
                                                           

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

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

 
Within the Accounts data set up a new Bank Account for any transactions to do with client monies. 
Ensure that the Client Account box is ticked in the Details section. 

 
 
Set up Nominals as appropriate for Rental Income, Expenditure and Agents Fees. 
Set up Suppliers for all the Landlords you will require. 
Set up a Supplier with the Agent name and address. 
Once the Accounts have been set up, go into the Property data and a request will come up on 
screen for you to set up the Agent Settings. 



 

 
Select Yes and the blank  
Agent Settings screen will be 
displayed. 

                  

       
 
Use the Browse button  to take you to the Supplier Codes screen. 
If the Supplier code for the Agent has already been set up, then select it.  

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

    

 



 
On the Client Accounting Preferences side of the Agent Setting screen, fill in the VAT details and the 
percentages that will be charged for Landlord Fees; these are for Rent Only or for Fully Managed. 

 
 
Also select which Fee Invoice Processing Option is required: 

 
 
The Last Fee Invoice number can be changed if Fee invoices have been produced before and you 
wish to follow on with the numbering, otherwise they will start at 1. 
The Demands Item will also need to be selected if already set up, otherwise a new one must be 
created: - 

 
 

Click on the Browse 
button then New to 
create a new Item. 

 

If nominals have not 
already been set up in 
the Accounts data, 
then a new Nominal 
will have to be set up 
too. 

 



Click on Save to save the Agent details. These details may be viewed or edited in the Property data, 
Admin, Agent Settings. 
To set up the Landlords in the Property data click on New and either Browse for the Suppliers 
created in Accounts or enter a new code and create the Landlord in Property. Alternatively, use the 
template in the Documents template folder and import all the information from excel. There are 
also templates to import the Properties and the Tenants from excel. 
In the Preferences screen select the options required for invoice numbering, layouts and the 
address for invoices; in this case Estate will print the address for the Managing Agent. 
 
 There is also a Client Accounting tab to be filled in: - 

 
The Fee Processing Option defaults to that set up in Agent settings but may be changed for each 
Landlord. 
The Last Fee Processing Date is mainly for information but can be changed if necessary. Select the 
appropriate radio button for whether the Fee is to be charged on invoices according to the Invoice 
Date or the Payment Date. 
There is the option to have separate default banks for Receipts and Payments if required. 

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

Create Tenants in the   section. 
 
Back in the Accounts enter the opening bank balances for the Landlords.  To do this highlight each 
landlord and then click on the Opening button on the right hand side. This opens a new Bank 
Receipt screen which defaults to the Client accounting bank and also to the last date prior to the 
year start. Set up a nominal for this in Miscellaneous Receipts which should be outside the scope of 
VAT. The ‘Landlord’ and ‘Customer’ field will both be the Landlord. 

 



 There is a message to advise you to split the opening balance if any of it is of Rent type: 

 
       
In Property set up the Tenancies in the usual way and create a Demand for each tenancy. See the 
Property manual for further information on setting up Tenancies.  

 
Within each Tenancy there is a 
Client Accounting tab to be filled in. 

 
 
This will default to the Fee percentage set up in the Agent settings for Rent only fees, but it can be 
overwritten and the option for Managed Tenancy selected. There is also the option to change the 
fee to a fixed amount as opposed to a percentage. Fees are calculated by reference to the rent 
charge period so are not necessarily a per month rate. 
 
Opening debtors should be entered. These will be raised as Opening Sales invoices in the Accounts 
data. They will appear in Tenant statements but will not appear in the Tenancy rent book as there is 
no tenancy reference attached to these entries. Remember to tick the VAT Previously Claimed 

 box if needed. Client Accounting does not produce VAT Returns for individual 
Landlords but does provide enough information to enable the VAT returns to be prepared for each 
Landlord. There is now an option to show the description on the invoices on the VAT transactions 
report.  
           
If deposits have been paid by Tenants, the information is recorded in the Terms screen within 
Tenancies. However this does not appear in the Accounts data so it must be entered separately as 
a Bank Receipt which should be coded to a specific nominal for Rent Deposits. 
To record deposits received prior to the start date of the Accounts data, enter them as a Bank 
Receipt dated on the start date – opening Bank Receipts will be introduced sometime in the future. 

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

There is an option in Admin, Settings  to Auto Process the demands:      . 
If this is ticked the user simply processes the demands by selection, date or landlord and the 
invoices are produced without the user having to save each one individually. Warning messages 
about rolling over demands are still received and need to be acted upon as normal. 
Once the invoices are created the sales receipts should be entered when they are paid. 

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



There are three ways of entering a receipt in Property: 
 

1. In the Invoices screen, highlight the invoices to be receipted. Use the ctrl or shift buttons if 
several invoices have been paid at once. Only invoices for one Landlord may be paid at the 
same time.   

 
Once the invoices have been selected 
either right click on the mouse or click 
on the Option button. Choose Pay 
selected invoices and put in the 
payment date and method. Click on 
Save. 

 
 

2. From the Receipts menu select Receipt.  This will bring up the normal Sales 
receipt screen with the additional field where the Landlord must be selected. 

 
 

3. In the Receipts menu there is also the option to Bulk receipt. This may be used to receipt 
multiple invoices for several tenants at a time on a single landlord. 

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



Agents fee processing 

In the Invoices  screen there is an Agent Fee button from which you process the fees. This 
will process the fees for all landlords or, if the list is filtered using the Landlord Filter on the right hand 
side, then only invoices belonging to those Landlords will have the fee charged. 
The Agent fee button gives 2 options: to Preview fees or to Process fees. 
If you select Preview Fees you will need to enter the dates and click OK. 

 

 
If the fees are to be processed on 
the Payment date, then the Process 
fees up to date will be the Payment 
date of the invoices. 
 

 
You will first be shown a list of Landlords that have No fees due: 

 

This list may be exported to Excel if 
required. 

 
Exit that list then you will be shown the list of Landlords with invoices that require agent fees to be 
raised. 

 
Each Landlord will be shown as a single line which can be expanded by clicking on the + sign to 
show the fees for the individual properties. This list may also be exported to excel. 
Once the preview has been checked, or if no preview is needed, then select Process Fees. Again put 
in the required dates. If you want to preview each invoice before saving, then tick the Preview 
invoices?  button.  
This generates the Agent Fee invoice template which shows the Landlord (Client) and the details of 
the property or properties being managed. Save the invoice and this will produce a self-billing 
invoice for the Agent in the Accounts. 



 
If the Preview Invoices is not ticked, then when you click on OK the invoices will be processed and 
saved automatically. 
Fees should be processed on a regular basis, at least monthly. The fees will be processed either 
according to the Invoice Date or the Payment Date as was selected in the Landlord, Client 
Accounting screen. 

  
The rate of fee charged is initially set up in Admin, Agent settings, Client Accounting preferences, 
but it may be changed in the individual Tenancies’ Client Accounting tab. 
To ascertain when the last fee invoice was processed for a Landlord, go to Landlords, Edit and 
select the Client Accounting tab. The Last Fee Processing date is the Processing date of the latest 
demands to have had the fee raised on them. 

Landlord expenses 
Bank Payments and Purchase Invoices to be paid on behalf of Landlords are input in the Accounts. 
All these transactions have to have the Landlord selected. 
It is now possible to put a limit on payments out so that over a specified value there will need to be 
approval from the landlord. The limit can be entered in the Client Accounting tab on Landlords in 
both Accounts and Property. 
A payment will also not be processed if the Landlord has insufficient funds in the Client Bank 
Account, at the date of the transaction, to cover it.  

 
 



 
  

Reporting 
Landlord Reports 
The financial reports for the Landlords are found in the Accounting data under Ledgers then 
Clients. Or use the Landlord icon on the lower toolbar. 

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

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

Landlord Balances 
This report shows the cash position for each Landlord. 

 
This report will default to the Client Accounting bank but if no bank is entered then there is a tick box 
option to show all banks. 

Landlord Ledger  
All the Landlord transactions are reported on in the Landlord Ledger report. There is the option to 
show include debtors and creditors or just show bank transactions. 



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

Landlord Statement  
Statements for each Landlord may be produced in detail or summary. They are on a cash basis 
only, so they do not take into account debtors or creditors relating to that Landlord. Therefore they 
should agree with the Landlord Balances report. 
Statements may be printed and there are several layout templates to choose from. There is now 
the option to customize a layout so non-active properties can be excluded. 
 
Detailed Statement Layout 

 



The detailed statement lists the Tenant, period of rent or service charge and the amounts received 
or expended. 
These are grouped by Title with a sub-total for each Title. There is an option to group them by 
property. 
 
Summary Statement Layout 
The summary statement layout has a single figure per Title for the entire period of the report.  

 
 
Transactions 
VAT reporting for individual Landlords. 
There is no direct facility within Prime Client Accounts to produce VAT returns for Landlords. 
However, the Transactions report can be run for individual landlords on either Invoice or Cash 
basis and to include VAT details.  
Care must be taken when using these reports to produce VAT information. In these reports 
KEYPrime will not identify transactions which have been edited or removed. Checks can be made 
by comparing year to date figures with previously filed VAT returns. 
 
If Enterprise codes are not being used elsewhere, they may be used in transactions to identify the 
individual landlords. One advantage of this is that a Profit & Loss or a Cashflow report can be 
produced in Accounts for each Landlord. Go to Management, Enterprise and then report by Trading 
or Cashflow. 

Ledger reports 
The ledger reports in the accounts side of Client accounting are the same as those found in 
standard accounts except that some of them can be run for individual landlords e.g. the nominal 
transaction and nominal summary reports. 

Settlement 
In Accounts you will need to set up the Settlement details to be used when repaying landlords any 
monies owed to them.  

You will need a separate 
Item with a nominal for 
Landlord payments. 

You can set a Minimum 
balance, Usual payment 
and Minimum payment. 

 
 

These can all be ignored at the payment stage if necessary, though the program will not allow any 
payment to be made that takes the balance to below the Minimum balance set or zero if no 
minimum is set. 



 
The Settlement button on the right of the Landlord listing screen has all the information needed 
when settling the outstanding monies owed to landlords. 

 
When you tick the Make Payment box, further fields appear to show Method of Payment and 
Cheque no. These may be overwritten if required. 

If the amount in the Payment field needs to be changed then tick the Allow changes to Payment 
Amount box. This highlights the Payment amount and it can be overtyped. A warning will be shown, 
and you will not be allowed to continue, if you try to pay too much so that the account would go 
below the Minimum Balance (or zero if there is no Minimum Balance amount). 

There is also a tick box to Exclude Sales on Account from Payment. This refers to monies paid in 
advance by Tenants which can be excluded from the Landlord settlement amount as they may be 
considered to still belong to the Tenant, and technically are repayable to them, so should not be 
paid over to the Landlord. 

The Settlement screen can be exported to Excel as there is no specific report for it. Use the Export 
button at the bottom of the screen. 

Split Ownerships 
Split ownerships is only available in Client Accounting companies. Part of the functionality of this 
needs to be set up in KEYPrime Property. 
The purpose is to handle scenarios where a Property is owned by more than one landlord. In this 
case each of the landlords that own a percentage of the property will contribute to the expenses 
and gain from the income by that same percentage. KEYPrime Property allows only one legal entity 
to own a property, so this could be a partnership i.e. multiple landlords.  

Setting up  
The split ownerships for individual properties are set up in KEYPrime Property. Both Accounts and 
Property will have to apply the percentage splits to accounting transactions. 
As this is only available for client accounting accounts companies, only property companies of 
client accounting type linked to that accounts company will allow a user to setup split ownerships. 
At first, when a property is created, it relates to only one landlord. The user can then setup split 
ownership through editing the property details. The split ownership button is shown below and from 
a pop up form they can add / remove / edit existing split ownership details. 

 
A property can be split between as many landlords as required, but the landlord for which the 
property was originally created must not be part of the split ownership i.e. a separate landlord 
record needs to be created for a Husband and Wife partnership alongside their individual Landlord 
records; these should be treated as distinct legal entities. 
 



Each of the landlord’s ownership details for 
each property will require: 
A nominal to post receipts against for this 
property.  
A nominal to post payments against for 
this property.  
An ownership share percentage for each 
landlord.  
  

 
The same landlord cannot have more than one split ownership setup for the same property. The 
total share percentage for all landlords must add up to 100%, otherwise the split ownership details 
cannot be saved. The total percentage for all split ownerships that exist for the property will be 
shown and it will not Save if that figure is not 100 (shows in red in such a case): 

 
Roundings 

When the calculations for the split income or expenses are made, 
if there is an issue with amounts needed to make a sensible figure 
then one landlord can be designated to receive the Roundings 
calculated. 

 

E.g. if a receipt for £33.33 needs to be split 50/50 this would be £16.665 each, so one landlord will 
receive £16.66 and one £16.67.  
Tick the box on one landlord only.  

Invoicing properties with split ownerships 
Once the property split ownership details have been saved, they will take effect immediately for 
any new transactions created in both Property and Accounts, relating to the linked analysis code. 
 
When an Invoice or credit note is saved, this will automatically be reflected in each of the landlords. 
To do this a journal entry will be created for each of the invoice detail lines.  
This journal entry will have: 
One line for each invoice detail line with the Analysis code, with its full amount. It will use the Item 
Code, nominal, enterprise and analysis set on the invoice detail line to reverse out the debits and 
credits created on the Invoice. 



One line for each landlord share with split ownership.  It will use the Item code, Enterprise and 
Analysis code for the original entry but the Nominal that has been set up in the split ownership 
details for receipts. 

 
As with any standard journal, the total amount going ‘out’ to all landlords must be equal to the 
invoice detail line amount.  
Should the value of the invoice be edited then the journal will be removed and a new one will 
replace it. 

Payments and receipts  
Once invoices are cleared through receipts or payments, the received or paid amount is 
automatically reflected in each of the landlords involved in the split ownership. This occurs whether 
the invoice is fully paid or part paid. 
 
For Receipts, a Bank Transfer will be created both from and to the client accounting bank account. 
This will be From the landlord that the property relates to, but To the landlord in the split ownership. 
Again, the amount to be transferred will be calculated from the split ownership details.  
There will be one bank transfer for each landlord of the split ownership. 

 
For Payments, again a Bank Transfer will be created, but From the split ownership landlord To the 
landlord the property relates to, using the same logic to calculate figures from the split ownership 
details. 
 



Split ownerships in KEYPrime client accounting will still enforce the client accounting rules for 
landlords and balances when purchase payments are created. The Landlord balance in the client 
bank account cannot be negative.  

Bank Payments and Receipts for split ownerships 
Bank Payments and Receipts that include detail lines linked to a property with split ownership are 
handled in the same way as sales and purchase invoices. Both steps explained above for invoices 
and payments are applied. 

On Account Transactions 
Any On Account money will be transferred from / to the split ownership client once the on account 
is used to pay off invoices. 

Reporting 
There are no specific reports for split ownership properties. In Accounts the Landlord Ledger will 
show all the invoices and bank transfers for both the landlord the property relates to and the split 
ownership landlords, as will the Landlord Statement.  

 
The Properties listing screen can 
have the Split Ownership field 
showing if it is selected from the 
Field chooser – top left of the listing 
screen. 
 

 
 


