOMERY
not where the programme expects them HEERRG .
to be.

https:/vweww. landmarksystems .co.ukisupport’keyprime-property

0K

The link will take you to the FAQs on the Landmark website which will give you instructions on how to
find them.
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The button is used to transfer any Layouts between computers, Landlords or sites. The
following screen is displayed when the Imp/Exp button is selected:

Import

(®) Import

Impaort Folder

C:\KeyPrime\Landmark]

|6] Import / Export Landlord Stationery Layouts

() Export

l=fa]

(") Copy | make global

A customized layout may be imported for the
current landlord from a layout created

Lo elsewhere.

The layout will have been saved on an accessible location, it is then browsed to and selected

using the options.

To make a customized layout available for
another user or Landlord select the Export option.
Tick the layouts required then press the Export
button at the bottom.

Export
@] Import / Export Landlord Stationery Layouts [ e= \
O Import (®) Export () Copy  make global
Export Folder C\KeyPrime\Landmark ||
Demand layout Demand_Basic - Template - @
Invoice layout Salesinvoice_Standard - Template - W
Statement layout Statement_Standard -Template >t W
Copy/Global

To make the layout available to all Landlords use the Copy/make global option.
There is a tick box option to Change all the Landlords to use the selected layouts.

Change all landlords layoutis) to selected onefs)

[ Import / Export Landlord Stationery Layouts =R The Make onout(s) glObCI| option
o i @R O e ke gt copies the template to the common
T s S folder so that only one layout needs to
Invoice layout e e = Temgiate =i be maintained and it will be accessible
Statement layout Statement_Standard -Template - @ for all Landlords.

Make layout(s) global

Care needs to be taken when selecting and editing layouts, particularly in Network Scenarios. It is
possible for two users to use two separate versions of the same layout, which may be desirable, but
also can cause confusion when attempting to make changes across all users.
The program will look for a Landlord’s stationery layout in the following order:

e The Landlord’s folder for customized stationery for the User.

e The Property Company folder for the customized stationery for the User.

e The program folder for standard layouts.

The Demand Layout has a L=

. button that provides the option to add a default text for each

Landlord’s rent demand footer. This text is used when creating any new Tenancy as the bespoke

footer for Demands from that tenancy. The Footer text can be further amended at a Tenancy level.
! Demand Footer

() Update All Tenancies

(®) Update Tenancies with default footer anly

| cancel

The Demand Footer screen has a field into which the
default text is entered.

Any changes can be applied either to All tenancies
for the Landlord, or just those Tenancies using the
current default Footer text.
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Default No. of Copies: the default number of copies of printed demand invoices for new tenancies
created for the landlord. Where no printed Rent Invoices are required this can be set to 0. Each new
tenancy for the Landlord will use this value when created, though it can be amended at a Tenancy
level.

No. of Copies adjacent to Statement Layouts sets the number of printed copies of the statements
produced for the Landlord.

O/s Transactions Only determines whether Tenant statements should show only the unpaid
balances on Invoices and Credit notes. With this unticked the User can set a From date for the
statement so that a ledger of transactions to the statement date can be provided. Where the
option is left unticked the Statement_Ledger Template provides a more appropriate and easier to
use layout for the report.

Email Options

Where stationery is being emailed there are some options for the user to select:

Email options v Use microsoft outlook default signature v Review each email v S ave draft review emails;

Address in stationery  Landlord +|  Qutlook folder for reviewing emails Dratts 2
Apply these [ayout settings to all existing landlords

Whether to use their current Outlook default signature for emails or the standard KEYPrime
signature.

Whether to Review each email before it is saved in the Outbox; this is particularly useful when
wishing to personalise the contents of emails sent with the stationery.

If a large number of Tenants are to be emailed at the same time the Save draft review emails
option causes them to be sent to the specified Outlook folder where they can be reviewed before
sending. This stops multiple emails appearing on the screen all at once.

Apply these layout settings to all existing landlords to save going through every landlord
changing them to use the same Layout preferences. This will only apply to layouts that are
available to all Landlords, namely the existing templates. On saving, a warning is given to prevent
accidentally overwriting customization of other Landlord preferences.

Address in stationery can be set to show either the Landlord address or the Estate address.

Users

These are Users who are not Administrators and they can be granted or denied specific access to
each landlord. Users with the Administrator role automatically have access to all Landlords and do
not appear in this list.

Diary Maotes Preferences " Users " Documents Late interest

User Mame Raole Access Level Type

Andy Contractor Mo Access
Demo User Agent Full &ccess
Diary Manager Diarym Full Access
Read Cnly Read Only Read Only

The access rights for these users can be changed using the option, this shows the list of
Users with a dropdown menu on the Access Level Type. Choose from Full Access, No Access and
Read Only.

These settings work in conjuction with the settings for the User Role in that Full Access will allow a
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user Full Access to the Roles they have for that Landlord. No Access will mean that the Landlord will
be invisible to the User.

Documents

The Landlord Documents tab will show the files, images and emails that have been dragged and
dropped onto a Landlord. A copy of the file will have been created or a link to the original document.
You can also use the red paperclip icon to quickly browse to add documents; this will show on the
Landlord once the details have been saved. For more detailed information refer to "Documents” on
page T15.

Late Interest (optional module)

The Late Interest tab appears when the Interest Charging module has been enabled. This tab is
where the defaults are set up for the rates, grace period and coding of interest charged for the
Landlord. See separate module notes for Error! Reference source not found. for further details.

Multi

This button gives access to 3 options: Add Notes, Add Diary and Set Permission.

Multi Add Notes
Where similar notes are to be added to several Landlords. Highlight the Landlords using the Control

and Shift keys. Click on the button and select Add Notes. Choose the Landlord Note Type
and enter the details that are to be used for all the landlords selected. Where certain landlord notes
need to be different, these can be amended individually.

Multi Add Diary
Where common diary actions are to be added to multiple Landlords, the Multi Add Diary can be

used. Highlight the Landlords using the Control and Shift keys. Click on the button and
select Add Diary. Choose the Landlord Diary Action code and enter the common details for the
diary actions. Where certain landlord actions need to be different, these can be amended
individually.

Set Permissions

Where there are many Users set up, as well as multiple Landlords, this screen enables them to be
linked quickly and easily. Each User’s role can be displayed on the screen by adding the Role field
from the field chooser.

Y T e There is a list of Users on the left hand side.
i | B e The right hand side is split into 3 sections for
Do o o || [ No Access, Read Only and Full Access.

Use the Add and Remove buttons to allocate
the Users to the correct section. This will give
“ | them the same access across all the

e o] Landlords that were highlighted before
= selecting the Set Permissions button.

] i s Individual Users can be edited on the User
T | i tab within each Landlord.

| Addan 3|

DIARYM Diary Manager  Diaym

| addan s

| remove ail |

| add |

| # Remove |

e [ Remove 4 | i

| save | | cancel || Eit |
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Accrue

Not only can a report of Accrued and Prepaid amounts be produced from the Landlord reports
section, but it is also possible to automatically create Accruals and Prepayments in the Landlords’
set of accounts. See "Accruals and Prepayments” on page 32 for further information on the way
accruals and prepayments are calculated.

¥ Accruals and Prepayments Selection

| A | mone | Swap | QX
|:,€| Create transaction?™ W Landlord name | Date N7 Mo of lines W Total W Description i
-k Dema Estates Lid 01/03/2021 2 1338.80 181 days Pre Paid Inc, PART/SP3 01/03/2021 - 28/02/2022 01/03/2021 to 28/02/2022

L‘ﬁ Date W Mominal name ¥ Item code MNominal code " Enterprise W Analysis name W Amount % Analysis code | Description W

01/03/2021 Sporting Rents RENT_SH 00841 SP Shooting at Fen F 84301 SP3 181 days Pre Paid Inc, PART/SP3 01/03/2021 - 28/02/2022 01/

01/03/2021 Sporting Rents RENT_SH 00641 SP Shoating at Mano 49589 SP2 181 days Pre Paid Inc. PART/SP2 01/03/2021 - 28/02/2022 01/
i;gl Create transaction?™ ¥ Landlord name W Date w Mo, of lines W, Total W Description W

Demo Estates Ld 01/09/2021 44 3814524 160 days Accrued Inc. SPAR/CT 4 25/03/2021 - 28/09/2021 Rent due

The Accrue button at the bottom of the Landlord screen shows a screen of options similar to that
used for the Accruals report. This will create a list of Accruals and Prepayments at the date entered;
click on the + sign next to the line to show the details.

Put a tick in the column Create Transaction then select OK and each Accrual or Prepayment will be
displayed in turn for confirmation before saving to the accounts.

Transactions Export

This is an optional module to allow the user to export Sales Invoices, Sales Credit Notes and Sales
Receipts from KEYPrime Property to a different accounts software; this is exported in either TextCSV
or TextFixedWidth format. There is an option to include URLs in the export.

See separate module notes for Error! Reference source not found. for further details.

Workflow

This screen maps the Landlords to the optional Workflow App which may be used on a handheld
device to allow off site contractors and staff to enter, receive and update work items. Click on this
button to select which Landlords will be shown in the Workflow app. when creating new diary items.

Outlook

The button at the bottom toolbar allows the Landlord Details to be exported to create an
Outlook contact.

Excel

The information contained within the Landlord listing screen can be quickly exported to Excel by

selecting the button. The export option for Landlords is a WYSIWYG feature, in that
whichever columns, records and sort order are included in the listing screen will be what is
produced in the excel export.

Ledgers

The Ledgers menu on the right hand side provides access to the Accounts ledgers for the selected
Landlord.
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Ledgers

Mominals
Enterprizes
Analysis
ftems

Wat

These options open the complete list of ledger codes for the
Landlord and give access to add, edit or delete codes if
required. There are many reports available specific to the
ledger chosen which provide the property user with the same
reports as are available in the accounts.

Access to the ledgers is controlled by the Property User role and is set in the reports section where
access to all or specific ledgers may be limited.

Reports

Landlord reports include:

Creditors/Debtors

Creditor or debtor reports for the selected Landlord(s) can be produced with a variety of options.
The Closing date sets the date for reporting the outstanding balances for invoices. Period or
Calendar based determines whether to show the report grouped by months or 30 day periods.

Report
Closing Date 31,/07,/2021 e
(¥ Period Based
" Calendar Based

Show

" Ssummary by Trader
* Transactions

(" Detail

(" Detail by Maminal

The Include section is for All, Outstanding or

s Overdue.
& Al If Allis selected it will show the outstanding
" Qutstanding Invoices and credit notes at the date of the
£ Qerduc report regardless of whether subsequently
Setiges paid. Further choices are for just those that

Group By Landlord

Mew Page for each Landlord

are Outstanding to be shown or those that
are not only outstanding but also Overdue.

| OK || Cancel |

The information can be shown as a Summary for each trader, by each Transaction or by Detail of
each invoice item line. The detail can be further grouped by Nominal code.

Where multiple Landlords have been selected there are options to Group by Landlord and then
have a New page for each Landiord.

Landlord Notes

Motes

From

Criteria For Landlord Notes Report The Landlord notes report shows details of all or

selected notes for Landlords.

To =
The report may be over a date range but if you

BNK

Call

CEC
DRAINS
ELECT
GASCFRT

Note Code:

- = leave both date fields blank it will include all notes.

Phone Call
Electricity certification

;‘;;‘f:al'ﬂ::airs To limit the report specific Note codes may be
selected from the list.

Ga= Certification

Search String

Landlord ALL

V| Include Totals

/' Include Non Active Notes

o |

The report can also be filtered down to just include those notes which contain the specific text
entered in Search String.
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The report may be for All Landlords or individual Landlords. Any values on hotes can be included or
excluded from the report as required. Non-active note types can be included or excluded from the
report.

Screen List

The screen list option is an Excel export in that it generates a basic report of exactly what is on the
Landlord Listing screen at the time.

Accruals and Prepayments
The Accruals and Prepayments report will show a breakdown of the Accrued Income and Prepaid
rents for the selected Lomdlord(s) at a user defined date.

The report can be for All tems on tenant invoices or restricted to include only the Rent items. The
Report end date is the date for which the accrued amounts and prepayments are to be calculated.

Accruals And Prepayments Report “| Accrued Income - The report will show values for items that have a

o period start date prior to the Report end date which have been
e invoiced on a date after the report.

Any items that have a period start date prior to the Report end

date that have not been invoiced, regardless of the expected

processing date, will be included as Un-invoiced Accrued Income.

" Current list

+ Al landlords

Item type
{+1Rent jtems (3 Al items
Report end date

As on 31/07/2021 k=

Repart colours

Credit notes colour . Red x

OK | Cancel |

Any items that have an Invoice date that is on or before the report date, and which are for a period
that extends beyond it, will be show as Pre Paid Income for the days after the report date.

Accrued Income

The report will take the annual value divided by 365 to give a daily amount which will then be
multiplied by the number of days between the rent period start date and the report date inclusive
(or period end date, whichever is sooner). This will give the accrued income figure where the invoice
has not yet been raised or has been raised after the report date.

Pre-Paid Income

Where the invoice has been raised prior to the report date and part of or all of it is due after the
report date. The daily rate will be multiplied by the number of days from the report date (or period
start date whichever is later) to give the pre-paid income amount.

In running the report processing dates are completely ignored so there is no concept of an Un-
Invoiced Pre-paid amount. It is the Invoice date that determines whether an invoice is Accrued or
Pre-paid.

Tasks (optional)

Where the Works Manager Module is enabled a Tasks report option is shown. This reports on diary
tasks at a Landlord level. The reporting options for tasks are comprehensive and as such are
covered in more detail in the Works Manager module notes.

Diary Activity
Can show all diary activities for all properties, tenants and tenancies, for all landlords.
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Addresses
This is a simple report of Landlord addresses, for the selected Landlords. Where no Landlord has

been selected the report will be for all.

The report shows the Landlord code and name; underneath will be the Address information and
whether it is the default address.

HMRC Schedule 23

Produces a report for All or Selected Landlords with the information required for HMRC Schedule 23.
This is automatically exported to an Excel spreadsheet and can be saved wherever is convenient.
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4. Properties
&

The LEE= [ hytton on the Main Menu opens the Property listing screen where properties are set up,
edited and reported upon. This lists the Properties and some details. Further columns may be
added by using the Field Chooser — see "Column Header” on page 6 for more information.

A Property is linked to an Analysis code in the Accounts. These will be created when the property is
added or they can be imported from Accounts to create properties. The same Property/Analysis
code cannot be used in more than one set of accounts or for more than one Landlord.

) Property - Active E=8 EoR
|| Mome | swap | | QX [ &2l O Code ¢ Name ] V| Active Hidden E
7 Property code © 7 Property name 7 Tel No. W Town 7 Status | County V| Post code W Price perunit, Annual rent Y Capital Value V? Filters
» i AG1 Manar Farm 01234 567 323 Demecester SPAR/AGT Demoshire DMO 4US 5156 1650000 | Landlords Lﬂ
fi AG2 Fen Farm 01234 567 433 Demcester WEB/AG2Z Demoshire DMO 4US 6208 28000.00 W DemoBstate |
] Landmark Estate Co
fi AG3 Camp Hill Farm 01234 567 525 Demcester HIP/AGS Demoshire DMD 2AR 9174 10000.00 ] Lease Holdings Lid
£i AG4 Land at Windmill CELL/AGA 620000 345000
i AGS Land at Stable Yar Empty 000 0.00 Groups [ 7_' | Al
i BRIDGE Bridgs Farm 01234 784562 CHICHE/BRIDGE  Borsetshire BO15 3PP 4615 12000.00 1200000 :|_'
fi BROOK Brookfield 01234 587546 ROSE/BROOK Borsetshire BO15 3ER 2535 10800.00 32000.00 [ Cotiages
fi BULL The Bull Inn DRAKE/BULL Borsetshire BO123RE 8333 20000.00 1200000 % Efrl: v
6 BUNGALOW The Bungalow SMITHC/BUNGAL Herefordshire  HR4 5TY 000 12000.00 15000.00
fi caT Cat and Fiddle HEATH/CAT BO15 4RT 4845 12600.00 6500.00 Reparts
i T Wirdmill Cottage 01234 567 888 Demcester MILLEACT 1 Demoshire DMD 4US 000 4560.00 6300.00 |
fi cT2 Woodlands 01234 568 698 Demicester Empty Demoshire DMO 4UC 000 000 5775.00 Property Rent Book
£i o3 Sty Six 01234 567 411 Demgester EVANS/CT 3 Demoshire DMO 4US 000 750000 630000 ;Zi;‘{,:ﬂt::
i T4 Manor Farm Hous 01234 567 777 Demcester SPAR/CT 4 Demoshire DMO 4Us 48583 120000 1260000 E:g;’:: Elﬂ:gg Change
' CcTsS The Bungalow 01234 567 812 Demcester Empty Demoshire DMO 4Us 0.00 0.00 6300.00 Multiple Tenancies
fi 16 Rectory 01234567666  Demcester HAY/CT & Demashire DMO 28E 000 6000.00 6300.00 %ﬁiﬁ?&ﬁﬂnam
£ Ty Home Close 01234 568 323 Demcester NEW/CT 7 Demoshire DMO 28E 000 £000.00 6300.00 m‘“ﬂﬂ Rsir”"‘maw
fi cT9 Beadingham Road 01234 567 737 Demcester WILK/CT 9 Demoshire DMO 28Y 000 163000 5250.00 Property with no Rent
i cTio Beadingham Road 01234567424  Demcester MCMIC/CT10 Demoshire DMD 2BY 000 000 5250.00 zgmep;nér\fd':s
fi cr11 Beadingham Road 01234567374  Demcester COOK/CT11 Demoshire DMO 2BY 000 000 5250.00 ?g:k:" et
63 129.52 352540.00 10760380.00 ~ | | Diary Activity
A = ] v EFC Report
| New | ‘ Edit | [ Mt | | mport || Task | | Transfer | | worknaw | | Metering || Blocks | | Goto |B Expaimp ‘ |l word || Delete | ‘ Exit

Icons

The property listing screen shows an lcon to indicate there is a current tenancy linked to the

property. A property with no current tenancy will show the icon.

To assist further a Status column will display the Tenancy code for the property. Properties may
have more than one tenancy, so this column will try to show the most likely current tenancy by
checking the active status, start and end dates for all tenancies linked to the property. Where no
current tenancy exists the status will show as Empty, making it easy to filter the list for vacant
properties.

New Property

To add a new Property click on the New button from the bottom toolbar of the Property list screen.
Enter the Landlord code or select it using the browse button.

1y Properties =]
Code | 3 | Active Landlord Code | | |||_?>§ ‘
Name Lirk Diractory [ 28]
i Save lv|| Prrinit || Goto | | Delete H &handon || Exit |

The link directory can be ignored for the moment. This is used to provide a shortcut to a folder that
contains documents and other information specific to the property; it should have a path that is
accessible to all users.

Enter a unique Property Code up to 8 characters long. If you enter a new code it is suggested any
house number should be at the end to make the grouping of properties on screen easier. If the
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code already exists for a different Landlord a warning will be shown with an option to view the
existing code.

Key Prime x_|

This Property code is already used by property Fen Farm
Do you wish to view the details of this property 7

| Yes | | No |

If the code already exists as an Analysis code in the Landlord’s accounts data then the name and
address will be copied in from the Accounts. This can be amended and will update the first 25
characters of the Accounts Analysis code hame on saving. If you change the Analysis name in
Accounts it will not affect the Property name, however, if you change the name in Property the
Analysis code name will be updated.

Where Analysis codes have already been set up in Accounts these properties can be added by

using the button. See "Import” on page 45.

Code T Hon active Landlard DEM Demo Estates Ltd | o || &
Mame Windmill Cottage Link directory | Ci\Landmark\Propertydocs\Property | | ;,:J. |
Address | Mindnmil Cattage ~ Type 2BED 2 Bedroom House [
Demo Estate
Coombe Enterprise PR Residential Property el
Bzmg:ﬁ:g . MapLink/D €T | Show on map |
Praperty Block bt
Post Code  DMO4US | Ll | e e =
TelNo, 01234567838 @ | Full Screen |/ Comments
Residential EPC
Current 69 Date 25/08/2019 v
Potential 91 Due date 25/08/2029 >
Di G MNotes Accounts Details Values Pictures Tenancies Groups Documents Compliane
Add . Edit || Remave | Task || Process || Reassign | Include completed actions
|ﬁ = Due Date” W Action Code W Subject 0 Description ' Assigred to iDocs, W Orders 5 Priority V?
A 28/12/2020 INSPECT |Inspection visit Whean next at property check brokentile onr  Diary Manager O
A Alarm Ser 0
A Electrical repairs uirrel damage in [oft. ten 0
A 07 certification ectricity certification testing and checks o
A rtification rtification 0 1
A i rtification 0 1
. D GAS certificate required Andy o
30/09/2021 BOIL Boiler Test Boiler test required AnyOne o
14/12/2021 WAL Valuation Arrange valuer AnyOne 0 1|
| save I-H pint || Goto | | Abandon || Exit

Enter the Name of the Property. The property name will automatically update the first line of the
address which can be amended as desired. Complete the remainder of the address. This is typed in
using Ctrl+Enter to add a new line; the Postcode can be typed in as part of the Address and when
identified by its pattern it will automatically update the Post Code field.

The postcode field itself can be used to view the property on one of the web based map services
such as Bing or Google Maps or Street View; the choice is made in Settings.

Enter a Property Type code, either by typing it in or selecting it though the browse button. Property
types are user defined with new ones created either in the Admin section or by clicking on the New
button on the list. For more information see "Property Types” on page 16.

Mandatory Information

In order to save a Property record all that is required is the Landlord, the Code, Name and Type to
be entered; we call this mandatory information and it is indicated by the relevant field showing a
light yellow background when empty.

Code | 2| @ Active

Name
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Save

There is an option to Save and Continue, or Save and Exit on the save button.

Save and Continue, will save the property but keep it open so that other information can be added.
Save and Exit will save the record and return you back to the listing screen where the new property
will now be visible in the list.

Once the mandatory information has been entered, if you simply press Enter the property will save
and a hew entry screen will be displayed so you can add another property. Address and Property
Block information from the previously saved entry is retained to save time re-entering this
information where properties are added by a block or street at a time.

If the Properties list is filtered by Landlord while you are creating new properties, the list will refresh
and show the new properties regardless of the filter in place. This is to ensure that duplicates are
not created just because they are for a different landlord.

Enterprise

Costs and income from properties can be allocated to an Enterprise in the Accounts if required. By
setting the enterprise on the property any tenancy created will default to use this enterprise on
demands. To set an enterprise enter the code or select it from the list. New Enterprises may be
added where permissions allow, this should always be done in consultation with the Accounts
department (if that is not you!)

Map Link ID

This field links to Mapping software using a reference other than the postcode. Other mapping links
are specific to the third party Mapping software, supplementary notes will be available once each
link is completed. This field will allow a url for those who use online mapping tools.

Property Block

Properties may be associated with a Property Block. Because a property can only belong to one
block this information can be used in reporting and on the grid, so whilst similar to groups, it can be
useful when managing blocks of properties. Property Blocks are selected from the drop down menu
or new blocks are created by free typing in a unique hame. This is not linked to the new Block or
Charge manager option — see Chapter 13, Optional Modules.

Property Manager

Each property can be allocated to a specific Property Manager from the list of users. This helps
identify who should be assigned tasks and diary actions by default. It also allows a user to view only
the properties managed by themselves. Properties can have only one manager at any time;
therefore, care should be taken when assigning a manager other than yourself.

Comments field
An area which allows useful information relating to the property to be stored.
This will display the first few lines of text on the screen for ease of viewing.

ko Property Comments * i i

B I u A | A
Bold || Italic || Un |

derline | Font

= -
= = |

=
Colour | | Align left || Align center Alignright |

“fou may enter detailed notes about the property.

These notes can have different font , Style and
In addition you may set the alignment Left
or right

Or Centre

|
| Cancel | | Exit ||
A full screen viewing and editing tool is provided to help enter and read the text in the format of
your choice. Blocks of text from other products such as Word can be pasted into the viewer with
their original formatting.

36




These details appear at the bottom of the Property Details report in the format defined.

When exported to Excel the comments will be converted back into plain text with no formatting and
truncated to fit the Excel cell.

The field can be included in Word templates either as plain text or in the “Rich Text” with formatting.

EPC values

For the EPC values to appear in the Property information you will first need to enter a Diary action
code in the Admin, Mastercodes section. This can be one that is already in use or a new one. It must
have the Ten Year frequency.

Once this has been set up the EPC values fields will appear on each property.
EPC values can be Residential or Commercial. The Property Types are defined as Residential or
Commercial in the Property, Admin settings.

When these values and dates have been added and saved there will be 2 diary actions produced:
one closed one for the current values and one for the future values.

This information will be printed on the Property sddrecs [T Figh St =
details report along with the standard EPC graph. E:?f:ham
The EPC values can be imported from Excel along Soms =
with the other property details. PostCode EA48DM ||
Tel Mo. 01225 753753
ERC
Current 48 Date 15/022016
Patential 56 Due date 15/02/2026 b

Details

The details tab shows the extra detail fields that can be entered for a property. The information can
be entered on the screen by typing directly into the fields or it can be imported from an excel
spreadsheet along with all the other details regarding properties, tenants and tenancies. See “Either
select the desired record and choose OK or double click the chosen record to open the details.

It is possible to highlight multiple properties then use Go to Tenancies List, Tenants List and
Landlords List to see the relevant items in those lists highlighted as well. Particularly useful for e.g.
emailing multiple tenants concerning a specific issue in those properties.

Highlight several properties and click on Go to then Compliance status to show the Compliance
status screen for just those properties.

Exp/Imp” on page 47. The fields include a VAT status field; select one of the VAT codes set up in the
data.

There are 24 text fields available that are labelled according to the user defined settings, see Admin
"Settings” on page 10. They will only be displayed in the properties if the field has been given a label.
The Listing screen can also have these fields displayed by adding them from the Field chooser in
the top left hand corner. If labels have been added to new detail fields in the Admin, Settings, Edit
extra details, they will not show in the field chooser for the property listing screen until the Reset
Active Window Layout or Reset All Grid Layouts has been selected from the turquoise Key icon, top
left of the screen.
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Values

The Values section has fields for Value and date, 2 of which are reserved for Market and Insurance
values, while the other 8 are user defined value fields that are labelled according to the settings in
Admin "Settings” on page 10.

Two fields on the right are for quantities, the first of which is used as a divisor on many reports so

that information such as rent per sq. foot/meter can be shown. The labels for the fields are defined
in Settings and are common across all properties; the units used for each are specific to the

property.

Diary

The diary tab shows diary actions specific to the selected property record, these same diary
actions will also be displayed in the main Diary.

Diary actions and Tasks (where Works Manager is enabled) can be added, viewed, edited, removed
and processed for the property.

The icon on the left of the entries is coloured according to the current date:

The red triangle indicates a diary action is overdue.

The and indicate an action is due in the next seven days.
5| Due Date ' Description The green circle indicates the action is
A 01/08/2021 Arrange Fire Equipment Tests due in the next 8 to 30 days.

The black date with no icon indicates the
of the Tenanc action is due in excess of 30 days.

. 02/08/2021 Inspect internal decoration,
. 02/06/2021 Extermal decoration required
2040972021 Electrical Test Required

3040572021 Tenancy End Motice

Completed actions can be displayed as well as those outstanding by ticking the Include completed

) ) ) |+ o01/08/2021 . .
actions box. Completed actions will show a tick and the completion date if the

column has been added to the grid.

To add a new diary action, click on the Add button. If you add a new diary action through a
property, the property code is automatically added to the record and cannot be changed.
The following information can then be added:

For The property code which is preselected therefore disabled.

Due Date the diary action is due, with a time if required; will default to the current
date and time but this can be edited.

Reminder Whether a reminder is required prior to the due date. Tick the option and then
select from the available periods. When the reminder date is passed a message,
similar to those in Outlook, will appear when KEYPrime Property is opened.

Action The code for the type of diary action; enter this to populate the remaining fields
with the Action code defaults.

Subject A brief title for the diary action.

Frequency When an Action has been processed, if there is a Frequency entered here, then a
follow up action will be created for the required date in the future.
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Details The content of the action information, this is a memo field and holds an
unlimited number of characters; in practice it is sensible to keep this brief.

Value A value field is provided to store a quantity; these are used in some reports and
can be summarised on some screens.

File A link to any single file that may relate to the diary action. These paths must be
valid for all users otherwise the file will not be accessible.

Assignedto The KEYPrime property user responsible for managing this diary activity.

CreatedBy A read only field showing who created the action.

Completed Whether the Action is complete. When the action is processed a date of
completion can be entered.

Colour Actions can show different colours on the Calendar view of the diary. This can be

chooser set as a default on the Action code, see "Actions” on page 14, or set on the
individual diary actions.

Save Saves the diary action.

Word Starts a process of selecting a Word template which will include the details from
the Action. See "Word Link” on page 123.

Outlook Opens an Outlook Appointment screen which can be edited and saved as
required.

Documents Provides a screen to add documents or to show documents that have been
associated with the Action using drag and drop feature. The red paperclip icon
is a shortcut to browse for documents which can then be linked to the action.
See "Documents” on page 115 for more details.

Clicking on Documents or Word will save the Action if not already saved and re
open it to carry out the process.

Email Will create an email to be sent to any of the: Tenant, Landlord, Contractor and
Assignee depending on the action type and whether Contractor and Assignee
have been entered.

Remove Deletes the Action, this cannot be undone.

Abandon Cancels any changes made, this only comes live if there is a change to
abandon.

Exit Closes the screen, any changes will not be saved.

Diary actions for Properties can also be added through the main Diary screen — see "Diary Actions”
on page 82.
Edit diary action

Existing diary actions may be edited by highlighting the entry and choosing the Edit button. The

behaviour during the edit of a diary action is the same as for new.

Process diary action
Once a diary action has been carried out it should be Processed in the property program to mark it

as completed. Highlight the action from the list and click on the

Process

| button. The action is

displayed with the completed box ticked and today’s date next to it, this can be changed if
required. Other details may be edited as required before pressing the Save button.

Where a frequency has been set a message asking if you wish to create a follow up will be
displayed. Where a follow up is required the new diary action will be displayed using the details of
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the processed action. The due date of the new diary action will be set to the due date from the
processed action plus its frequency.

Reassign diary action

N LW L G
Reassigning Diary Transactions

Change Assigned To | Anyone "

Anyone

Administrator sig

Ok | ANDY -

Derek Emo \AR
¥

i for squirr] DPARTM AMD

adminic
ifieation 1] LMAdministrator A

. m Read Only User
Aga service required (M Anyl)

Other diary information

To change the user to whom a diary action is assigned, select
the action(s) and click on the button, choose the
required assignee from the list and press OK.

Assigning actions to Anyone will mean that these diary actions
appear in everyone’s diary.

The diary section provides options to Add new actions or show/hide completed actions when no

diary action is selected.

When a diary action has been selected the right click options become Edit, Process, Remove or

Reassign.

Task (optional)

Works manager tasks for a property can be added on the property diary tab, see "Error! Reference
source not found.” on page Error! Bookmark not defined. for more detail.

Notes

Notes can be viewed and added to

a property from the Notes tab.
Notes include any closed diary
actions and have the same

principles as diary actions but can Detals  Alarm service reauirad
also be standalone notes for other

information. See Property diary

actions "Diary” on page 38 for more

details.

- | Mote 3 m] x

for &

Note Date 10/11/2021

Code ||

Subject Alarm Service

Value 000 File =]

Assigned To Anyone X Created By

Save | Documents | | Remove || Cameel || Exit

e Today's date is entered by default, this can be changed if needed.

¢ Select the Note code using the Browse button or create a new one if necessary.

¢ The Details and Subject will feed through from the note type and can be altered or added to.
e AValue for the note can be entered and may be shown on the list screen.

e Created By - this read only field shows who created the Note.

e To Save the Note click on

. Provides a screen to add documents or to show documents that have been
associated with the Note using drag and drop feature. The red paperclip icon is a shortcut
to browse for documents which can then be linked to the note. See "Documents” on page 115

for more details.

To Edit notes either double click the note or select the note and choose the Edit option from the top
of the section or the right click menu.
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Notes may be removed by editing the note and choosing the remove button on the note details.
They may also be removed by selecting the note and choosing Remove from the top of the section
or the right click menu.

Accounts

The Accounts tab shows a list of all income and expenditure transactions that have the Property
code on them. Expenditure shows as negative values and income as positive so that any totals are
the net position.

The screen shows several columns including the account nominal and enterprise codes, the trader
name, net value, quantity, VAT and descriptions. This enables filtering and simple reporting straight
from the screen.

The payment date of each invoice is shown so it is easy to check on what is still outstanding by
filtering for invoices without a payment date.

Pictures

NOTE: Photographs are included in the database when added through the Pictures section,
therefore, we strongly recommend limiting the number and only using low resolution images if the
data size is not to become excessive. For example the typical camera file image is 3Mb, therefore
adding just 2 pictures to each property in a 100 property data set will mean that the database is
600Mb before any other data is added. Images can be resized to reduce the space they take up -
use the Resize Images button in Admin, Settings.

Pictures of the Property may be held in this section. To add a new picture click on the button;
this will make the Browse button for the Path available. The file may be imported into KEYPrime Property
by selecting the drive, directory and then file. Type in a description, tick the default box if required and

clickon . The picture descriptions will appear in a list and when highlighted a picture it will

appear in the centre of the screen. This view can be enlarged by clicking on the LS8 M5 (5 | by tton,
You may also page through the pictures using the arrows either side of this button. Any additions to the

list or edits made to existing pictures must be saved using the button.

Tenancies
Historical Tenancy - [l New tenancies may be added by clicking on the New button.
You will be asked if this is an historic tenancy. If it is historic
Tenant SMITH . . . eg sg e
o the basic information can be added, if it is current the new
T Cods SMITH/ACT 1 . .
sy fane Tenancy creation screen will be shown.
Start Date 24/01/2006 =
End Date R For further information on creating new Tenancies see "New
Frequency Mornthly - Tenancy” on page 58.
Period Rent 500.00
Annual Rent G000.00
|| Cancel |

Croups
The Groups tab shows which groups, if any, the property belongs to.
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The property can be added to or removed from groups using the Update button. This will display
the list of available groups and any that the property already belongs to will be highlighted in blue.
Add or remove groups by holding the Ctrl key and clicking on the Group then press Save. Exit to
return to Groups tab.

Documents

This tab shows all documents and emaiils that have been dragged and dropped on to the Property.
These can be viewed, removed or have their details updated from this screen. Use the Direct and
Related button to view documents which were not directly saved to the property but are related
e.g. documents which were saved to the Tenancy or Tenant.

You can also use the red paperclip icon to quickly browse to add documents. When setting up a
new property this icon does not show on the property details screen until it has been saved. For
more detailed information refer to "Documents” on page 115.

Compliance

Certain Diary actions and Task types can be set up to be monitored as to whether they are
Compliant or not. Any of the Property type diary actions can be used and they can be given a
Frequency and Compliance level. If Works Manager is enabled then Tasks can also be used.

Setup

Each property has a Compliance tab where the actions and tasks which need to be compliant are
entered.

Diary Motes fecounts etalls Values Pictures Tenanciez Groups Documents CDmpJIance :
SetAction || setTask || Edit
jﬂ Frequency T Level T Action Code T Action Name
P ANMUAL Critical GAS GAS Certificate
AMMUAL Critical ALAR Alarm Service
Ten years Recommended EPC Energy Performance Certificate
AMMUAL Critical BOIL Bailer Test

They are set up in each Property so different frequencies or compliance levels can be given to the
same diary action in different properties. It is also possible to set default compliance actions/tasks
on a property Type so all properties of that type will have them set up -see "Compliance’” on page

89 for further information.

When a compliance action/task is entered on a property and saved, a warning will be shown if
there is no diary action or task existing for it and you will be asked if you wish to create one now.

If multiple properties are to have the same actions/tasks at the same frequency and level then use
the Multi button on the bottom toolbar.

il Compliance Action Details ©8| Once the Compliance actions have been set

up on a property then this will be included on

Property LT 5, The Bungalow . A
. the Compliance list screen, accessed from the
Action ALAR Alarm Service | |
Compliance | , . . .
icon on the main menu. This will
Frequency ANMUAL -

indicate whether there are any diary actions or
Compliance Level  Critical e tasks relating to compliance that are
Statutory . .
| Compliant (green) or Non-compliant (red).

Save Critical £ Exit

T ‘

Recommended

Hrvice Informational

erformance Certificate Mot &pplicable

kst
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The compliance level is shown on the list screen so it is possible to filter the list by e.g. Critical
actions. The list will also flag up if there are any Compliance actions which have no diary action for
them. See "Compliance” on page 89 for further information.

If a report on the compliance status of a single or a few properties is needed then highlight them on
the Properties listing screen, click on the Go To button at the bottom of the screen and select
Compliance status.

Edit Property

To view or Edit the details of an existing Property double click on the Property name in the list or
highlight it and click on Edit on the bottom toolbar. More than one Property may be highlighted for
selection so that they may be viewed and edited together. Details of the property other than its
code or landlord may be changed where the user role allows this.

Working with multiple records

Where more than one property has been selected for editing, a list will be shown in the left hand
column, with the details of the highlighted record on the right. To view other properties in the list,
select its code or move up and down the list with the up and down arrows.

Properties

Fen Farm
Camp Hill Farm
Land at Windmill Confer
Land at Stable Yard

Code AG1 Mon active Landlard DEM Dema Estates Ltd | w ||

e Manor Farm Link directory | ChLandmark\Propertydocs\Property [ b 2|

Manor Fam - Type LAND Lanc {2z
Address Do Bt
Coombe Enterprise PR Residential Property B}
Demcester
MapLinkiD> AG1T Show on'mal
Demoshire o E l g
Property Block >
PostCode |DMOA4US ||| Manager Anyone Z

Tel No. 01234 567 323
Residential EPC
Current o Date

% |[E Fuoll Sereen ‘ o) _ Comments

[| When saving each property in the selection there is a Save and Continue
(with the current record) or Save and Next to go to the next record in the list.

¥
= Save and Continue

| Save and Next |

When the last record is selected this becomes Save and Close.

Property Manager
To change the manager for a property click on the -
dropdown list of users. If no manager is required, this is ANDY

DEMO

represented by the blank row at the top of the list. piAR

MASTER
READ

Manager for Property changed Where the manager is changed, an option is
shown to update the assignee on any
uncompleted diary actions for the property.

Uncompleted diarytransactions exist for Property Windmill Cottage.

(" Update only those assigned to the previous manager to ANDY
(" Update the assignee to ANDY

The options are to:

Leave the actions assignee unchanged

Update only diary actions that were linked to the previous manager

Make All uncompleted diary actions assigned to the new manager

The default is to leave them unchanged to prevent any accidental updating of records. Any new
diary actions or tasks created for the property, where the default setting on the action is to use the
property manager, will now be assigned to the new manager.
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Multi

The button on the bottom toolbar of the Property list ]':::a:
iary

Add Motes

screen adllows entry of one type of information onto several
Properties at once. The choice is to multi: -

Allocate Manager

Update

Highlight the Properties to have their values updated, click on Multi and select Update. A new screen
will be displayed with all the Property value details including the new fields added recently. Choose
which value to update — this will highlight the figures in that column in blue. Choose the method
from the Update Criteria section:

Increase/Decrease by % - multiply the current amount by the % and add this.

Increase/Decrease by Amount - change the current amount by a fixed value.

Apply this new value to all properties - change all current amounts to the entered value.
Update each property value individually - allow the value to be entered manually on the grid for
each property.

Value to update Market Value -

Update criteria
(@) Increase | decrease by %
) Increase / decrease by amount
() Apply this new value to all properties
() Update each property value individually

Markst Value Market Date Imsurance Amount Insurance Date | Capifal Value Capital Value Date Running Cost! Running Cc -
122892500 | 02/04/20 00| | 3360000 02005119 | 2oeac000 0201718 |-
158700000 | 02/04/20 0.00 47250.00 | 02/05/19 208460.00 | 02/01/19

386750.00 | 02/04/20 0.00 10500.00 | 02/05/19 10473000 | 02/01/119
1322500 | 02/04/20 31500 | 02/05/19 0.00 | 02/01/19
1983750 | D2/04/20 0.00 47250 | 02/05/19 0.00 | 02/01/19
52575.00 ' 02/04/20 0.00 6300.00 | D2/05/19 89020.50 | 02/01/19
7835000 | 02/04/20 .00 5775.00 | 02/05/19 73311.00 | 02/01/119

118025.00 | 02/04/20 0.00 £300.00 | 02/05/19 104730.00 | 02/01/19

21821250 | 02/04/20 oo 12600.00 | 02/05/19 198987.00 | 02/01/119

125637.50 | 02/04/20 0.00 6300.00 | D2/05/19 10473000 | 02/01/19

11241250 | 02/04/20 0.00 6300.00 | 02/05/19 959493.50 | 02/01/19

11241250 | 02/04/20 0.00 6300.00 | 02/05/19 99493.50 | 02/01/19
B6125.00  02/04/20 5250.00 | 02/05/19 62838.00 | 0201119
66125.00 | D2/04/20 5250,00 | 02/05/19 62838.00 | 02/01/19 I
T e I SR B e

Save [ Close |

Click on Preview to check the values are correct. Use Restore to go back to the original values if
necessary. Save to complete.

To update the Dates, you can only use the Apply this value to all properties or Update each
property value individually.

The properties can be sorted on the grid by clicking on the column headers. There is no filtering
allowed on the screen as the relevant properties have already been selected.

Any changes to the values will now reflect on the property records and can be audited by running
the Property Valuation Change report.

Add Diary

To add the same Diary Action to multiple properties, highlight the Properties, click on Multi and
select Add Diary:; this will show the diary action form with no property showing in the For section.
Complete the diary action in the same way that you would for a single property and then save it.
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This will add a separate diary action on all the selected properties with the same details in each.
These can be edited to make them specific to each property.

When multi adding diary actions Word Letters cannot be generated and documents cannot be
attached, however, a common File link can be added to all actions.

Add Notes

To add a Note to multiple Properties at once, highlight the Properties, click on Multi and select Add
Notes. As with multi add diary actions this will show the note form which can be completed and
saved so that the same note can be added to all properties.

Allocate Manager

To change the Property Manager on a humber of properties at the same time, select Multi and
choose the Allocate Manager option. This will provide a screen where the new Manager can be
selected from the drop down list.

Add Compliance Action/Task
To add the same diary action/task to multiple properties with the same frequency and level. See
Compliance tab above.

Import

Property codes are linked to Analysis codes in Accounts. If the Analysis codes have already been
created you can import these as Property Codes and just add the rest of the information.

Simply select the button at the bottom of the screen and identify the Landlord of the
properties. A list of all Analysis codes that are not already linked to a Property will be displayed,
including those that are not for Properties. Select properties from the list which are of the same
Type then click on Import.

A message is shown followed by a new Property screen where you can add all the information
common to the selected Analysis codes. The only mandatory information that must be added is
the Property Type.

The information added here will be the same on all the properties you have imported, however, it
can be edited to add specific details such as Address information once imported.

Code | 2| (@] Active Landlord Cade | DEM Demo Estate [ |

Mame Link Directory s £

Address <Analysis Mame> Type ||

Enterprise | |

Map Ref, | |

Task

An optional module - this will display when Works Manager has been enabled. See separate
module notes for Works Manager for further details.
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Transfer

If a Property needs to be transferred to another Landlord this can be done by selecting the code

and clicking on . This will show a list of the other Landlords in the data that the property
can be transferred to.

Transfer Property EST 2 -I
A new unique property code must
Transfer Property To Landlord mmﬁ i be entered then CliCk on OK
Property codes cannot be duplicated. Te transfer the property
to this landlord, you will have to introduce a new property . . .
code now. The transfered tenancy codes will also be updated The property with its new code wiill

using the new property code, . .
then be created along with its

Tenancy and Tenant (if applicable)
in the new Landlord.

Mew Property Code

oo |

The old records will be set as non- active and any uncompleted diary actions will be transferred to
the new property and tenancy(s).
To complete the process new Demands must be set up. These cannot be carried across between
Landlords as the Item code is specific to each set of accounts.
Note also:
¢ Any footer details on the demand for this particular tenancy will need to be re-entered.
¢ The old Landlord will keep historical records of the tenancy and property, along with the
Analysis code.
e The Tenant will be left as current but not linked to a tenancy in the old Landlord.
¢ The old demand in the original Landlord will be ended and no more invoices created,
therefore, it is important to carry out this process after the last invoice has been issued on
behalf of the old Landlord. Service charges on the old tenancy(s) will need to be manually
added in the new landlord, as will any supplementary demands.
If you wish to keep the old Analysis code in the new landlord we recommend carrying out a
property code change before transferring; include updating the Tenancy code as well if required.
See "Code Change Properties” on page 20.

Workflow

This screen maps the Properties to the optional module Workflow App which may be used on a
handheld device to allow off site contractors and staff to enter, receive and update work items.
Click on this button to select which Properties will be shown in the Workflow app. when creating new
diary items.

See the separate module notes for the Error! Reference source not found. for further information.

Metering

An optional module for the recording and invoicing of property meters. See separate module notes
for Metering for further information.

Blocks

This is an optional module for allocating and recovering costs for Block managed properties. It
allocates the costs across leaseholders or tenants on a block of properties; proportional expenses
may then be recovered, not only on a percentage share basis, but also over a period of
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responsibility. A separate more detailed document outlining the features and usage of this can be
provided on request.

Go to

| Go to |

The button on the bottom toolbar is a short cut to the Landlord, Tenant or Tenancy
screen for the chosen property. It is also a quick link to Show on Map.

Where more than one Tenancy or Tenant is linked to a property a warning is shown and then a list
of choices provided with the current record at the top. Any records that are no longer active will
show in red.

A Tenancies List
.rﬁ_:-mc_a_c]&_g:sr-aﬂ:y rT:amE %’ P!'::up&ft_,-_c?ﬁs W Tﬁ'.tmi_o_:ls ?_;_'Enar.:_, TSE_F': W Tepancy Ends W .E_t_a-rus T
’.0? EVANS/CT 3 Sty Six Cr13 EVANS 01/09/2016 31/08/2019 Active
b7 COLACT 3 Sixty Six €13 CoL 02407 /2016 021272016 Mot Active

Tenancies shown in red are non active

.

Either select the desired record and choose OK or double click the chosen record to open the
details.

It is possible to highlight multiple properties then use Go to Tenancies List, Tenants List and
Landlords List to see the relevant items in those lists highlighted as well. Particularly useful for e.g.
emailing multiple tenants concerning a specific issue in those properties.

Highlight several properties and click on Go to then Compliance status to show the Compliance
status screen for just those properties.

Exp/imp

| Exp/im .
The button allows the export and import of Property data to or from Excel.

The primary use of the Export feature is to be able extract selected property data to Excel for
further analysis. This can be carried out on an Ad Hoc basis by selecting the records and
information to extract each time. A more permanent export template can be created by saving a
new layout so this can be used time and again. See the Utilities section "Excel Export” on page 121 for
more details on this powerful feature.

The Import option allows multiple property records to be either added or updated at the same
time. This is an extremely powerful way of updating many records at the same time and as a result
should be used with some care. For this to work successfully it is important to ensure that all the
relevant data is added to the spreadsheet first and that it is checked for accuracy before
importing. See the Accounts manual for further details.

Word

The button creates a “mail merge” document using the selected property details. This
can be to create letters addressed to the property or, using the property details, create data
capture forms or information packs. See "Word Link” on page 123 for guidance on setting up and
using templates. There are some sample templates already set up as part of the program.
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Create letters
To create the letters, highlight the properties and select the Word button. This will show a list of
available templates to choose. Property specific Templates begin with PTYLET.

Select the required template and click on Open, this will merge the details of the properties into the
template and create the letters.
L R I B The document can be treated
e e like any other Word document.
It can be printed and saved or
e emailed.

L Mame

[ PTVLet-MasterFields
[ PTVLet-SampleLetter

KeyPrime Property %1 if four or more Properties were
selected an option is provided to

Would you like to merge all the generated word letters in just one Word

document? either generate one document
containing all the letters, or a single
| Y |[ m | document foreach.
Where multiple letters are created a fromeVord s (= 1] <

Creating Word Letter 10 of 28 Property CT5

progress bar is displayed as this can take
some time.

Creating
Stop

Delete

A Property may be deleted if nothing else depends on it, i.e. a tenancy. This is only really expected to
be used if a property was set up in error.

Filters
Filters may be applied to the list of Properties for ease of Filters
A . . .. . Landlards || All
selection and reporting. As soon as the tick is inserted in the e

box then the list will only show those Properties belonging to | [ Landmark Estate Co
that Landlord or Group. More than one Landlord or Group [teme e
may be selected at a time and both filters may be applied

at the same time. Groups [Z][c] A
A
To deselect a filter, click again on the tick box or to return to E:::ﬂ&
the full list tick the All box. [] Flats
[T] In Hand v
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Property Reports

The Report menu shows a list of all the Property related Reports. Double Click on a report to run it.

List of Properties
Criteria for Property List Report Gives a list of Selected, Current List or All Properties sorted by
SesthisRariinn Property code or name with an option to group by Property Type.

(" Selected Properties
" Current List

i i The report can either be run for all postcodes or for a selected
T postcode or part. The report can also be filtered down to

= Prpeity Code properties with a specified manager.

{~ Property Name

Group by Property Type

Post Code
Manager o

The report shows the property code, name, number of units and their type, the current tenancy and
tenant, the annual rent and an annual rent per unit for each.

Property Details

The property details report provides a comprehensive selection of options for reporting on the
properties. This criteria screen is also shown when you edit a property and select Print from the
bottom of the screen.

There are options as to what to include in the report, how to sort it and what filters to apply. Where
pictures exist for the property they can be shown as just the main image or as a gallery of all
images.

Property Rent Book

The Property Rent book will show all the Income transactions linked to the properties for a date
range. This can be in summary or detail and can be further restricted to just show all items or just
rent income information.

Where the report has been run in Detail there is now the facility to drill-down to further information.
If you hover the cursor over the Landlord, Tenant or Property codes it will change to a hand and
clicking on the code will open up the details screen for that Landlord, Tenant or Property. Further, if
you select the Transaction number for an invoice it will dril-down to open the invoice entry screen.

This report, when run in the Property section, will be sorted by Landlord first but within that grouping
it can be sorted by Property Code, Property Naome or Tenancy Start Date. If you want the rent books
to be sorted solely by Tenancy Start then they should be run from the tenancy section which also
has this option.

It is now optional to Group by Property Type instead of this being the default.

Property Notes

The Property Notes report allows all or selected notes to be reported for all or selected properties.
The report may be sorted by Note order, Property code or Property name. When Property Code is
selected there is a further option to sort the notes by Date or note Type.
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The Search string provides Propedy NotesRepor o

the option to display only T ST

notes Cont(]ining Specified (" Selected properties " Note order % Sort by date

text. " Current list (¥ Property code " Sort by type
(¥ All properties (" Property name

If specific Note codes are to
be reported on, then Ctrl Fiter by

. Search string urgent
and Click to select them. ;
Note code AGA Aga Service A ‘

ALAR Alarm Service
BENCH Bench Marking
BOIL Boiler Test
BATIER Bnilar Tune and Metaile =l

Include notes dated  From | 91012021 - To  31/07/2021 -

EIncIude totals for notes valuesé v Include nonactive notes J

| ol |

There are options to show whether to restrict the report to notes with specified dates, and whether
to include any note Values on the report.

The tick to Include non-active notes will add in any note types which have been made inactive.

Market Values

Provides a list of Properties, grouped by type then sorted by code or name, with their Market Values
(if entered), Annual rent and % yield. Also the number of units recorded and the annual rent per unit,
with sub totals for each property type, and a grand total for the report. There is also an option to
include the name of the current tenant.

Property Valuation

Shows all the property values and dates entered in the right hand side of the details section, along
with the annual rent and rent per unit. The results are sorted either by property code or name and
are grouped by property type.

Property Valuation Change
Lists the old and hew amounts and dates for all or selected values listed in the property details
including the new fields added recently. There is also the amount and percentage of change.

Multiple Tenancies
Lists the details of any property which has more than one active tenancy associated with it and
includes the tenants, start and end dates, tenancy types and rent frequency.

Property Margins

Gives gross margins for selected properties over a chosen date range. The gross margins are
made up of rent and other income, less expenditure entered in KEYPrime Accounts allocated to the
property by use of the analysis (property) code. Dril-down is available on this report — see "Property
Rent Book” on page 49.

Time to Collect Rent

This report will tell you how many days it has taken to collect the rent from the tenant for each
property. The summary report shows just the average number of days for all the invoices linked to
the property, whereas the detailed report will list the invoices with the number of days for each
invoice then an average. The report may be run by a date range and drill-down is available.

The Smartview button provides an option to show Time to Collect Rent report as a graph.
Smartview is included by default in all versions of KEYPrime and includes the filters to allow the user
to create much more specific graphs.

Annual Rent
This report gives the scheduled rent due on a monthly basis for the 12 months from the date
entered. Service charges can be included and the report can include properties with no rent. Where
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a demand comes to an end during the 12 months and there is no agreed replacement review, the

current rent will be listed but shown in Blue to indicate it is an assumed amount.

Propertv Annual Rent
For landlord Landmark Estate Co for current list of properties
From 0109/2021 including service charges sorted by nominal code

Nominal Enterprise PropertyCode Sep.2021 Oect202]1 Now2021 Dec.202] Jan2022 Feb022 Mar2022 Apr2022 May1022 Junl022 Jul2022 Aung2022 Total
Landlord LECO Landmark Estate Co

00003 BUNGALOW 1,000.00 00000 100000 1 . ,00000 100000 100000 1,000 00000 100000 100000 100000 12,00000
Total Cottage Rents 1,000.00 1,00000 1,000.00 1,000.00 1,000.00 100000 100000 1,000.00 100000 1,000.00 1,000.00 1,000.00 12,000.00
00024 BULL 0.00 500000 0.00 0.00 5,000.00 0.00 0.00 5,000.00 0.00 0.00 0.00 0.00 1500000
00024 PROP CAT 0.00 630000 0.00 0.00 0.00 0.00 0.00 6.300.00 0.00 0.00 0.00 0.00 1260000
Total Pub Rents 0.00 11,300.00 0.00 0.00 5,000.00 0.00 0.00 11,300.00 0.00 0.00 0.00 0.00  27.600.00
00026 FARM BRIDGE 0.00 6.000.00 0.00 0.00 0.00 0.00 0.00 00000 0.00 0.00 0.00 0.00 1200000
00026 BROOK 900.00 0 900.00 900.00 900.00 900.00 200.00 900.00 200.00 900.00 900.00  10,800.00
00026 DOWER 4,500.00 0.00 0.00 0.00 0.00 000 4.500.00 0.00 0.00 0.00 0.00 0.00 9.000.00
00026 FARM GRANGE 0.00 0.00 0.00 0.00 0.00 0.00 0.00 15,000.00 0.00 0.00 0.00 0.00 1500000
00026 FARM GREY 83333 83333 83333 83333 83333 83333 83333 83333 3333 83333 83333 83333 9.999 96
Total Farm rents 6,233.33  7,73333  1,73333  1,733.33  1,733.33  1,73333 623333 22.733.33  1,73333  1,73333  1.733.33 1,73333 56,799.96

This report can be sorted by nominal or enterprise.

Income Summary
A summary report by nominal code of income for each property with totals and a summary for
each landlord along with a breakdown of Sales and Costs.

Property with No Rent

This report effectively shows properties for which no rent is being invoiced. It may simply be
because they are empty in which case no tenant details will be shown. If the tenancy has come to
an end and has not been ended it will show the tenant details.

The report is run at today’s date and any property which has an active rent demand which either
ends before or starts after today will show in Blue.

Property Voids
This reports the occupancy of properties within a given date range and can be sorted by Code or
Name. There is an option to include, or ignore, properties with 100% occupancy.

The number of days will be calculated by the date range entered and will show the occupancy as a
number and percentage. To report on individual Landlord occupancy, filter the grid by Landlord
and select the Current list.

The Smartview button provides an option to show the Property Voids report as a graph. Smartview
is included by default in all versions of KEYPrime and includes the filters to allow the user to create
much more specific graphs.

Age of Credit/ Age of Debt
Gives an Age of Credit/Age of Debt report by Property. This can be run for All or selected properties
and can be sorted by Tenant or by Property.

Tasks (optional)

This is a report on the Works Manager Tasks from a Property perspective, i.e. the Tasks will be
grouped by Property and then sorted according to the options chosen. See separate module notes
on Works Manager for further details.

Diary Activity

The property Diary Activity report allows all or selected diary activities to be reported for all or
selected properties. See "This report is best produced in conjunction with a filtered list unless all
details are required.

Diary Activity” on page 87 for further details.
EPC Report
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Provides a summary of EPC values for the selected properties. There is the option to show a
Detailed history of previous EPCs as well.
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5. Tenants
E

The Tenants ™27 | section is where Tenant records are set up and maintained. This lists the
Tenants and some details. Further columns may be added by using the Field Chooser — see

"Column Header” on page 6 for more information.
All of your tenants will also be set up as Customers within KEYPrime Accounts.

7N
A tenant with icon has been allocated to a property.

A tenant With@ icon has not been allocated to a property. If the list screen is sorted by Status it
will put all the Not in Use at the top and the rest will be in alphabetical order by code.

To look at specific tenant details double click on the tenant name from the list or highlight it and
select the Edit button.

New Tenant
To set up a nhew Tenant click on the New button from the bottom toolbar. This will open the
Customer details screen similar to KEYPrime Accounts.

1] Tenant = ][ & sl
Customers details
Code ™ | [ Mon-active |&'|
Mame ™ W entries in -
. Landlord * [DEM] Demo Estates Ltd | |
VAT no Group GEM = plier ledger
A e : =
Customer fedger teirecony | |(' |
WAT prefix GB | Registered Type STAN > Both Tedgers
Address Bank Defaults Terms Diary Motes Documents Late interest
Address name Invoice Contact name
Address |- Salutation
Tell fax
Email | =1 Email |
Town e
County Mobile
Post code || Setdefault Acc. ref.
EORI | validate | \Web site |@ open |
New || Save H Remoye || Cancel ‘
D’E Address Mame 7 Contact T Salutation | Addresslinel 7 County | Post Code A7 Phone A Mobile 57 Emiail W Town 2 I
4 b
| Save || Previous || et | Abandon || Exit |

Select the Landlord first then fill in the Tenant code and name. If the tenant was already entered as
a Customer in accounts then by typing in the code the rest of the address and other details will
automatically be filled in.

The link directory is used to provide a shortcut to a folder that contains documents and other
information specific to the tenant; it should have a path that is accessible to all users.

Further details are entered on the tabs:

Tabs

Enter the invoice address and any other defaults required. See the KEYPrime Accounts manual,
Traders section, for further details on Trader tabs.

See "Diary” on page 38 of the Properties section and also see "Notes” on page 40 for further details
on the Diary and Notes tabs.
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The Documents tab will show the list of all documents linked to the Tenant. Further documents can
be added using the red paperclip icon which will show once the tenant details have been saved, or
by drag and drop. Use the Direct and Related button to view documents which were not directly
saved to the Tenant but are related e.g. documents which were saved to the Tenancy or Property.

the Interest Terms Diary MNotes Documents
Interest Charging is an optional module.
. i st Cl v
The details for each Tenant can be Skl
. Default over base 350 %
different so they can be entered and
. Default grace period 2

edited here.
Apply to rent items only
Interest charges item INT2 Interest | |

| Apply to... |
Edit

To edit one or several Tenants, highlight the Tenants on the list and select the Edit button from the

bottom toolbar. If more than one Tenant has been highlighted use the and

buttons to move between them. Click on the Save button to save and exit the screen.

Multi
If the same Note or Diary action needs to be added to more than Muti Add Notes

one Tenant, highlight the Tenants and select the add :uﬁ' ’zdjja: .
Lt L 2 |lenants
button from the bottom toolbar.

The new Note/Diary action screen will appear and once it is saved a new note/action with the same
details will be attached to each of the highlighted Tenants.

There is also an option to Multi update several L3 ‘Multi update Tenants
tenants at the same time with regards to the

Trader Type, Trader Group or Status. Click on the
dropdown menu to select the new status or et ek Settn Bl <D hot dange ¥

leave it as Do not change. s Tttt St T | Not Active -

| e

Change Trader Type To

Import Tenants

If Tenants exist as Customers within KEYPrime Accounts their details can be imported into KEYPrime
Property. Click on Import from the bottom toolbar to display a list of all Customers who are not
already Tenants.

Select the ones to be imported and press the Import button. Their details will then be copied into
KEYPrime Property.

Task

Where Works Manager option is enabled this button is used to create a new Task linked to the
Tenant. See Works Manager module notes for further details.
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Goto

The ! | button on the bottom toolbar is a short cut to the Landlord, Property or Tenancy
screen for the chosen tenant. Select the option to be taken to the open record of the appropriate
type.

It is possible to highlight multiple tenants then use Go to Tenancies List, Properties List and
Landlords List to see the relevant items in those lists highlighted as well.

There is also an option to show the location of the property linked to the tenant on a map.

Go to

Outlook

Highlight a Tenant and selec from the bottom toolbar to export Tenant details into the
personal Contacts list of Microsoft Outlook.

t i Outiook

Exp/imp

The = 57 | b itton allows the export and import of Tenant data to or from Excel. Importing is an
extremely powerful way of updating many records at the same time and as a result should be used
with some care.

See "Exp/Imp” on page 47 in the Properties section for more information.

Word

See "Word” on page 47 in the Properties section for further details.

Filters
Filters may be applied to the list of Tenants for ease of selection filess
and reporting. As soon as the tick is inserted in the box then the list ~ [2"2eras (=11 Al
will only show those Tenants belonging to that Landlord or Group. nnr e
More than one Landlord or Group may be selected at a time and [] Lease Holdings Ltd

both filters may be applied at the same time.

To deselect a filter, click again on the tick box or to return to the full

Groups [ All
list tick the All box. [] Commercial s
Cottages
[]Farm
[] In Hand v
Reports
Reports The Report menu shows the list of Tenant related
Reports. Double Click on a report to run it.
Statements
Tenant Rent Book
Tenant Maotes
Ternant Motes by Tenant
Payment Record
Contact List
Screen List
Addresses
Tasks
Diiany Activity
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Arrears
Gives an Age of Debt report either for rent items or all items. This report is similar to the Age of Debt
report found under customers in KEYPrime Accounts.

Statements
This produces a Statement for all the Tenants of a specified Landlord for the date range entered.

The layout of the Statements is set within the Landlord preferences and can be customized e.g. to
add a column to show invoices OnHold. See the Landlord section "Preferences” on page 25. Each
Landlord may be set to a different statement layout.

Tenant Rent Book
The summary version lists the opening and closing balances, invoices and receipts for each Tenant.

The detailed version gives a list of all rent demands for each Tenant for a date range. It is totalled
by property if the tenant is linked to more than one property. It also shows the date paid.

It may be run for rent items alone or all items.

Tenant Notes
Gives a list of the notes that have been attached to Tenants. Various criteria for the report may be
set:

Sort by the Date of the notes or by Type. Siitenaior] enant Notes Bsport =

Create report using

& Selected Tenants)

Filter by Landlord or select All. - Caren s

(" All Tenants

Search string — a few letters of a word may be —
typed here and all instances of this will then be <
listed in the report. srer

Landlord ALL &5

Choose either a single note code or a selection S xe
H H . . . Note Code ACT Activity Carried out by tenant ~
of codes by highlighting them using the shift or AGENT: | Agerk Dol :
1 H CEC Electricity certification
ctrl key and mouse. If nothing is selected then | oer Sepercerse
| poe Date of Birth s

All note codes will be reported on.

Include Notes Dated  From - T0

¥ Include Totals for Notes values Include Hon Active Notes?

J cement |

A date range can be used and Values may be included if required.

Tenant notes by Tenant
This is similar to the Tenant Notes report but it is listed by Tenant.

Payment record

This report will tell you how many days it has taken to collect the rent from the tenant for each
property. The summary report shows just the average number of days for all the invoices linked to
the tenant, whereas the detailed report will list the invoices with the number of days for each
invoice then an average. It also gives an Annualised Risk.

Contact list
This produces a contact list for the selected Tenants. This includes the code and name of the
Tenant along with their landline and mobile phone numbers, email address and fax number.

Screen list
This will print the list of Tenants as presented on the screen including those that need to be scrolled
down for viewing.

Addresses
This report lists Name, Address, Phone Numbers and other details of the tenants.
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Tasks
See Works Manager module notes.

Diary Activity

The Tenant Diary Activity report allows all or selected diary activities to be reported for all or
selected tenants. See "This report is best produced in conjunction with a filtered list unless all details
are required.

Diary Activity” on page 87.
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6. Tenancies

The L™= | section is where Tenancy Agreements are set up and maintained. A list of existing
Tenancy Agreements is displayed with summary information on the grid. As with all grids you can
choose which additional information to show or hide by adding or removing columns - see Field
Chooser in "Column Header” on page 6 for more information. You may sort or filter the list on any or

several columns and you may search for values in all visible fields or specific columns.

Anicon is used to show the status of the various tenancies as follows:

L
Shows a tenancy agreement is in place.
Shows an inactive Tenancy.

L)
Shows a tenancy without a current rent demand.

Individual or multiple tenancies can be edited by selecting the record(s) in the list then choosing edit.

New Tenancy

To add a new Tenancy click on the New button on the bottom toolbar. This opens the entry screen.
This screenis a little unusual in that the tabbing sequence is not in the same order as the fields. This
is because the same screen is used to enter and display Tenancy details and the order of the
screen is to better display information for ongoing use. On first presentation you will see that there
are 5 Mandatory (yellow) fields to complete.

Tenancies =R EEEExE

Code Mon active Property 1 | | R |m! Landlord il

Mame ¥ Tooltip Tenant | I+ Link directory Jimis | |

These are starting from the right (and most important):

Landlord The owner of the property and/or the person to whom any rent or income is to be
paid. This is the link to the accounts. The cursor does not default to this field when
entering d hew tenancy as selecting the Property will also enter the Landlord.

Property The Property that the tenancy is for. If the Landlord has been entered already the
list of property codes will be restricted to properties for that Landlord. If no
Landlord is entered, selecting the property from all those available will also enter
the landlord. The list of properties has a field to show the VAT status of the
property to ensure the correct VAT code is used on the demand.

Tenant The Tenant named on the tenancy. This will be linked to a customer ledger in the
Landlord Accounts. Only one Tenant can be selected on a Tenancy, however, this
can represent a ledger for a number of actual tenants.

As with property, selecting a Landlord will restrict the list to Tenants for that
Landlord, whilst selecting a Tenant without any other information entered will also
set the Landlord.

Code This is the unique tenancy code used to identify the agreement. KEYPrime has 3
default options for creating this code — see "Settings” on page 10.

The options are:

- Tenant code/Property code
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Tenancy

Non-
active

Tool Tip

Phone
numbers

Link
directory

- Property code/Tenant code
- None

The first two options will automatically complete the Tenancy code using the
Property and Tenant codes. Where a tenancy code already exists, e.g. a new
tenancy agreement for the same tenant/property combination, the
manufactured code will be appended with 1, 2 etc. so it is unique. A warning will be
shown if a duplicate tenancy is entered with the option to see the current tenancy
or continue creating a new one.

Where None is selected a unique code must be entered manually.

The code may be overwritten before saving. Once saved it can only be changed
through the code change utility in Admin. It is not advisable to manually change
the Tenant or Property part of the code if using the Automated code options. Code
change on Tenant and Property both have the option to update the Tenancy
code at the same time. This can only work where the current Tenant or Property
part of the code matches.

This is the name of the tenancy which defaults to the Property name; this may be
overwritten at any point as it is for information only.

When ticked this indicates that the Tenancy is not active. If you make a Tenancy
non-active this will net remove any outstanding diary actions or demand
templates.

To clear outstanding Diary actions and stop any more demands being generated
for a tenancy you should use the End Tenancy option (see later) or process the
TEND diary Action.

Tenancies may only be deleted once they are nonactive.

This option shows information about each

de Mon active Property Beadi

field in a speech bubble next to the field. me  Beadingham Road 25 ViToolth  Temanmt  prpe
Once you have entered a few tenancies and o v | Erterneend aote otre tenancytrimoun. |
el i Ifno end date is entered then no reminder ="
no longer need these hints, remove the tickto | wms i s e
stop the messages appeadring. You may turn Siart date |
. nds « | Endtenancy |
tool tips on or off at any stage. -
Tenancy type 50 Service Occupancy ‘
Tenancy end notice 12 Months

There are 2 fields for Telephone numbers. The top one is for the Property phone no.
and the bottom one is for the Tenant phone no. If the top one should also show

the Tenant phone no. use the O automatically add it.
The link directory is used to provide a short cut to a folder that contains

documents and other information specific to the tenancy; it should have a path
that is accessible to all users.
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Having entered the Tenant and Property you may now enter the terms of the Agreement:

Code  LODGE/SMITHC Monactive  Praperty LODGE Thelodge | w | B || Landiord AME Landmark Estate Co | . |

Mame | The Lodge Tool tip Tenant | SMITHC Chris Smith ‘R Link directory [ | 2|

Demands Charges Documents Late interest
Terms Review

Start date 01/04/2021 b Review type -

Ends > Interval between reviews Manths
Tenancy type | = Mext review with effect from
Tenancy end notice 0 Months Notice of review Manths
Enforce end date Mo ¥ Mext review meeting date
SErvice occupancy
Depaosit held 0.00

Terms

Start date The start date of the agreement; this cannot be left blank. Where the start date is

in the future an active TSTART Diary Action is created. Where the Tenancy start
date is in the past a completed TSTART Diary Action is added for the tenancy, this
will also appear in notes.

End Date The End Date of the Agreement. Where this is indeterminate this can be left blank.
Where the tenancy is an Assured Short hold Tenancy type this date should be the
end of the Agreement. The tenancy will be allowed to continue to roll on beyond
that date provided that the Enforce End date is set to No.

Tenancy Use the browse button to select one of the user definable Tenancy types. Types

Type may be used to group Tenancies and also set defaults such as Enforce End Date,
whether it is a service occupancy and what type of review. The defaults may be
changed when entering a new tenancy.

Tenancy End This is the number of months’ notice that must be given when a tenancy is going

Notice to end. It will create a Diary Action for Tenancy End Notice; the date on the diary
action will be the number of months prior to the End date of the tenancy. Where 0
months is entered no diary action is created. Where there is no end date on the
tenancy no Notice can be set.

EnforceEnd When set to NO demands may be produced beyond the end date if it has been
Date entered. When set to YES demands will stop processing at the end date, therefore
an End Date must have been entered on the Tenancy.

Service Identifies Tenancies where no rent is being charged. These Tenancies are only

Occupancy charged Service Charges or other utility bills. Ticking the option will disable the
Review and Rent Demand information fields as these are not required on this type
of tenancy.

DepositHeld A value field in which to enter the total value of any deposits held for the Tenancy,
for information purposes only.

Reviews

Review type Formal: When you process an existing review this will create future reviews
automatically, based on the Interval between reviews.

Informal: Will not create future reviews when processing existing reviews; you will
be expected to add these manually.

None: No reviews included on this Tenancy.
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Interval Minimum numlber of months between reviews; used to determine the date of the

between next review when processing an existing review.

reviews

Nextreview The date from which new rent set will take effect; this is the calendar date of the
with effect change and does not to have to coincide with a rent period start date. Where the
from change falls on a date that is not a rent period start an adjustment amount is

added to the demand either before or after the change date, often referred to as
the official Rent Review date.

This will default to the Start Date + Interval between reviews. If it would be in the
past, then today’s date is entered by default.
Notice of How many months’ notice to be given that a Review of the rent is due. This will add
review a diary action for the review notice at the number of months prior to the Next
review with effect from date. When set to 0, no diary action is created.
Nextreview The date on which you wish to agree the rent review with the Tenant or their

meeting agent. This is the discussion date and not the date that the rent changes. If set to

date the same date as the Next review with effect from date, no diary action will be
created.

Rent If rent is to be increased by a specific percentage then enter it here. When the

increase % review is processed the % can be applied to automatically update the value of the

[Description  rent by that amount.
Having completed the terms and reviews section, the details of the current rent and coding needs

to be entered, except in the case of Service Occupancy.

Further information on Reviews
A review history is shown at the bottom of the Terms/reviews section. Reviews may be added,

edited or removed here.

I Mew (i Edit [|  Remove |
A Date A Status W Effective A Annual rent™ " Adjustment W Planned W Bemand no. W
b 09/09/20107 Historic 09/08/2017 4560.00 000 0
09/09/2019 Current 01/09/2019 456000 000 114
01/10/2021 Future 01/10/2021 5000.00 -34.00 o 0

Reviews are either Historic, Current or Future. There can only ever be one Current review on a
Tenancy and this is the review that has set the prevailing rent and is linked to the current demand.

It is shown in Blue font to distinguish it.

Review Whether the reviews are
e tie S = Formal or Informal the current
= review will influence the date
Interval between reviews Maoniths . . .
in the Next review with effect
Mext review with effect from 01,/04/2022 - from field
Matice of review 1 Months
Mext review meeting date 01/03/2022 b

Future reviews can be created automatically if the Tenancy is set to Formal reviews, in which case
a TREVIEW diary action will be created. However, you may add as many Historic or Future reviews as
you wish by choosing the Add option on the Terms/review tab. For further information on
processing the TREVIEW diary action please see "Processing the Next Review” on page 70.

Demand links to reviews
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Reviews which have been agreed can be linked to Demand templates. This happens automatically
when creating the new tenancy. It also occurs when processing the reviews through the diary or on
saving when setting the review to Agreed.

On the Reviews list the Demand No. is shown against the review that it is linked to. Colour is used to
indicate the status of each demand: those which have completed processing and are no longer
active show in red, the current review linked to the current demand is shown in blue, whilst active
demands linked to future reviews show in black.

It is worth checking if the font colour of the demand does not match the status of the review.
Changing the rent on a review will not update the linked demand; likewise, editing the rent on the
Demand template will not update the review. This is because you may have split the total rent on to
more than one item line and so this is not practical to identify.

Attaching Demands
Should you need to add a different demand to a review this can be Create New Review
done by right clicking on the review. The menu shown allows you to SEEaEn
Create a new review, Edit a review or Delete a review.

Delete Review

Attach Demand Template

It also allows you to either Detach or Attach a demand template depending on whether there is
one attached already. By selecting “Attach Demand Template™ a list of Demands relating to the
Tenancy is displayed. If the demand is attached to another review it will be detached from that one
first.

Multi update Reviews
Several tenancies can have their reviews updated at the same time using the Multi button then
Multi Update Next Review Details. See "Multi Update Next Review Details” on page 76 for more details.

Demands
Chary Motes Accounts Terms/reviews Charges Documents Late interest
Curmrent rent Demand defaults
Annual amount 0.00 ltem |
Frequency Manthly - Mominal |
Amournt per demand 0,00, Round Enterprise [
Advance arrears Advance * Analysis LODGE The Lodge |
Reminder to split rent VAT |
Hed cenierion ot el 2 S At processing D% Printed demands are required
Current demand final period end | 31/03/2022 >
Footer
Method of payment Cheque -
Pay to Landmark Estate Co -
Current
Rent Shows the details of the rent currently being charged for the tenancy.
Annual The annual rent charged which may be entered here or is calculated from the
amount Amount per demand and the multiplication factor of the frequency. Where the

value is entered here it will calculate the Rent per demand figure. If the frequency is
changed the Rent per annum figure is updated.

Frequency The frequency that the rent is charged. This can be one of the system default types
of Monthly, Annual, Quarterly etc. or from the list of User defined frequencies that are
maintained in the Admin section. User defined frequencies are for dates such as the
Quarter days that are on unconventional calendar dates. See "Frequenc” on page 18.
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Amount
per
demand

Advance
or Arrears

Reminder
to Split
rent

Next rent
period
starts

Current
demand
final
period end

Method of
payment

Bank to
credit

Date next
credit due

Pay to

Demand
defaults

How much rent is charged on each rent demand, net of VAT. Rounding differences
may occur depending on frequency and rent entered. The Round tick box allows for
rounding of the Annual rents based on period rents. When setting the amount per
demand this can be different to the annual amount divided by the frequency; with
the Round option selected it no longer forces the calculated value to be used so it
can be overtyped. Where the difference is greater than 1 a warning message is
shown.

Whether the rent is invoiced at the beginning or end of each rent period which will
be determined by the terms of the agreement; this will set the processing date for
each demand.

This indicates that when creating the rent demand the rent needs to be split onto
more than one line on the demand, for example, where part of the rent attracts VAT,
but part does not. This field acts as a reminder and there will be a prompt when
adding the demand template.

The start date of the next FULL period of rent. For example, if a new tenancy starts on
the 15" of the month but the policy is to always raise rent invoices from the 15t of the

month, this field will show the 1*t of the next month after the tenancy start. There is an
option to raise an invoice for the initial period when you save the tenancy - see later.

This is the end date of the current demand. If no review has been run to create a
new follow-on demand, then this demand can be rolled over to ensure that no rent
period is missed being invoiced.

Shows the expected method by which the rent is paid. It uses the Payment Methods
set up in Admin — see "Payment Types” on page 17.

Although you may set up your own Payment Methods in Property, these will be
changed to Direct Credit method when creating an invoice in Accounts. Standard
payment methods will be the same in both.

If the method of payment is set to Auto Receipt this means that when the Sales
Invoice is created, a Sales Receipt clearing the Invoice will be produced as well. In
order to do this, additional information is required: firstly we will need to know which
bank to credit with the receipt.

For Auto Receipt this is the date for the sales receipt to be created when processing
the demand. This can be on any date before or after the invoice date. If the Receipt
date is before the Invoice date a warning is given just in case this is wrong.

Method of payment Cheque -

Pay to TestProperty -

When Cheque method is used there is an option to set who the cheque is to be
made payable to. This can be either the Landlord name, the Property Company
name or can be over typed with something else. This information is shown on some
Invoice layouts to indicate to the tenant who to pay.

The defaults to use when creating the demand template for a Tenancy.
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Item

Nominal
Enterprise

Analysis

VAT

At
Processing

Footer

The main Item code for the rent charged which will provide the Accounts coding.
Browse will open the list of rent type item codes set up for each landlord. New Item
codes can be set up if required. Only one item can be set as a default on the
tenancy, and it must be of Item type Rent. See the Accounts manual for more
information on Items.

Rent can be split across more than one item when the demand template is
produced.

The Nominal code to be used on the demand; this will default to the nominal on the
item, but it can be overwritten if required.

The Enterprise to which the rent for this tenancy is to be credited. This will be taken
from the Property code, if set, or it can be left blank.

The Analysis code in the accounts to which the rent will be credited. By default this is
the Property code which is linked to an Analysis code. It can be different if required
but this is not recommended as it can be confusing when running some reports.
The VAT code for the main part of the rent, again this will default to that of the Item
code but can be changed.

This is the number of printed copies of the Rent Invoice to be produced when
processing demands. Where this is set to 0, no printed invoices will be generated
when processing demands for this Tenancy.

When set to more than 1the program will generate a report for each number so
that there will be a report with one copy of the invoice for all Tenancies that need 1
or more, a second report with a single copy for those with 2 and so on.

Where the rent invoice is emailed, setting this option to 2 printed demands will
email the first demand, and then print a report for the 2"® so you can keep a copy.
When re-printing Rent Invoices you will need to select how many copies to produce.
Text to appear in the footer field of the Rent invoice generated from this tenancy.
Will default to the text entered in the Landlord, Preferences section. See
"Preferences” on page 25. This may be customized for each Tenancy or left blank.

When all the required fields have been entered you may Save the Tenancy. If you select the
dropdown arrow on the Save button there are 2 options for saving:

Save and continue will save the Tenancy but keep it open so that other information can be added.
Save and Exit will save the Tenancy and return you to the list of existing tenancies.

If you just press the main save button it is the same as choosing Save and Exit from the drop down.

Before the Tenancy is saved it will ask if you wish to create the Rent Demand Template. This will not
occur if it is a Service Occupancy Type.

Key Prime . %X| The Demand is the template from which rent invoices are
created. If you are going to produce rent invoices you will

0 Royolwantiocteatca demand for thiicnancy’ need to click on Yes. This will display the template for you

to validate and amend according if necessary e.g. for
| Yes | | Mo | Sp"t rent.

Once the demand template has been saved there is another prompt asking if you wish to produce
an Initial Invoice.

Would you like te create an initial Invoice for the Tenancy?
The invoice will be posted straight to the accounts,

Key Prime | x| Thisis a one-off invoice which is used for
anything that requires invoicing at the start of
the Tenancy, for example, the first part period
rent, Document and Inspection Fees and

| Deposits.
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Where the Start date of the Tenancy is not the same as the Next rent period starts date the initial
invoice will have the pro-rata rent, based on the Annual rent/365 x the number of days, and will use
the Demand defaults for item, nominal etc.

You may add new lines for the other items or split the rent according to need.

When adding a line for a Deposit to an Invoice, please use an Item of type Deposit (particularly
Client Accounting users who charge a fee on rent invoices). ltems of type Deposit can only be set in
Property.

Demand templates that have been created will show in the Demand section of both the Tenancy
and the Demand processing section of the program.

S

indicates the rent is to be charged in Advance.

>y

indicates the rent is to be charged in Arrears.

e

indicates this is a seperate demand for Service Charges.

The Current demand updates the details of the tenancy when it is processed so it is important that
it exists and is identified. It will show with a blue font, and only one demand can be current at a time.
Where the current demand is NOT showing the blue font this could be for a number of reasons:
either the Current box on the demand is not ticked, the Item code does not match the Tenancy or
the default ltem has not been set to Rent type.

Rent demands can be set up to an alternative tenant if required, i.e. if someone other than the
actual tenant will be paying on their behalf, for example, a Council.

- A warning icon oppeors next to the Tenant
- @ o e Gy ot field. A message ‘Selected Tenant is different
to the Tenancy Tenant’ will show if you hold
the mouse over the icon.

ey — =
| Selected Tenant is different to the Tenancy Tenant L |

New/Edit/Remove

It is possible to add a Demand template to a tenancy without processing reviews. This may be for a
supplemental recurring charge that is linked to the Tenancy or it may be that you wish to set up
future Rent Demand templates in advance of the reviews. A number of warning messages are
displayed when adding Demands outside of Review processing.

Demands may be edited but use this with caution. For instance if the frequency is changed on the
current demand then you are given the choice whether to change the frequency on the Tenancy
as well. If you change the rent on the Demand this will NOT update the tenancy or the current
review, and vice versa.

Demand Templates may be removed by selecting the demand and clicking the Remove button or

| Include non active demand templates

W MNetAmount | VAT Amount W Ends T Mo, ¥ PropertyMame w

Annual RENT_SH - Annual shooting rights at Fen Farm 1680.00 ng at Fen Farm

Annual RENT_SH

1700.00 340,00 28/02/2021 128 Shooting at Fen Farm

» ik 01/03/2021 Annual RENT_SH 300000 AnnDD 28/02/2022 143 Shooting at Fen Farm

Create Mew Demand Ternplate
Edit Demand Template

Remove Demand Template

Attach Demand Template to Review

Where a Demand template has been used to generate an invoice, i.e. processed, clicking on
Remove will only make the Demand Non-active as it holds information essential to the tenancy.
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If the Demand has never been processed it can be completely removed and there is no trace of it
except for a gap in the demand number sequence.

Should you need to restore a Non-active demand, tick the Include non-active demand templates,
select the demand, right click and select Restore. Or when you highlight a hon-active demand the
Remove button changes to say Restore.

| e || Edit || Restore | W Include non active demand
@ “{Process Date 7 Freguenc | ltem Code 7 Description W Met Amount WY VAT Amiount | Ends S M. 57 Pro
» fﬁ; 01,/03/2020 Annual RENT_SH Mr & Partridge - Annual shooting rig 00 28/02/2020 105 Shy

Create New Demand Template

L'ﬁ 01,/03/2021 Anneal RENT_SH Mr A Partridge - Sporting Income 128 She

. Edit Demand Template
'% 01/03/2021 Annual REMT_SH Mr & Partridge - Sporting Income 143 Sh

Restore Demand Template

Charges

This section is used to record charges other than rent that are linked to the Tenancy. These may

include such things as Service Charges, Insurance, water, gas, electricity or sewerage recharges.
They may be fixed or variable amounts and quantities.

They may be included on the Rent demand template or as a separate Service Charges demand

template.
Diary Motes Accounts Terms /reviews Demands m Documents Late interest
Mew H Edit H Remove Include histarical
j§ Billing date % Freguency W ltem code = Description 7| Quanti | Unit price™  Amount 57 Started W Ends | Demand no. W Onrentdemand 7 Add perioddates &
3 EDUDS-’ZCZO Maonthly REPREG Manthly maintenan 1 75.00 75.00 01/01/2020 311122020 180 v
01/05/2020 Monthly GARDEN Garden Maintenanc 1 50.00 5000 01/01/2020 31/12/2020 180
01/07/2020 Guarterly  PARKING Parking Permit 2 850 17.00 01/01/2020 31/12/2020 180 7
01/10/2020 Guarterly WATER ‘Water consumption  1.00 1.37 1.37 01/01/2020 01/012116 226 v
01/10/2020 Quarterly  WATERSC Water standing cha  1.00 5.21 521 01/01/2020 01/01/2116 226 7]
31/12/2020 Annual REPBAL AW Maintenance re 1 0.1667 017 01/01/2020 31/12/2020 186 v
. .
Setting up Service Charges
Service Charge - O x
H H INSURE Building Insurance
Click on the New button to start with et < ==
H H H H . Quantity z] Price 25.00
and this will bring up this screen:
Value
Include on current demand?
Demand numiber A | clear J
Frequency Manthly | Annual 300.00
Start date 01,/01,2021 - Erds "
Mext period starts 01/01,2021 - Ends 31/01/2021
Eilling date 01/01/2021 o
Description Building Insurance
Ledger text Building Insurance|
Automatically add the period 7
dates to the demand details?
==
Item The item code for posting the service change to the accounts; this item code
must be of type Reimbursement.
. . . . . . .
Quantity The quantity on the Service Charge invoice. Use 1if the Quantity changes

each time or you do not have a set quantity. Negative quantities are allowed
but Service Charges will always be on Sales Invoices.
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Price The price of the service charge. This will override any value set on the item
and may be negative if a rebate is needed.

Value This is the product of the quantity and price and is a calculated field that
cannot be changed.

Include on Indicates whether the service charge is to appear alongside the rent on the

current Rent Invoice.

demand?

Demand The Demand Number that the Service charge appears on. If not the Rent

number Demand this can be another Service Charge demand, or it will create its own
Demand when saved.

Frequency The frequency with which the Service Charge is invoiced. If the service charge
is included on the rent demand, then this frequency may not be more often
than the frequency set for the Rent. It may be less frequent if required, e.g. the
Rent may be charged Monthly, but the Service Charge levied Quarterly. If this
is the case the service charge would appear on every third Demand invoice.

Start date When the service charge first starts, normally the beginning of the tenancy.

Ends When the service charge is to end permanently. May be left blank.

Next period The beginning of the next period for which the service charge is to be levied.

starts This value is updated when the service charge has been processed.

Next period The end date of the next period for which the service charge is levied; is

ends calculated from the Next period starts date and the frequency.

Billing date The date on which the service charge is actually levied. This heed not

Description

Ledger text

Automatically add
the period dates to
the demand details?

coincide with the start or end date of the period, but it will update on
processing to the next date in the sequence of the frequency, e.g. gas for
quarter Jan-Mar may have a billing date of 01/04. Once processed this will
update to 01/07.

The description will appear as the text on the Invoice. This can be as long as
needed and include carriage returns (using Ctrl + Enter) in order to space out
the text and, if necessary, show blank lines on the invoice.

An abbreviated text of up to 25 characters in length used to describe the
sales information on the Accounts transaction reports.

Tick this option to add the period start and end dates to the
Description and Ledger Text when the invoice is processed. Where this
exceeds 25 Characters in the ledger text this is truncated.

On saving the Service Charge, if it is not to be included on another demand already set up, then you
will be asked to create a Demand Template.
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Key Property | x || select Yes and this will
display the template so that
it can be checked then
Saved.

Service charges must be linked to a service charge demand. Do you
want to create a service charge demand now?

| Yes | | No |

Select No and the service charge will be saved on the tenancy but it will not be charged until linked
to a Demand.

Like the Rent Demand, a Service Charge demand template can be set up using an alternative
tenant to the one listed on the Tenancy, i.e. someone other than the actual tenant is responsible for
this charge.

Editing Service Charges
Service Charges may be edited by using the Edit button. They may also be deleted with the
Remove button.

When a Service Charge has been processed up to its End date it is set to Historical, i.e. Non-active,
so it will no longer show in the list of active Service Charges.

vi .;

To display Historical service charges tick the “lbox. Likewise if the Demand Template is
only for that finished Service Charge this will also be set to Non-active.

Linked to Current rent demand

A Service Charge may be linked to the current Rent Demand even where the rent will change
before the end of the service charge. These charges will be linked automatically to the new rent
demand when that is set as the current demand.

If the next Current rent demand is created without processing the review it may be necessary to
link the Service Charges manually to the Current rent demand.

Warning messages are provided when creating new demands where Service charges are
detected on the Current rent demand.

Multi add Service Charges

Service charges may be added to multiple tenancies simultaneously using the Multi button from
the bottom toolbar on the Tenancy list screen.

They can be added as long as all the Tenancies use the same set of accounts (so that the same
ltem code can be used) and that all the details are the same. Tick the Create Demand box if new
service charge demand templates are to be created for each Tenancy at the same time.
Alternatively, each Service Charge can subsequently be edited and linked to the appropriate
demand on the Tenancy.

Diary
The Diary tab shows a list of Diary actions for the selected tenancy. These actions are specific to the

selected Tenancy but are also included in the main diary section of the program along with all
other diary actions.

Tenancy diary actions come in 2 forms, those automatically generated by the program relating to
dates and activities on the tenancy (fixed actions), such as Start and End or Reviews, and those
created by the user such as periodic inspections.

07/04/2021 CEC Electricity certification testing and checks WMOD13 MILLE
‘ 01,/04/2021 ELECT Emergency fix for squirrel damage in loft: tenant without p  WMD013 MILLE
. 28/04/2021 GASCERT CORG| Gas certification WM10051 MILLE
02/10/2021 MET Meter Reading Required Windmill Cottage MILLE
01/10/2021 TREVIEW Date of the next review Windmill Cottage MILLE
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You may not remove the fixed diary actions; however, you may choose whether or not to show
completed actions on the screen.

Fixed Diary Actions
Tenancy Diary Actions include special Fixed Action Types that are managed by the program as
they are strongly linked to the Tenancy details. Fixed action types are as follows:

Code Name Behaviour

TSTART Tenancy Start  The start date of the tenancy. If the date has passed when the
date tenancy is created this will automatically be created as a

completed diary event.

TREVNOT Tenancy Diary action to send out the review notice based on the period of
Review Notice  notice and the review date. If the review notice is 0 this diary
date action is not created.

TREVM Next Review Date when the meeting to discuss the rent review is to occur. If

Meeting date  this is set to the same date as the Review with effect from date
no diary action is created.
TREVIEW Next Review The date on which the new rate of rent is due to begin. This diary
date action is created from Reviews on the tenancy and must be
processed to create the new rent demands and update the
tenancy.
There may be multiple review diary actions depending on how
many planned future reviews are set on the Tenancy.
TENDNOT Tenancy end Where a tenancy has an end date, and the Notice of end is not 0
notice date a diary action is created. This is a reminder to send out the notice
that the tenancy is going to end. The date is deduced from the
End date less the notice period.
TEND Tenancy End The end date of the tenancy. Process this diary action to end the
date tenancy, this will also clear uncompleted fixed diary actions,
unprocessed rent demands and assist in raising the final invoice.

Process Diary Actions

When the actual diary activity has been completed you may either Process it or Edit it. To save time
use PROCESS so the Completed field will be ticked for you; you are still able to edit the information
on the diary action. The action will still be displayed on screen when Include completed actions is
ticked.

You can also EDIT the action, amend the details, add extra information, tick the Completed box and
enter the completed date.

The diary action details will be saved and it will no longer show in the Diary as uncompleted,
however, it will now show on the Notes tab of the record.

Follow Up

Where an action code has a Frequency set on it you will be offered the option to create a Follow Up
action. The follow up will use the action code and details from the original record. The next due date
is calculated from the completion date and frequency. Both the description and due date can be
amended if required.

The exception to this is the case of the Fixed Action types. TSTART will be marked as completed as a
tenancy can only have one start date. TREVNOT and TENDNOT will be marked as completed with no
follow up. These two diary actions will automatically be removed if the linked review or tenancy end
diary actions are processed.

TREVM the review meeting date, will be marked as complete with no follow up created.
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TREVIEW Tenancy Review when processed will start a chain of events which are as described
below:

Processing the Next Review

The processing of the Review is a formal procedure which updates the Tenancy and the Demands
and will also create the follow up review information. It is the preferred method of keeping all details
up to date and managing ongoing tenancies.

Once you have selected Process then click on Save on the next screen. Once you have Saved the
first screen it is not possible to Abandon, so please be sure you have all the information you need
before starting. If you do have to Cancel from the Details of Review being processed screen you
will need to remove the review and then add another one to reinstate the diary action.

Processing
Highlight the TREVIEW  [IESEEESS = i
diary action either in for &
Tenancies Diary tab e ‘
. . Action E I am|
or in the Diary screen : :
Subject Mext Review Date
and click on the Deials  Date of the next raview

Process button.

Value 000 File |« | @]
AssignedTo Anyone - Created By
V| Completed | 16/02/2022 d Calendar Calor 0,255,255 ¥

| wora || ouwlook || Email || Documents cancel || Bar

If necessary change the completed date and any other details before pressing Process. You will not
be able to cancel the process beyond this point.

Enter the new Y& Existing review details — O X
Current Information
rent amount and :
() Planned (@) Agreed
Tenancy type: Assured Shorthold Tenancy
check all dates Review Future - ;
Rent charged in Advanced
etC C] I"e CO I’I"eCt Heyteod b Q1110 T Reviews: Formal every 24 months with 2 months notice
Ap p Iy t he d efo u It Mew rent effective from 01/01/2024 bt Current review: Agreed: 01,/01/2022 effective from 01,/01/2022
o . . Annual rent 1230000 Current annual rent: £12000.00
% rent increase if
Rent per demand 1,02500 Current rent per demand: £7000.00
requ I red' que Rent increase % 250 Apply Tenancy started: 01/01/2022 with no end date
thls to Complete First demand to be charged at new rate Current rent demand number 257
the d iq ry a CtiO n Period start date 01/01/2024 = Next rent period starts - 01/01/2022 next processing date - 01,/01/2022
. Frocessing date (advance) 01/01/2024 2
and bnng up the o End date: 31/12/2023
Adjustment amount o0 @
D eman d Current review related diary action details
. . Diary Details for this review
te m p |ate |f one iIs Start date: 01/01/2022 Due date: 01/01/2022 Completed date: 01/01,2022
Date of the next review Dite v the et i
ate o) review
needed.

Save | Cancel
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Save the demand and the New ¥ New followup review details

followup review details screen will show

the dates for the next review. These can @ Panoal. L) Bioreet

be amended if necessary and the next it Future i

new rent amount put in if known. New rent agreed on 01/01/2026 *
New rent effective from 01/01/2026 b
Annual rent 0.00
Rent per demand 000

Whether you add a new review from the Terms/review tab, or process the TREVIEW diary action, this
New Review screen will show the information for the current review as well so you can refer to the
current situation easily:

Planned/
Agreed

New rent
agreed
on

New rent
effective
from

Annual
rent

Rent per
demand

Rent
increase
%= Apply
First

demand at
new rate

Adjustment
amount

Whether the rent amount entered is Planned by the Landlord or has been Agreed
with the tenant. If agreed, a rent demand template may be created to reflect the
new rate and date of change.

The date on which the new rate of rent was agreed with the Tenant or their agent.
You may have more than one review with the same date, for example, if you have
agreed a staged rent increase.

The date from which the new rate of rent will be charged.

The annual rent amount that has been agreed. We use annual to be consistent
across all Tenancies.

This will be calculated automatically from the annual amount and frequency. You
may enter the demand amount here and it will calculate the annual amount.

If a percentage rent increase has been entered in the tenancy details this will show
here. Apply can then be used to calculate the value of the new rent amount.

This is the first processing date of the new demand that includes the new rate of
rent.

It is possible that the processing date of the new demand is not the same as the
New rent effective from date. An adjustment amount for the days in between
can be calculated and included on the demand. This could be negative if the
next invoice covers some days at the old rate.

The calculation of this figure is based on the Difference in rent/365 x the number
of days affected.

Days affected would be the number of days between the dates, i.e. between 1
and 31 of the month would be 30 days.

Once completed press Save. You may create the new Rent Demand template using these details
and amend if necessary.
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Overlapping Current rent demand

If you have had to process a demand beyond its KeyPoperies wpe . T e
expected end date and rolled it over, the new : _ .

. Lo &) The new derand is overlapping with an existing current demand, Do
demand will overlap the existing current rent BB you Weh to remavs the basting Demand?

demand. You will be asked if you wish to remove the
existing demand.

We recommend saying Yes to the message.

Yes will mark the existing demand as completed and make the new demand template the Current
Demand.

No will leave the existing demand template, which you will need to decide what to do with as it
overlaps the new demand. The new Demand template will be created but you will not be able to
make it the Current demand until you have removed the tick from the old one.

In either case the New demand template will be shown using the tenancy defaults. Change the
description and add any extra item lines if required, particularly in the case of split rents.

Where service charges exist on the tenancy you will be warned about these if they are on the
existing demand. Where the new demand is marked as the current demand these will be added to
the template automatically.

Not Overlapping

Where the new demand does not overlap the current rent demand, the template will be displayed
without a message. You may make any necessary alterations to description and item lines.

You will not be able to set the new demand as the Current rent demand; this will happen
automatically when processing the existing Current Demand for the last time. Any service charges
attached to the Current rent demand will transfer to the new demand template at that point.

Follow up Review

Once you have saved the new demand template, a check is made to see if the Tenancy has formal
reviews. Where this is the case a follow up Review screen is shown using the interval between
reviews to calculate its Rent Effective From date. The details can be amended or simply saved. This
will add a new diary action for this Future review and a Review Notice action if required.

Where reviews are set to Informal or None, new reviews will need to be added manually through the
New option on the Review section.

Processed Review

Where the processed review is linked to the Current rent demand, it will be set as the Current review
and the detail of the tenancy will be updated accordingly. The old review will be marked as Historic
and the linked demand will be made non-active and shown in red.

Where the demand created was not the Current rent demand the review will remain as a Future
review, although it will be marked as Agreed and its diary actions will be completed. Once the new
demand becomes the Current Demand (when processing the existing Demand for the last time)
the review record will change from Future to Current and the tenancy details will update
accordingly.

It is possible to process all reviews in advance, for example, in the case of stepped rents and to
have several Future reviews with demand templates set up ready to take over from each other as
the rents change.

Roll over demands

The most efficient and effective way of using KEYPrime property is to process reviews in advance so
that the new rent demand templates are ready to take over when due.

Where the review has not been carried out and the Tenancy does hot have an Enforced End date,
there is an opportunity to Roll over the existing demand. This is designed to help where the actual
tenancy has not been reviewed and should not be used as a default way of running all demands.
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The temptation to simply amend the rent charged on the Demand and roll it over whilst not
processing reviews should be resisted. Doing this will lose the history and seriously diminish the
value of the records being kept. It can also lead to confusion and rents either being charged at the
wrong rate or missed altogether.

Task

If the optional module for Works Manager is enabled there will be a Task button which enables the
entering of Tasks directly onto the Tenancy. This will automatically fill in the details for the Tenant,
Property and Tenancy.

Process
Diary actions for a Tenancy may be processed from this page on the Tenancy or from the Diary
screen.

Reassign
One or more diary actions may be highlighted and Reassigned to a different Assignee.

Notes

The Notes tab opens the list and maintenance section for Tenancy Notes. These Notes also include
details of completed Diary Actions.

It is sensible to make edits or amendments to completed diary actions in the Diary section rather
than Notes, this will allow the additional Diary functionality to be used. For further information on
Notes please see "Notes” on page 40.

Accounts

The Accounts tab lists the Rent and Service Charge Invoices, Receipts and Payments on Account
related directly to the Tenancy code. It is hot possible to link expenditure to a Tenancy and so ho
expense type transactions will appear.

Various columns can be shown representing the Invoice and coding information, these can be
sorted and filtered. Totals have been provided to sum what is displayed.

Documents

This tab shows all documents and emaiils that have been dragged and dropped on to the tenancy.
These can be viewed, removed or have their details updated from this screen. Further documents
can be added using the red paperclip icon or by drag and drop. Use the Direct and Related button
to view documents which were not directly saved to the Tenancy but are related e.g. documents
which were saved to the Tenant or Property.

Please see "Documents” on page 115 for more detailed information on the use of this feature.

Dashboard

This new feature has an icon on the main menu == Click on it to display:

¢ Tenancies coming to an end in 30 days.

e Reviews duein 30 days.

e A Diary Actions Summary which shows the number completed in the last month and those
to do in the coming month.

e A breakdown of tenancy types displayed as a pie chart for each landlord.
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e Annual property income, by nominal, to date.
The lists and graphs can be filtered by Landlord using the tick boxes on the right hand side. There is
also a filter to exclude or show Hidden properties should any have been selected.
Each section may be maximised using the 4 arrow icon on the top right of the section or by using
right click on the mouse and then Maximise.

Also by using the mouse right click, the Maximize
entire dashboard or individual sections Print Preview..
may be exported to Print Preview, PDF i
Export To Image
etc.
Export To Excel
Export Dashboard »

Late Interest (optional)

The Late Interest tab will appear when this optional module is available. See Separate module notes
for further details.

This is where the settings which < Fraici Pl Gl o
relate to charging interest on late
Invoices for this tenancy are entered. | lsteinterestcharged ¥

sments Late interest

g

The defaults set in Landlord/Tenant Default over base 111 %
will populate this tab on creating the | Default grace pericd 30
Tenancy. Apply to rent items anly [V

Interest charges item INT Interest

These can be amended according to the specific terms of the tenancy agreement.

Lateinterest  The first option is whether or not late interest can be charged on this tenancy.
charged Without this ticked the rest of the information is ignored.

Default over This is the percentage interest rate charged above the base rate setting for the
base Estate.

Default grace The number of days which can pass after the due date of the Invoice before
period interest begins to accrue.

Applytorent  Whether interest is charged on the rent items only or on all item codes. Where

items only VAT is charged on the rent, interest will be charged on this outstanding VAT
amount too.
Interest The item code for use on the interest invoice raised; this allows automated

chargesitem coding of interest charges to a tenancy level.

Edit
When Editing a Tenancy some additional options and tabs become available compared to when
adding a New tenancy.

End Tenancy

On the Terms/Review tab a new button will show A tenancy can be ended by clicking
this button. This will give the following screen:
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End Tenancy B3 This will default to today’s date but may
| be changed. Click OK to end the tenancy
‘ End tenancyon 3uos/a0a1 and make it non-active.
Any unprocessed demand templates will
be made non-active and outstanding
reviews and uncompleted diary actions
‘ will be deleted.

o )| e |

An option to create a Final Invoice will be displayed. This will calculate the remaining rent for the
period, from the last time the demand was processed up to the ‘End tenancy on date’ that you
entered.

v

Make tenant non active

Where a rebate is due a negative Sales Invoice will be created; you may either accept this or use
the values to manually create a Sales Credit Note.

Please take care to check for any outstanding Service Charges.

There are options to keep the Tenancy active, should you need it, and also to automatically make
the Tenant non-active now that the tenancy has ended.

The Tenancy can also be ended by processing a TEND diary action for the Tenancy but this diary
action will only be present where a Tenancy has an end date set and Enforce end date is Yes. Also
using this method does not offer the option to automatically make the tenant non-active.

Multi

The Multi button on the bottom toolbar of the Tenancy listing screen may be used to update many
tenancies at once:

Multi Add Tenancies . .
Multi Add Tenancies

Multi Add Diary ]

Multi Add Notes This allows the entry of several new
Multi Add Service Charges Tenancies one after the other without
T e mr s needing to click on New each time.

Make Selected Tenancies Mon Active

After each tenancy has been saved a New entry screen is automatically displayed.

Multi Add Diary

To add the same Diary action details to multiple Tenancies at once. Highlight the Tenancies and
click on Multi add Diary, then complete the Diary action screen and Save. This will add a separate
diary action with the same details and due date on the selected tenancies. These can be edited
individually if required.

Multi Add Notes

To add the same Note to multiple Tenancies at once, highlight the Tenancies and click on Multi Add
Notes then complete the Note screen and Save. This will add a separate Note with the same details
and date on the selected tenancies. These can be edited individually if required.

Multi Add Service Charges
Adds a service charge to each of the selected tenancies. A new demand may be created for the
service charge for each tenancy. See "Multi add Service Charges” on page 68.

Make Selected Tenancies Active/ Non-Active
Will set the selected tenancies to be Active or Non-Active depending on the option chosen. This will
not End the Tenancies or remove any outstanding diary actions or demands.
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Multi Update Next Review Details
Multi update can now be applied to Next Review details. Highlight several Tenancies and click on
Multi then Multi Update Next Review Details:

\8 Multi Update Next Review Details ==
g2 Tenancy code T | Tenancy type code T{ Date T | Effective W Rentincrease A Y Current annual rent 7 Review annual rent T
b CELL/AGH MAST 1271072022 13/10/2022 345000 4000.00
HIP/AGS FBT 01/10:2021 0171072021 500 10000.00 12000.00
WILS/SP1 5P 01/10/2022 01/01/2023 00 2000.00 o0
CHICHE/BRIDGE AHA 01/01/2022 01/01/2022 5.00 1200000 0.00
Change Rent Increase % update criteria
" Review Meeting Date & Update to 5.00 %
" Review Effective Date " Update each Review manually
* Review Increase % Update Tenancy rent increase %
" Annual Rent
Save || cancel || Ewport | | Bt

Click the radio buttons on the left to select which field to change then use the options on the right
hand side to update automatically or manually. Click on Preview to see how the changes have
been applied then Save if they are correct.

Task

An optional module - this will display when Works Manager has been enabled. See Works Manager
module notes for further information.

Go to

The Go to button on the bottom toolbar is a short cut to the Landlord, Tenant or Property screen for
the chosen tenancy. Select the option to be taken to the open record of the appropriate type. There
is also an option to show the location of the property linked to the tenancy on a map.

Multiple tenancies may be highlighted and by selecting Landlords List, Tenants List or Properties List
the related items will be highlighted on those listing screens.

2 new features here allow the user to Copy or Rollover a Tenancy. Copying a tenancy will open a
new tenancy screen with the all the details carried across from the original except the Property and
Tenant. This is to make it easier to set up several tenancies with the same details for different
properties. If it is used to create a new tenancy for the same property and tenant then the code will
automatically put a number at the end to show it is a duplicate.

If this menu is used to Rollover a tenancy then all the details will be carried across from the original.
If there is an end date in the original then the Start date will be the next day. If there is no end date
on the original then the start date will have to be entered. When using Copy or Rollover, any details
may be edited as necessary.

The full Go To menu may also be selected by using right click on the mouse when tenancies are
highlighted.
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Exp/imp
This facility allows the export of any Tenancy related fields to Excel. See "Excel Export” on page 121 for
full details.

This also allows for importing of details but care must be taken in ensuring that all details are
present in the spreadsheet and that the information is not only accurate but logical.

It is wise to take a backup of data before carrying out an import of multiple records.

Word
By selecting the Word button from the bottom toolbar a Name
personalised letter may be produced for individual E| TCYLet-Masterfields.doc
Tenancies M| TCYLet-RentReviewMNoticeTest.doc

Wiz TCYLet-SampleArrearsLetter].doc
Select the Tenancies and click on the Word button. Choose W] TCYLet-SampleArrearsLetter2.doc

. . TCYLet-S ledy Lettertest.d
from the list of templates available and open. = g R
Wiz| TCYLet-SampleCondtienofProperty.doc

s TCYLet-Samplelnventory.doc

Wiz TCYLet-SampleTenancyAgreement.doc
W) TCYLet-ServiceCharges.doc

Wiz| TCYLet-TenancyDetailsTemplate.doc

See "Word Link” on page 123 for details on setting up
templates.

The letters will be displayed and completed using the details of the selected Tenancies. They can
be amended as you see fit and then printed and saved.

Where four or more tenancies have been selected you will have the option to create separate files
for each or create one file for all.

Tenancies - Active

Would you like to merge all the generated word letters in just one Word
document?

Filters

The list of Tenancies may be filtered by either Landlord and/or Property Groups. See Filters” on page
48 for further details.

Reports

The Report menu shows a list of Tenancy related Reports. Double Click on a report or highlight it and
press enter to show the relevant criteria screen for the report.

As new reports are added to the program they will be included in the list.

Provided you have authority to run the reports it is worth trying out the various options to see which
suit your needs the most.
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Reports

Tenancy Details

Tenancy Details . . . . .
Tenancy Summary Provides details of all or selected Tenancies. This includes the details
Eﬂ?ﬂﬂ E;"gsbmk from the Terms screen, the Current Demand, Review information and
Tenancy Motes by Tenancy all Notes, Diary Actions (current or non—current) and Service Charges.
Tenancy Reviews : : : .
i ey Y B You‘ m‘ay choose‘to exclude information that is not required by
Service Charges by Type unticking the options.
Deposits . . - .
N Cusract Fievd Demand For Uncompleted diary actions there is in an option to select the font
Screen List colour for those overdue.
Tasks
Diary Activity

Tenancy Summary

This gives the basic details of the Tenancy with the Property and Tenant names, Start and End dates
and Current Rent. Reviews and Service Charges may be included if the boxes are ticked.

The report can be sorted by Tenancy code, Property Nome, End Date, Tenant Naome or Tenancy
Type.
It is possible to filter the report by Postcode or by choice of tenancy type. To select more than one

type highlight them using the shift or ctrl key and mouse. All types will be included if none are
selected.

Untick the boxes to exclude service charge and review information from the report.

Tenancy Rent Book
The Rent Book shows rent demands raised and payments received for each Tenancy for a given
period. The report may be detailed or summary and for Rent invoices alone or for all invoices.

The Tenancy rent book now has the option to drilFdown to the Tenancy, Tenant and Property from
their codes and also the invoice entry screen from the invoice number. See "Property Rent Book™ on
page 49 for further details.

Summary:
Tenancy Rent Book Summary
For all landlords for tenancy Windmill Cottage
From 01012020 to 30/04202 1 including all items sorted by tenancy code
Code Name Opening Bal Invoices Receipts Discounts Closing Bal
MILLE/CT1 Windmll Cottage 0.00 1,960.00 1,.945.00 0.00 15.00
Grand Total 0.00 1,960.00 1,945.00 0.00 15.00
.
Detailed:
Tenancy Rent Book
For all landlords fortenancy Windmill Cottage
From 01012020 to 30/04'2021 including all iters sorted by tenancy code
MILLE/CT1 ‘Windmill Cottage
MILLE Ms W Miller Start Date: 09/09/2018
£0.00 0.00
No Ty Date Ref. Period Description Invoices Beceipts Disc Balance Settled
1804 SI 01/01/20 3670 01/01 -31/01,20 Maintenance 15.00 15.00 0.00 0.00 15/01.20
1811 SI 03/01/20 3676 03/01 -02/02/20 Monthly rent Windmmall 380.00 380.00 0.00 0.00 06/01.20
Cot
1980 SI 01/02720 3687 01/02 -28/02:20 Maintenance 15.00 15.00 0.00 0.00 23/02:20
1984 SI 03/02/20 3690 03/02 -02/03/20 Monthly rent Windmill 380.00 380.00 0.00 0.00 06/02/20
Cot
2117 SI 01/03720 3698 01/03 -31/03,20 Maintenance 15.00 15.00 0.00 0.00 25/04:20
2122 SI 03/03.20 3702 03/03 -02/04/20 Monthly rent Windmall 380.00 380.00 0.00 0.00 06/03.20
Cot
2334 SI 01/0420 3724 01/04 -30/04/20 Monthly rent Windmall 380.00 380.00 0.00 0.00 01/04:20
Cot
2323 SI 01/0420 3715 01/04 -30/04:20 Maintenance 15.00 0.00 0.00 15.00
2357 SI 01/05/20 SI3733  01/05 -31/05/20 Monthly rent Windmill 380.00 380.00 0.00 15.00 06/05:20
Cottage 011052020 -
31052
1,.960.00 1.945.00 0.00
Outstanding Balance 15.00
GRAND TOTALS
Opening Balance 0.00
Charged in Period 1,960.00
Discounts Given in Period 0.00
Received in Period 1,945.00
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On Account receipts are shown provided that the tenancy reference was added when entering the

sales receipt.

A choice of font colour for Credit Notes and Sales on Account is provided to help presentation.

Tenancy Notes

Gives a list of the notes that have been attached to Tenancies. Various criteria for the report may

be set:

Sort by the Date of the notes or by Type.

Search string — a few letters of a word may be typed here and all instances of this will then be listed

in the report.
Choose either a single note code or a
selection of codes by highlighting them
using the shift or ctrl key and mouse. If
nothing is selected, then All note codes
will be reported on.
A date range can be used, and Values
may be included if required.
To remove Non-Active codes when

Tenancy Notes Report

Create report using
(" Selected tenandes
" Current list
(+ Al tenancies
Tenancy notes:
Sort report by
" Mote date

Search string

€ Note type

BLOCKD
BREAK
Call

CEC
CWORD

Note code

Blocked demand
Erezk Clause

Phone Call

Blectricity certification
Tenancy Word Letter

reporting on All codes, untick the Include
Non-Active Notes option. o SRR v

nnnnnn

Include notes dated from  01/05/2020 > to 30/04/2021 -

V' Include non active notes

| o |

Tenancy hotes by Tenancy
This is the same as the Tenancy Notes report with the exception that the notes are all grouped by
Tenancy before any other sorting.

Tenancy Reviews

A report to show the details of Reviews on all or selected Tenancies. It includes start and end dates,
old and new rents and % change. There are options to include Historic reviews and tenancies with
No reviews.

Service Charges by Tenancy
This lists the details of all the Service Charges which are linked to a Tenancy. The report may be run
for All service charges or specific charges for a Landlord.

Service Charges by Type
A list of all Tenancies which are linked to each type of Service Charge. It is sorted by Type first. All or
specific charges for each landlord can be selected.

Item: ELEC, Electric Standing Charge

DemandTenancy Period Start Billing Erequency Start Date End Date Quantity Price Amount Annual Amount Historical
141 HACK/CT18 01/04/2019  01/07/2020 Quarterdy 01/10/2016  01/10/2039 3.00 725 2195 87.00
116 PENN/CT19 01/07/2020  01/07/2020  Quartedy 01/01/2020  01/11/2039 3.00 725 21.75 87.00

Total Quantity 3.00 725 43.50 174.00

Deposits

A report on the Deposits held on all or selected tenancies with the option to add specific note
information. This allows the report to show more details on the nature and makeup of the Deposit,
including where it is held.

A date range may be set to narrow the notes, or by deleting the contents of the date fields all
selected notes will be included.

There is a search filter option available to restrict notes to only those containing specified text.
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No Current Rent Demand

A report to show all Tenancies without a current rent demand. The report can be filtered to only
include those tenancy types that are expected to have a rent demand. It can be sorted by Tenancy
Code, Type or End Date or by Property or Tenant Name.

Screen List

Produces a basic report of all the information showing in the listing screen in the order it shows with
all the visible fields and visible records.

Tip: As an alternative to this presentation, highlight the records on the listing screen using the
mouse to select the top record, then shift and click on the last record. With the records highlighted
press Ctrl + C to copy the details to the clipboard, these can then be pasted into Excel or Word
using Ctrl +V (or right click and paste if your prefer).

Tasks (optional)
This is a report on the Works Manager Tasks from a Tenancy perspective, i.e. the Tasks will be
grouped by Tenancy and then sorted according to the options chosen.

See Error! Reference source not found.module notes for further information.

Diary Activity

The Tenancy Diary Activity report allows all or selected diary activities to be reported for all or
selected tenancies. See "This report is best produced in conjunction with a filtered list unless all
details are required.

Diary Activity” on page 87.
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7. Diary

The Diary LP2¥ Isection lists all Diary actions of any type for a date range. All diary actions may be
edited, processed and reassigned from this screen but only Management diary actions may be
created here.

The diary will show all records depending on user preferences and the date range set.

The Date range may be altered by entering a new From and To date. This is remembered for the
next time of use unless the To date is far into the future.

Each user can choose whether the diary Diary Settings
is opened automatically when they start V| Load Diary at startup
the program. User preferences are set in (®) Show All Transactions

(") Show Only Diary Transactions Assigned To Me

the Diary Settings section of the User q
() Show Only Diary Transactions Created By Me

maintenance screen.

There is also a choice of whether to see all Diary Actions, just those assigned to the user or just
those created by the user.

Colour coding is used to highlight diary actions in need of attention.

‘ Diate of the next revie The Assembly Bar 0.00 LWA0300 LOMWE00Z/UA10

A Mext review meeting  The Assembly Bar- 0.00 LW10300 LONWGO0Z/LW 10

. 30/04/2021 Tenancy End Matice 1 Stable Yard Cotta HACK HACK/CT18 10/05/2020 AnyOne
01/06/2021 Tenancy Review Motic Rectory 0.00 HuY HAY/CT & 10/05/2020 AnyOne
20006/2021 Alarm service require James Restaurant Q.00 20,/08/2020 AnyQOne

The red triangle A and font indicates that a diary action is overdue.

The yellow square and indicates that a diary action is due in the next seven days.
@

Events with no symbol and a black font are over 30 days away.

The green circle and font indicates that a diary action is due in the next 30 days.

Calendar View
There is a Calendar view facility to present the Diary by Day, Week or Month using the appropriate

button L2 Wt o]

Individual diary actions can be

shown with a different back Value 000 File [ [=]

colour on the Calendar view Assigned To M-

by setting this on the action e “'*“"""" _

itself. | Save || Word || Documents | | Remove || Abandon || Exit |

Week View Actions can be dragged and dropped within the calendar

30 Monday view which will update the Due date of the dairy action.
7000 Decoration Inside | Fixed actions such as Tenancy reviews cannot be moved in

this way.

81




Diary Actions

New Diary Actions for Properties are created in the Property section either within the property
details using the Diary tab or by using the Multi add button on the toolbar. See "Diary” on page 38.
New Diary Actions for Tenancies, Tenants and Landlords must also be created in their appropriate
sections.

Only Management Diary Actions can be created in the main Diary section.

Many Diary actions are created automatically, e.g. when setting up the Tenancy or processing diary
actions and saving a follow-on action.

You may not remove the fixed diary actions; however, you may choose to set some of them as
Non-Active which will hide them from general display. You can then choose whether to show non-
active diary actions globally in Admin, Settings.

If you remove the tick the hidden diary actions are not displayed, which is useful if some of the fixed
Tenancy Diary Actions are of no interest, e.g. Tenancy Start Dates which are already displayed in
the Tenancy details. With the tick removed non-active actions are also excluded from reports by
default but you may force the reports to include them by ticking the option on the report criteria
screen.

Setiings
Global Settings Export to Microsoft Outlook Settings
Z| Print All Processed Demands In One Report 0 Task
Auto Process Demands () Journal Entry
N ¥ Show Non Active Diary Transactions and Motes || (®) Calendar Appointment
Property Manager Restricted Do not show actiononexport

Completed Diary actions can be shown in the diary screens by ticking the option to Include
completed actions.

When including completed events on the tab, it is advisable to include the Completed Date column
on the grid to better distinguish between completed actions and future actions:

D{ary Netes Accounts Details Fictures Tenancies Locments
| i || Edit || Remove | | Task || Process || REassignwmcludecomp\eted actions I
ijﬂ T Duedate [ Compieieg oot rjpction code ¥ Description ' Reference | Tenantco * 7 Assigned to 7 Created
‘/ 01/08/201 30/07/2015 FIRE Arrange Fire Equipment Tests Home Close Andy Andy
01/08/201 FIRE Arrange Fire Equipment Tests Home Close Andy Andy

Maintenance of Diary Actions
Actions may be Added, Edited, Processed or Removed using the options along the top of the diary
tab within Properties, Tenancies, Tenants and Landlords.

Selected diary Actions may be assigned to another user by using the Reassign option.

The maintenance menu on the tab or on the Edit Event

diary listing screen can also be accessed by Remove Event

right click on a diary action and choosing from Process Event

the context menu that appears. Feassign Event

To create a new action or choose whether to Create New Event
include completed events right click in the space indomeel e g e e

below the actions on a tab.

You will not be able to add new Fixed type diary actions as these are managed by the program and
need to link to information on the tenancy such as start dates, end dates and the reviews that have
been set up.
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Edit

Any existing diary action may be Edited from the main diary or the ledger tabs. Highlight the entry
and choose Edit from the toolbar or double click with the left mouse button on the diary action.
After editing the information select the Save button to store the change. Entries may also be

deleted from this screen by selecting the Remove button on the tab or the Delete button on the
listing screen.

Smartview

There is a new Smartview button on the Diary listing screen which displays the diary in a grid
format. This can be filtered by Landlord, Action types or whether a property has any actions set.

If the tick is entered in both the Action set and No action set then it will display all properties
including those with no diary actions on them.

There is an option to exclude non-active properties which have diary actions on them (Active
properties = True), or to show the grid with only the non-active properties (Active properties= False).

If o non-active property has no diary actions it will not be Active Properties
shown in the grid at all. m] (Al
If there are no non-active properties with diary actions on False
them then the False option will not be displayed. || True
Re0|53|gn
Should you wish to change the person the Resssigning Diay Transactions 00l
diary actions were assigned to, select the Rt el | My L.
Administrator
records and click on the button. i
Ij Derek Emo
DIARYM
Douglas Earth
John Leadbetter
KEN
Process

Once diary event has actually been completed then it is necessary to process the Diary Action so
that it no longer shows as outstanding. Highlight the action and click on the Process button. This will
open the action with a tick in Completed on today’s date; the date and details can be changed if
required.

Once it is saved, if there is a frequency on the action there will be a message asking if you want to
create a follow-up action. Say No to this and it will close the action and go back to the listing
screen. Say Yes and it will show a new action, the same as the original, but with a new date
depending on the Frequency set.

There is also a clear indication in the top
right corner that this is a Follow Up > s B Pl Aislon
ACtion_ Action ASBEST Ashestos Report

Save this to create your future diary action.
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If several diary actions have been finished at Key Prime Property
the same time, then highlight all of them and
press Process. You will be given the option to 9 Do you wiant o process the selected Disty actions as < batch?

process them as a batch. Select Yes if all the Warning this will apply the same details to the selected actions!
details are the same.

Yes . Mo

If you select No they will still all be processed but can be edited and saved individually.

Some diary actions will provide further features when they are processed. Please see the Tenancy
section for details of processing TREVIEW -see "Processing the Next Review” on page 70, and TEND
diary actions — See "End Tenancy” on page 74.

In most cases processing a diary action will simply close that action and prompt you to create a
follow up action.

Task (Optional)

This button only appears where Works Manager is enabled.
The Task button on the main Diary allows the creation of new Works Manager tasks without needing
to select a Tenant, Property or Tenancy for the task, so it can be used for General estate tasks.

However, Tasks may also be created in the main Diary that is linked to a Property, Tenant or
Tenancy, unlike the diary actions.

Because no record is selected before creating the Task, it is not advisable to generate a document
or email until that information has been entered and saved.

When selecting the Tenant, Property or Tenancy codes, unlike in other parts of the application, no
other code field is automatically updated.

This is useful where a tenant is calling about a property for which they are not a current tenant or
where work is required on a property after the current tenant has moved out and you do not wish
to link the two records.

All other behaviour is the same as for a Task created elsewhere in the application.

There is a column on the Diary listing screen which will display whether a task has linked Purchase
or Sales orders and, if so, how many.

See Works Manager module notes for more information.

Go to

The button is a quick link to records related to the selected action. If you select a Property
action and choose Go to it will offer a choice to go to the Landlord or Property record. If you have
selected a Tenancy Action it will offer the choice to go to the Tenancy, Property, Tenant or Landlord.
Management actions are not linked elsewhere. There is also the option to Show on Map where
mapping software is being used. See Admin "Settings” on page 10.

One or more actions may be highlighted and then you can also select to Go to the Tenancies List,
Properties List, Landlords List or Tenants List where the appropriate records will be highlighted as
well.
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Outlook

The button will export the selected Action to the Outlook of the current Windows User,
creating the appropriate record type with the details of the Action. The type of Outlook record
created is set in the Admin Settings, these can be an Outlook Task, Journal Entry or Calendar
Appointment. See Admin "Settings” on page 10.

The Outlook record is first displayed so that it can be amended, assigned to others or have other
details added. This can be disabled so that the record goes straight to Outlook with no further user
interaction.

Excel

An Excel export of the fields and details of the currently visible diary can be quickly achieved by
selecting the Excel button. The diary Excel Export is different to the Exp/Imp in other sections in that
there is no option to select the fields or change the layout, and no option to import. It is simply a
quick dump of the data in its current format.

Word

Word letters/Documents can be generated from selected diary Actions. Various templates may be
created for specific diary Actions. The fixed Diary Actions have their own dedicated templates, e.g.
Tenancy End Notice, Review and Review Notice. Other diary actions can use more general
templates.

A Tenancy diary action letter must use the fields that are listed in the TenancyDLet-Template file.
There is a PropertyDLet-Template file for Property diary action letters and a TenantDLet-Template
for Tenant diary action letters. See "Word Link” on page 123 for further information.

Email
Select one or more diary actions then
click on the Email button to give the Neke Ceto Becto
option to send the email, with details :ZZ:M = znt“"m
of the dairy action, to several people. . S Mo
¥ Landiord Landlord Landlord
[ ] [ et |

The option allows you to email reminders from all Tenant, Property and Tenancy diary actions.
There are 3 generic email templates set up for non-fixed diary actions as well as specific email
templates for fixed actions such as Tenancy review or Tenancy End.

It is also possible to email multiple Tenants from highlighted diary actions on the main Diary listing
screen. Highlight the required diary actions, click on the Go To button at the bottom of the screen
and select Tenant List. The Tenant listing screen will open with the relevant tenants highlighted.
Click on the Email button to open a blank email with all the tenants’ emails addresses in the BCC
field.

The same functionality can be used to highlight multiple Properties and Tenancies and then Go to
the properties, tenants or tenancies list with those selected highlighted.
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Filters

The Diary list has many filtering and sorting options including the date range, the right hand Filters
and the Include Completed option. There are also the filters on the grid itself.

The Diary listing screen may be filtered to show only diary actions of a L
selected type by use of the general filter on the right hand side of the ’—lil'm—"“”
screen. More than one type may be included in the filter by ticking the [] Management

. . . . L] Property
appropriate boxes. With none selected all types will be listed. [] Tenaney

[] Tenant

To deselect a filter, click again on the tick box, or to return to the full list L] ek
tick the All box.
An option to show completed diary actions is provided at the bottom of

the filter box. Include completed

Where Works Manager is enabled Work Tasks will show in the main diary.

Completed actions show with a symbol against them.

Where more specific filtering is required there is also a ¥ Assignee
Custom filter available on the listing screen.

[Blanks)
{MonBlanks)
Administrator

For example, if you want to find all the actions that have b
assigned to Andy and Demo User, then you can
Assignee column on the grid, click on the filter and select the
Custom filter:

With the Filter based on ANY of the ¥ Custom Filter
fo”owing Conditions’ enter Filterbasedon  pny » of the following conditions:
Assignee = Equals Andy and Demo | [E.fi. ] | e = oo il %
. L. | & Delete | Assignee | = Equals ~ | Demao User v
User as conditions, giving a result
as below: o || come
=1 D‘Ear_v
| ; All | None | Swiap Q, X || ® Al C Desciption " Tenant
|jf| | Due Date | Description W Tenancy Code  WiTenantCode W Property Mame 7 Assigned to i
A Date of the next review WILKACT 9 WILK Beadingham Road Demo User
A VTL required Subaru - B367 BMR Demao. User
A Mot test required Subaru - B367 EMR Andy
‘ 13/10/2020 Annual Boiler service reguired Beadingham Road Demo User

The records can be further sorted and filtered and then selected and reported on. This makes the
Diary a very versatile and flexible reporting tool especially if the user has a willingness to
experiment.

Reports
For more standard reporting there is a list of Diary
related Reports. Double Click on a report or highlight it
and press enter to show the relevant selection screen. Diary Activity
Screen List
As new reports are added to the program they will be Tasks

included in the list.

Provided you have authority to run the reports there is no harm in trying out the various options to
see which suit your needs the most.
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create reportising | As With all the reports in Property, where records have been highlighted the
report will default to choosing to report on just those selected records. You

* selededactions | 34y switch to report on just the Current list or All records.

" Current list
™ All actions
Uncompleted Diary Actions
Actlons Create report using
The diary Actions report provides filters to report et et Stame’ [oromme0
across d range of dates, specified Landlords, who et e
. . & Al actions fidicd 30/04/2021 b
created the Action, who they are Assigned to and
whether to include Non-Active codes or not. il
. . . Landlords | amg Landmark Estate Co
Report options include a colour choice for overdue DEMT  Hemokds
LHM Lease Holdings Ltd
actions or those coming due in the next month, and
whether to include the names of records linked to the | #«
reate | Anyone ~ o o Anyone A
action rather than the code. For property records S mdminitaor SIS acminiatr
ndy ndy

there is an option to Show the current tenancy. Demalsst Derolser

Report options

Overdue actions . Red v Due within 1 month . Blue -

Show names 7 Include non active ¥ o 7

| cancet |

This report is best produced in conjunction with a filtered list unless all details are required.

Diary Activity
The Diary Activity report from the main diary provides information on diary actions grouped by
either Action Type, Property code, Property name, Assignee or by Contractor (see Works Manager).

If you wish to find actions with specific text in the Description then enter the text in the Search box
and only diary actions with that text will be displayed.

The information can be for all or a single landlord, for a date range or for all dates if none are
entered, restricted to one or more action types and for specific Assignees.

There are many options such as S el B
. Create report using
whether to include Completed or e—
Uncompleted actions, to show [
Al
names rather than codes and to - —
roup report by
show the current tenancy.
+ Action type " Property code " Property name T Acsignee i~ Contractor
Where values are used on the
diary actions an option is given to Fiterby
Landlord ALL -
show a total.
Search string
Text may be colour coded to T ALAR Alarm Service "
. . . ASBEST Asbestos Report
indicate any actions that are BANKR  Reconcle Sanks
BOIL Boiler Test
Overdue, Overdue in 1 Month and SERCHE SR
Due date 01/05/2020 - To 30/04/2021 *,
Completed. Created by CAnyane | Assionedte [ anvane 7S
Administrator Administrator
Andy Andy
Demo User ) Demo User "
v Include uncompleted diary actions Include completed diary actions ¥ Include non active
Options
Include totals for diary actions values Overdue . 207,071 v
7| Show names Due within 1 month 244 208 ~
Show telephones =
Show addresses Ciplced 1] P
/| Show current tenancy.
| cancel
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Screen List
Produces a basic screen dump of all the information showing in the listing screen exactly as it is
displayed with all the visible fields and visible records.

Tip: To copy the diary into Word or Excel, select the records on the listing screen using the mouse to
select the top record, then shift and click on the last record. With the records highlighted press Ctrl
+ C to copy the details to the clipboard; these can then be pasted into Excel or Word using Ctrl + V
or right click and paste if you prefer.

Tasks (optional)

This reports on the Works Manager Tasks from a general perspective, i.e. the Tasks will not be
grouped before being sorted according to the options chosen. See Works Manager module notes
for further information.

Troubleshooting the diary
Why do diary actions not appear for me?

Aside from ensuring that the correct date range has been applied to the diary and that the diary
action has not already been completed, there are a number of reasons why diary actions might
not show for a user:

Afilter by Type may have been selected which could be hiding the actions of the type being sought.
The User Preferences may be set to show only diary actions assigned to or created by the user.

Where Property Manger Restrictions apply the diary will only show diary actions that relate to the
properties managed by the user.

The diary action code may be set to Non-Active and the global setting for the data is to hide Non-
Active codes.

The diary action may have been deleted; this can be checked by running the Audit report in Admin.
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8. Compliance

The Compliance screen provides a list of Diary actions and Tasks that are required for compliance.

Compliance

It is accessed from the Compliance icon on the main menu. The display has been
created to look like the diary listing screen but with just Green for compliant actions and Red for
non-compliant. Note: the red and green only apply to compliance/non-compliance and do not
have anything to do with due dates of diary actions and tasks, so colours may be different to the
diary listing screen.

The compliance level is shown on the list screen so it is possible to filter the list by e.g. Critical
actions. The list will also flag up if there are any Compliance actions which have no diary action for
them.

There is a total count at the bottom of the screen.

Compliance Status for Properties o= .@
| A1 | hone | swap | QX If-‘ All O Action Code Action Name Ason |21/01/2022 | Refresh | compliance

= —
| Property Cod & Y| Property Name | Frequency T Level T, Last Completed W Next Due T | Action Code T|Action Name T| Notes A

T Windmill Cattage Recommended EPC Erergy Performanc

Critical BOIL Boiler Test BOIL should be completed by 15/10/
Critical GAS
Critical

Recommended

Critical

Ci=: Sixty Six Critical

cT3 Sinty Six BN years Recommended

POFPPPOPPPO
ol

CT3 Sixty Six AMNNUAL Informational BOIL should be completed by 17/07/

60 -

| Edit||EE Excel || smartview || Report || GoTo Exit

If a report on the compliance status of a single or a few properties is needed then highlight them on
the Properties listing screen, click on the Go To button at the bottom of the screen and select
Compliance status.

The listing screen will show the Last completed action/task and when the next one is due. The
description in the last completed action can be shown by selecting it from the field chooser.

Notes will automatically be displayed to help with checking the reason why an action is nhot
compliant.

A new field called Status Type can also be added from the field chooser. This will give more
information again to help check everything is up to date:

e Compliant

e Diary Action Completed

e Diary Action due in more than a month

e Diary Action due in next month

e Diary Action due in next week

o Diary Action overdue

e Missing Action/Task

e Missing Property Type Action [Task
If you right click with the mouse on any item line you can use the context menu to create a new
diary action/task or use the Go to menu to go directly to the Property or the Last Completed Action
or the Next Uncompleted Action. This saves you having to exit the Compliance screen to set up or
check actions.
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Adding compliance to property types
A new feature in KEYPrime property allows the user to create a specific list of actions/tasks which
need to apply to different property Types.
4 Property Type b4
In Admin, Master codes, Property Types. Active v

Edit or add a new type and there is now i

. . . Ma
a section to add whichever dairy gk
. . EPC Type Commercial -
actions and tasks will be needed to
. . Compliance Actions
make those properties compliant: [Sctadion | [ sevtest.| [ ait | [ oeieie | || AeolyaProperiis |
EFJ Action Code W Action Name Y| IsTask ¥ |Freguency | Level il
P GAS GAS Certificate AMMNUAL Critical
FIRE Fire Extinguishers AMMUAL Critical
STRU Structural Survey Six years Recommended
CEC Electricity certification 7 AMMUAL Critical

| Abandon || Exit |
Property Types

Click on Apply to Properties and it will
check if you want to add all these
Compliance actions to any property of
that type that is already set up.

Do you want to create missing Compliance Actions for all
properties of this type?

On the Compliance listing screen, if a Property has a status type of Missing Property Type
Action/Task this means that one of these default actions has not been entered in the compliance
tab of that property. (This is as opposed to a message that says Missing Action/Task which refers to
the diary action or task itself.)

Right click on the line and the menu will allow you to Create the Compliance Action/Task and then
Create the Diary Action/Task. This allows you to ensure all properties have the correct compliance
actions and diary actions in place, without having to exit the Compliance screen, except EPC diary
actions which are not allowed to be created from an EPC compliance action.

' Compliance Status for Properties E@l&l
[ At | Hore [ swap | Q% [ Al CadionCode  AdionMame | Ason |11/022022 ~ | Refresh | Compliance
L’iﬂ W|Property W Property Mame W Frequency W Level W Last Complete 7 Mext Due W iActionCo 7 Action Mame Y| Last Action Description W | Status Type ]
. EST 2 Estate Farm Building ANNUAL Critical 24/02/2021 240272022 CEC Electricity certificat  Electricity certification testing and checks Diary Action due in next. ]
. cT1 Windmill Cottage ANMNUAL Critical GAS GAS Certificate GAS certificate required Diary Action Completed
. 5] Woodlands ANMNUAL Critical 04/09/2027 15/02/2022 GAS GAS Certificate GAS certificates issued Diary Action due in next |=
=Y EST2 Estate Farm Building ANNUAL Critical GAS GAS Certificate Missing Property Type A
A o 1 Stable Yard Cottag  ANNUAL  Critical 4/09/2020 01/09/2021 GAS GAS Certificate GAS Create Compliance Action Diary Action Cverdus
s ES Estate Farm Building ANMUAL Critical FIRE Fire Extinguishers Create Diary Action Missing Property Type &
A T 2 Stable Yard Cottag ANMUAL Critical 4/09/20, 1/09/2021 GAS GAS Certificate GAS certificates issued Diary Action Cverdue
A EST2 Estate Farm Building Six years Recommen STRU Structural Survey Missing Prop
A €T Home Close ANMNUAL Critical }4/09/2020 01/09/2021 GAS GAS Certificate GAS certificates issued Diary Action Cuverdue

It will also have the Go To

ction Name

Ason |24/02/2022 | Refresh |

Compliance

I’ Next Due

T Action Code

| Action Name

| Last Action Description

T | Status Type

menu, the same as from the

01/09/2022 GAS GAS Certificate GAS certificate required Diary Action)
button at the bottom of the B—— PR T
Create Diary Action .
screen. Diary Action|
Goto » Property
Diary Action|

Last Completed Action
Mext Uncompleted Action
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Reports

Reports can be run on all or selected lines, with or without missing diary actions and grouped by
Property or Compliance action:

Compliance Status For Properties
Ason09/09/2021 grouped by property
Level Frequency Pass Last done Next due Notes
CT 1: Windmill Cottage
Alarm Service Critical ANNUAL 01022020 01022021 ALAR should be completed by
01/02/2021
Boiler Test Critical ANNUAL 15102020 50/052021
GAS Certificats Critical ANNUAL 04092020 01092021  GAS should be completed by
04/0972021
Energy Performance Certificate FRecommendsd Tenvears 23/082019 23/082029
2 Pass 2 Fail

The Compliance screen can be exported to a spreadsheet or viewed in Smartview.

Smartview
Smartview has a Dashboard view which displays the information as graphs.

¥ Property Compliance Status Report

Dashboard ﬂ Items Action Name
: " : x| o
Compliance by Landlord m ¢ » Compliance by Level i 22

|Z Alarm Service
|? Boiler Test

[/] Energy Performance Certificate
[+] GAs Certificate

10 i0
Compliance Level
L > L] qany
- |+ Critical
0 i

[+] Informational
[] Recommended

30

Compliance
Compliance

Demo EstatesLtd Landmark Estate Co Critical Informational  Recommended

Compliance by ActionType m ) a

€y

Alarm Service Boiler Test
: Landlords
Fail: 7 {46.67%)

] (ay
Fail; 15

[] DEM, Demo Estates Ltd
[+] LECO, Landmark Estate Co

s -
Energy Performance Certificate GAS Certificate

Fail: 15
(100.00%)

Pass: 10 (6.6

The Items view is colour coded the same as the diary to show which are Overdue, Due in the next 7
days, Due in the next 30 days or Upcoming:
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I Property Compliance Status Report

Property Compliance m : : Action Name : :
v ALAR ~ BOIL v EPC v GAS ] ay
T T nergy Perform... | GAS Certificate [+] adarm Service
> BROOK - Brookfield T 18 "ijf-zozzg. * 30;09;20'21 b ' v 01}09;2021 |7 Boiler Test
: EHE RO I . 5 2022? TR I Sikcron F. Energy Performance Certificate
> BUNGALOW -The Bungalow v ) ’m"f ’ x o ;. ’ X B v 1I0 !20 [] GAS Certificate
> CT 1 - Windmil Cottage ¥ 0ipganat o 16j0sjAaL o/ 25/08/2023 oF  01/09/2021
> CT2- Woodiands 2 0103j2021 o 30/03/2021 o/  25/02/2027 o/  01/08/2021
> CT 3-Sixty Six o 18012022 M  30/09/2021 o4 3108/2028 ./  06/08/2021| Compliance Level o
> CT&-The Bungalow /1oy ¥ 30jus/2021] ¥ W oypspoza| Y AD E
» e : | | | | Critical
> CT7- Home Close S 0i2E0al ¥ 30/09/2021 o/ 3101202 oF  01/09/2021 |l7 I;;D:Iaﬁmal
» CTS- Beadingham Road 23 o 18/01/2022 ¥ 30092021 o 2?;02;2029: W oyosfeoat| : [~
> CT10- Beadingham Road 24 3 0ijogfampi X s0/09/2021 o  27/02/2023 o 01/09/2021 Landlords o
> CT11 - Beadingham Road 25 3 0103021 W 30/05/2021 o/  27/02/2028 o 0108/2021| o] qa)
b CHZ-WMH « 18/01/2022 3  30/09/2021 7 27j02/2029 o4 01/09/2021| [¥] DEM, Demo EstatesLtd
> CT18-1 SiableYard Cotiages. | 98 DU0/2031 o/  07j08/2021 +/ 31012029 o/  01/03/2021 ] LECO, Landmark Estate Co
> CT19-2Stable Yard Cottages | 9% 01/02/2021 .~ 30;09;2021:\,» g o [— M T o
> DOWER - The Dower House v 18012021 30/03/2021] X L Ll
— — — 7 18:'01,.’2022. % 30,.'09,.’2021. % I v b Overdus | < 7 days < 30days > 30 days
SO oo e Ctge 30/07/2021  09/08/2021  29/08f2021  04/11/2021
Within the Smartview right click with Maximize

the mouse anywhere on the screen
to display the menu which allows

you to export it as a report.

Print Preview...
Export To PDF
Export To Image
Export To Excel

Export Dashboard »
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9. Demands

The Demands 2™ section is where Demands are Processed, Edited or Updated.

¢ = Demands
| A . | Mone | Swap QX ’ @ Al Description (~ Tenancy ]
@ Nextdate ¥ 7| Description A Tenancy T Value ¥ No.% End date | Frequency ¥ilandlord Code

é:.f 15/10/2021 E.Heath - Pub Rent HEATH/CAT T7560.00 169 15/04/2022 B-Monthly LECO
é?'r 28/09/2021 LLlaker - Farm Rent LAKER/DOWER 4500.00 167 24/03/2024 hdays LECO
& 30/04/2021 E.Heath - Maintenance Contract fee HEATH/CAT 130.00 171 16/04/2025 Maonthly LECO
% 01/04/2021 JRice - Farm Rent RICEJ/GRAMNGE 15000.00 160 31/12/2021 Annual LECO
% 01/03,2021 Mr A Partridge - Sporting Income PART/SP3 2400.00 143 28/0272022 Annual DEM
% 01012021 John Wilson - Sporting Income WILS/SP1 2000.00 123 31/12/2021 Annual CER

The Demands are listed by their process date though this may be changed by using the sort arrows
at the top of the columns.

The icon on the left hand side shows whether the demand is to be processed in Advonce@ orin

< 2

Arrears . Service charges have their own icon L—if they are not included on a rent demand. A

@ icon.

demand which has been blocked will show the

Process

Click on the Process button to show the following menu:

This provides options to select what
is to be processed. Selecting the
option to process all Service
Charges will NOT include any rent
demands that have Service charges
included.

Process Selected Demands
Process All Filtered Demands

Process All Filtered Rent Demands

Process All Demand for All Landlords
Process All Filtered Service Charge
Process All Service Charges for All Landlords

Delete demand

If any blocked Demands are included in your selection a warning will be given so that you may
check the details and amend if necessary.

Next the demands are checked for Non-Active codes to prevent raising demands against codes
that are no longer used.

If the Demand list has been filtered or sorted warning messages may be displayed. This is to
prevent a Rent demand that succeeds the current rent demand from being processed out of turn.

Once the checks have been passed the Demands Processing criteria screen will show:-
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Process
demands up
to

Use demand
process date
for the Invoice
date?

Demand
invoice date

Include rent
datein
description

Generate
batch report?

The date that you wish Processing Demands x|
to process demands up fos= sl dediens

to. Individual demands s anehE
will process as many
times as their frequency
and end dates require
up to the date set.

V| Use demand process date for invoice date?
Demand invoice date

V| Include rent date in description
J Generate batch repart?

W Print imvoices J | Print / email invoices by tepant method

Roll over demands automatically

.a Warning! Demands not sorted by process date in Ascending Order!

With this ticked the processing date will automatically be used as the invoice
date for each Invoice raised. Where multiple Invoices are raised from the
same demand template each will use a new Invoice date based on the
frequency.

This field is disabled when using the demand Process date. Once enabled this
is the date that will be used for all Invoices raised during processing,
regardless of process date and frequency of processing.

N.B. The invoice due date is automatically calculated from the Customer
terms and the Invoice date for each Invoice.

The description of the rent item line will be appended with the date range of
the rent being charged. This is both on the long description used on any
printed Invoice and the ledger text for management reports. The Ledger text
is limited to 25 characters so the date range may be truncated if the default
text on the Demand template is too long.

Do you want a printed report summarising the transactions created during
the processing of the demands? This is a useful report which can be
compared with the Future Rent demands report that should be run prior to
processing demands. See”

The Processed Demands report can show property details in excel. Run the
report and export it to excel. The property details are in white writing in the
column to the right of Amount. Either change the background colour or
change the font colour in that column.

Landlord Demo Estates Ltd

Mton Invoice Tenancy Inv. Date Due Date Trader Net VAT

2364 813733 WEB/AG2 2500321 250321 M= 5 Webster 14,0:00.00 0.00
Total for 25/03/2021 14,000.00 0.00

Future Rent Demands” on page 101.
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Print Invoices

Print/Email
Invoices by
Tenant Method

Roll Over
demands
automatically

Auto Process

Whether invoices are to be printed or emailed as part of the processing. They
may be reprinted later but the option to send the Invoices by the Tenant
Preferred Method is lost when printing from the Invoices section.

Determines whether to send emailed copies of the invoice to those tenants
who prefer to receive information this way and printed for those who do not.
N.B. where a Tenant is set to not receive any notification then no Invoice will be
produced.

For further information on the number of printed copies see "‘Demand
defaults” on page 63.

Where a demand has reached its end date, but the tenancy is continuing and
there is no replacement demand set up already, the current demand can be
set to roll over one more rent period. This option can be ticked to automate
this process for all demands that meet this criteria. See "Rolling Demands
Forward” on page 96 for further information.

Good practice should be to check which demands are coming to an end
during the processing and either ensure that the follow up demand has been
created or manually edit the demand and set it to roll over to a point where
you know the review will have been agreed.

When rolling over demands a rollover note is automatically entered on the
tenancy.

It is not good practice to roll over a demand indefinitely, especially when a
rent review has taken place.

In Admin, Global settings, there is an option to Automatically Process the demands: see "Settings”
on page 10. When this has been selected and the Processing demands criteria have been ticked,
you press OK and the demands will usually process with no further intervention needed.

A validation of the demands is made first. Where any demands are coming to an end there are
options to set what the program should do with them, e.g. a demand that is due to end and no
review has been processed so no follow on demand is available:

hr| Issue

| Suggested action &7

The next review has not been carried out on the tenancy. Roll over once

The list will show the suggested action, e.g. rollover once, and if this is correct then click on the Auto
Process button at the bottom to finish the processing.
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If the Suggested Action is not

Demand last process details correct or you wish to see more
Demand 157 Frequency EMONTH detail, then click on the Change
Process date 01/10/2021 Demand end date 31122021 ACtion bUtton'
Tenancy CHICHE/BRIDGE  Ends 31/12/2028  Enforced Yes This screen will be shown with the
Tenant CHICHE Property BRIDGE current suggestion in the Actions
Mext Review effective date 01,/01/2022 Mext Review agreed? Mo fleld
Follow up demand template Mot found Use the dropdown menu to change
Follow up demand process date Mot found tO Gny Glterndtive thqt mdy be
Issue The next review has been carried out on the tenancy. GVG”Gble, depending on the issue'
Demand has re tser has been carried el H H H
outrr:r;raafo[ll\:wor‘den'ars has 'Deer.detectaed o ThlS InCIUdeS the Optlon to Sklp If you
wish to leave the demand
Uan‘OCGSSGd for some reason.
Action -
Action description Roll over demand for one period, setting its end date to
30/09/2022
| Applyto all issues of this type | | Cantel |

Once all the issues have been checked, click on Auto Process and the demands will process with no
further interaction needed.

Manual Process

Where the Auto process option in Admin has not been selected, each demand template is
displayed as processing takes place. Edit if necessary and Save.

Any alterations made before saving will prompt a message offering to save the changes for the
next processing.

During processing, any Tenancies with a payment method that is set to generate an auto receipt
will have 2 transactions created, one for the invoice and the second for the receipt. These will both
be listed in the Batch report. See "Payment Types” on page 17.

Rolling Demands Forward
In the normal course of events a Demand will be processed up until the End Date of that particular
review period.

If the next review has been processed and a hew Demand has been created to follow on from the
current one, then the system will show the following message just before the final invoice is
processed:-

KeyPrime Property In this example demand 125 will be made inactive once it
has been saved for the final time and demand 229 will
o Final processing of Dernand 123 for Tenancy NEW/CT 7. take over.

Replacement Demand 229 exists

However, as it is not always possible to process the next review before the current one finishes so
the program allows for the current Demand to be rolled forward as many times as necessary.

When this occurs the following message will be displayed just before the current Demand is
processed for, what should have been, the final time:-
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B KeyPrime Prop

Warning! Th it revi h t b ied outon te . . . .
O NRwieT7 e hes nethesn camed owten enaney If Yes is selected then the next rent invoice is
l‘. Roll the current demand on one period?

produced at the current rent value.

Demand 125 has reached its end date, no review has been carried
out and no follow on demand has been detected.

Click on Yes to process the demand and roll on one period,

Click on No to either process the demand but not roll on, or to
abandon processing.

When the invoice is saved another message will appear to allow you to save a note to the effect
that a rollover has been performed. This Note can be edited before and after saving.

KeyPrime Property - Roll Over Demand -

Title Roll over demand
Demand 142 has been rolled over. & ROLLOMN({demand roll over) note will be

Description | User LMAdministrator rolled demand 142 for 50.00
added to the tenancy.
You can edit the details of this note now

Value

Cancel |

If the Demand does not need to be rolled over and No is selected then a message will be displayed
so that the user may continue processing the batch or not:-

Key property
Abandon all, Continue anyway or Skip this demand

{ I i,

| Abandon |[ Confive ||  Skip |

Should the review have been processed for a Tenancy but no new Demand was created then the
usual roll over message will appear:-

Key property I8 The current demand can still
‘warning! Mo Follow on demand has been detected for Tenancy be rolled over to ensure that a
f HACKI/CT18. H H H H
i l_‘.t_ Roll the current demand on one period? rentinvoice Is Credted’ but it
will be at the rate set in the old
Demand 141 has reached its end date. no follow on demand has .
been detected. You may Roll this demand one more pericd or review, not the new one.
sbandon its processing.
[ Ve [ W ]

A new demand will need to be created at the new rate and linked to the new review. Otherwise the
program will continue to rollover the current rent demand.

Processing Service Charges
Service Charge Demands may be processed at the same time as the Rent Demands, orin a
separate operation, depending on the choice made when selecting the Process button.

Service Charges which are included in a Rent Demand will be processed when the rent demands
are processed and not if you use either of the options for Service Charges.

Process All Filtered Service Charge

Process All Service Charges for All Landlords
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Edit
To Edit a Demand either double click on it or highlight the Demand and click on the Edit button on
the bottom toolbar. The Demand template will be opened and details may be changed and lines

added or removed with caution. Click on Save to keep the changes or Abandon to return the
Demand to its original state.

Multi Update

The Multi Update button allows you to update the Service Charges in bulk. This is whether the
service charge is on its own or on a rent demand.

If you do not highlight demands before you start the multi-update it displays all the demands with
the relevant Item lines. With demands highlighted it will only display what is applicable to the
selected demands.

Having clicked Multi Update from the bottom toolbar first select the Landlord from the drop down
list, then select the Service Charge Item from the next drop down list.

This will display the details of all active demand templates which include that code.

Like all grids the list can be sorted, but no further filtering is allowed.
The top part shows the details and includes a helpful total value which can be very useful, e.g. when
apportioning repair contributions across leaseholders.

i Multi Update Demand Templates =Nl |
Landlord | Lease Holdings Ltd - Item Garden Maintenance Cont. -
L:*f‘ D Number | Property enar De Unit Pri VAT VAT Amount
»
1
01/05/2020 179 LHAD4 CLEGG/LHAR4 CLEGG Garden Maintenance Contibution 5000 1 5 10.00 5000
01/05/2020 180 LHAQS ASHD/LHADS ASHD Garden Maintenance Contibution 5000 1 5 10.00 5000
01/05/2020 181 LHADE RIFKI/LHACE RIFKI Garden Maintenance Contibution 5000 1 5 1000 5000
01/07/2020 188 LHBO1 HUMPH/LHED1 HUMPH Garden Maintenance Contibution 4000 1 5 8.00 40,00
01/07/2020 188 LHEO1A MCGREG/LHED1A  MCGREG Garden Maintenance Contibution 4000 1 5 8.00 40,00
01/05/2020 221 LHBD2 ROBIN/LHBD2 ROBIN Garden Maintenance Contibution 4000 1 5 8.00 40,00
01/07/2020 192 LHEOZA PAXMAM/LHEC2A  PAXMAN Garden Maintenance Contibution 4000 1 5 8.00 40,00
01/07/2020 193 LHEO2B DAVIES/LHBO2B DAVIES Garden Maintenance Contibution 4000 1 5 800 40,00
01/05/2020 178 LHAD3 CAMEROQ/LHADS  CAMERC Garden Maintenance Contibution 5000 1 5 10.00 3000
Grand Summaries
Avg: 45454, 500.00
Change Update criteria
™ Quantity (¥ increase / decrease by % 000

& Unit price " increase / decrease by amount
" Net amount w apply this new value to all items
a update each item individually

Update service charge? Update item price

Preview || Restore || Close

The lower part of the screen provides the options as follows:

Change: Select the radio button to change either Quantity, Unit Price or Net Amount. More than
one of these can be changed but only one type can be changed at a time, i.e. change the Unit Price
first and apply that and then change the quantity and apply that.

Quantity Quantity is often used for meter readings.

Unit Price Unit Price may be used where a repair is being apportioned across leaseholders

Net in a block. Adjusting either of these will automatically affect the Net Amount, but
that can also be updated directly.

Amount

Update Criteria: 4 ways to change the value selected. The values can be changed by a
Percentage, a set amount, or set to a new value for all records. Alternatively, each value on the grid
can be updated individually.
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Increase/Decrease Enter a percentage to change the selected value; use a negative
by % percentage if a reduction is required.

Increase/Decrease Enter the additional charge amount or use a negative value if you are
by Amount reducing the charge.

Apply this new Enter a new value to be used for all the item lines that are being displayed.
value to all items Most commonly used for fixed rate charges or where a new price is being
set.

Update eachitem  Once this is selected, whichever column from Quantity, Unit Price or Net
individually Amount has been chosen, it becomes editable on the grid and is shown in
bold type. Individual values can then be typed in for each line.

Remember you can sort the grid in an order that assists you by clicking on the column headings.

At the same time as updating the item lines on the demands it is possible to apply the changes
made both to the Service Charge record on the tenancy and, in the case of the Price, to the Item
code itself. Use the tick boxes for these:

Update This will update the service charge records on the tenancy and will then be
Service used in reporting and for the next time the service charge is generated.
Charge?

Updateltem Where the Unit Price has been changed on all the service charges using this
Price Item this will update the Item itself, so that any ad hoc Invoices raised using the
Item will have the new price on them.

Having made the required changes, click on the Preview button to see the impact. Then either
Save the changes, revert back to the original values with the Restore button, or abandon
altogether with Close.

Interest Charges

This is an optional module so that interest can be charged on overdue invoices. See separate
module notes for further information.

Goto

This gives quick access to related data. Highlight the Demand and click on Ge to from the bottom
toolbar. The options offered will be Landlord, Tenant, Property or Tenancy.

Exp/lmp

This Expflmp allows the export of Demand related fields to Excel. There is a template of all the
demand fields with conditions for exporting information for All or Selected records. See "Excel
Export” on page 121 for further information.

The Import tab is not used on this screen so is greyed out.

Delete

The Delete button can be used to delete unwanted demand templates as long as they have not
been processed. If they have been processed you will get a warning message:
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Demand 120
!a Invoices have been created frorm this Demand Template so it cannot be
removed. |t has been set as Non Active,

The demand will no longer appeadr on the Demands listing screen but you will still be able to see it in
the Tenancy, Demands tab if you tick to Include non-active demand templates.

Filters
Filters may be applied to the list of Demands for ease of Filters
: H . . . Landlords £
selection and reporting. As soon as the tick is inserted in _EI&'
the box then the list will only show those Demands L o one G

|[] Lease Holdings Ltd
belonging to that Landlord or Group. More than one

Landlord or Group may be selected at a time and both

Groups | All
filters may be applied at the same time. "
Cottages
[] Farm
Flats
|] In Hand w

. e Filter by it . .
There is also a special filter at the top of the Demands screen. When you click on this a

list of all the Items for all the Landlords is displayed. This is so that you can select just demands with
specific ltems on, to be processed.

o Items list - Active - OIES
\ Al | None | Swap QX [FAH " Code C ftem I 7l Active Hidden
2 Code T item Hominal Enterprise Analysis VAT Type Units Descriptian Price Landlord Code  |Landlord Name -
CRENT Commercial Rent 00650 EsT 5 Rent Commercial Rent 000 DEM Demo Estate M
ELEC Electric Standing 00720 s Reimbursement  Units Electric Standing 000 DEM Demo Estate
FARMR Agricultural Rent 00630 H Rent Agricultural Rent 000 DEM Dema Estate
HRENT Rent due 00620 PR B Rent Rent due 000 DEM Dempo Estate
3 MAINT Property mainten 00700 FR 5 Reimbursement  Months Property mainten 000 DEM Demo Estate
RENT_SH Sporting Income 00640 P s Rent Sporting Income 200000 DEM Demo Estate
UNITS Electricity supplie 00720 s Reimbursement  Units Electricity supplie 000 DEM Dema Estate =
WATER Water Supply 00710 z Reimbursement  Maonths ‘Water Supply 0.00 DEM Demo Estate
cot Cottage Rent 00020 RES E Rent Cottage Rent 000 AME Landmark Estate Co
FARM Farm Rent 00026 FARM E Rent Farm Rent 000 AME Landmark Estate Co
MAINT Maintenance Con 01156 s Reimbursement Maintenance Con AMB Landmark Estate Co

Click on OK and the demands screen will only show those which include the highlighted items.

Reports

The Reports section has a list of Repaorts
specific Demand related reports. Frocessed Demands

. A . Future Rent Demands
Double Click on a report or highlight it Demands To Process List
and press enter to show the relevant Rolled Over Demands

) Demands Ending
selection screen. Blocked Demands

Demands Ended
Screen List

Processed Demands
This is a list of the invoices and receipts that have been created when a batch of Demands has

. . . ' Generate Batch Report?
been processed. It will be created automatically if the was selected when

processing demands; however, it can also be re-printed from the Reports section.
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Processed Demands This report may be filtered by Landlord using the
S Filter tick boxes or run for All Landlords as offered

@ Entry date in the criteria.
~ Transaction date

The date range maybe by either Entry date or

Diat: =3 .
E Transaction date.

From gisoazo21 » To 300402021 v

For all landlords Cancel

The Processed Demands report can show property details in excel. Run the report and export it to

excel. The property details are in white writing in the column to the right of Amount. Either change
the background colour or change the font colour in that column.

Landlord Demo Estates Lid

Nton Invoice Tenancy Inv. Date Due Date Trader Net VAT Amount Property

[2364 313733 WEB/AG2 250321 25/0321 IMs 3 Webster 14,000.00 0.00 14,000.00 Fzn Farm
Total for 25/03/2021 14,000.00 0.00  14,000.00

Future Rent Demands
Future Rent Demands _ This report shows future rent demands up to a

| Geste report using specified date. They are shown in batches
~ Selected demands according to their process date. This is the
£ Current list preferred report to be run and checked pre and
# All demands post processing, when it can be compared to the
R Processed Demands report.

SR U 2 1714/207T 1 The Demands up to date is entered to show what

rent invoices will be generated by processing
demands up to this date.

For all lan

Cremiands with service charges colour

Colour . Brown -

o |

This report may be filtered by Landlord using the Filter tick boxes or by All Landlords as offered in the
criteria screen. There is an option to include service charges and where they are included they can
be distinguished from Rent by choice of an alternative font colour.
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Landlord: Demo Estate

No. Tenancy code Tenant Property Period Starts Ends Amount Vat Gross

135 EVANS/CT3 Evans Builders Sixty Six 01/12/2020  31/12/2020 625.00 0.00 625.00
Total for 31/12/2020 1,125.00 0.00 1.125.00

Process date : 01/01/2021

116 PENN/CTI19 Mr T Penn & Mrs A Spammow 2 Stable Yard Cottages 01/10/2020 80.00 16.00 96.00

116 PENN/CTI19 Mr T Penn & Mrs A Spammow 2 Stable Yard Cottages 01/01/2021 96.75 435 101.10

123 WILS/SP1 John Wilson Fishing Rights 01/01/2021 2,000.00 0.00 2,000.00

136 PENN/CTI12 Mr T Penn & Mrs A Spamrow 2 Stable Yard Cottages 01/01/2021  31/01/2021 43333 0.00 43333

138 FOUNT/U2 Fountain Forestry Unit 2 01/01/2021  31/03/2021 75.00 5.00 90.00
Total for 01/01/2021 2,685.08 3535 2,720.43

The report itself is grouped by Landlord and demand process date, with each demand showing as
many times as its frequency and end date require up to the date of the report.

Service charges will be included according to their own frequency setting and any adjustment
amounts on new demands will be shown as well.

Demands to Process Report
This report shows in summary or detail the Demands that are due to be processed up to a specific
date. If the report is Sorted by Process date then it will display in the order they will be processed.

It will only show each demand once regardless Dernands To Process List X

of frequency of processing and the summary will | ¢ fepar Using
only show one value per demand. It is a good

quick check but should not be relied on as a full  Cumrent List
pre-processing check list. i+ All Demands

Select whether to Include Service Charges in the | pemands 7o process List
value; if the service charge is included on a Rent
demand then this will show the total of both
amounts in the summary report.

Demands Up To Date | 31/12/2025 -

Include Service Charges
All Landlords

Detailed

Pro Rata Amounts

Page Break Between Landlords

Sort Report By Process Date -

| ok | Coneel |

This report may be filtered by Landlord using the Filter tick boxes on the Demands listing screen. If
the screen has been filtered the All Landlords is offered as an option in the criteria. The Detailed
version of the report shows each of the items lines with their coding and values.

Where a demand is coming to an end a Pro Rata value for the remaining rent on the last invoice
can be displayed.

There is a sub-total for each Landlord and a Grand Total for the whole report. There is also an option
to put a page break between landlords.

The report may be sorted by the ek teadty o bt I
following criteria using the = ——
drOdeWl’] Tenanq,'c.ude A
Demand Mumber
Amount
Sort by Tenant code has been added Frequency
to this list. e i
Rolled Over Demands

This is a straightforward list of those Demands which have been Rolled Over. There is no report
criteria though it can be run for specific Landlords by using the Landlord filter. This report should be
checked regularly to ensure that rolled over demands are kept to a minimum.
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Demands Ending
This reports shows which demands will be processed for the last time in the period which includes
the date entered. This is determined by the processing date of the demand and the frequency.

Demands Ending
For Landlord Landmark Estate Co
To 31/032022
Landlord Landmark Estate Co
Demand End  Tenaney Property Tenancy End Review
No. Date Date Fixed Next  Formal Demand
157 31/12/21 CHICHE/BRIDGE Bridge Farm 31/12/28 Y 01/0122 T
162 31/12/21 HILL/GREY Grey Gables 31/1224 T ¥
166 28/02/22 SMITHC/BUNGALOW The Bungalow 04/02/25 Y .
168 31/0322 ROSE'BROCK Brookfield 31/03/27 Y ¥

The report can be run for all Landlords or just those selected in the right hand filter option.

Blocked Demands

This shows the details of all demands that have a blocked (stopped) status. These demands will not
process until the Blocked status is removed from the Demand Template. A warning is provided
whenever there are blocked demands in the processing selection. Blocked demands show with a

sign against them on the Demand listing screen.

Demands Ended

The Demands Ended report provides a date range and shows demand templates that have
completed processing in that date range. If a demand is due to end in that period but has not
been processed to the end, then it will not appear.

This report shows the end date of the demand, the end date of the tenancy, the next review of the
tenancy and the next demand where set up.

This report is aimed at checking whether all tenancies that should have demands do actually have
them.

The report can be run for selected Landlords by use of the right hand filter options or All Landlords.

Screen List
Produces a basic report of all the information showing in the listing screen in the order it shows with
all the visible fields and visible records.
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10. Invoices
Ei

Invoices

The Invoices button on the Main Menu will take you to the list of all Sales Invoices, Credit
Notes and Sales on Account relating to Tenants. This is the area where ad hoc invoices and credit
notes can be added; these would be invoices and credit notes which have not been created from
a Demand template. All invoices may also be Edited, Printed and Receipted in this section.

Invoices and Credit Notes entered through the Accounts program for the Tenant as a Customer will
also show in this list; they will need additional property-specific information adding to them if they
are to appear in Property and Tenancy rent books.

On loading the Invoice section the list will show All transactions. Use the dropdown menu in the top
right corner if you want to change it to show just Invoices, Credit Notes or On Account (Sales
Receipt) records.

1] Invaices E"El
| an | ore Swap QX | Al C Tenant " Ledger text Quistanding only 01012021 ¥ Ta 31122021 ¥ |nvioices ;;;i
,:ﬁ Trans Date w Trans No % Invoice W Tenant Vi Due Date e Amount 7 Balance W Paid Date W| Received Amount W Description W Land AL -
31/03/2021 110 50 Mr M Clegg 28/04/2021 150.00 0.00 31/03/2021 15000 Monthly maintenance contribution 01/ LHN
31/03/2021 111 51 Mr M Rifkin 28/04/2021 150.00 0.00 31/03/2021 15000 Monthly maintenance cortribution 01/ LHM Landiards : er‘s._‘ | Al
31/03/2021 2131 3709 Mr B Wilkinson 07/04/2021 62.50 62.50 000 Rent due 18/03/2021 to 31/03/2021 DER 'D_'Dmé;‘m_i
31/03/2021 2321 HACK/CT 8 Mr Reginald Hac  31/03/2021 61050 000 01/04/2021 61050 DEN || Landmark Estate Co ||
31/03/2021 2328 HAY/CT 6 Mr ) T Hayward 31/03/2021 -500.00 0.00 01/04/2021 -500.00 DER D Eoseshald Mormgerment |
31/03/2021 2335 MILLE/CTH Ms W Miller 31/03/2021 -380.00 0.00 01/04/2021 -280.00 DER
31/03/2021 2339 PENMN/CT 2 MrT Penn & Mrs  31/03/2021 41867 0.00 01/04/2021 41687 DER
24/03/2021 2132 3710 Mr & Mrs PSparr 31/03/2021 600,00 000 25/03/2021 60000 Rent due 27/09/2020 to 24/03/2021 DEM Groups =] All
17/03/2021 2130 3708 Mr B Wilkinson 24/03/2021 62.50 62.50 000 Rent due 04/03/2021 to 17/03/2021 DEI\H %T
14/03/2021 2113 3613 Mr & Hipwell 26/04/2021 917898 0.00 25/03/2021 517658 Cultivations - Harrowing DEN [ Farm
03/03/2021 2122 3702 Ms W Miller 03/03/2021 380.00 0.00 D6/03/2021 38000 Maonthly rent Windmill Cottage DER [] Flats
03/03/2021 2129 3707 Mr B Wilkinsan 10/03/2021 6250 000 25/03/2021 6250 Rent due 03/03/2021 to 16/03/2021 DEM % :.:‘c::nd “
01/03/2021 100 40 Mr M Birk 28/04/2021 73.00 000 15/03/2021 7800 Boxted Maintenance 01/03/2021 to 31  LHM
01,/03/2021 101 4 Mr E Davies 28/04/2021 78.00 0.00 15/03/2021 78.00 Boxted Maintenance 01/03/2021 to 31 LHM Henott
01/03/2021 102 42 MrJ Humpfries ~ 28/04/2021 7300 0:00 15/03/2021 7800 Boxted Maintenance 01/03/2021 to 31 LHR
01/03/2021 103 43 Mrs S McGregor  28/04/2021 73.00 000 15/03/2021 7800 Boxted Maintenance 01/03/2021 to 31 LHM
01/03/2021 104 44 Mr J Paxman 28/04/2021 78.00 000 15/03/2021 78.00 Boxted Maintenance 01/03/2021 to 31 LHK
01/03/2021 105 45 Mr M Robinson  28/04/2021 78.00 0.00 15/03/2021 7800 Boxted Maintenance 01/03/2021 to 31 LHM
01/03/2021 2114 3696 Evans Builders 26/03/2021 2520 000 25/03/2021 2520 Landscaping and car park maintenance DEh
01/03/2021 2115 3697 Mr Reginald Hac  08/03/2021 375.00 000 09/03/2021 37500 Rent due 01/03/2021 to 31/03/2021 DEM
163 19308.85 T4138.61 -
« [ | »
[ edit || Copy || oOptions | | interest charges | | oo | | Transactions export | | Exit |

The screen list can either show a date range or be set to show Outstanding only using the tick box
at the top. The settings are remembered for the next time you open the section.

Outstanding only 01/01/2021 - | To |31/05/2021 ~

The list like all grids can be further sorted and filtered with columns added or removed according to
need. A recent addition is the option to show the Property Manager on the grid by selecting
Manager from the field chooser.

New

To create a new Invoice, Credit note or On Account Receipt select the type of transaction from the
drop-down list on the top toolbar then click on the New button. If All is showing a new Invoice will be
displayed automatically.

Entering Accounts Invoice information is covered in more detail in the Accounts manual here we
will only focus on the areas relevant to property:

¢ Select the Landlord to begin with using the browse EI button. This will then know which
Accounts Company the transaction belongs to and which codes it can use.

¢ Select the Tenant, again using the browse button or click F2 to display the list of Tenants or
F3 to start a search of the list.
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¢ The Tenancy field shows a list of available tenancies for the Tenant; this links the Invoice to
the relevant Tenancy Rent book if required. Without this information the Tenancy rent book
will be incomplete. It is possible to add an Invoice for a Tenant that is not related to a
Tenancy so the field is not mandatory.

¢ Choose the invoice humbering Method. Use Auto if the next invoice number should be
automatically generated. Use Manual if the invoice number is to be entered by the user; the
Invoice No. field will then be available to enter a number.

e Enter the Invoice date which will be the tax point.

¢ The Due date will be calculated from the Invoice date plus the terms set for the Tenant on
their terms tab; this may be manually overwritten.

¢ In Auto mode the Invoice Total is automatically calculated by adding up the value of item
lines on the Invoice. In manual mode the Total must be entered.

e Typeinanltem Code or press the F2 button to display the list or use F3 to search. A new Item
may be created here if required although this is not recommended. The Item field may be
left blank but again this is not recommended as the Item code will identify if this is to be
treated as rent.

e The Nominal will automatically default to the nominal in the Item. If no item is used this must
be entered manually. Where a different Nominal code is required to that of the Item this can
also be entered manually.

e Enter the Enterprise code where required.

¢ The Analysis code is the same as the Property code and should be used in all Property
Invoices, again for the sake of completeness in Rent Books and other reports. Only leave this
empty if the invoice has no relation to the property information.

e Enter a Quantity and Price, if required, which will calculate the Net value.

e If no quantity or price is entered then type in the Net amount to be charged.

e Select the correct VAT code for the sale; this will default to that used on the Item or Nominal
code but again can be changed.

¢ The program will calculate the VAT Amount from the Net x VAT rate. This can be overruled if
you know that this is the correct thing to do.

¢ The Description will update from the Iltem or Nominal code and can be added to or changed
according to need. This description will appear on any Printed Invoice generated; it can be
formatted to include blank lines and spaces by using the Ctrl and Enter keys to insert a blank
line.

e The Gross Amount is automatically calculated from the Net plus VAT amount.

o Areference date can be entered on the item line, in the case of rents this is always the
period start date of the rent being charged regardless of whether the rent is in advance or
arrears.

¢ Multiple Item lines can be added to an Invoice if there are several items being charged for.
Use a Text only item for lines of text with no monetary value.

e The Detdils button at the bottom of the entry screen allows you to enter some text that will
print out on the bottom of the invoice according to the stationery layout selected.

¢ Once the invoice entry is complete it may be Saved. If the Auto Method was used then the
choice will be given to: Save only, Save and Print or Save and Email. If the Manual method
was used the invoice will just be Saved.

New Credit Note

The Credit note entry screen is very similar to the Invoice screen and should be completed in the
same way. To add a new Credit Note you must first select Credit Notes from the list of transaction
types on the top right of the screen, then choose New.
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New On Account Receipt

If a receipt needs to be entered for income but there is no invoice to be receipted, an On Account
receipt should be entered. Again select On Accounts from the transaction types list and choose
New. These can also be entered in the Receipts section detailed later — see "Receipts” on page 108.

Edit

To Edit an Invoice, Credit Note or On Account receipt, either double click it or highlight it and click on
the Edit button. Details may then be changed and lines added or removed. This may be blocked if
another entry relies on the selected record, i.e. an Invoice that has already been paid. When
changes have been made click on Save to keep the changes or Abandon to return the item to its
original state.

You may click on the Print button to print a copy of the invoice or credit note.

Copy

To Copy any Invoice or Credit note, highlight the entry in the list and click on the Copy button. This
will create a new invoice or credit note with identical coding and values. The date will default to
today’s date but may be changed. All parts of the entry may be edited as required and once it is
complete then Save.

Options

This gives a list of options that can be applied Select not printed Invoices

generally or to the currently selected transaction | et unpaid invoices

type Edit

. . Copy

Where transactions have been selected there is 2

an Option to p(]y them. New opening Invaice
Email selected Inveoices
Email and print copy of selected Invoices
Pay selected invoices

Opening Invoices and Credit notes
There is an option to create an Opening Invoice — the menu will change to Opening Credit Note
when Credit note has been selected from the dropdown menu, top right.

Pay selected invoices

F | Process Sales Receipts The selected transactions must all belong
1 to the same landlord for this option to be
Bank o1 Lease Hald C Acc, [Meissinyf
' used.
Method Direct Credit = v
Payment Ref 4029 5- /| Individual Payment References Enter the bank and pqyment ref.if the
Feis 0204202 - defaults are not wanted. Also enter the
Total method and the date.

[ | e |

Tick the box if you want to produce a Receipt list and also to use a separate payment reference
number for each Tenant receipt.

The default for using individual Payment References is determined by the Payment type; Cheques
default to the same reference whilst Direct Credit will default to individual Payment references.
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Invoices from Accounts
Any invoices and credit notes raised in Accounts, which have a customer name who is also a
Tenant, will show in the Tenant rent book report. To ensure they also show on the Property rent book
report they must have the relevant Analysis code for the property.
If they should also show in the Tenancy rent book you will need E=REREx)
to edit the invoice in Property and select the Tenancy from the

Tenancy -

drop-down list in the top right hand corner of the invoice. Ve 5

This option is also available for an Opening invoice or credit note which was created in Accounts.
If the Tenancy code has a different analysis to that already on the invoice there will be a warning.

Interest charges

Settings for the Interest Charges optional module may be entered here as well as the Base Rate.
The third option is to Calculate Interest. See Interest Charging module notes for further details.

Go to

This gives quick access to related data. Highlight an Invoice, Credit note or Sale on Account and
click on Go to from the bottom toolbar. The options offered will be Landlord, Tenant, Property,
Tenancy or Demand.

Transactions Export

The Transaction Export feature is an optional module so that invoices, credit notes and receipts can
be exported from KEYPrime Property to other software. See separate module notes for further
information.

Filters

Filters may be applied to the list of Invoices. As soon as the tick is inserted in the box then the list will
only show those Invoices belonging to that Landlord or Group.

More than one Landlord or Group may be selected at a time and both filters may be applied at the
same time.
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1. Receipts

lig < List
=l ~
% Receipt
The Receipts L*=P* | button on the top toolbar
has a drop down menu which will give the i
following options:
is
List
o Receips =R
| A | None l Swap QX I @ Al (" Tenantcode " Description 01/01/2020 = |To 31/12/2020 ~ a
iﬁ Receipt Date 7| Trans, V| Pay Slip Mo, W |Tenant Code 7 Tenant Name W Description W7 Total 7! Ledger Text. 7 Bank W|Property Code W Tenmancy Code W Filters
04/04/20 12 5 SMITHC Chris Smith Cottage Rent 93425 Parti01/0411t0 01 BUNGALOW SMITHC/BUNGAL | Landlords 12 All
20/04/20 14 6 HEATH E.Heath Pub Rent 16/1 720000 16/10/10t0 15/0 01 CAT HEATH/CAT Vljﬁrﬂ‘ EE i
23/04/20 1e 7 DRAKE C.Drake Pub Rent 16/0 BOO0O0 16/04/11t0 13/0 01 BULL DRAKE/BULL '1 !
28/04/20 128 8 HILL DHill Advance Pay 83333 0 GREY HILL/GREY
30/04/20 19 9 HILL DHill Farm Rent 01/ 000 Advance paymen 01 GREY HILL/GREY
19/04/20 3 100251 CHICHE F.Chichester Farm Rent 01/ 600000 D1/04/11to 30/0 01 ERIDGE CHICHE/BRIDGE
28/04/20 24 10 DRAKE C.Drake Advance Pay 18000 o1
30/04/20 25 11 DRAKE CDrake Maintenance 000 Advance paymen 01 BULL DRAKE/BULL
28/04/20 26 12 HEATH EHeath Advance Pay 180.00 o
30/04/20 27 13 HEATH EHeath Maintenance 000 Advance paymen 01 CAT HEATH/CAT
01/04/20 28 100252 RICE) JRice Farm Rent 01/ 500000 Parti01/04/11t0 01 GRANGE RICE}/GRANGE
08/04/20 29 100253 RICE) JRice Farm Rent 01/ 500000 Part{01/04/11tc 01 GRANGE RICEJ/GRANGE Reports
15/04/20 30 100254 RICE) JRice Farm Rent 01/ 500000 Part{01/04/11t0 01 GRANGE RICEJ/GRANGE li
15/04/20 3 14 ROSE ARose Advance Pay 58000 01 ‘

Shows a list of all receipts for the for the date range set. As with the other sections it can be filtered
by Landlord. The list, like all grids, can be further sorted and filtered with columns added or removed
according to need.

New
Click on the New button to open the Sales Receipt screen. Enter the Landlord and Tenant; the list of
outstanding invoices will then be displayed. Select the Method and if necessary enter a new date.

If the total is known you can enter it here. If it is not known then leave this blank and it will update as
the invoices are marked for payment. Use the Pay All button if all the invoices listed have been paid.
Otherwise put Y in the Y/N/P column to show the invoice is paid in full.

There is a Print on Save box but if you would like a printed Sales receipt you will need to enter this in
the Accounts. Receipts can be entered in either Property or Accounts and will show in both parts of
the program, however, not all of the stationery is available in Property.

Part payments

If an invoice has been part paid, put P in the Y/N/P column and make sure the correct amount
shows in the Received Amount column. When you Save the receipt you will be warned that it
includes a part payment and will give you the chance to change it if it is a mistake.

Should the invoice being part paid have more than one item line on it then you have the
opportunity to allocate the payment to specific lines if required. Once you have put the P in the
Y/N/P column and made sure the correct amount is showing in the Received amount column, you
can then click on the Items button at the bottom.

This will open a list of the item lines on the invoice. The amount of the payment will be allocated
across the lines on a pro-rata basis. If the values need to be changed then use the Clear button to
empty the lines and type in the amounts required until the To Allocate field is showing 0.00. See the
Accounts manual, Part payments and receipts for further information.
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114 Sales Receipt =N =E
#++NEW*** Sales Receipt
Trans. Na [ Edit | ||
Landlord * LHM Leasehold Management Co ) Method * Cheque &
Bank * 01 Lease Hald C Acc. | | Receipt Date  01/07/2021 o
Customer Code*  BROWN Mr G Brown | | Payment Ref 3094
Address Invoice | | Total 11000] £ || Payal
o P on v
‘West Hampstead
SW14DT
L-jﬂ Hald No Type Date meNo * Unpaid Y/MN/P Received Amount Discount Total| Docs,
ot 150 sl 30/04/21 60 17040 | P 000 17040
182| s 10/01/21 5193 13262 N 000 000 13262
On Account

If the payment is for more than the invoices identified, a new Sales on Account record will be
created for the difference; remember to add the Tenancy Ref on the On Account details screen.
Edit

Existing receipts may be Edited or Deleted by using the Edit button from the bottom toolbar. The list
can be limited by date range by entering new From and To dates. To find a specific receipt use the
Search facility on the top toolbar. When the All radio button is selected you can search on any part
of the invoice, e.g. the transaction number, payslip number or amount.

| %}( ’{?AII (" Tenant Code " Description

Receipt
This option behaves in exactly the same way as clicking on New on the Receipt List screen — see
above.

Enter the Landlord then select the Bank followed by the Tenant to see a list of outstanding invoices,
credit notes and/or payments on account for that Tenant.

Select the method of receipt then enter the receipt date and paying in reference. Enter the total
amount banked and then mark off all the transactions that are being paid; you may use up any On
Account payments to clear off the full balance of invoices. Once the details are correct, save the
entry.

Bulk Receipts

Bulk receipts are entered in the same way they are entered in Accounts; see the accounts manual
section on What to Receive for more details. This is a more structured and formal way of entering
many Receipts rather than using the Pay function on the Invoice Listing section.

This shows the What to R ' ==
Receive (WTR) entry screen. o3
Variations appear in Client

Accounting and Standalone 7
mode.

Buancer  Cument Destor 500 e sl sl e Seles Ledge e

Bark Lt Sslarce 000] e Baiance 00, Seactsa Tatil 200
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It can be used for collection of Direct Debits where the optional module and appropriate 3™ Party
Banking software is used; however, users of standard Property will have to do this through the
accounts program.

Standalone Property users can use this method if they have the optional module and 3 party

software.

Entering a Bulk Receipt
Open the Bulk Receipts section from the Receipts drop down menu.
The entry screen should now be completed as follows:

Landiord

Bank

Only
Transaction
s with this
Bank

Receipt Date

LastDue

Date

Method

Only
Transaction
s with this
Method

Payslip No.

The Landlord that the receipts belong to. This identifies which bank accounts to
make available; if a default bank is set for the Landlord this will automatically be
populated but can be changed if required.

The bank into which the payments are to be deposited.

If the Landlord code has not been entered the list of Banks shown will relate to the
First Landlord on the list and you will still need to select the Landlord, which may
then change the bank.

For KEYPrime Advanced users Invoices have a field to show which bank should be
used for receipts. Choose this option so that only those invoices that have been
marked for payment by the selected bank will be shown. If in doubt leave this
unticked in case entries that you are expecting do not appear.

This is the Date on which the receipt is to be credited in the Accounts. For Direct
Debits this will be the date you instruct the Bank software to make the collection.
Entries with an Invoice date after this date will be excluded from the bulk receipt
screen. If you wish to receipt invoices in advance of the invoice date this can be
done in the Accounts WTR.

This allows transactions with due dates after this date to be excluded from the
selection to pay; the date can be set into the future if you wish to include more
entries.

The method of banking, either:

Cheque for cash and cheque deposits into the account on the same Paying in Slip
with the same paying in reference.

Direct Credits for standing orders and other direct payments into the account
that have already taken place; each will have a separate paying in reference but
the same payment date.

Electronic for collection of Direct Debits or recording direct payments to the bank
that have the same paying in reference and date; this will result in the payments
being Grouped on the Bank Statement showing a total for the batch. Tick the
Individual Payslip numbers for the batch to be detailed if necessary.

For KEYPrime Advanced users Invoices can include the Payment Method expected
to be used for payments and receipts. Choose this option so that only those
invoices that have been marked for payment by the selected Method will be
shown. If in doubt leave this unticked in case entries that you are expecting do not
appear.

The next Paying in reference number in sequence for the selected Payment
Method. These are maintained on the Bank Ledger but can be updated or
manually changed before proceeding.
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Individual
Payslip
Numbers

Print List of
Receipts

Electronic
Method
(optional
module)
Export
Folder
(optional
module)

Load

Reprint

Renumber

Postponed
List

Load

This tick box appears when the Electronic Method of payment is selected. This
allows the default of using the same payment reference for all the Receipts to be
overruled and a new Payment Reference to be used for each entry created. This
will prevent the payments being shown as grouped on the Bank Statement.

Produces a printed report of the Receipt entries that have been made, after
completing the Bulk Receipt.

Where the Electronic Receipts option is enabled, and the Method of payment is
Electronic there is an option to Produce File for transfer to DD collection software.
If no file is required or the option is not available, then the default is None.

When the Produce File option has been selected another field is displayed for you
to enter the path to which the file is to be exported. This cannot be changed here
as this destination is controlled by the Admin user in Estate details. This allows an
authorised user to set a destination that is protected to prevent changes being
made to the file between sending from KEYPrime and receipt by the Bank
Software.

Once all the details about the type of payment have been correctly entered,
select the Load option to display the relevant transactions for Receipt.

Only available in the Accounts program linked to standard Prime Property.
Provides a facility to generate a reprint of the Receipt List and Electronic file if
necessary.

Allows a range of Receipt reference numbers to be updated without needing to
edit all the Sales Receipts individually.

Produces a Postponed Receipt report. When you have selected the entries for
Receipt there is an option to postpone the actual receipt generation. This report is
a list of the entries for the selected Payment Method.

Load the WTR and the transactions meeting the criteria set are displayed so that they can be
marked for payment by ticking the Pay field.

Balances
Save
Postpone

Reset No.

Remove
Postponed

All/None

These will show the balances of debtors and the selected bank account before and
after the proposed Receipts.

Saves the selected Receipts and generates the Sales Receipt transactions as
required.

Marks the entries as intended for receipt and saves this information but does not
generate the Sales Receipts at this point.

As entries are marked for receipt, the anticipated payment reference is shown
against them. Depending on how the receipts are marked this may not reflect the
actual payment reference that will be used. The Reset No. option will set the
payment reference numbers to those that would be used if the current selection
were to be saved.

A postponed list can be removed by pressing this button.

This button will say All when nothing is selected for receipt and pressing it will mark
all the lines for receipt. Having selected All those not required for receipt can be
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deselected individually. By pressing it again the button changes to say None and will
clear the receipt selection.

Cancel Cancel will close the loaded list without marking any transactions for Receipt. The
main information can be updated, and the list Loaded again.
Exit Exit closes the Bulk Receipt screen abandoning any changes made.

Click on each line to tick the Pay box or use the space bar plus the up and down arrow keys to move
through the list.

Windows select can be used to mark a range of transactions for receipt; click on the top record
and then click on the bottom of the range whilst holding the shift key.

The blue Trans. No. column provides a hyper link so you can open and edit the Invoice.

=) What To Receive = Em =
What To Receive
\_ﬂ Hel | Trans. No. 7| Type ¥ Code ¥ Landlord T Customer 7 Invoice Date |Due Date ¥ Invoice Mo 7 Amount 7 Outstanding| Chegque No™T Total ¥ Advices By WV Tenancy =
i} 2318 5| EVANS DEM Evans Builders 01/04/2020  30/04/2020 3712 2520 2520 100 2520 None EVANS/U 1 7]
N 2330 sl EVANS DEM Evans Builders 30/04/2020  30,/04/2020 3720 430.00 430.00 o 000 None EVANS/U1
N 2331 sl EVANS DEM Evans Builders 30/04/2020  30/04/2020 3721 625.00 625.00 o 0.00 None EVANS/CT 3
N 2317 sl FOUNT DEM Fountain Forestry 15/02/2020  12/03/2020 3an T065.96 T065.96 100 706596 Mone |
N 2332 ) FOUNT DEM Fountain Forastry 071/04/2020  15/04/2020 3722 500.00 50000 100 7565.96 MNone. FOUNT/CT
N 2319 s FOUNT DEM Fountain Forestry 07/04/2020  28/04/2020 313 80.00 50,00 100 7655.96 Mone FOUNTA 2
N 2333 sl HIF DEM Mr A& Hipwell 07/04/2020  10/04/2020 3723 300000 3000.00 o 000 Mone HIP/AG3
N 2335 s HIP DEM Mr & Hipwell 30/04/2020  07/05/2020 513731 625 B.25 o 000 Mone HIP/AG3
M 2323 sl MILLE DEM s W Miller 07/04/2020  01/04/2020 315 15.00 15.00 o 000 Emailed MILLE/CT 1
N 2124 5| MEW DEM Mr & Mrs J Newman 01/03/2020  01/03/2020 3703 500.00 50000 100 500.00 MNone NEW/CT 7
13 . N 2337 sl MEW DEM Mr & Mrs J Newman 01/04/2020  01/04/2020 2725: 500.00 500,00 100 100000 None NEW/CT 7
N 2356 5| PART DEM Mr A Partridge 30/04/2020  07/05/2020 513732 537 537 0 0.00 Mone PART/SP3
N 2324 5l PEMNM DEM MrT Penn & Mrs A Sparrow 01/04/2020  01/04/2020 3716 197.10 19710 o 0.00 None PENM/CT1E
N 1982 5| UPHIL DEM s Girry Uphill 01/02/2020  10/02/2020 3693 4187 4167 1] 0.00 None UPHIL/AGS
N 2128 sl UPHIL DEM Ms Ginry Uphill 01/03/2020  10/03/2020 3706 4167 4167 (+] 000 MNone UPHIL/AGS
N 2325 | UPHIL DEM Ms Ginry Uphill 01/04/2020  10/04/2020 377 255.00 255.00 o 000 MNone UPHIL/AGS
; ‘» A a Vi nent be i Lnkill nimnmn tnminnmn 2718 a7 a1e7 n ‘ AR Rinna (o iame T
Balances Current Debtors 3652850 Mew Balance 2784734 Selected Sales Ledger 8681.16
Bank Current Balance 3092484 New Balance 3960600 01 Current Account 100K Selected Total 368116
Save H Postpone || Resst Mo, All || cancel || Exit

The list may be sorted and additional columns added if required, for example, the list shown
includes the preferred payment type and bank columns. The Trader sort code and bank account
details are also available to help when using the Electronic payment method.

Once transactions have been marked for payment the list cannot be filtered or unfiltered and only
certain columns allow filtering.

As the entries are marked for receipt the New Balances and Selected fields at the bottom of the
screen are updated.

Save

Clicking on Save checks that all the receipts will be greater than zero and then creates Sales
Receipt transactions for each trader. The selected invoices are marked as fully paid. The reports
and export options selected in the WTR heading section will then be produced, first the Cheque List,
then confirmation of the Bank Export file production and location if electronic was selected.

Postpone

The Postpone button allows the selected Invoices to be marked for Receipt but no payment is
made yet.

The postponed list can then be generated and circulated for checking. Each Receipt Method can
have its own separate postponed list, one each for cheque, direct credit and electronic payments.
If there is a postponed list in existence for the Receipt method selected, when you attempt to load a
new WTR, a warning is given and the postponed list is loaded. The dates you originally entered prior
to postponing will be used but can be changed. If any Invoice marked for Receipt has been edited
since the WTR was postponed it will no longer be highlighted for payment on the list. A warning is
shown beside the invoice number if someone edits a transaction that is on a postponed payment
list.
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In order to clear a Postponed list, load the list and press the Remove Postponed button.
If the postponed list can be receipted, load it and press the Save button.

Cancel

Cancel will close the list of transactions for payment, returning you to the screen first loaded when
opening WTR.

Exit

Exit will close the screen completely and lose any selections you have made.

Direct Debit facility for WTR (optional)

The ability to receive Direct Debits is an optional Module that can be purchased from Landmark.
This module can be used in conjunction with third party products to collect payments from
Customers. This can only be used in the Aecounts which are linked to Prime Property or in the
Standalone Property version.
Customers that have agreed to pay by Direct Debit are identified by ticking the Mandate Held box
on the bank tab of the Ledger record having first provided the customer Bank Details.
There is an option to indicate whether
the first direct debit has been claimed

Bank Mame First Direct

Sort Code 33-44.55
already, this will automatically update Account Number osssdse
when a payment has been made for St i

Account Name Account Name

new Direct Credits. T
First DD Claimed Already

It can be reset if a new DD authorisation has been obtained.

New direct debit authorisation details can be sent to the BACS software by running the Generate
DD Authorisation report from the Customer ledger reports section of the Accounts company.
Direct Debit invoices can be receipted in bulk or individually by using the What to Receive function.
This will need the additional information when completing the heading section as to whether each
receipt will use individual payslip humbers or whether they will all have the same payslip number
for the batch.

Once the Payment method Electronic is entered the Electronic Method Produce File must be
selected to send the information to the Banking Software.

= What To Receive [E=m[E=n =

Bank o1 Current Account 100K [ | oniy Transactions with this Bark Include Purchases 9| Print List of Receipts

Receipt Date 30/04/2021

Last Due Date 3 Electronic Method | Produce File

e ST - ooy Transactions with this Method Eonm
Paystip N 10003 individual Payslip Numb
st SAOEERGIE SRR SEr> ¥ | toad || Reprint || Renumber || PostponedList |

The default Export folder is used for the WTR Bank Export file, which is defined in Admin, Estate
Details. In order that the file can only be saved to a location determined by an administrator,
this cannot be changed through the WTR screen.

When collecting receipts there are 4 Direct Debit options available on the i e e

dropdown menu under DD Type. First Paym [

There is a tick box in the bank section of the Customer details to show if a it e

receipt has already claimed from that customer - First DD Claimed. E ::i::fntmn
Last Payment

If this has not been ticked then the DD Type in WTR will default to First Payment. Otherwise it will
default to Ongoing.
The setting can be changed if required on the WTR screen for the current payment.

113




First This will generate two files:

Payment NEW direct Debit export file to instruct the Bank that a payment is going to be
taken.
A BACS payment file which has a pay reference of 01 after the Bank Account
number to indicate this is the first payment from this account.

Ongoing This will generate one BACS file that indicates it is an ongoing payment with a
pay reference of 17 after the bank account number.

Re This will generate one BACS file that indicates it is a representation of a declined
Presentation payment with a pay reference of 18 after the bank account number.

Last This will generate one BACS file indicating that this is the final payment from the
Payment customer with a pay reference of 19 after the bank account number.

Once the file(s) have been generated they can be transmitted to the agent who is operating the
collection service, by picking them up from the location in which they have been saved.

A notification that Payment has been | statement Statement Standard -Templste [ | cuomiz= |
. - |
collected can be generated from the User et ENK B
L Statement_s_hovir_ W Outstanding Inveice Only i DnADcn_m}t_Palrrmnﬁ

definable stationery Direct Debit Notification
found in Invoice defaults of Accounts.

For Standalone Property only the default layout can be used or contact Landmark for a bespoke
layout.
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12. Documents

Documents (Word, Excel, PDFs,Emails, Scans etc.) can be dragged and dropped onto property
records and diary actions. It is also possible to use a URL to a web page or other web resource.
These can either be linked to the original document or to a copy that is stored in a common folder
for the Property data. Emails are always copied to the common document folder; in a Network
situation the option defaults to a copy where the drive detected is hot on the local computer.

To make it easier to attach documents, all the ledger and transaction entry screens now have a red

paperclip icon which provides a quick way to enter the path to a document. Type in the path or

browse for it.

= | =] =]
; - New Document for Landlord Dema Estate = | p.8
n
For
Doc Date 06042021 -
£ = v
File Name or URL (bt B
P n |
i File path I
Description
5t
Lar
Walue .00
Attached by i an
|. | Save | |{§> Open | | Drelete | | Cancel
= 1
Drag and Drop

To link a document just drag and drop the file onto the record it relates to either in the listing screen
or an open record. Documents can be dropped on Properties, Tenants, Tenancies, Landlords,

Invoices and Diary Actions including Tasks.

If a copy of a document is made it will be stored in the
common document folder. The Default Document path to
this folder is set up on the Launchpad.

When you just drag a document a small arrow will be
displayed to indicate that the link will be to the original file.
If you prefer to force a Copy to be created in the common
folder, hold down the Ctrl button as you drag the file, and
the arrow will be replaced by a + sign.

Launchpad Settings
T —
[~ Remember password
I Autologon
[~ Showas tree
I~ Filter by user

[~ Prompt to back up database when closing company

Default Document path

LandmarkDocuments

Scope ofdata

(s Single database
" single server

" Local servers

" All servers

Apply

| it |

Where a document is dropped on an open record the Document tab flashes denoting that
something has been added. If you open the documents tab you will see a list of all the documents
linked to that Tenant/Property etc. The tick box will show whether they are Linked directly or, if not

ticked, they will have a copy in the common folder.
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NOTE: When you drag and drop a document onto an open Tenant/Property/Tenancy etc. you do
not have to be on the document tab. Any tab may be open and the document will be stored in the
correct place.

When you drop a document onto a record IEEliE A e
in the listing screen a message will show
which record it has been added to.

o Document Property details.docx has been added to Tenant COOK.

]

Users with a Read-only role cannot add or delete documents on transactions.

Viewing documents
To view the documents that are linked to each Landlord, Tenant, Property or Tenancy click on the
Documents tab.

Diary MNotes Accounts Details Walues Pictures Tenancies Groups

I Al | Mone | Swap | | Q% || & an € FileName ¢ Description | -Directand Related |
,_«,EI File Name | Description 7| Path | Doc Date v VWalueW| Is Linked W Tra)
p Hanoversquareoffic Hanoversquareofficedocx Chlsers\User\Desktop', 29/07/2020 o

To view documents attached to a Sales invoice or other transaction, edit the invoice and click on
the Documents button on the bottom toolbar.

In both cases there is the option to view Direct documents and Related ones. The direct documents
are those attached to that specific ledger or transaction. Related documents include any that were
linked to the object indirectly e.g. in a Landlord, related documents would include:

a) Documents linked directly to Tenants for the landlord
b) Documents linked directly to Properties for the landlord
c) Documents linked directly to Tenancies for the landlord
d) Documents linked directly to Landlord Diary actions

The program will remember the last setting whether to Show Direct and Related documents or to
just show Direct documents.

To view a document simply clickonit [ Document for GILES ==
in the list on the Documents tab of the =
selected Record then choose the Date 26/03/201 5 RS
Open option. Type foe o
File Name t
The document record provides a date Details Propetiyecialsdacs

and details field; both are completed

automatically but can be updated a
ue 0.00

according to requirement. iy . -
File path
| Save | = Open | | Delets || Cance| |

Viewing all documents
A list of all files linked to a company can be viewed by clicking on the Document icon on the toolbar

O

Documents
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® Document list for Demo Property Agents =— O x

| Al | Nore | Swap | QX [ (¢ a1l (" File Name (" Description ]
Qﬂ Doc Date = File Mame 5| Description W Value W Path | IsLinked 7|Type 57| Mame T Trans MNo. 57
27/02/2020 StockValuesxls Valuation 3261 CiUsers\5arahLANDMARK]\Document W Transaction Mr P Ashdown 173
F 25/07/2020 Hanoversquareof Hanoversquareof 0 ChUsers\User\Desktop' Property 12 Hannower Squ 0
29/07/2020 tenancyagreeme  tenancyagreeme 0 ChlUsers\User\Desktop, Tenancy 12 Hannower Squ o
29/07/2020 mayfairdocx mayfairdoo 0 ChUsers\User\Desktoph Property 156 Grovenor Sr 0

32.61

Edit || open || Export | | Delete || Eit |

The list can be filtered on each heading using the I:I icon or grouped using the right click and
Enable Grouping option on the heading of the columns. See "Column Header” on page 6 for further
details.

As well as the buttons on the bottom toolbar the Documents can also be opened from this list by
double clicking on them. If you Right click on a document there is a further menu to Open, Edit or
Delete it.

Open will open the selected file.
Edit will open the information for the file so that this can be viewed and/or edited.

Delete will remove the link to the file but will never remove the actual file that it is linked to. Where
the file was copied to the Common folder the copy will also be deleted.

Manual Linking

It is still possible to manually link a document without using the paperclip icon. Open the Document
Tab on the record and right click on the word Document on the tab. Click on New then browse to
the document. Once entered choose whether to link or copy and then press Save.

Link or Copy ?

Whether to link or copy depends on your preference and set up. For single user, single PC situations
it is useful to link, so that the original file can always be accessed and any updates are
automatically shown. This does require discipline in not moving, renaming or deleting the linked file,
otherwise Prime will have difficulty showing it. Emails will always be copied as a new file is created
outside of Outlook, however, there is now an option to save just attachments to emails rather than
the whole email.

On networks where you wish to keep the original document safe, or where you wish to share the
documents with other users and in a common location, the Copy option is preferred.

When you copy a document it creates a copy of the file with a unique name that Prime uses to
identify it. The file is within a Sub Folder of the default document path that is set on your Launchpad.
The subfolder uses the Database name of your property data and the Property Company’s internal
ID. For example the default is:

C:\ProgramData\ Landmark\KeyPrime\LandmarkDocuments\ LMKEYPrime\ 23048 where 23048 is
the ID of the property company. There will be a separate folder for each accounts and property
company that has documents copied. This is deliberately cryptic as an attempt to deter
interference!

Broken links

Where a file has been linked and the original is moved, renamed or the drive on which it was saved
is not available, attempting to open the file will give an error. Before deleting the broken link check
to see if the file can be restored to its original location or the path can be reinstated.

117




Where a copied file shows an error on opening this will require a check on the Common folder to

confirm that the copied files have not been removed.

Network users sharing files

On a Network it is important to first create a shared folder on the Server with the name
LandmarkDocuments. This folder should have full rights for ALL users.

If you wish to restrict access for security
reasons you will need to ensure that all
Property users’ Windows Profiles AND
the Prime SQL instance have full rights
to the folder; please consult your
Network administrator for more
information. Refer them to Landmark
Technical support for detailed advice.

If you wish to use a different share name for the common folder, this will need to be entered on the

1
KEYax Launchpad

RANGE ALANDMARK SYSTEVS PRODUCT

Administrator
&

& Hide Company

.. Backup

= Restare

Create new Company

15 company Settings

& Change Database
4] Launchpad Settings

%3 Updater Settings

¥ Database Update
% Extract Company

= Import Database

e
I~ Show hidden comparies
I Remember password
|

« Register Company

| b
K< Report
€2 Companies Repol /Sm‘mmmi L

Tools 2 o

Pa

\ Backup || Consolidator || Linked Users

Key Prime Launchpad

Launchpad Settings -

I Autologon

™ Show as tree

|| T Filter by user

| ™ Prompt to back up database when closing company

Default Document path L/

| " Single database 7t
(".single senver
(¥ Local senvers

o] o |

| Administrator |

Launchpad settings for all users as shown here.
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13. Reporting

Favourite Reports
With many options available for running reports it can be difficult to remember
which reports you usually produce and what options to select at the end of the
Month or Year, or on behalf of a department manager. Reporting

The Reporting section is provided to create a list of the various reports with your preferred options
other than the date range. The date range is added when you select either Preview or Print.

These reports may be created from the Favourites menu or added using the | “licon onan open
report. When saved from an open report, the options selected for that report will be saved to the
favourite but can be changed when run from Favourites.

L= el
| Al I Mone I Swap | \-)\,X [ = a1 ('Group ™ MName
22| Mo. ¥ | Group W Name A
11 Tenant Reports Tenant Reports Tenant Rent Book
12 Tenmancy Reports Tenancy Reports Tenancy Summary Print |
rin

3 13 Demand Reports Demand Reports Demands To Process List |
4 Property Reports  Property Reports Property with no Rent

=

Report Criteria

Date From | 01/02/2022 i To | 31/03/2022 %

| New | | Options | | Rename | | Delete | | Exit |
Report Library Selection = Select NEW to display the Reports Library
Aeport Name  [Damond Repots Ffure Flrt Dorands | screen wh|c3h shows the dlffereht sectlon§ of
£ Diary Report property. Click on the "+" alongside a section
5 Demand Reports to expand it and display the reports
. ~Processed Demands | bl
BR .- et Derans| avarable.
. - Demands To Process List . . .
| |-Rolled Over Demands Clicking on the required report sets a default
- Demands Ending description in the report name field; this can
.~ Blocked Demands . .
- Demands Ended then be amended if required.
[#- Landlord Reports . .
S ——— Save to add the report to the Favourites list.
¥ Tenancy Reports Highlight the report then set the Options.
[#- Tenant Reports
| sae | | abandon | | Bit |

Favourites can be Removed from the list by selecting them and choosing the Delete option.
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Options

Highlight a report and click Options to

display a similar criteria screen as when the | Gester=pertisia
Landlords
report is run from the program normally. e
In the example shown here, in the section
‘Create report using’, you will no longer see Sy
. . ' Property code " Property name
the usual list e.g. Selected Properties, i G
Current List, All Properties. Now you will see (" Terency type
the Landlords and Properties underlined in Fitered oy
blue. This is a link to the list of Landlords and | ™
A A Tenancy type AHAN AG Holding Act Non Repair ~
Properties to select from if not all are AHA  Agncutursl Holdings Act
AST Assured Shorthold Tenancy
wanted. COMM Commercial
FRA Fair Rert Act
Tenancies and Tenants will show in reports = —
for those sections rather than Properties. ook | [ Gnel |

Any date fields can be ignored as this information will be provided when running the report through
Preview.

Rename
When the report is saved it will include options specific to that report, so it may be useful to indicate
this in the name. A report can be renamed at any time by using the Rename button.

Preview or Print

Single reports or a selection of reports can be produced as a batch by highlighting them and
choosing either Preview, to display them on the screen, or Print to send them directly to a printer. On
selecting either option a date range is provided to report across.
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14. Utilities

Excel Export

This powerful facility provides a simple tool for extracting data from KEYPrime Property into an Excel
format.

| (=] Expiimp

It is available in Demands, Tenancies, Properties and Tenants screens from the button on
the bottom toolbar. When the Exp/Imp button is selected a screen is displayed listing all the fields
that can be exported:

Export Details
" Highlighted only
(5 All currently visible Layout Default 47 [¥] Include all figlds on the Nates/Diary reports
58 Properties Repor] T Field Condition T Detail T Motes o
j Froneny Nakes 3 PropertyCode <Mone> Required for Importing. E | |
- Property Diary =
PropertyMame <Mone> Required for Importing. | = |
PropertyType <MNone> Required for Importing.
LandlordCode <Mone> Required for Importing.
EnterpriseCode <Mongs
AddressLinel <Monex
Addressline2 <Monex
Addressline3 <MNonex
Town <Monex
County <Monex
PostCode <Monex>
Phone <Mone>
MaplLinkld <Mongx -
| Bport | | Save || Mewlayout || Deleteiayout || EditCriteria | | Exit |

This not only lists all the fields which can be selected but it allows the setting of conditions. The
fields will vary according to whether you are in Tenants, Properties, Tenancies or Demands.

Where applicable, Notes and Diary records related to the main =0 Properties Repor]

records may be exported separately. See the menu on the top left. EZEEE gi”::
Selection

If you only wish to report on specific records, then highlight these before el

clicking on the Exp/Imp button. Then in Selection you may choose to export Ll o

just the Highlighted only records or All records.

+ Al

Export Details
When first opened the Layout will display a Default screen with none of the fields selected. You can
just tick the fields you need and click on the Export button to run a one-off report.

However, it is possible to set up Layouts for reports that are run regularly so you can use a saved
layout from the drop down list.

Save your Layout

If you intend to use an export format regularly, before making any changes choose the New Layout
option and give it a useful name. Make your selection and set the conditions then choose the Save
option. You may edit and resave the layout at any time.

If you find you have too many layouts you may delete them with the Delete Layout option, this
cannot be undone so treat with caution.
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Fields

All the fields available for exporting are shown in a list with a tick box, the Field Name, Condition,
Detail and Notes columns. Select the fields you wish to include in your export by ticking the box,
either with the mouse or by using the space bar and moving up and down the list with the
keyboard arrow keys. You may find it quicker to select all the fields by ticking the box in the header
of the column and then deselect those you do not want.

You can change the order of the fields in the export by highlighting the field and then clicking on
the arrows on the right of the list to move the field up or down the order. Once exported, the top
ticked field will show in column A, the second in B and so on. Fields which have not been ticked are
ignored so there is no need to move them.

Conditions

Conditions/Criteria allow you to filter which records to include in the export. Depending on the type
of data in the field you can choose how to filter the information. Select the field and double click on
Condition column or press the Edit Criteria button to show the field you have selected and what
conditions can apply.

The illustration below shows an export layout for all properties with more than 3 rooms.

Only one condition per field 3 7 No.ofRooms | <Nanes
can be set, if you require more ek B i o e
it is better to custom filter the o Alphanumeric Criteria - o IEN

Listing screen first and export
the Highlighted only records.

Header Mo. of Rooms

I Condition

Condition details

3

e |
= Field Condition <! Detail = The condition will show in the Condition
] PropertyActiveSt  <Mones column and the value will show in the detail
7 PropertyCode <Monge> column.
v PropertyMame Contains Cottage
i PropertyType <Mone>
7 Ma.of Rooms Greater than 3

For text fields we would recommend using the ‘Contains’ condition so this avoids common
formatting discrepancies.

Export

Once you have saved the layout and conditions you require, choose the Export option and the data
will be exported to an Excel Worksheet in the order selected.

The worksheet will be in the Standard KEYPrime format of 2 rows of headings to describe what the
spreadsheet is and when it was produced. A 3™ row provides the simple field names and a hidden
4" row that has the column headings for the fields as the program understands them, in case you
wish to import the details back.

Notes or Diary Exports

If you wish to export Notes or Diary Actions the option needs to be selected before ticking the fields
or choosing to create a New layout. The default setting only presents the basic information required
to identify the notes/diary actions but there is now an option to Include all fields on the Notes/diary

122




reports. If you tick this option and say Yes to resetting the default, when you select the Notes or
Diary menu on the left then all export fields will be available.

When saving a layout you will need to ensure the hame reflects the export type; if you select a
layout that was devised for the main list the report will just go back to using the fields in the main
list.

1] Import / Export Tenancy Notes E3
Import
Selection Export Details
" Highlighted only
{~ Al corentit i Layout Default v [ Tinclude all fields on the: Motes/Diary reports
- Tenancies Repaort ~ T Field Condition T Detail | hotes himd
: .4 TenancyCode <Mane> Required for Importing. | |
- Tenancies Diary
LandlordCode «Mone> Required for Importing. | = |
EntryDate <Maones Required for Imparting.
ActionCode <MNone> Required for Importing.
Subject «<Monex Required for Importing.
Description < Mones
FilzPath <Mone>
Value «Maone>

Having highlighted the correct section for the export, choose from the available fields, save the
layout and export just like any other report. Please remember that although Notes include
completed Diary Actions only Note type fields will export from the note section so you may need to
repeat the export for both.

Word Link

Throughout the program there are options to generate Word letters which include information
from the relevant records. In order to carry this out the program requires a Template to be selected.
These templates can be designed by the user to include their own wording and then it merges the
selected fields from the records. This will ensure the letters/documents always include up to date
information.

Each of the Sections has a specific prefix to identify the correct templates:

SECTION LETTER PREFIX
Properties PTYLet
Tenants TNTLet
Tenancy TCYlLet
Tenancy Review Notice TRNOTLet
Tenancy Review TREVLet
Tenancy End Notice TENDNOTLet
Tenant Debtors TNTDebtLet

Diary events for Properties PropertyDLet

Diary events for Tenancies | TenancyDlLet

Diary events for Tenants TenantDLet

Diary events for Landlords LandlordDLet

Management diary events ManagementDLet

Tenancy details template Blank-TenancyDetailsTemplate
Works Manager template WorksManagerLet
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These Word templates are stored in a folder: C:\ Users\xxxxx\Documents\KeyPrime\ Document
Templates.

Each section contains a Masterfields document template which has all possible fields available for

h = TMTLet-MasterFields.docx

that section, e.g.

To create your own Templates open an existing template of the relevant type from the above folder
and save it with a new name; the first part of the new name must include the appropriate letter
prefix as in the list above as this determines the correct section, e.g. having opened the PTYLet-
Masterfields template the new document could be saved as PTYLetStandard.

Record Fields
The Record Fields are the bits of information brought into the letter/document from the Prime
Property records, e.g. Tenant nhame and Address, Annual rent, Rent owing etc. Adjust the Template
to your requirements making use of the Record fields as many times as you require.
The record fields as shown in the Master Templates are sl ehce s Bl Hecmud
surrounded by the [ and ] characters. [Tenant Address1]
[Tenant Address2]
Each section has a Masterfields template and other sample e A

H H H [Tenant Address3]
letters as well if you prefer to adapt something simpler. [Tenant Posteods]

Copy the fields including the [ & ] to where you wish them to show on your letter. For values you can
add a £ sign in front, for example £[Annual Rent] will show as £600.00 when you create the letter.

There is no limit to the number of templates that can be created and these may be added to or
amended at any stage.

When looking for Templates the program will look at the last location that you opened a template, if
it is still accessible. Therefore, network users can keep all commonly used templates in a shared
folder so that everyone can access them. All users will need to use this folder first in order that the
path is remembered.

Creating Word letters

Once you have created your own template, save it with the appropriate prefix. When you wish to
send a Word letter, highlight the records you want to use, e.g. the list of Tenants you are writing to
then click on the Word button.

If you have selected more than 3 records, you will be asked if you wish to Merge them into a single
document. If you do not merge them, they will all open as individual documents. If you do merge
them, it will produce a single document containing all the individual letters.

Select the Template you wish to use and click on Open.
If you are sending a letter to someone who is a Tenant KeyPrime Properties
in more than one property, when you have selected
the template the program will show the list of
tenancies and ask you to select which tenancy the Firersleain Tenameyilo s he Wosd tettec

letter refers to.

Tenant is linked to more than cne Tenancy.

£ Tenancies List

!jﬂ Tenancy Code 7 Tenancy Mame W |Property Code W TenantCode  WiTenangy Starts W Tenancy Ends W Status s
| ¢ FOUNT/U 2 Unit 2 u2 FOUNT 01/09/2015 31/08/2018 Active

|.# FOUNT/CT2 Woodlands T2 FOUNT 28/04/2014 31/10/2018 Active
Upgrades

The Master templates can and should be deleted whenever there is a major Program upgrade, i.e.
the Release Version changes. The master templates will have new fields added from time to time,
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but they will not be updated in the templates list if there is an existing one. If in doubt, cut and paste
the master templates to another folder. Then when you open the program next time, up to date
versions of the Master templates are copied into the folder because they do not exist there
anymore.

As a result we recommend maintaining your own templates with their own Names. You will be able
to update these with any new fields that have been added to the Master Template.
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Icons, 34
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Landlord Filter, 8
Launchpad, 3
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Menu, 4
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Multiple Tenancies, 50
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Pictures, 41
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Preferences, 25

Process, 82, 92

Processed Demands, 99
Processing Service Charges, 96
Processing the Date of the Next Review, 69
Properties, 34

Property Groups, 13
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Property Margins, 50

Property Notes, 49

Property Rent Book, 49
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Property Valuation, 50
Property Valuation Change, 50
Property Voids, 5l

Property with No Rent, 51
Receipt, 107
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Roles Report, 22
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Rolled Over Demands, 101
Rolling Demands Forward, 95
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Service Charges by Type, 78
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Settings, 10
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Spellcheck, 11, 21

Starting the Program, 3
Statements, 55

Stationery Layouts, 12
Tenancies Prefix, 12

Tenancy Notes, 78

Tenancy notes by Tenancy, 78
Tenancy Rent Book, 77
Tenancy Reviews, 78

Tenancy Summary, 77
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Time to Collect, 50

Top Toolbar, 6
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