KEYPrime Property Lite

Overview

Property Lite is an optional module that can be included with the KEYPrime

Accounts packages to provide basic property functionality. The application allows

the creation of properties and tenancies from within KEYPrime Accounts.

Property Lite is an additional module available for Intro, Standard and Advanced

Accounts.

Optional Features

Selected V] W Description 7
7 Batch Entry Plus ]
BG Import
7 Charge Manager
Client Accounting
v Consolidator
v EARMIE Import
7 Electronic Receipts
v Enterprise Rights =
v Full Stocks
Gatekeeper Link
W Geofolia Link
v Global Mominals
v Global Traders
v Imvaice Import
v Metering

Property Lite

v SAGE Import

To add this module to your accounts
you will need to go to the Administrator
drop down menu on your Launchpad
and select the ‘Company Settings’
option. Here you can add the optional
feature for Property Lite.

Note the default Max. number of
Properties is 25. Should you need more
than this you can increase the number
but there is a charge.

When saving your required additional
modules you will be greeted with the
following window (Please note all
options that were previously ticked

W Smartview Plus

v Sanian _|| should remain ticked.)
Property Lite Max. Properties. ZSJ
You will need to email this order
Licence request no. ’W Please make a note of this number, fOI’m tO LC]nd mqu Systems; We

Before this company can be used it must be registered by obtaining an activation code from
Landmark Systems Ltd.

will then process it and after
taking payment we will send
back an activation code for
KEYPrime which you will need to
register in the same way as
when you registered your
company originally.

rint order form. Please make sure your printer is ready

| 1| ‘Ema\\theomerfarm
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Save changes without printing or emailing the order form

| X

Cancel changes



Please only make these changes during normal office working hours, as once
you save them you will not be able to access the data until you have received a
new Licence key from Landmark. It is a good idea to take a backup of your data
prior to carrying out this process.

Each accounts company with the module enabled will be tied to a hidden version
of property, so that it will be simple to upgrade to the full version of KEYPrime
Property if required later.

Property Lite is limited to 25 properties per accounts company, with an option to
purchase additional properties.

SetUp

:_ Cpening
= || Diary ﬂ Documents E Property Lite

Property Lite is accessed from the toolbar = or from
the Ledgers menu, Coding section:
= (& Entries 2 sop/PoP  []] DayBook |il] Ledgers |[§] M

P Suppliers P Debtors Smartview P MNominal P Enterprise

b Customers b ltems b Property Lite

b Creditors Smartview b Analysis

Trader Coding

Open the Property Lite screen and click on New to start entering Properties:
\1] Property details =|-=

Code coTTeot Mon active

Name Lavender Cottage Link directory | Clandmark\Key Prime | |,_J ‘

Add Lavender Cottage Enterprise R Rental [ Mo Image to display

ress Meadow Lane
g;';zf: i VAT Status  Exempt
Comments |
Post Code  BAZ 4PL | |
TelNo. 01111111111 | setpicture. || ClearPicture | | Fuil Screen
Diary Notes Accounts Tenancies Recurring Entries Documents
| add || Edit | Remow | Process || Reassign Include completed actions
|,fﬂ | Due Date ” 7|ActionCode 7| Description 7 Reference = Assigned to W Created by T Creationdate | Modified by

Enter a unique property code up to 8 characters long. Enter the Name of the
property which will automatically update the first line of the Address. If the property
already exists as an Analysis code then the details of the name will be filled in
automatically. It is also possible to use the Import Analysis button on the bottom
toolbar to import any analysis codes for properties that have already been set up.

Complete the address using Cti+Enter to add new lines; the postcode can be typed
in as part of the address and when identified by its pattern it will automatically
update the postcode field.

The Link Directory does not need to be filled in but it can provide a shortcut to a
folder that contains documents and other information specific to the property.



It is also possible to include a picture of the property on the screen by using the Set
Picture button.

Creating a new Property code will automatically create a new Analysis code. This
will have the Is Property field ticked which shows on the Analysis listing screen.

Once the Property details have been saved the tabs become live for Diary, Notes,
Accounts, Tenancies, Recurring Entries and Documents.

Tenancies

Click on the Tenancies tab to set up the tenancy details.

"2 Tenancy details b8

Tenant | | MNonactive

Tenancy Code

Tenancy Name | \Waters Lavender Cottage

Start Date 01/02/2020 >
End Date 31/01/2030 ™
Frequency Manthly b
Period Rent gy
Annual Rent 960000

Recurring entries for Tenancy

| AddRecurring 51 | | Add Recurring BR | | Edit
ﬁﬂ Mo. % Process £ A Trans. t W Trader o Description W Value 7 Frequency W Ends i
b 50 01/02/2020 sl M Waters Rent 80000 Monthly 31/01/2030
53 01/02/2020 BR MWaters Electricity 43.00 Quarterly 31/01/2030
Save | cameet || Ext |

Use the browse button to select the Tenant name or set up a new tenant. Tenants
are also Customers so clicking on the browse button will take you to the customer
list.

Enter a Tenancy code which can be up to 21 characters and a Tenancy hame. Enter
the Start date that the tenancy will be charged from. There is the option to enter an
End date but this can be left blank.

Use the drop down arrow to select the Frequency that the rent will be charged

Enter either the rent for the Period or the Annual rent: the program calculates the
one that has not been filled in using the value entered and the frequency.



It is now possible to create the recurring Sales Invoice or Bank Receipt, whichever is
required. The template will include all the relevant details from the Tenancy but you
will have to fill in the Nominal:

B Sales Invoice

¥ Include Dates Next Date 15/01/2020 ~ End Date

Frequency Quarterly ~ ¥ Auto Process

Sales Invoice

Method Auto hd Hold

Customer | CHAMDLER R.Chandler [i| [vaTs 15/01/2020 v
Billing~ | Imoice ||
36 Manar Road
i Inv, Total | €]
atol Pay By Cheque - Bank  ~
BS2 WL
@ Item Nominal Enterprise |Analysis Date Description Net |V VAT Gross
13 | COTT002 | 15/01/20 3000.00 3000.00

*

Note that the Sales Invoice or Bank Receipt creot;zéfrom Property Lite will include
the Tenancy code in the top right corner. The Tenancy field has a drop down list
available when the selected customer is an existing tenant. Any Sl or BR set up in
recurring entries will also show in Property Lite when this tenancy code has been
included.

If a separate Service Charge needs to be set up then click on the Add Recurring Sl
or Add Recurring BR button again and edit the details, including the Total, as
necessary.

It is possible to add other fields to the Recurring entries section of the Tenancy

screen by using the field chooser Hinthe top left corner, so such fields as the
Frequency can be added to the list screen.

Recurring Sales Invoices and Recurring Bank Receipts may be edited in both the
Tenancy and Recurring Entries tabs within the Property Details or in the main menu
Entries, Recurring Entry screen.

Also on the Tenancies tab there is a button which will take you to the
Tenancy rent book criteria screen so you can run a Summary or Detailed report.
This shows rent demands raised and payments received for the tenancy for a
given period.

Diary

Diary actions can be set up as reminders for both regular and irregular dates. They
can be linked to either the Property or the Tenant/Trader. In KEYPrime Property Lite
some actions for Properties and Traders are already set up; these can be viewed in
Setup, Notes/Action codes:



i Trader Mote/Action Codes |i||£|
,ﬁ Code Action Cescription Type Active | Completed | SmsAlert EBlacking
I Dependants Dependants
E MINS Vehicle Ins Insurance renewal Trader v MNone
E MOT MOoT MOT Test due for: Trader v Maone
o MTAX Vehicle tax Vehicle tax due for: Trader v MNone
| BOIL Boiler Test Boiler test Property W Mone
= CAPEX Capital Expenditure Capital Expenditure Property o Mone
= CONS Construction Note Construction Note Property v Mone
& EDEC External Decoration External decoration Property o MNone
E ELEC Electric Check Electric Check Property Vv MNone
= GAS GAS Certificate GAS certificate Property o Mone
E |DEC Internal Decoration Internal decoration Property W Mone
& MIMNE Mimar Repairs Minor Repairs Property o v MNone
| SEPFT Empty Septic Tank Empty septic tank Property Vv MNone
= SERV Services Services Property v MNone
& VAT VAT Status of the pro... VAT Status of the pro...  Property Vv Mone
[ mew | | Edit || Report | | Deete || Ext |

Diary actions can be added, edited or deleted in this screen in Setup or in the Diary
tabs in the Properties and Traders. New diary actions which may be required for
Property Lite are such things as Tenancy End date or Review date for rent reviews.

The Diary tab in each Property shows a list of the Diary actions for that Property. To
view actions for the Tenants use the Customer Diary report or view the Diary tab in
the Customer details.

Diary

You can view All Diary actions using the icon in the top toolbar.

Once a Diary action has been completed then it is necessary to Process it so that it
is no longer outstanding. Highlight the action in either the Property, Customer or
Diary screen and click on the Process button. This will open the action with a tick in
Complete on today’s date; the date and details can be changed if required.

Click on Process again and you will see a message asking if you want to create a
follow-up action. If you say No to this it will close the action and go back to the
listing screen. If you say Yes to this message it will show a nhew action, exactly the
same as the original, but with a new date depending on the Frequency set. This
may be edited before you save this to create your future diary action. Once a Diary
Action has been processed a Note will be created as a record of this and will show
in the Notes tab of the Property.

Notes

Notes are similar to Diary actions
but are for information only and are
not processed. They are set up in
the same place but are created as
Complete so they do not appear in
the Diary:

W NotefAction x

MNon active Create as completed |V
Code
Action

Construction Note]

Property -
Construction MNote

Type

Description



Notes may be used to record useful information about each Customer or Property
such as where the fuse box or meters are located.

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 ds
positive so that any totals are the net position.

The screen shows several columns including the nominal and enterprise codes, the
trader name, net value, quantity, VAT and descriptions. The payment date of each
invoice may be shown so it is easy to check on what is still outstanding.

Recurring Entries

Lists any recurring Sales Invoices or Bank Receipts raised for the Property. Details
such as the next Process date, Frequency, End date and Auto process may be
added to this screen from the field chooser.

Documents

This tab shows all documents and emails that have been dragged and dropped on
to the Property. These can be viewed, removed or updated from this screen.

Reports

Reports are accessed in

the usual way from the

right hand side: EEEET;- g;t;ils

Property Motes
Annual Rent
Property Rent Book
Tenancy Summary

List of Properties

@ List of Properties Report Gives a list of all or selected properties
sorted by property code or name. It can be
run for all or specific postcodes or part of a

" Ploparty Meane postcode.
Post Code

It includes the Tenant, Tenancy code, Annual
[ cames || and Period rent.

Property Details
The Property Details report provides a comprehensive selection of options for

reporting on all or selected properties. There are options to include Diary actions,
Tenancy details, Notes and the Picture.



Property Diary
The Property Diary report
allows all or selected diary Group Report By
activities to be reported for
all or selected properties. If Sxeehy
you wish to find actions with ool Sty
specific text in the

i Action Type i~ Property Code " Property Name " Assignee

Lction Type AGA Aga Service ~
. . ALAR Al s i

Description then enter the it e iy
text in the Search box and R v
only diary actions with that Due Date o1/01/2022 = To 31122022 -
text will be displayed. Created By Anyone n | AssignedTo | anyone A

Administrator Administrator

Basic Basic

Demao User W Demo User W

V| Include Uncompleted Diary Actions
Include Completed Diary Actions

Include non active

Options
| Show Mames Qverdue . M >
Show Telephones Due within 1 month 246217 =

Gk
Completed . Black v
=N

There are many options such as whether to list them by Action Type, Property or
Assignee, to include Completed or Uncompleted actions, to include only those
assigned to a specific person and to show names, telephone humbers and
addresses.

It is also possible to select different colour text for actions that are Overdue, Due
within 1 month or Completed.

Property Notes
Similar to the Property Diary report

5“;?? _ the Property Notes report can be
+iNate Order!
o —— run for all or selected notes on all or
L Reraticne selected properties.
Filter By: .
Search Sting It has several options to sort by and
Nots Code BOLL Boller Test " whether to include Note values and
CAPEX Capital Expenditure .
CONS Construction Note non-active note codes.
EDEC External Decoration
FEC Elartrin Chank N

Include Notes Dated  From  gypy2019  + Te 31122025 v

Include Totals For Notes Values Include Non Active Notes

o ]| o



Annual Rent

This report gives the scheduled rent due on a

monthly basis for the 12 months from the
date entered.

Start Date 01012022 -

Include Properties With Mo Rent

iShow all rents as monthly: v

Sort By {* Mominal (" Enterprise

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.

Where the report has been run in Detail there is the facility to drill down to further
information. If you hover the cursor over the Property or Tenant code or name, it will
change to a hand, and clicking on it will open up the detail screen for that Property
or Tenant. Similarly if you hover over the transaction number for an Invoice or Bank
Receipt it will drill-down to open the entry screen.

Tenancy Summary
This gives the basic details of the Tenancy with the Property and Tenant names,
Start and End dates, Rent frequency and amount.



