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PRYME

Client Accounting

Setup
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.

Administrator of the new Company

User Mame Password Re-enter Password

Company Details
Application : C : Package Key Prime Advanced - Optional Features
Selected [ Description w

Company Name Client Accounting

BG Impart

<

Address » [ Client Accounting]

Consolidator

EARNIE Import

If Il Flortramnic Doraints

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.
Max Properties 100

Enable Client Accounting Company

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.

Details
Branch MNext Cheque Mo. 1
Sort Code D0-00-D0 Mext Dummy Cheque 1
Account Mo, Mext Payslip MNo. 1
[Cl T ] Mext Dummiy Payslip 1

Set up Nominals as appropriate for Rental Income, Expenditure and Agents Fees.

Set up Suppliers for all the Landlords you will require.

Set up a Supplier with the Agent name and address.

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

In order to setup new Landlords, we strongly recommend you to enter . .
the Property Agent in order to apply the default Fees processing Agent settlngs screen will be

options to new Landlords.
displayed.
The Property Agent must be a Trader in the associated Key Accounts

Client Accounting Data.

You can enter the Property Agent in Admin menu, Agent Setttings
screen,

Do you want to set the Property Agent now 7

Yes No

@ Agent Seings =T

Property agent details Client account preferences
Agent cade |_:-_ | VAT no |
Mame Terms: §
|-—-—— Fees on () Paid amounts
Address
(®) Invoiced amounts

Last fee number
Toun Fee invoices item AGENT FEE Agent fee =]
County
Post cade |hﬁ‘ Defaults for new landlords
Contact Landlord fee rent only 000 o
Salutation

Landlord fee fully managed 000| o
Tel / fax
Mahile Fee invoice processing option Individual invoice per Tenancy -
Email | =) Email |
{Ce
Web site |m Open ‘

Save ] Abandon || Exit

[ | Nome | swap | | | searen | Rewst <
@ Code o> LedgerMame x| Address o Town W ow|ls
| AGENT Property Agent
| ALLEM HP.Allen
BLOGGS J.Bloggs
CUSTOM HM Revenue & Customs VAT Central Unit Southend-on-5ea
JOMES LL Jones

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.

Code * AGENT [[] Mon-Active |7 Is Customer
Hame The Agent Shiow Enfries In
i G = = ® Supplier Ledger
Customer Letger
VAT Prefix GB | Registered Type STAN * Both Ledgers
ok | Debuts || Tems ooy | tam || oopmens | imeieret |
Address Name Invoice Contact Name
Address Office A Salutation
Temple Court Tell Fax
Email =l Email
Town Bristol cE [
County Mabile
Post Code Bs1158| (4| SetDefault Ace. Ref
Vieb Site [@ open |
Save || Remove || cancel |
A address Name ¥ Contact 7 Salutation | Addressline] W County | Post Code ¥ Phone ¥ | Mobile ¥ Email | Town 7.
3 mme
1 »
Save ” Previous H higak | m” Exit




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

percentages that will be charged for Landlord Fees; these are for Rent Only or for Fully Managed.
IClient account preferences

VAT no GBE 123 4567 89
Fees on (®) Paid amounts Include on accounts |¥

i Invoiced amounts
Last fee number 1597

Fee invoices item FEE Agent fee | |

Defaults for new landlords

Landlord fee rent only 500 g
Landlord fee fully managed 750 o
Fee invoice processing option One line per Tenangy - one invoice per landlord >

Also select which Fee Invoice Processing Option is required:

Fee Invoice Processing Option | One line per Tenancy - one invoice per landlord EI
EfF on B et Indwlual invoice per Ten.':mi:.",.r d

One hine per Tenancy - one invoice per landlord

One line per Landlord
Demands ltem _ |

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

Code* AGENTFEE <+ New Item Details > > Non Active
oy e button then New to
Exsuptkempi: create a new ltem.
Long Description
Short Deseription * | AQENt fee __
e 01500 Management Fees E=)
Enterprise |;‘
Analysis |7‘
Mominal Units Decim;ls £g. 10.25 Kgs
Item Units | :‘ Decimals
Multiplier 1.0000
Price 000
VAT s Standard Rate |7|
Stock |:‘ ‘E
Save L I | Apandon || Edt |

If nominals have not

Code* 07777 << New Nomina| Details >>

S . e already been set up in
Group* Oeriais _ the Accounts data,
g .
- — R then a new Nominal
Type * ormal *| ‘CropLinked [ ]
unis =] will have to be set up
No. of Dacimals 2“3‘
CAagemﬁee too'

Description
Check for missing Enterprise | Analysis | Quarntity |~

R T | |c- |ofo| b b [ abandon || Eat




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: -

Diary Notes Preferences C]{entac:cmmh.ng - Users
Fee processing option One line per Tenancy - one Invoice per landlord -
Last fee processing date 31/12/2020 -
Receipt bank 01 CA bank ||
Pay bank 01 CA bank ||

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.

.
Ly

Properties

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.

E

Create Tenants in the [5%%= | 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.

| Bank Receipt o= ]
[ **+NEW*** Bank Receipt |
Trans. Ne. | Enitl 1|
Bank * o1 CA bank [l Method Direct Credit
Landlord *  LANDB Landlord B ‘ |
Customer | LANDE Landlord B =] Payment Date | 31/12/2018
Billing™ | Invoice | | Payment Ref = 2000.00
Landlord b business address, BAZ 2AB Total 200000 | £ |
Print on Save
ijﬂ Item Mominal  Enterpris |Analysis Description Oty Price Net |V T Gross Inv. Ref No.
07778 Landlord opening balance 0.00 0.00 700000 O 100000
b RENT 01100 Rent 0.00 0.00 100000 E 100000 |
*#
Grand Summaries
[ o000 | 00| 200000
Item: Rent Mem: Cottages Rents
| sawe || Pint || CalNet || ledger || Documents || Copy || Recharge | | -Remove | Abandon | Exit |




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

When entering an existing Landlord balance, please identify how much
is Rent held and allocate this to a Rent Type ltem

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 . v e Pebaty |1 High st
Name | 1 High Street Show Tool Tip Tenant H & L Green
Client Accounting tab to be filled in.

Diary Motes. Accounts Terms Demands Chara Client Accounting

—Fee Details

7| Managed Tenancy

Lendlords Fees 1000

Last Fee Date

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 dre 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

| VAT Freviowsly Clsimed | | it oo died. 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.

Agent Settings

seings |

| V| Auto process demands |

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

{14 Process Sales Receipts
Once the invoices have been selected i = Fert ieount [

either right click on the mouse or click

. Method Cheque 4l

on the Option button. Choose Pay oyl

. . ] Payment Ref 151

selected invoices and put in the s T
payment date and method. Click on . —

Save.

I% Receipts v

List

Receipt

Bulk Receipt

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.

111l Sales Receipt * =S [
Trans. No. | Edit |
Bank * o1 Client Account [ Method * Cheque =
Landiord * PINKDT Rev, Harold Pinker \ el fesinhiniely 12052021 7
Customer Code®  ALLEDT Mr Malcom and Mrs Mary Allen | \ Payment Ret.
Address Invaice "l. | Total
iLBdeadingham Road [ Print On Save
Demcester

Demaoshire

\_)‘E Hold No | Type Date ImeNo Total Unpaid' Y/N/P Received Amount Discount
» 1619 51 01/04/20 51494 95833 95833 Y 958.33 o0

Grand Summaries

95833 95833 000
e [ 0] |
sme || Fint || items Ledger | Remave || abandon || Exit |

3. Inthe 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.
\—] What To Receive fo ] o=

What To Receive

Bank o1 Client Account | i | Only Transactions with this Bank Landlord | pyykp1 Rev. Harold Pinker [ Print List of Receipts
Receipt Date 12/08/2021 =

lastDueDate  12/08/2021 = Electronic Method

el Direct Credit: > EhEREsEsaETints MRS ME b

Payslip.hi 1371

ikl | toad || Reprint || Rerumber || Postponedvist |

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

I

In the Invoices L™= | 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.

B Agent’s fees criteria for all Landlords E3
DM RSt If the fees are to be processed on
Process fees upto sz < () the Payment date, then the Process
Fee Invoice Date 300 v fees up to date will be the Payment

date of the invoices.

Cancel |

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

&2 Landiords with no fees due. This list may be exported to Excel if
AL | Mone | swap | || QX || &A1 Code l’eqU”’ed.
A code W Name W lssue
P BASSD Mr. Watkyn Basse Mo demand invoices for which fees are due have been found.
CRAY Miss Florence Cra Mo demand invoices for which fees are due have been found.
FINKD1 M, Augustus Fin - Mo demand invoices for which fees are due have been found,

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

raised.
fjﬂ Landlord code 7 Date 77 Due date | Trader code SriTrader name 77 Metamount ™| Gross amount 7 Vat amount ™5
- AMATO 07/08/2019 07/08/2019 LAMDC Landmark System 1383.00 1638.60 2?5.60;
|jﬂ Date | Item code 7| Nominal code 7| Description ¥ Rrice Qty 7 Met Amount ™ Gross Amount™, W
07/08/2019 FEE 01500 Agent fee for Cat 000 0 24375 292.50
07/08/2019 FEE 01500 Agent fee for Ja 0.00 0 640,50 TE3.60
07/08/2019 FEE 01500 Agent fee for The 0.00 0 45875 598.50

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.



1 Agent Fee Invaice — m] *

***NEW*** Agent Fee Invoice

Trans. No |& |
Landlord * | AMATO1 Maonsieur Anatole i | Method Auta -
Inw. Mo. =
Agent LANDO Landmark Systems Property Manag! | Inv. Date 12/08/2021 -
Billing® | Invaice s Due Date 12/08/2021
SaionRoad e Tt
Pulborough Pay By ~ | Bank 01 +
West Sussex, RH20 1RL
VA ftem Mominal | Enterprise | Analysis Description Net!V VAT Grass| Period End
»  FEE 01500 Mot Agent fee for The Bull Inn 666.00 S 13320 799.20
FEE =il 01300 Moz Agent fee for Cat and Fiddle 731.25. 5 146.25 877.50
FEE 01500 CMog Agent fee for James Restaurant 64050 S 128.10 76860
FEE 01500 CMO5 Agent fee for The Assembly Bar 1496.25 | § 299.25 1795.50
#*

Imvoice Totals

353400 [ 223080

tem: Agent fee Mom: Management Fees Analysis: The Bull Inn

save | Fint | caleNet | Detals | Copy | Createchn |  Pay | Documents | | Remove | Abandon | Bt

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.

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

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.

B ank Paymer [=E@]=]
Trans. No. | Edit | [583| !ﬁ |
Bank * o1 Client Account Method Electronic v

Landlord * MRE&MRSO1 Mr & Mrs | Smith

Supplier | DIREO1 Plumbers Direct Payment Date | 01/08/2021 v
Billing * Imvaice - | Payment Ref. 881 200000
Total 200000 | £ |
Frint on Save
L,";J Mominal |Enterprise Analysis Description Oty Price MNet|V VAT Gross| Inv, Ref. No. Inv, Date

b 00510 Flumbing 0.00 0.00 1666867 | 5 33333 2000.00 01,/08/21




Insufficient landlord funds available *

Transaction cannot be saved,
It woauld create a balance for MR&MRSO1 of -£304.00 on

01,/08/2021
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.

: - lisnt 2 Key P

! I;l_‘ Entries EI DayBook Ledgers E Management 'fg Audit I:H Utilities /] Setup .-:- Opening
b Suppliers b Nominal b Enterprise I Fixed Assets b Accounts k. Codes b lLandlord | b MNominal F  Rates
b Customers b ltems B Stock b Reconciliation F Return
k Analysis
Trader Coding Ascets Bank VAT Clients Groups Currency

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.

Landlord Balances
From 01/07/2019 to 31/07/2021
Landlords with opening or closing balance only

For Client Account Only
Landlord Opening Payments Receipts Closing
ANATON Monsieur Anatole 40970.16 33090.16 22526400 23314400
BASSO1 Mr. Watkyn Bassett 11709319 11804288 42603000 425080.31
CRAYD1 Miss Florence Craye 4536.40 1656.40 7920.00 10800.00
FIMKD1 Mr.Augustus Fink-Nottle 7822.68 5632.68 40315.00 42505.00
HOLDO1 Commercial Property Group Holdings 28281.30 14895.00 14350000 16188630
MREMRSO1 Mr & Mrs J Smith 1500.00 6340.00 5836.00 1096.00
PINKO1 Rewv. Harold Pinker 8969.18 543418 30676.66 34211.66
SMITO3 MrJohn Smith 10000.00 1528.00 800.00 9272.00
SMITO4 Mrs Jane Smith 10000.00 1528.00 800.00 9272.00
SFODO01 Mr. Roderick Spode 109699 66 10021837 29231700 30179829
STRSCAST  MrFrederick Strasser & Mrs Cleo Castleman 1919.00 19.00 8550.00 10450.00
WOO0s01 Mr. Bertram Wooster G4268.80 54513.50 21768000 22743530
Grand Total 40506037 34289847 140478866 146695086

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.



I No
SPODD1

Date

Trader

Mr. Roderick Spode

511026
Pl 1084
Pl 1256
Sl 909

Pl 1265
Pl 1246

SI 1617
SI 1643

Pl 1532
Pl 1555
Fl 1564
Pl 1579
Pl 1535

Payments and Receipts
30/01/20 Cellnet Communications
30/01/20 Builders Construction

28/02/20 Mr. Roderick Spode
30/03/20 Fountain Forestry

30/03/20 Mr. Roderick Spode
30/04/20 Mr. Roderick Spode

Qutstanding Debtors
01/04/20 Cellnet Communications
01/05/20 Constsable Eustace Oates

QOutstanding Creditors

Detailed Landlord Ledger

From 01/01/2020 to 31/07/2021
Details

Agricultural rent for the period 01/04
rebuilding walls to property drivewa:

Settlement of account

Agricultural rent for the period 24/0€

Settlement of account
Settlement of account

Total Payments and Receipts

Agricultural rent for the period 01/07
Agricultural rent for the period 01/0¢

Total Outstanding Debtors

31/07/19 Landmark Systems Property Manager®gent fee for Fen Farm
3171019 Landmark Systems Property ManagenAgent fee for Fen Farm

2811719 Landmark Systems Property Managen®gent fee for Land at Windmill Corn

30/01/20 Landmark Systems Property ManagerAgent fee for Fen Farm
30/03/20 Landmark Systems Property Managen®gent fee for Manor Farm

Total Outstanding Creditors

Debit Credit
0.00 37500.00
2856.00 0.00
10000.00 0.00
0.00  45600.00
10000.00 0.00
10000.00 0.00
32856.00  83100.00
0.00  37500.00
0.00 8352.00
0.00  45852.00
1740.00 0.00
1875.00 0.00
626.40 0.00
1875.00 0.00
2280.00 0.00
8396.40 0.00
4125240 12895200

Closing balance at 31/07/2021

Balance
25155429

28905429
28618829
27619829
32178829
31179829
30179829

33928829
34765029

34591029
34403529
34340839
34153389
33925389

33925389

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

Property

Date

20/01/2020
20/01/2020
20/01/2020
28/02/2020
28/02/2020
28/02/2020
3040372020
3000372020
31/08/2020
31/08/2020
31/08/2020
21/08/2020
21/08/2020
21/08/2020
31/08/2020
3140872020

20/01/2020

16/04/2020

864
925
1003
265
926
1023
866
927
1655
1656
1657
1658
1659
1660
1661
1662

1085

1634

Tvpe Trader

Sl Mr Simon Rogan

Sl Mrs D Smith

Sl Miss Petunia Atkins
Sl MrSimon Rogan

S Mrs D Smith

Sl Mr&Mrs J Newman
51 MrSimon Rogan

Sl Mrs D Smith

51 MrSimon Rogan

51 MrSimon Rogan

Sl MrSimon Rogan

S Mrs D Smith

Sl Mrs D Smith

Sl Mrs D Smith

Sl Miss Petunia Atkins
Sl Mr&Mrs J Newman
Pl John Teasdale

Pl Monsieur Anatole

Closing Balance For

For Period 01/01/2020 To 31/07/2021

Details

Commercial rent for the period 12/04/20-
Commercial rent for the period 01/04/20°
Commercial rent for the period 15/04/20°
Commercial rent for the period 12/05/20°
Commercial rent for the period 01/05/20°
Commercial rent for the period 01/05/20°
Commercial rent for the period 12/06/20°
Commercial rent for the period 01/06/20°
Commercial rent for the period 12/05/20:
Commercial rent for the period 12/06/20:
Commercial rent for the period 12/07/20:
Commercial rent for the period 01/06/20:%
Commercial rent for the period 01/07/20:
Commercial rent for the period 01/08/20:
Commercial rent for the period 15/07/20:
Commercial rent for the period 01/08/20:
Total Commercial rent

Gardening
Total Gardening

Settlement of account
Total Landlord payments

Opening Balance 125,341.00
Opening Balance 0.00
Debit Credit

0.00 3,900.00

0.00 7,980.00

0.00 10,248.00

0.00 3,900.00

0.00 7,980.00

0.00 10,656.00

0.00 3,900.00

0.00 7,980.00

0.00 3,900.00

0.00 3,900.00

0.00 3,900.00

0.00 7,980.00

0.00 7,980.00

0.00 7,980.00

0.00 10,248.00

0.00 10,656.00

0.00 113,088.00

285.00 0.00

285.00 0.00
5,000.00 0.00
5,000.00 0.00
Closing Balance 107,203.00
Closing Balance 233,144.00




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.

For Period 01/01/2020 To 31/07/2021

Opening Balance 125,341.00

Debit Credit

Commercial rent 0.00 113,085.00
Gardening 285.00 0.00

Landlord payments 5,000.00 0.00

Closing Balance 233,144.00

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 s T Diary Notes
ltem with a nominal for
Landlord p(]yments. Item SETTLEMENT | Settlement of account el

Nokeniad 02000 Landlord payments [ s

You can set a Minimum
balance, Usual payment

Enterprise [

Analysis |y
and Minimum payment.
p y Minimum balance 250.00
Usual payment 1000.00
Minimum payment 25.00

These can all be ighored 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.

W Landlords Settlement = T X

Bank o1 Client Account || Allow Changes to Payment Amount Exclude Sales On Account from Payment

Payment Date  31/08/2021 e Make Payment:

@ Code W v Client Name W - Nominal ¥~ Total Balance »| This Bank Balance ¥~  O/S Invoices W | Min. Balance W ~| Usual Payme 7~ Min. Paymen 7 v Sales On Accoun 7 v Payment 7 »

P ANATOT Mansieur Anatole 02000 176600.00 176600.00 13545.00 0.00 000 0.00 0.00 163055.00

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 qmount).

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 edch 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.

Settingup

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.
Properties .:,j |

(=S B =)

Code 103 Non active Landlord BASSO1 Mr. Watkyn Bassett [l L2
Nams Sixty Six Link directory [ @

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 B ownership for Landiord Details =]
each property will require: Property | oo
A nominal to post receipts against for this Landlord SMIT4 | Mrs Jane Smith ||
property. Receipts Nominal 00051 Mrs | Smith 50% Share | |
A nominal to post payments against for ol el N 01001 Mrs Smith 50% Expense | i |
this property. S 50.00 o
An ownership share percentage for each _

Round Calculations Vv
landlord.

| cancat || Exit

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):

E] Property Split Ownership Details = | =
Property - | |
Contral by landlord [
Ijﬂ Landlord Code ¥ ilandlord Name | Receipt Nominal Cod 7| Receipt Mominal Mame | Payment Nominal Co 7 Payment Mominal Name A Pereentage 7| R
b SMITO3 Mr John Smith 00050 MrJ Smith 50% Share 01000 Mr J Smith 50% Expense 50.00
SMITOS Mrs Jane Smith 00051 Mrs J Smith 50% Share 01001 Mrs J Smith 50% Expense 45.00
Total Percentage /
L (5l
' | N
1| ceditowner || Deleteowner Sae || cancet || Exit [

Roundings
When the calculations for the split income or expenses are made, Chart W0 %
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.

Raund Qe iimd o

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.

Q Joumnal

***EDIT*** Nominal Journal

=R (R ==

| Saye |

| copydnl |

| Documents: |

| Print

Trans. No. 2| Edit | Method No Cashlow ¥ &
Reference IN1639
Inv. Date 01/08/2021  ~
,jﬂ MNominal Enterprise  Analysis Description VAT DR Oty DR Net DR Vat CR Oty CR Net CR Vat Opening Closing /O Tax
» 1 Jom Commercial rent for the period | S 0.00 5000.00 1000.00 0.00 0.00 0.00 275700.00 27070000 Cutput Tax
00051 Joo Commercial rent for the period S 0.00 0.00 000 0.00 250000 500.00 122500 372500 Output Tax
00050 Jom Commercial rent for the period S 0.00 0.00 000 0.0 2500.00 500.00 122500 372500 Cutput Tax
*
Summary
| 000 5000000 100000 000| 500000 100000
MNom: Commercial rent Analysis: 11 Severn Green Outstanding Gress: Q.00

| | Remove

|[ abandon || mat |

Sales

- to decrease income [DR]

= to increase income [CR]

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.

Trans, Mo.

From Bank Acc.

Client

To Bank Acc.

Client

Comment

e

3

m

114 Bank Transfer

| Edit: |
01

MRE&MRS01

01

SMITO3

SMITO3 Split SR 1640

o |

***EQT*** Bank Transfer

Client Account

Mr & Mrs 1 Smith

Client Account

Mr John Smith

Method

Cate

Ref Mo

Total

Method

Date

Payslip Mo.

Amount

I Remove ||

E= o >

Direct Debit -

12/08/2021 hd

Abandon

555

300000 | £

i)

|I Exit |

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 Al | S 9
have the Split Ownership field S
showing if it is selected from the

Field chooser - top left of the listing

screen.

The Bungalow 01234 567 812 Dy
Rectory 01234 567 666

Home Close 01234 568 323 De
The Bungalow

Beadingham Road 01234 567 737 D
Beadingham Road 01234 567 424 Dy
Beadingham Road 01234 567 374 D

Beadingham Road 01234 569 556 De




