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Double Click on -



- any item in the left hand column to view it's contents.



- 'Index' to browse key words, or



- 'Search' for a full text search



This help facility has been written to be used by a system user that has had initial training. 

It should be read in conjunction with the 'F1' help keys, and while logged into the system
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General System Structures





This section contains overviews of some of the system features.





Banking Systems





Various banking control systems are available on the system. They are described in the paragraphs below.  



They share similar user interfaces and bank reconciliation methods, but operate to suite the relevant need for which they were designed. 
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Main Central Banking System



This system is designed to accommodate the sharing of one (or two, one for tenant deposits) bank account, usually a trust account, in the name of the Agent . This account is then operated on behalf of the properties managed by the Agent , and can be used by the Agent  as well. The central control accounts are maintained on the Management Level, and the detail mirrored on the Agent  and Property levels. There can be only one central account per installation of the system.



The system produces a cash book for each Agent  and Property, each month. The sum of all these cash books, will be the central cash book for the main bank account  



There is a facility to charge individual properties a share of the bank charges incurred on the central account, based on their payment usage. 



Agent  Central Banking System



This structure is similar to the central system described above. It is also a shared banking facility, but it operates on Agent  instead of management level. This means that more than one shared account can be run within the one installation.



There is no bank charge facility on this structure at this stage.





Local Banking System - Management, Agent , Property



This facility provides for five reconcilable bank accounts to be run on each Property, Agent  or on the management level. A Property or Agent  is setup as primarily part of the 'C'entral, or 'L'ocal banking system. Depending on this setting, all cash book transactions will default to the relevant cash book. A mix of the two systems is also possible.



Some examples of local banking usage:



A Property, which is part of the central banking system, but also has a separate maintenance bank account that needs to be properly controlled.



An Agent  or division, which conducts its non Property related business in a separate local bank account. 



Shared Local Banking System - Agent  and Property



This facility allows a group of properties, or a group of Agents to share one or more local bank accounts. A controlling Property is selected, which becomes the banking Property, where the bank reconciliation takes place.

















Creditors System





The creditors system for each level, is based on the same basic principles, even though their primary application is based on the Property level requirements. The various tools and facilities available allow the effective use of the creditors system on all levels of the system. It has been written to accommodate practical security, internal control, volume and remote site data capture requirements.



Legal Relationships

The creditors system has been written based on the Property to creditor legal relationship. It often appears that the relationship with the creditor is with the Agent , but in fact the Agent  is actually just that. The structure of the system attempts to reflect the correct relationship, keeping each Property separate from each other, relative to each creditor. 



The same structure has been used on Agent/Division level, even though the legal relationship is different. This has been done to allow for divisional accounting, with the grouping facilities mentioned below combining as necessary.



System File Structure

All Agent  and Property creditors are stored in a common creditors master file, and flagged accordingly. Each Agent or Property contains only the actual creditors used by it. It can however, use any creditor on a central, regionalised data base of all creditors, by picking off a list of available creditors, based on it's region. This has been done to accommodate the legal structures, provide for operational efficiency, and maintain smaller size files. Each Agent and Property is linked to a region, which could be a common region in businesses that run from one central point.



Grouping facilities

Although the legal relationship is between a Property and it's creditors, the Agent normally deals with a creditor in respect of many properties. To assist in reducing the administrative difficulty of the payment of many creditors on behalf of many properties, the system contains programs to automatically build payment batches for cheques and electronic payments. They scan all the properties that the relevant user has access to, and build up the relevant type of batch for all currently outstanding creditors for which funds are available to pay.  



Central payment site with remote invoice capture points

To facilitate either remote site data entry, and central payment, two features have been included. The ability of a remote operator being able to preview what will be paid centrally (displaying creditors not being paid due to a lack of available funds), and their ability to locally prevent payment of an individual creditor for an individual Property.  



Future dated payment

Each invoice can be captured when received, but scheduled to pay at some future date. This brings the cost and the creditor into the books of the Property/Agent , but does not bring it up for payment until the due date has been reached.





General System Utility





In essence, the system contains a full and specialised accounting and management system for Property entities, Property managers, and related businesses.
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System Levels





The levels or divisions of the system, reflect the levels, operational and legal, of the business of Property management, Property owning and related business activities -
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Server and Network structure





The diagram below gives an overview of a usual network structure over which the System can be operated and accessed. The central server runs Unix as an operating system. The System is written using the IBM post relational data base called U2(Universe).
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Various Periods applicable in the System





OVERVIEW OF SYSTEM PERIODS



The diagram and notes below illustrate the various periods applicable in the Unibase Property and Business Administrator system. 



The periods covered are the Billing period, the Cash period, the Prior period and the Unit Statement Period.



All periods are relative to the Billing Period, which will be the period in respect of which the next Unit Statements will be sent out. The Cash Period will be the actual current period. For mid-month cut off models, the month end and statement dates will be the same, usually around the 15th of each month.
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Budgeting overview





Budgeting processes in the system cover two main areas:



A. Income and expense budgets - General ledger



The usual process for Agent/Business's and Properties's Budget processing is as follows:



1. Capture the final Future Budget, or finalise the already captured one.

2. Set the Future Budget as Approved.

3. Move the Future Budget to Current, leaving a copy in the Future budget to work on for next year. The current budget will not be able to be edited, unless it is set to Unapproved - Refer to 5 below.

4. Capture any changes to the Current years budget using the Add-on budget, leaving the Current budget locked and unchanged.

5. Capture any necessary changes to the Current budget by unapproving it and then editing it. Reset it to approved to prevent further editing.



The menu items for the above are as follows:



Budget capturing:



1. Agent/Business level - Agent Budget - Current Year, Add-on's and Future period.

2. Property level - Property Budget - Current Year - Current period, Add-on's and Future period.



Budget moving and approving:



1.  Move Future Budget to Current Budget ( and Current to Prior)

2.  Set Future Budget Approval

3.  Set Current Budget Approval



The following reports are relevant to General ledger budgeting in the system:



1.  Agent/Business Budget Comparison Report

2.  Agent Level Trial Balance

3.  Property level Trial Balance

4.  Property Actual to Budget Report





System Management





The Administration Menu contains controls for the operation of system.





Month End Procedures





Statement Month End - usually mid-month, when Unit fees are raised and statements are sent out.



Final Month End - When the final entries for the old month are processed, a System Month End is undertaken, and Owner reporting printed the following morning.



Both structures procedures are performed by following the relevant menu items, which are contained on the Management Menu, System Functions, Monthly Functions - detailed explanations are given on the 'Through the Menus' and 'How Do I' sections of this manual.





System Balancing and Integrity Checking





In order to check that all known areas of possible imbalance and breaches of system integrity, there is a series of programs that should be run at least weekly, and certainly as part of each month end procedure. They cover the current month and the billing period (next month).



The database central technology combined with various programs in the system, ensure that users are only allowed the type of access and only allowed to go to the places to which they have authority to go.







Agent/Division Level





The Agent /Division Level is one below the Management level on the hierarchy. It contains full accounting functionality for an Agent or business Unit. One of the areas is an integrated fee charging to a Property and to a Unit. It also contains, amongst others:



1. Open Item Sundry Debtors, Balance Brought Forward Contract Debtors and Loan Debtors modules.

2. Various control tools for managing the fee income and performance of the Agent  or business division, or group of Agent s/divisions. 





Agent to Unit Debtors





Often a legal relationship between an Agent and a Unit develops due to the provision of services by the Agent to the Unit, which are independent of the Properties' relationship with the Agent  or the Unit. Examples of this are as follows: Insurance premiums and late payment letter fees.



To facilitate the recovery and control of these transactions, this area of the system allows separate records of these transactions from the rental and other Property transactions to be maintained, but sends only one statement to the tenant.



All accounting entries are recorded automatically in the separate accounting records, with the necessary central cash and referencing controls.



Debit orders will collect and automatically allocate amounts due by the tenant to both parties. 



Any direct banking using the various specialised facilities provided by the commercial banks ( Eg The M65 System from Standard Bank) will automatically allocate funds between the parties as necessary.



Cashiers will have the option to accept the system suggestion for any allocation, or override as instructed.



The system also covers the administration of the relationship between the Property and the Unit



An overview of the relationships between Agent , Property and Unit is illustrated in the following diagram:
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Contract/Loan Debtors





Menu:  Functions, Specialised Agent debtors, Contract/Loan Debtors



Overview



System to generate and control transactions relative to multiple sales to multiple debtors, independent of Properties managed by the Agent, which are mainly based on fixed contract amounts.  



General Features



- Balance brought forward system with no transaction matching

- Fee structure per Debtor to record regular contract billing, dates and amounts

- Updates automatically to the Agent/Business General Ledger

- All transactions raised to the current or next accounting period (month)

- Banking allocation defaults to the agents selected Banking Structure

- Invoice tracking and grouping per Salesperson



Accounting Structure 



- Links to relevant Agent/Business General Ledger and accessed using   Agent/Business number

- Business Contract Debtors Control – Account No. 4169

- Invoice income codes based on user selection and fee structure setup, without specific restrictions

- Default bank account is 4117 for Local Banking, and 3265 for Central Banking. (4113,4,5,6 may also be used).      



This system also contains a Loan system, which has various utilities that recover and administer a loan to a debtor over a period of time, charging a daily based interest rate. 







Open Item Debtors





Menu: Functions, Specialised Agent debtors, Open Item Debtors



Overview



System to generate and control transactions relative to multiple sales to multiple debtors, independent of Properties managed by the Agent, based on normal commercial principles  





General Features



- Open Item with transaction matching at point of entry

- Date sensitive variable Statement print selection

- Stored billing batch for regular billing amounts

- Updates automatically to the Agent/Business General Ledger

- All transactions raised to the current accounting period (month)

- Banking allocation defaults to the agents selected Banking Structure

- Invoice tracking and grouping per Salesperson



Accounting Structure 

- Links to relevant Agent/Business General Ledger and accessed using Agent/Business number

- Business Sundry Debtors Control – Account No. 4168

- Reserved Invoice income codes – 5900 to 5909

- Default bank account is 4117 for Local Banking, and 3265 for Central Banking. (4113,4,5,6 may also be used).      



Hint



Printing Standard Journal Invoices

If you do not insert a 'from and to' line number on the print screen, if a debtor has more than one line item, they will be grouped together on one invoice. If you do insert a 'from and to' line number, then an invoice will be produced for each line in the selected range. 









Owner/Tenant Level





The Property/Unit level is at the bottom of the hierarchy. It has fully integrated accounting system per Property or group of Properties. It controls the relationship between a Property ( eg. Sectional Title Scheme), and its Units ( eg. it's Owner accounts).



It contains amongst others:



1. A sophisticated series of reports to manage and report on the collection of rental and levies

2. The ability to be part of the Central Banking, Agent Banking, its own local bank accounts, or be grouped with other properties into their own bank sharing arrangement.







Unit Linking





Unit linking is usually used to link a sectional title unit (Controlling unit) to a rental unit (Dependant unit), where all electricity and water billings from the body corporate are to be on-billed to the tenant living in the unit.



The linking does two things:



1. Depending on the whether "E", "W" or "EW" is setup, electricity, water or both amounts charged by the body corporate to the sectional title unit owner, will be automatically billed to the tenant, from the dependant property. If an adjustment is posted to a controlling unit, then the following window will appear for completion:
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Enter 'B' to pass the adjustment on to the dependant unit, 'E' to charge the dependent property, but not the tenant, or 'I' not to process the adjustment beyond the controlling unit.

Enter 'Y' if the adjustment is in respect of a legally VAT exclusive category. eg. interest



2. When the tenant pays his rental and other charges, the balance on the Controlling unit account ( levy account ), will be automatically paid from the dependant property to the controlling unit.



Note: If no billing is passed downward, payments will still be made to the controlling unit if the units are linked.



Menu: Maintenance, Unit (Full) Sub Ten, F3 and F1 for more details.



Rules:



1. For month end cutoff structures, if the date is after the 24th of a month, the controlling unit balance for payment will include the billing period.



2. Payment will be limited to the funds available in the Property.



A scan for all Controlling units with balances can be run to assist in controlling and managing the collection process is available on the Quality Control Menu, on the Management Level











Property to Unit Relationship





This relationship is usually founded on a Lease agreement for rented accommodation, or the Ownership of a sectional title Unit, in a sectional title environment.



The Owner of building or Unit, charges rental and other cost recoveries to the tenant which entitles the tenant to occupy the Owners Unit. A sectional title scheme charges the Owners of Units in it, for the costs of administering the common Property.



The system also covers the administration of the relationship between the Agent  and the Unit





An overview of the relationships between Agent , Property and Unit is illustrated in the following diagram:
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General ledger account linking





This facility allows the sharing of certain general ledger accounts between a group of Properties or Agent s. In the case of a group of Properties, a master Property for the group is decided on, and once setup, each entry posted to one of the shared accounts, is re-routed via an inter-Property loan account (a separate one for each transaction type) in both properties, to the relevant account in the master Property. The same principles apply to the Agent  level.



This facility is particularly useful where a group of separate properties is owned by one legal entity, has one local bank account, and one VAT registration. In this instance the VAT control account, 3272, and the local bank account, 4117, can be shared. The VAT returns for the group and the local bank account reconciliations can be done from the master Property only.



Allowed accounts for sharing:



3272 - VAT control

4117 - Local bank account

3207 - Creditors control

4165 - Debtors Control



The inter-Property loan accounts that build up will contra out on all of the consolidated reporting facilities.



Setup:



Menu: Setup or Maintain Menu, Maintain/Setup Property, Field 33. (Maintain/Setup Division for Agent level)



By pressing 'F3', the displayed table will allow the entry of the shared general ledger account number, and the Property that the entries are to be re-routed to.  No entry need be made on the master Property.



Pressing 'F2' on the Nnla column, will display a list of the allowed sharing accounts.



Note: It is generally advisable to set sharing up at a month-end, or from the creation of the properties.

It should also not be setup while there is activity on the system, in case a transaction is caught in between the setup process. An evening is usually the best time.





Maintenance (Repairs) Tracking System





This system is designed to break down the cost of maintenance to a Unit and category level, as opposed to a total cost per Property and general ledger account code level.  (This system operates only on the Property level)



Each time an entry via one of the defined capture points is captured, if the Property is not excluded, the operator will be required to break the cost of the relevant maintenance item to a Unit and category level. Any maintenance not for a Unit, can be recorded as 'Common' to the whole Property, by entering the Unit number as 'COM'.



Because this will involve extra analysis on capturing, there is a facility to exclude the Property from the tracking system, where a Unit level analysis is not relevant. This will apply mainly to sectional title buildings, where most maintenance is for the common Property. It might still be useful in this area to use the system to track categories, if required. This exclusion is effected on the Maintenance - Property, Field 15, by setting control flag 20 to 'N'.



Various reports and interrogation spreadsheets analyse the Unit/category level and Unit type/category level, over selected time periods.



Refer to ' How do I Setup and enter Maintenance data'





Property - Area Allocations and Tenancy Schedule - Commercial





(Commercial Properties - Type 'RCO' )



Menu: Agent/Business Menu – Agent Property Debtors – Maintain/Setup Property

     Property – Property Debtors – Reports Menu – Tenancy Schedule and Market Analysis



Overview



System to ensure that all rentable space is captured, to divide the space into actual categories, eg. 1st Floor, Basement, and to report on occupied and vacant space, per category, and on certain lease and rental rate information of tenants that occupy the space.



General Features



- Unrestricted, user defined categories to divide up the areas of the Property

- Controlled balancing of areas to category totals and overall total space 

- Vacant space is reported as available on the Rentroll and on the Marketing System

- Tenancy Schedule for use by managers to manage tenant leases, and for Owner information

- Rental and recovery rates per m2 easily scanned by managers and Owners



Hints 



- Print the Unit Analysis Table and ensure that it balances to the totals in the setup field, prior to entering it onto the system

- The Review date is picked up from the 'Early Review Date' , field 9, line 12 of the Lease Setup / Maintain Screen

- If you want to change a Property type to 'RCO', print and then clear the old areas in the Unit Analysis Table, prior to changing the flag, then change the flag and re-enter the areas







Property - Area Allocations and Tenancy Schedule - Residential





(Residential Properties - Type 'R' )



Menu: Agent/Business Menu, Agent Property Debtors, Maintain/Setup Property

      Property Menu, Property Debtors, Reports Menu, Tenancy Schedule and Market Analysis



Overview

System to ensure that all rentable space is captured, to divide the space into actual categories, eg. 1st Floor, Basement , and to report on occupied and vacant space, per category, and on certain lease and rental rate information of tenants that occupy the space.



General Features



- Unrestricted, user defined categories to divide up the areas of the Property

- Controlled balancing of areas to category totals and overall total space 

- Vacant space is reported as available on the Rentroll and on the Marketing System

- Units tracked by type, 2 Bedroomed etc, and number of rooms 

- Tenancy Schedule for use by managers to manage tenant leases, and for Owner information  

- Rental and recovery rates per room easily scanned by managers and Owners





Hints 



- Print the Unit Analysis Table and ensure that it balances prior to entering it onto the system. Enter the number of  rooms in the area column

-The Review date and option period is picked up from the Lease Setup / Maintain Screen









Property and Unit Numbering





A Property number is a unique number up to four digits. It is the number that is used to identify the Property on all relevant input screens and reports. It is allocated by the system, when 'NEW' is entered on the Maintain/Setup PropertyScreen. It is based on a system stored next available number system.



A Unit number is a user chosen number to uniquely identify one Unit. It is also a maximum of four digits. The number should always be initially be chosen as only numeric, so as not to be confused with a previous occupant of the same Unit (Refer to Suspended Units below). If possible, it is best to use the number that appears on the door of the Unit, to assist in easy reference. Sometimes this is not possible - for example where Units are not numbered sequentially, but by floor 1,2,3,101,102,103,201 etc. Here a sequential Unit number can be used for the building, and a unique Door number allocated (Unit Setup/Maintain - Control Flags).



A usual reference to a Unit will be first to its Property, and then to the Unit number within that Property, separated by a *. Eg. 2555*11 . 



There is also a Unit number that is used for external data importing, where a check digit is employed to increase the security when this is necessary. This number is system generated, and can be viewed on the Maintain/Setup Unitscreen. It's construction is as follows:



Property number (4) - Unit number (4) - suspended Unit indicator (2) - check digit (1)  

eg. for Unit 2555*1, this number would be 25550001001.



The same Unit number is used for the current tenant or Owner of a Unit. When the Owner or tenant changes, the live Unit is suspended, creating a new Unit for the new occupant, using the original number, and creating a new Unitfor the old occupant by adding an alphanumeric character behind the Unit number for the old occupant. This alphanumeric character will start at Z, and move up to A if necessary. Eg. Old Unit 2555*1 will become 2555*1Z. The full history of this account will be moved to the new number. If a new Unit is created using an alphanumberic in the number, it will function normally in term of raising fees etc., but will be regarded as a suspended Unit, and cannot therefore be suspended.



When a Unit is suspended, the new Unit created will be regarded as available for occupation, and called a marketing Unit.





Property Linking





Property linking is used to link two or more properties which are related.

eg. A group of properties owned by one Owner

eg. A building that has VATable and non-VATable Units, and is split into two properties.  



The linking does two things:



1. At month end, or whenever the grouping is run, the funds (Share of Trust Account) from the various linked properties will be transferred to the master Property. This will include any shortfalls, which will effectively be re-imbursed from the master Property.



2. When financial reporting, specifically the Prop Act/Budget Comparison and the Prop Asset Summary, is run from the Property General Ledger Menu, if the Group Mode is selected, the linked properties will be consolidated into the resultant report.



Menu:



Agent Property Debtors, Maintain/Setup Property, Field 21, Sub Prop, F3 and F1 for more details.



Rule:



1. The account to which all funds will be transferred ( Master Property), must enter it's own number in the 'Link to' field. The other properties in the group must all enter the master properties number.



2. The Link flag field is not used at this stage, and can be left blank.

















Tenant Deposit System





This system is designed to reflect the legal position of a Property Owner to its tenants, and allow easy but effective control and processing of tenants deposits.



The banking structure anticipated by the system is at least two main separate bank accounts. One for depositing all receipts - rental, deposits etc.(Rental Trust Account) and one for the holding of the tenants deposits (Deposit Trust Account). The former account is also used for the payment of expenses on behalf of properties. Any temporary or other investment should flow from these current accounts. Any variations to this will be obvious depending which structure is chosen.



The system supports the following structures which operate automatically based on the Deposit flag setup on the Maintain/Setup Property screen. They can all operate at the same time within one account. Careful planning should be undertaken at the commencement of use of the system to ensure that the desired controls, efficiency levels and effects are obtained. Refer to Maintain/Setup Property



Flag



C - Central deposit system, which implies that deposits are controlled from one central point for the whole account. Receipts and refunds are made from the Rental Trust account, and system controlled transfers and entries move and record cash as is required between the two bank accounts. The entries are recorded on Property and Management levels. The bank accounts are administered on Management Level.



CP - Deposits initially banked into or refunded from the Central Account, and system controlled transfers and relevant entries are made crediting the properties share of the Rental trust account, effectively paying the deposits to the Owner of the Property. Refunds are made from the central account, and recovered from the Property Owner by charging his share of the Rental trust account. These refunds are password protected to ensure that refunds are not made when any risk to the Agent  has arisen.  



A - Agent  trust account. The same as for 'C', except that the control will be on Agent  level. It reflects the situation where different trust account structures operate within one account.



AP - As with 'CP', except that the primary flow of funds will be through the Agent  level banking system.



P - Property Trust. Where a Property maintains its own deposit Trust Account. All receipts are banked directly into that account, and all refunds made directly from it.



X - Property Local Bank Account. Where a Property receipts and refunds deposits from it's local bank account (4117).



Full audit trails, bank reconciliation facilities and reporting for each structure are operational within the system. Full reporting on an individual Property through to summarised reporting for a whole account is available, showing where relevant deposits are being held. 



Individual deposit accounts are maintained for each tenant, integrating into the accounting records of the Property, and the relevant central facility.



Refunds are done from the relevant account, using a tailor made refund screen. Any captured amounts due by the tenant to the Agent or the Property will be automatically deducted, allowing the user to specify any other deductions for future electricity, damages etc. All accounting for these deductions is automatically put through by the system. 

Refer to How do I Refund a Tenants Deposit



Tenants can be billed for Deposits to be paid, or any increase in deposits. These will only be reflected as trust funds on receipt thereof, but will appear on the tenants rental statement.



There is a facility to credit tenants with interest on their deposits, at variable interest rates. Refer to How do I setup and credit Interest on Tenant Deposits





Through the Menus











Maintenance





These menus contain maintenance screens for the various master files, where new items are setup, and existing items are maintained.





For Your Business





These menus contain screens for the Maintenance of master files that relate to your business, as opposed to the business of your clients (Properties). 





Agent (Division) (Full Screen)





The purpose of this screen is the set up or maintenance of details for a Agent  or a Division of an Agent . In view of this screen's position at the top of the hierarchy, settings on this level can have an effect all the way down to Unit level. It is important therefore, to be certain of the settings that you employ. User access to this screen should be carefully considered. The various fields are described below:

[image: Agent Maintenance]

Agent  No:  Enter an existing Agent/Business Number in order to maintain an existing Agent /Business, or type 'NEW' and press Enter to create a new Agent/Business.

Sort Name:  Type the name of the Agent/Business and press Enter.

Year End:  Enter the Month Number of the Financial Year End for the Agent/Business. 

e.g. 2 for February or 7 for July

Std CBook:- Choose the Default Cash Book (Banking system) for this Agent/Business. Select from 'C' for Central, 'A' for Agent  Central, or 'L' for Local (Agent ) bank account. This choice causes all relevant batches to default to the selected bank account. This flag is usually set to 'C' when a Central Banking System is in operation. Refer to Banking Systems for more information on each flag type.

Cash Distribution:- Press 'F3' to enter the details of how any Surplus held in Central Trust Account should be distributed.

VAT Control Flag:- Enter the VAT Period as allocated by the Receiver of Revenue. Either 'A', 'B' or 'O'. If any flag is entered here, the system sees the Agent/Business as a VAT-able Property by default in all relevant batch screens.

VAT Registration Number:- Enter the Agent/Business's VAT registration number, for record keeping purposes. The VAT number usually printed on Unit statements / tax invoices, is the Agent s number, which is permitted in terms of the Value Added Tax Act, as long as adequate records are maintained by the Agent . Leave blank if the Agent/Business is not registered for VAT.

User access:- Press 'F3' on this field in order to enter the User Logins that are permitted access to the Properties linked to this Agent , as well as the books and functions of this Agent/Business.

Area Code:- For future use.  Used historically for importing data on conversions.

Address: Press 'F3' to enter address information for the Agent/Business. This address is often used to print on Unit statements for payments to be mailed to.

Alt. Address:-  Press 'F3' on this field in order to enter an Alternate Address for the Agent/Business.  Often the Postal Address is entered in the Primary Address Screen, and the Physical Address in this one.

Contact:- Press 'F3' on this field in order to enter Contact Information for the Agent/Business.

e.g. Telephone, e-mail, etc.

Control Flags:- Press 'F3' on this field in order to enter various Control Type Information. These flags vary from one account to the next, and contain important control information.  

The following is an example of this data entry screen including descriptions of the various fields:

[image: Control Flags]

Post flag:-  Not used on this level.

Address flag:- Not used on this level

Financial flag:- Not used on this level

Suppress D/O statement Y/N:- If this field is set to 'Y', Statements for all Units in all Properties linked to this Agent  will not be printed when month ends are run.

Surplus Exclude:- Not used on this level

Property Region:- This field allows you to choose a Region from a pre-existing list to which creditors linked to any Property that is linked to the relevant Agent  will default. This default Region becomes the default Region for all creditors linked to this Agent , along with all its properties, and determines the creditors displayed by the 'F2' drill in the  Property Creditors Journal Field.

Agent  Region:- This field allows you to choose a Region from a pre-existing list to which Creditors linked to the relevant Agent  will default. This default Region becomes the default Region for all Creditors linked to this Agent  and determines the Creditors displayed by the 'F2' drill in the Agent  Creditors Journal.

Admin Fee Interest %:- Enter the Annual Interest Rate at which the Agent  will charge Units for any outstanding balance due to the Property when interest is raised for the Property

No. of FTE's:- Enter the number of Full Time Employees in this Agent/Business. This figure is used in the Statistical Performance Reports on the Management Level.

On-line TPN Enquiry Y/N:-  If you are registered with Tenant Profile Network for performing Credit Checks on Potential New Tenants, and you want to force a credit check before a lease can be captured onto the system, set this flag to 'Y'. You will have to complete the two fields immediately below to give effect to a 'Y' setting. Alternately leave this field blank or set it to 'N'.

TPN Ref. Code:- Enter your Code if the On-line TPN Enquiry is set to 'Y'

TPN User Name:- Enter your User Name if the On-line TPN Enquiry is set to 'Y' 

Maint Mark up %:-  Enter the Default Mark Up Percentage for creditor's invoices when using the Property Maintenance Control System 

No. of Quotes for Maintenance:- Enter the Default Number of Creditors Quotes that will be required when using the Property Maintenance Control System

Managers:  Enter the necessary Client Communication Details for the various Managers within this Agent /Business.  

The following is an example of the capture screen:

[image: Manager's Details]

Letterhead:- The name, address and telephone numbers captured in this field will print as a "Letterhead" in some Reports. If you use pre-printed Letterheads/Stationary, then leave these fields blank.

Unit Statement Message:-  The following is an example of the Unit Messages Input Window:

[image: Unit Statement Message]

Unit Statement Message:- Press 'F3' to type a four-line message that will appear on all Property Unit Statements for this Agent . 

Refer to How do I Insert a Unit Statement Message for more information on how the message structure operates.

Statement Control:-  The following is an example of the capture window for Statement Control:

[image: Statemtent Control]

This screen is utilised by users of the Standard Bank M65 Direct Deposit System who do not pre-print this information on their Unit Statements.

GL Share:- The following is an example of the General Ledger Account Sharing Screen:

[image: GL Links]

This facility allows the sharing of certain General Ledger Accounts between a group of Properties or Agents /Businesses. In the case of a group of Agents /Businesses, a Controlling Agent/Business for the group is decided on, and once setup, each entry posted to one of the shared accounts, is re-routed via an inter-Agent  loan account (a separate one for each transaction type) in both Agents /Businesses, to the relevant account of the Controlling Agent/Business. The same principles apply on the Property Level. 

Refer to General Ledger Account Linking for more information on this facility.

Bank Charges:- This option controls whether or not bank charges are charged on Central Banking Payments for Properties linked to the relevant Agent . The amounts inserted are NET of VAT. VAT is added depending on whether or not the Agent  is registered for VAT.

Bus. Inv. Message:- The message entered here prints on all Open Item Sundry Invoices.

Fee Structure:-  This Fee Structure is used when fees are billed to the Agent s/Businesses for any services rendered to them on the Management level.  This facility is not generally used.

Financial:-  These fields are not used at this stage.

Global Property Fees:-  By capturing fees on this level, all but "Excluded Properties" linked to this Agent  will be charged the same fee by the relevant Agent .  

Amounts:-  A monthly, Fixed Amount type fee.

Percentages:- Not used at this stage

Other:- Not used at this stage

Pr Use 1, 2 and 3:- Not used at this stage





Agent (Division)





This screen offers the same options as the previous screen - Agent (Division) (Full Screen) - with the exception of the Financial options section and the Alternate Address field.



[image: Agent Maint(reduced screen)]





Creditor





This screen is used to add or amend a Creditors record for a single Agent. Once captured, this Creditor is available to all other Agents in the region. This Creditor can be used for multiple Properties.

[image: Agent Creditors Management Screen]

1.Enter the relevant Agent number.
2.The Agent name will display automatically.
3.Enter a Creditor (supplier) number. This number can consist of any combination of numbers or letters, however, some thought should go into it's choice so as to avoid duplication and confusion, and to assist with clear classification. 

If you are maintaining an existing creditor, you can search by pressing 'F2' or by clicking on 'Select/Drill'. The drill will bring up all creditors contained in the creditors data base for the creditors region in field 16. If the creditor is on the data base, but has not been created for your property, it will auto create if you select it. If you enter a new creditor, it will create for your property only, but be automatically added to the data base of creditors for use by other properties in the same region.
4.Enter the supplier or creditors name
(5, 6 & 7 are not used at this stage.)

8.Press 'F3' to enter the address details of the supplier.
9.Press 'F3' to enter the contact information for the supplier.
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10.Not used at this stage.
11.Press 'F2' to view a twelve month summary of the transactions with this creditor on this property. Press 'F2' on any month to view all transactions for that month, or on the Total line, for the full period. All transactions with the creditors for all properties can be viewed using the Multi Property Transaction Drill.
12.Press 'F3' to enter the following details for the creditor if he is to be paid electronically-
[image: pcrsmfmaintefts]

Field 3, is the account type - usually '1' for a current account.

If you are set up to link to Netcash, the bank account branch, number and account type will be validated as you leave the input window. You will be advised of any errors.

13.Insert the percentage, including VAT, that the Franchisee (Agent) receives as a discount from the supplier. The calculated amount of the discount will default on each invoice that is captured. The discount will be deducted from the payment to the supplier, and credited to the Franchisee (Agent)s income.
14.Enter 'W' or 'M' for weekly or monthly, or leave blank for 'M' to apply. This can be used to select creditors that need to be paid on a weekly or other basis, when running the automatic REMITE OR REMITC payment methods. Refer to Property Creditors Payment.
15.If 'Y' is inserted, when the automatic payment methods are used, the relevant creditor will not be selected for payment. This can be used for a remote site to block payment when payment is made by a central group.  
16.The region will be automatically added based on the region setup on the Franchisee (Agent) setup, and is used to keep regions separate from each other. Refer to the control flags on Maintenance - Agent
17.Flag the creditor as inactive by changing the default 'Y' to 'N'. Changing the field requires a password in some accounts. Inactive creditors cannot have entries posted to it, and are not selected for automatic payments.




For Your Clients





These menus contain screens for the Maintenance of master files that relate to your clients businesses (Properties), as opposed to your business as an Agent.





Property (Owner)





This screen is used to set up or maintain a previously set up Property. The various fields on the screen are described below:

[image: SETUPpropLITE]

1Property Number – In order to maintain details of an Existing Property, enter the existing Property Number. To Create a New Property, enter any Non-Existing Property Number.
2Agent - Enter the Agent Number for the Agent to whom this Property is Linked. When setting up a new Propertythis number is a required field. The Agent Number can be changed with a password after ensuring that there are no overdue amounts due by the Agent or Property. 

(Refer to “How Do I Change a Property’s Agent”)
3Year End - Enter the “month number”, e.g. 2 for a February financial year end, etc. After entering the year end month you will be asked the question, “G/L Active And Used ?”. Answer 'Y' to have year ends run automatically as part of the relevant month end process, or 'N' to exclude year ends from the relevant month end process. It is usually better to say 'Y' since no harm is done if the system runs a financial year end. Financial year-ends can be re-rerun as often as is required.
4Standard Cash Book - Choose this Property’s Default Cash Book (Banking System), from the following options:

'C' for Central, 'A' for Agent central, or 'L' for Local (Property’s own bank account). This choice causes all relevant batches to default to the selected bank account.  

(Refer to “Banking Systems” for more information on each type)
5Deposit Cash Book - Choose C, CP, A, AP or P as necessary.  (Refer to “Tenant Deposit System”)
6Surplus Distribution - Press 'F3' to enter the details of how Surpluses from the Property should be Distributed:
[image: PROPsurplDISTR]

E, for EFTS (Electronic payment), 

B, for a bank cheque, 

C, for an internal cheque

('M' is a flag for future use)

Payee is the payee on the Cheque or the Account Holder Name.

Distr Perc is the Percentage of the Surplus that will be paid to each line beneficiary.  

(These must total 100%)

Branch code and account number for Electronic Payments. Some accounts allow a branch name to be entered in the branch code column.

Account Type - 1 for Current, 2 for Savings or 3 for Transmission

If you are set up to link to Netcash, the bank account branch, number and account type will be validated as you leave the input window. You will be advised of any errors.

7VAT Control Flag - Enter the VAT Period as allocated by the Receiver of Revenue. Either 'A', 'B' or 'O'. If a flag is entered here, the Property will default to being a VATable Property in all relevant batch screens.
8VAT Registration Number - Enter the Property’s VAT Registration Number for record keeping purposes. The VAT Number that is usually printed on Unit statements / tax invoices is the Agent’s VAT Number. This process is permitted in terms of the Value Added Tax Act as long as adequate records are maintained by the Agent.
9Property Name - Enter the name of the Property e.g. EXCELSIOR COURT.
10Property Address - Press 'F3' to enter the physical address of the Property. This is the address that will be displayed on Property Labels if 'P' is selected.
11Owner Address - Press 'F3' to enter the Owners name and address. This is the address that will be displayed on Property Labels if 'O' is selected.
12Contact Information - Press 'F3' to enter diverse contact information for the Property/Owner.
13Control flags
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14.Indicate the ‘Property Type’ by entering a code from the list shown below. Following screens for this Propertyvary depending on this flag so as to be more relevant to the particular Property.  E.g. a lease for a residential Property will be different from a commercial Property. 

The acceptable types are as follows -

L - Levy. Usually a Residential Sectional Title scheme.

LC - Levy commercial. Usually a Commercial Sectional Title scheme. 

R - Rental. Usually a Residential Rental house or building.

RC - Rental commercial. Usually a Commercially Occupied Rental building.

RF - Rental Residential Block of Flats

RCO - Rental commercial other - used in certain accounts

Other - When creating a new Property, if this field is left blank, the system will insert an 'R' as a default value.
15.Number of report copies - Some reports provide the option of printing more than one copy. This option is usually used when a building has more than one Owner. Enter the number of copies to be printed when reports are requested on this Property.
16.Financial Flag - Not used at this stage
17.Surplus exclude - Enter 'V', 'C' or 'VC' to instruct the system to not deduct 'V'AT control, 'C'reditors Control, or both from the surplus due to a Property Owner.  

If left blank, the system will default to ‘VC’ (both). 

(Refer to “Property Surplus Report” and “How Do I Pay Surpluses To Owners”)
18.Surplus protect – By default, the system sets this to ‘P’ and a password is required to change this default setting. The default ‘P’ setting ensures that the Property’s Central Trust Account is checked for sufficient funds before payments are made from the Property. No Check will be carried out if the Property uses Local Banking.
19.Z Unit Statements - Y/N - If this Flag is set to 'N' and the Unit Number is not numeric (i.e. includes any alphabetical character) and the Unit Vacate Date is prior to the statement billing date and the Unit Vacate Date is not blank, then a Unit statement will not be printed. The default setting is 'Y'.
20.RSC Flag - M or Y - When a Property Regional Services Council report is run, you can choose between monthly or yearly properties based on this flag setting. 

(Refer to “How Do I Setup And Run a RSC Report”)
21.Property Reference No. - Enter a Reference Number that is usually linked to a client’s external system.
22.Include in Maintenance Tracking System - Y/N - Defaults to 'Y' but can be changed to 'N' to exclude this Property from the Maintenance Tracking System.
23.Exclude from Deposit Interest Calculation - Y/N - Defaults to 'N' but can be changed to 'Y' with a password so as to exclude All The Units Of This Property from calculating interest on their deposits. 

(Refer to “How Do I Setup and Credit Interest On Tenant Deposits”)
24.New Owner Statement - Set this flag to 'N' to print a Levy/Rentroll and Surplus Report in place of the New Owner Report.  (Refer to “Owner Statement Run”)
25.E-mail New Owner Statement Y/N - Set to ‘Y’ if you would like to e-mail the new Owner statement by default rather than printing it. In order to use this option, an email address must have been entered in the Owner’s Contact Details. 
26.Send Rental Surplus SMS (Y/N) - Default is ‘Y’. Set to ‘N’ to stop sending an SMS to the Owner when funds are banked into their account.
27.Receipt Cut Off Day (Unit Interest) - If captured, this will be used as the grace period after which interest will be charged when using Unit Overdue Interest (Daily per Property). 

e.g. 7 for the 7th
28.No of Quotes for Maintenance - Default is ‘1’. Enter the number of quotes that must be obtained for a maintenance job to be approved. 
29.Enter 'A' for an Admin Property, or 'O' for a Once-Off Property
30Managers - Press 'F3' to enter the Manager and Credit Manager for the Property. Most selections can be sorted on this field – i.e. by Manager. The email addresses of the managers, which will print on UnitStatements, can also be entered here.
31Sub Prop - This field is used to Group Properties together for Balance Of Funds Consolidation and Group Reporting when running the Property Actual to Budget Comparison Report.  

(Refer to “How do I Group Properties”)

Link to - Enter the Master Property Account Number. On the master Property, enter it's own number.

Link Flag - leave blank (Field for future use)
32Property Interest Rate - The rate of interest that will be charged to the Property whenever interest is raised on amounts due to the Agent’s Trust Account (Central Banking System). Enter either as a rate relative to the System Prime Rate, e.g. 'P+2', or as an Annual Interest Rate e.g. 18 (18%).
33Unit Int % - The rate of interest that will be charged to all Units when interest is raised on Arrear Balances. Enter either as a rate relative to the System Prime Rate, e.g. 'P+2', or as an Annual Interest Rate e.g. 18 (18%).

(Refer to “How Do I Charge Interest On Arrear Rental/Levies”)
34Marketing Areas - Enter the Marketing Area (Suburb) within which the Property is situated. Press 'F2' to choose from a list of available areas. 
35Unit Statement Message - Press 'F3' to insert a four-line message that appears on Statements for all the Units of this Property.  

Refer to “How Do I Insert a Unit Statement Message” for more detail on how the message structure operates)
36Legal - Press 'F3' to enter various legal and financial records relative to the building. This is mainly relevant to Sectional Title, but some of the fields, e.g. the Stand or Ref Number, are also relevant to Rental Properties. Examples of such fields are - Income Tax Reference Number, Last Annual General Meeting Date. 
37Insurance Details - Press 'F3' to record the Insurance Policy, Broker and other base insurance information.
38Share GL - Press 'F3' to enter the details of any sharing arrangement between properties, relative to the system permissible accounts. This usually occurs when a number of properties, that share one VAT registration number and or one local bank account, are owned by a single Owner. Any general ledger entry posted to a shared account, will be posted to the controlling Property – entered here, via an inter Property loan account. The permitted accounts are Creditors control, Debtors control, VAT Control and the Local Bank Accounts 4113 to 4117.
39Notepad - Press 'F3' to enter or view either General Notes captured for this Property, or a record of the Maintenance Mandate given by the Owner.  
The next three fields relate to fees charged by the Agent to this Property:

40Fixed Amount Fees - Press 'F3' to enter details of any number of fixed amounts to be charged to a Property by the Agent each month. This is usually either a management fee or fixed postage recovery. The Nnla below is the income account in the Agent’s books. Fees are raised as per the date settings that are captured here. The amounts are always inclusive of VAT.
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41Collection Fee % - enter the percentage, including VAT (if applicable), of the fees charged on amounts collected from tenants of this Property. This is usually a collection fee based on an amount collected and receipted by the Agent on behalf of the Property. As an amount from a Unit is receipted, the fee captured here is charged and captured in both the Agent’s and the Property’s books.  




Unit (Tenant)





This screen is used to set up a new Unit (Tenant), or to edit the details of an existing Unit.  The various fields on this screen are described below.  

(Also refer to “General Batch And Screen Rules”)
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Field No:

1Prop No - Enter the relevant Property Number for the Unit that you want to maintain, or to which you want to add a New Unit.

Press 'F2' to select from a list, enter either the full name of the Property, or enter a part of the Property name and select from the search list. 
2Unit No - Enter either the Number of the new Unit or the Number of the Unit to be maintained. 

Press 'F2' to select from a list, enter either the full name of the Property, or enter a part of the Property name and select from the search list.

(Refer to “Property And Unit Numbering” for more information on choosing a new number)
3Unit Display - Enter the usual Reference for the Unit. This must be the reference that appears on the monthly Unit statement.  E.g. 302 Bonsai Mansions
4Tenant number - This is a System-Generated Number that is added when a new Unit is created. 

(Refer to “Property And Unit Numbering” for more details on its use)
5Name - Enter the Tenant Name as it appears on the rentroll and in other internal and grouped reports. This field is usually used to sort Units so data integrity is vital and the surname must appear first.

E.g. Enter JOHNSON, MR AJ here (to sort by Surname), but MR A J JOHNSON in Field 7 (This is the format that will appear on the Unit statement)
6Address - Press 'F3' and enter the Name And Postal Address of the Unit Occupant that must appear on the monthly Unit rental or levy statement.
7Physical Address - Press 'F3' to enter an Alternate Address for the Unit Occupant if required.
8Contact - Press 'F3' to enter various Contact and other Personal Information for the Unit Occupant.
9Control flags - These Flag Settings control the performance of various operations performed Relative to the Unit. Press 'F3' to insert or maintain them.

(Remember – Press 'F1' for Help while in the system)

Some of these flags are for future use or are only relevant within certain accounts and need not therefore be completed for every Unit. The flag numbers may vary from account to account, as diverse options are added or used.
9.1Unit type - 'L' for Levy/Sectional Title , or 'R' for Rental, but no restrictions are imposed here.
9.2Financial flag - Enter a flag, usually a single alphanumeric character, by which this Unit can be grouped with others of a similar nature when running various Flag Reports.  

e.g. This feature can be used to group Units by Handed Over Matters (H), Attorney Matters (A) or any other flag entered on the Unit.

While there are only limited flags that have system-captured descriptions, Units can be grouped by means of a flag entered into this field whether or not the system contains a description for the flag entered.  

(Descriptions can be added programmatically - call the Help Desk for more information)
9.3Block Interest - Set to 'Y' if the Property has been setup to Charge Interest to All Units, and this Unitshould be Excluded.  

(Refer to “How Do I Charge Interest On Arrear Rent/Levies”)
9.4Unit Door Number - Enter a Door Number of a Unit if it is Different from the Unit Account Number. Rent & levy rolls default to sorting by door numbers if they are entered.
9.5E-Mail Tenant Statement Y/N - Set flag to Y if this Tenant is to receive his Statement in HTML Electronic Format. This is only available if the facility has been actiVATed on your account. When setting the flag to Y, the system checks that an e-mail address has been entered in the contact information on Field 9.  

(Refer to “How Do I E-Mail A Tenant Statement”)
9.6Unit Client Reference - Enter a Number that Links the Unit to a Clients Referencing System.  

(This is not a mandatory field)
9.7VAT Registration Number - If the Tenant is Registered for VAT, Enter the Registration Number here.
10Debit Order - Press 'F3' to Enter or View Debit Order Details.  

(Refer to “How do I Setup a Debit Order”)

If your system is set up to link to Netcash, the bank account, branch number and account type will be validated as you exit the input window. The system will advise you of any errors.
11Statement Message - Press 'F3' to Insert a four line Message that will appear on this Unit’s statement.

(Refer to “How Do I Insert A Unit Statement Message” for more detail on how the message structure operates)
12Notepad - Press 'F3' to enter a Note for this Unit. If there is insufficient space to enter a New Note, press ^ (Shift 6) to Insert a New Line.  

These notes can be entered with a Future Date to act as a type of diary. 

Notes can be viewed either on this screen, or by means of two scan programs, Notepad - Date Selection, or Notepad - Multiple Properties, which are accessible from the “Debtors Reports Menu”.
13Date last inspected - If the Unit is a Rental Unit, enter the Date on which the Unit was last Inspected. To browse for dates, use “Unit Last Inspection Control” on the Letting Menu.
14Fee Structure - Amounts - This field is used to store the Regular Monthly Billing to Units for rental, levy etc. There are no restrictions on descriptions entered here, but what is typed will appear on the Rent/Levy Rolls, Unit Statements and in the Accounting Records of the Property. Uniformity within an account not only provides a better image, but facilitates account control. 

If VAT is applicable then enter the amounts “Including VAT” and remember to set the VAT flag to 'Y', as described below.

The full period of a lease agreement can be captured along with the relevant dates. It is usually wise to leave the last line of each fee type with no 'To' date in case the occupant remains in residence for longer than the initial lease period. While this will result in incorrect billing, it is better than no billing at all which would occur if a ‘To’ date is inserted.

The system inserts the 'From' date for the second and following lines with an identical description so as to assist in ensuring complete period coverage. If you override this default and leave a gap in the period, the system will warn you as you exit the system.
The following is an example of the display after pressing 'F3' on Field 20 -
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The Alloc, Flag and Excl Units columns can be ignored on this screen.  

Any VAT setting in the VAT column overrides the default setting for the Property unless the Property's VAT default VAT setting is set to 'N', in which case you will not be able to enter 'Y' in this screen. If left blank, the Property default setting applies.  

The Nnla is the General Ledger Account in the books of the Property, to which this fee will be posted. If left blank, the system will post to a default account set in the program. The fees set up here are raised when the Monthly Fee Raise is run on the Management Level.

(Refer to “Deposit Billing” for more information about charging a deposit to a tenant)

15Fee Structure – Other - 
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This field is used to store Monthly Billing To Units for variable amounts. It is usually used to Recover Costs paid by the Property Owner from the Tenants of a Building. 

For example: - sewerage, water (where there are no water meters) etc. 

There are no restrictions on descriptions entered here, but what is typed will appear on the Rent/Levy Rolls, Unit Statements and in the Accounting Records of the Property. Uniformity within an account not only provides a better image, but facilitates account control. 

The recovery is calculated from either a General Ledger Account (That carries the cost to be recovered) or from a System Defined Base.
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By setting up the same recovery on Field 47 of “Maintain/Setup Property”, all Units in the Property, excepting those entered in Excl. Units, will be billed.

The basis for the allocation of costs to a particular Unit is either its ‘PQ’ or ‘UDA 1 to 5’. In terms of the system, a Unit’s Participation Quota ( PQ ) is its proportion in terms of Field 18 on “Maintain/Setup Property”. If you wish to use that proportion, then enter 'PQ' under the Alloc. column. Alternatively, you can use one of the five other allocation proportions, 'UDA1' to 'UDA5' by entering the relevant one in the Alloc. column. These proportions are set up in Field 36 of “Maintain/Setup Property”.

(Please contact the Help Desk for more information on the other available bases)

16Occupation date - the Date on which the Current Tenant took Occupation of the Unit.
17Vacate date - This is normally left Blank for Active Units. The system will automatically insert this date when a Unit is Suspended. No fee structure (Field 20) billings will take place if the vacate date is prior to the billing date.
18Deposits - This field displays the total amount deposit received from this Unit along with any interest accrued thereon. Press 'F2' for a detailed transaction listing for this total.
19Electricity History - Press 'F3' to view a History of Electricity Readings, including all dates and amounts that have been imported or captured as electricity batches.
20Water History - Press 'F3' to view a History of Water Readings, including all dates and amounts that have been imported or captured as electricity batches.
21Listing Agent - Press 'F3' to enter the Listing Agent for this Unit.
22Letting Agent - Press 'F3' to enter the Letting Agent for this Unit
23Transaction Drill - Press 'F2' to view a Rolling Twelve Month Summary History of the Unit’s Account. Press 'F2' On Any Month for Full Transaction details, or 'F2' On the Total Line for a Twelve Month detailed transaction listing. These details can printed or faxed from the system.
24Int rate - Enter this interest rate as a rate Relative to the System Prime Rate, e.g. 'P+2', or as an Annual Interest Rate, e.g. 18 (for 18%). This entry overrides the Global Unit Property interest Rate 

(Refer to “How do I Charge Interest On Arrear Rental/Levies”)
25Dep Int Rt - Deposit interest rate. If the interest rate for this Unit is different to that for the whole account or the controlling Agent, enter the Interest Rate that this Unit must receive on its Deposit. This is only used where a Tenant has negotiated a different from normal rate. Enter either the annual interest rate, e.g. 9 (for 9%), or a rate relative to the system Deposit rate, e.g. D+2.

(Refer to “How Do I Setup And Credit Interest On Tenant Deposits”)

This is the actual rate at which the tenant is credited with interest.
26Agent to Unit Fee Structure – Amounts

This facility raises an “Agent to Unit Batch” when the monthly fees are run. It is usually used by an Agent to charge a Cost Recovery to a Unit. 
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Unit Marketing Information





This option allows the entry and maintenance of information relating to the Unit itself, independent of any resident. It is used to Describe the Unit from a Marketing perspective.
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Examples of the information:-

Rental requested

Study - Y or N

Lounge, Dining Room, or combined Lounge and dining room L, D, LD.

More details can be viewed on the screen itself.

Marketing Units can be interrogated based on the above information using Properties available for letting.  

e.g. I am looking for a Unit in Cape Town Centre, with 2 bedrooms, a separate study, with a rental between R2000 and R2500.





Property (Full)





This screen is used to setup or maintain a previously setup property. The various fields on the screen are described below.
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1. Property Number - Enter an existing property number to maintain it's details, or enter any number that does not exist, to create a new property.



2. Agent - Enter the agent number to which this property is linked. Required on setting up a new Property. Can be changed with a password and ensuring that no amount is due by or to the Agent by the Property. Refer to How do I change a Properties' Agent



3. Number of Units - This will usually display the number of units that were created when the property was created, and will often not be accurate over time. When creating a new property, enter the number of units that you     wish the system to automatically add for you. To create the units, after you have filed the screen, answer     'YES' to the 'Update existing' question, and say 'Y' to overwrite.



4. Year End - Enter 2, for a February financial year end, etc. You will be asked the question, 'G/L active and used ?' after entering the year end month. Answer 'Y' to have year ends automatically run as part of the relevant month end process, or 'N' to exclude them form this process. It is usually better to say 'Y', as there is no harm done by the system running a financial year end, as you can re-rerun them as often as you require.



5. Standard Cash Book - Choose this properties default cash book (Banking system), from 'C' for Central, 'A' for Agent central, or 'L' for Local (Properties own bank account. This choice will cause all relevant batches to default to the selected bank account. Refer to Banking Systems for more information on each type.

6. Deposit Flag - Choose C, CP, A, AP or P as necessary. Refer to Tenant Deposit System



7. Cash Distribution - Press 'F3' to enter the details of how surpluses from the property should be distributed:
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E, for EFTS (Electronic payment), B, for a bank cheque, C, for an internal cheque

( 'M' , is a flag for future use )

Payee is the payee on the cheque or the account holder name.

Distr Perc is the percentage of the surplus that will be paid to each line beneficiary. These must total 100%. 

Branch code and account number for electronic payments. Some accounts allow a branch name to be entered in the branch code column as well.



8. Vat Control Flag - Enter the Vat period as allocated by the Receiver of Revenue. Either 'A', 'B' or 'O'. If a flag is entered here, the property will default to a Vatable property, in all relevant batch screens.



9. Vat Registration Number - Enter the properties Vat registration number, for record keeping purposes. The Vat number usually printed on unit statements / tax invoices, is the agents number, which is permitted in terms of the Value Added Tax Act, as long as adequate records are maintained by the agent.



10. Sort Name - Enter the name of the property eg. EXCELSIOR COURT.



11. Area Code - For future use. Used historically for importing data on conversions.



12. Property Address - Press 'F3' to enter the physical address of the property. This address will be displayed on Landlord(Property) Address Listing and Labels if 'P' is selected.



13. Owner Address - Press 'F3' to enter the Owners name and address.  This address will be displayed on Landlord(Property) Address Listing and Labels if 'O' is selected.



14. Contact Information - Press 'F3' to enter various contact information for the property/owner.



15. Control flags

15.1  Enter a code from the list below, to indicate what type the property is. A few of the screens will vary depending on this flag, to try and be more relevant to the particular property. For example, a lease for a residential property will be different from a commercial property. The acceptable types are as follows -

L - Levy. Usually a residential sectional title scheme.

LC - Levy commercial. Usually a commercial sectional title scheme. 

R - Rental. Usually a residential rental house or building.

RC - Rental commercial. Usually a commercially occupied rental building.

RF - Rental Residential Block of Flats

RCO - Rental commercial other - used in certain accounts

O - Other

15.2 Post flag - Enter 'P' or 'D' to record how reports are to be delivered. This is not used for any other purposes.

15.3 Address flag - Not used

15.4 Number of report copies - Certain reports have an option to print more than one copy, usually used where there is more than one owner of a building. Enter the number of copies here, which will print when multiple copies are requested.



15.5 Financial Flag - Not used at this stage

15.6  Electricity exceptions - Enter a 'R' to include this property in the completeness scans for readings entered in the relevant month. Refer to How do I Check that all anticipated electricity and water readings have been captured. 

15.7  Water exceptions - Enter a 'R' to include this property in the completeness scans for readings entered in the relevant month. Refer to How do I Check that all anticipated electricity and water readings have been captured.

15.8 Penalty system - Enter 'Y' to include the property in scans for properties who have a penalty system in operation. Not generally used.

15.9  Surplus exclude - Enter 'V' or 'C' or 'VC' to not deduct 'V'at control, 'C'reditors Control or both from the surplus due to a property owner. Leave blank to deduct both. 

Refer to Disbursement Statement and How do I Pay surpluses to owners

15.10 Surplus protect - Usually set to 'P' by default, and requires a password to change. If a 'P' is in place, then when payments are made from the property, a check will be carried out to ensure that funds are available to the property in the Central Trust Account. No check will be carried out if the property uses local banking.



15.11 Z Unit Statements - Y/N - If set to 'N', and a unit number is not numeric (includes a 'Z' for eg.), and the unit vacate date is less than the statement billing date, and the unit vacate date is not blank, then a unit statement will not be printed. The default setting is 'Y'.



15.12  Z Unit Statements - Y/N - If set to 'N', and a unit number is not numeric (includes a 'Z' for eg.), and the unit vacate date is less than the interest billing date, and the unit vacate date is not blank, then interest will not be charged to the unit. The default setting is 'N'.



15.13 RSC Flag - M or Y - When a property Regional Services Council report is run, you can choose between monthly or yearly properties, based on this flag setting.



15.14 Statement program - Enter the name of a special unit statement print program, specific to your account. Refer to the Help Desk for more information.



15.15 Bank Nnla - Debtors receipts - Enter a bank account number to which receipts from units will be posted, which will override the default Cash Book flag setting (field - 5 above).



15.16 Bank Nnla - Creditors Payments - Enter a bank account number to which payments to creditors will be posted, which will override the default Cash Book flag setting (field - 5 above).



15.17 Bank Nnla - Sundry payments - Enter a bank account number to which sundry payments made from the property will be posted, which will override the default Cash Book flag setting (field - 5 above).



The three fields above are usually used when separate bank accounts are used for the different types of cash flow.



15.18 Property Reference No. - Enter a reference number that is usually linked to a clients external system, which will display on the Rentroll with Client Reference



15.19 Cash Deposit fee - There is a facility to charge a fixed amount as a cash deposit fee, to any property debtor who pays in cash. If this facility is active on your account, then set this flag to 'N' to prevent the fee being charged to any units in the relevant building.



15.20  Include in Maintenance Tracking System - Y/N - Defaults to 'Y', change to 'N' to exclude from the Maintenance Tracking System.



15.21  Exclude from Deposit Interest calculation - Y/N - Defaults to 'N', change with password to 'Y' , to exclude all the units of this property from calculating interest on their deposits. Refer to How do I Setup and credit Interest on Tenant Deposits



15.22 and 15.23 and 15.24 - These fields are used for information about other services provided by the Agent to the body corporate.



15.25 New Owner Statement - Set this flag to 'N' to print a Levy/Rentroll and Surplus Report in place of the New Owner report. Refer to Owner Statement Run. 



15.26 Agent Admin Interest Fee Y/N - Set to Y if interest is to be charged by the agent on amounts due to the property. Refer to How do I charge an Interest based fee on unit arrears 



15.27 Agent Admin Interest Fee % - Insert a percentage if the above field is Y, and the rate to be charged is different from the rate set for the whole property. Refer to above point.



15.32 Receipt Cut off day (Unit Interest) - If captured, this will be used as the grace period after which interest will be charged when using Unit Overdue Interest (Daily per Property). eg. 7 for th 7th.





16. Managers - Press 'F3' to enter the Manager and Credit Manager for the Property. Most selections can be sorted by Manager, which is picked up from this field. The e-mail addresses of the managers can also be entered which usually print on unit statements.



	17.	Setup - Stores base information for the property, as indicated. Press 'F1' for more detailed help, when on the relevant field.




18.  Unit Analysis - a breakdown by type of space (eg. retail, storage etc) of the area in square meters, that constitutes the unit. It will calculate a percentage of the total space setup in field 17, for each unit, which percentage will be referred to as the PQ (Participation Quota) when recovering expenditure in the relevant proportions using the 'PQ' column on field 41 below.



Refer to How do I Setup and run a Residential and  Commercial Tenancy Scheduleand Capture a Building Map 

19. Budgets -  press 'F3' to enter various budgets based on which fees can be automatically charged to units in a property. The various budgets can be entered in the screen below, except the G/L PQ budget which is based on the actual budget entered for the property. Various other budgets can be entered and fees recovered based thereon.  
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20. Base definitions - This field has been set up to allow for the development of different bases from which to make charges to units. It will be used as the need for them arise.



21. Sub Prop - this field is used to group properties together for balance of funds consolidation, and group reporting when running the Property Actual to Budget Comparison report.  Refer to How do I Group Properties



Link to - Enter the master property account number. On the master property, enter it's own number.

Link Flag - leave blank (Field for future use)



22. Property interest rate - the rate of interest that will be charged to the Property when interest is raised on amounts due to the Agents's Trust Account (central Banking System). Enter as a rate relative to the system prime rate, eg. 'P+2', or as an annual interest rate eg. 18 for 18%. For a rate less than prime, enter P+-3 for 3% less than the system prime rate.



23.  Unit Int % - the rate of interest that will be charged to all units when interest is raised on arrear balances. Enter as a rate relative to the system prime rate, eg. 'P+2', or as an annual interest rate eg. 18 for 18%. For a rate less than prime, enter P+-3 for 3% less than the system prime rate

(Refer to 'How do I Charge interest on arrear rental/levies')



24. Payment Flag - Set to 'M', 'A' or 'MA' to pay out any surplus using the automated payment process, or leave blank to retain any surplus when this process is run.

Refer to Disbursement Statement and How do I Pay surpluses to owners



25. Marketing Areas - Enter the marketing area within which the property is situated. Press 'F2' for a full list of those setup.. 



26. Unit Statement Message - Press 'F3' to insert a four line message that will appear on all the units of this property. Refer to How do I Insert a Unit Statement Message for more detail on how the message structure operates.



27. Legal - Press 'F3' to enter various legal and financial recorded type information relative to the building. It is mainly relevant to sectional title, but some of the fields, eg. the stand or ref number, are also relevant to rental properties. Eg's of fields are - Income tax reference number, Last Annual General meeting date. 



28. Valuations - Press 'F3' to enter values to be used in calculating the replacement cost for insurance purposes. This is mainly relevant to sectional title. The various fields are self explanatory.



29. Insurance details - Press 'F3' to enter Insurance policy, broker and other base insurance information.



30. Trustees - Press 'F2' to view any captured information relating to the trustees of a sectional title scheme. This information is captured using Trustee Information on the Agent Property Debtors Menu



31. Global vacate - Not used at this stage



32. Deposit control flags

32.1 Stamp duty flag - The setting of this flag determines where the money collected from tenants for stamp duty is allocated. The 3 options are -



C - Central.  Where stamp duty for all properties in the account is collected at one central point. The funds are allocated to the Management level stamp duty control account. The cash will be banked into the central trust account. 



A - Agent.  Where each agent or division collects and administers the stamp duty collected from its properties. This is usually applicable when branches are situated far from each other. The cash will be banked into the central trust or the agent local trust depending on the setting of the cash flag for the agent. ie. is the agent part of the central banking system, or does it run it's own central system.



P - Property. Where the stamp duty collected from units in the relevant property is banked directly into the properties own bank account and recorded in its books.  



32.2 Jv share of Lic/Insp fees - This is relevant when a share of the lease and inspection fees collected by an agent, is allocated to the central control structure. This would be relevant if a central area assisted in managing the affairs of an agent, and took a percentage of the agents income in this area for its services. The percentage charged is entered here.



32.3 Dep Coll Comm - If a collection fee percentage is to be charged on deposits collected, enter the percentage here. This is sometimes applicable when an owner holds his own deposits, but the Agent administers them, and gets a fee for doing so.



32.4 Jv share of Collection commission on deposits - The same as 32.2 above, but relevant to the deposit collection commission charged above.



33. Share GL - Press 'F3' to enter details of any sharing arrangement between properties relative to the system permissible accounts. This is usually relevant when there are a few properties owned by one owner, and they share one VAT registration number, or one local bank account is shared by many properties. Any general ledger entry posted to a shared account, will be posted to the entered controlling property, via an inter property loan account. The permitted accounts are Creditors control, Debtors control, VAT control and the local bank accounts 4113 to 4117.



34. Parking -  Press 'F3' to enter details of parking facilities that form part of a building. This was designed for a shopping centre type parking facility, where bays are let to units captured on the system. It does not cover casual parking. Various types of parking bays are charged to linked units, when the Unit fee structure is raised each month. The following screen shows the areas covered:
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Charge out rates are entered, and then units are linked by pressing 'F3' on fields 4,6,8,10 and 12. 





35. RSC setup -  Enter Regional Service Council rates and applicable general ledger accounts from which to get the relevant base amounts for the calculation of levies due. The rates etc. entered here will over ride the central settings on the account.



The following areas are covered and entered by selecting them:
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36.  User Defined Allocations - This table allows the entry of up to 5 different allocation proportions between units. They can be used to recover expenditure in the relevant proportions using the 'Alloc' column on field 41 below.



37. Bank Charges - Setup, relative to the setting on the Agent level, whether or not bank charges on central banking payments will be put through. The amounts inserted are net of VAT. VAT will be added or not depending on whether or not the Agent is registered for VAT. To remove the details in this field, enter 'DELETE' in the first line, ENTER through the other fields, and the system will clear all of the fields. 



Refer to How do I Setup and charge Bank Charges.



38. Notepad - Press 'F3' to enter or view either general notes captured for this property, or a record of the maintenance mandate given by the owner.  



The next three fields relate to fees charged by the agent to this property:



39. Fixed amount fees - Press 'F3' to enter details of any number of fixed amounts to be charged to a property by the agent, each month. This is usually a management fee, or fixed postage recovery. The Nnla below is the income account in the books of the agent. Fees will be raised as per the date setting that are captured. The amounts would always be inclusive of VAT.
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40. Percentage fees - Press 'F3' to capture details of fees payable by the property to the agent, that are a percentage of a base. This is usually a collection fee based on an amount collected and receipted by the agent on behalf of the property. The base for receipts is 'RTREC' which represents real time receipts. As an amount from a unit is receipted, the fee captured here is charged and captured in both the agent and the properties books.  
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41. Other fees - Not used at this stage



42. Not used at this stage



43. Not used at this stage



44. Not used at this stage



The next four fields relate to fees that, if entered here, will be charged to all but excluded units in the property



45. Fixed amount fees - Press 'F3' to enter fixed fees to be charged by the Property to all units, as above. Units which are to excluded are entered with commas between them in the Excl Units column. The amount includes VAT if relevant. Capture the percentage, preceded by a 'J', of this amount that must be allocated to the Management level. 
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46. Percentage type fees - Not used at this stage.



47. Other type fees - Press 'F3' to enter Other type fees that will be billed to all but the excluded units entered, by the Property.
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There are various bases that can be used. The above example for refuse, is based on the general ledger, GL, the month's plus move, MP on the general ledger account 6325. The variables are GL Y/M P/M/B - General Ledger, Year to date amount or Month Move, restricted to Plus, Minus or Both amounts. The amounts calculated from here will be billed to all units in the property, except those listed in Excl. Units.



Refer to Maintenance - Unit for more information ( Field 22)



48. Agent
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This facility will charge the relevant fees to all units, except for those excluded, from the agent. It will raise an agent to unit adjustment batch, when the monthly fees are raised. 





Property (View)





This screen is similar to the Property maintenance screens, but only allows changes to certain contact information.



It is usually given to users who have not been trained to update property information, but do need to view it.





Unit (Full)









This screen is used to open a new unit, or to edit the details of an existing unit. The various fields of the screen are described below. Refer also to General Batch and Screen Rules.and How do I Open a new Unit -
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Field No:



1. Prop No - Enter the relevant property number of the unit that you want to maintain or add a new unit to. Press 'F2' to select off a list, or enter the full or part of the name of the property and select of the search list. 



2. Unit No - Enter the unit number to be maintained, or the new unit number. Press 'F2' to select off a list, or enter the full or part of the name of the property and select of the search list.

Refer to Property and Unit numbering for more information on choosing a new number.



3. Unit Display - Enter the usual way that reference is made to the unit, which will appear on the monthly unit statement. Eg. 302 Bonsai Mansions



4. Tenant number -  This is a system generated number, that will be added when new units are filed. 

Refer to Property and Unit Numbering for more details on its use.



5. Sort Name - Enter the tenant name, as it will appear on the rentroll and other internal and grouped reports. When units are sorted, this is the field that is usually used. Eg. Enter JOHNSON, MR AJ here, but MR A J JOHNSON under field 7 which will appear on the unit statement.  



6. Area code - Used in certain accounts to group units based on an area. Can be left blank.



7. Address - Press 'F3' and enter the name and postal address of the unit occupant, which should appear on the monthly unit rental or levy statement.



8. Physical Address - Press 'F3' to enter an alternate address for the unit occupant is required.



9. Contact - Press 'F3' to enter various contact and other personal information about the unit occupant.



10. Control flags - These flag settings control how certain operations are performed relative to the unit. Press 'F3' to insert or maintain them. Remember 'F1' for help while in the system. Some of the flags are for future use, or only relevant in certain accounts, and need not be completed. The flag numbers may vary from account to account, as the various options have been added.



10.1  Unit type - 'L' for Levy/Sectional Title , or 'R' for Rental, but no restrictions are imposed here.

10.2  Post flag - 'P' for statements that are to be posted, and 'D' for that will be delivered. This is used for the printing order of unit statements.

10.3  Address flag - Not used

10.4  Suppress D/O statement - Y/N - In some accounts, units paying by debit order by default do not receive a monthly statement. Set this flag to override the default and send a statement.

10.5  Financial flag - Enter a flag, usually one alphanumeric character, to group this unit with other similar ones when running the  This is used to group handed over matters (H), attorney matters (A) or any other flag entered on the unit. There are only certain flags that have system captured descriptions. They will be grouped by the flag whether or not there is a description on the system. Descriptions can be added programmatically - call the Help Desk for more information.

10.6  Electricity Flag - Insert an 'R', if this unit should be charged electricity. The scan program on management level will show all units coded as 'R', that do not have an electricity charge, raised an electricity batch. 

10.7  Water Flag

10.8  Penalty Flag

10.9  Final Notice Y/N

10.10  Rent in Arrear Y/N - Set to 'Y' if the tenant is allowed to pay his rental at the end of each month as opposed to at the beginning thereof. It will then appear in a separate group on  Outstanding Balancesreports.

10.11  Block Interest - Set to 'Y' if the property has been setup to charge interest to all units, and this unit should be excluded. Refer to How do I Charge interest on Arrear Rent/Levies.

10.12  Unit Door Number - Enter a door number of a unit if it is different from the unit account number. A rent / levy roll will sort by the door numbers in they are entered.

10.13  Cashier Message - Enter a message which will appear on the cashiers screen when a receipt is processed for the unit. Eg. 'Please call Claire if this person comes in... ext 221'

10.14  Tenant Master - Set flag to Y if special rental insurance policy is in place for your account

10.15  E-Mail tenant statement Y/N - Set flag to Y if this tenant is to receive his statement in HTML electronic format. This is only applicable if the facility has been activated on your account. When setting the flag to Y, the system will check that an e-mail address has been entered in the contact information on field 9. Refer to How do I e-mail a tenant statement



	11.	 Managers - Enter the unit manager and credit manager if it differs from the property managers. By default, they are set to the same as the managers setup on the Property. If the property settings are changed, all units will be automatically updated, and any unit settings will have to be updated again.  




12. Sub Ten - Used to setup a link to a controlling or dependent unit, for the automatic billing of electricity and water by the controlling unit to the dependent unit, and the payment of the balance due by the controlling unit to it's property by the dependent unit. Refer to Unit linking for more detail.



13. Debit Order - Press 'F3' to enter or view debit order details and Deposit Refund bank account details. Refer to How do I Setup a Debit Order



14. Duplicate address - Enter the name and address to appear on a duplicate statement if one is required. A debit order billing the owner of the unit can be automatically built to recover any cost.



15. Statement message - Press 'F3' to insert a four line message that will appear on this units' statement. Refer to How do I Insert a Unit Statement Message for more detail on how the message structure operates.



16. Bondholder - Press 'F3' to insert, edit or view bondholder information for the unit. Mainly useful in the sectional title environment.



17.  Exclusive use - Press 'F3' to insert, edit or view exclusive use areas that are linked to this unit. Restricted to Garage, Carport or Yard. Enter the exclusive use area number.



18. Estate Agent Summary - Press 'F2' for a printable summary of sectional title information relative to this unit, which is useful for an estate agent when sales take place.



19. Notepad - Press 'F3' to enter a note for this unit. If there is no space to enter a new note, press ^ (shift 6) to insert a new line. These notes can be entered with a future date to assist as a form of a diary. Notes can be viewed on this screen, or using two scan programs, Notepad - Date Selection or Notepad - Multiple Properties, on the debtors reports menu.



20. Date last inspected - If the unit is a rental unit, enter the date that the unit was last inspected. To scan for dates, use Unit Last Inspection Control on Management Reports Menu

21. Fee Structure - Amounts - This field is used to store the regular monthly billing to units for rental, levy etc. There is no restriction on the description, but what is typed in will appear on the rent/levy rolls, unit statements and in the accounting records of the property. Uniformity within an account will give a better image, and be easier to control. 



Enter the amounts including VAT if VAT is applicable. If it is, remember to tell the system that it is by setting the VAT flag to 'Y' as described below.



The full period of a lease agreement can be captured with the relevant dates being inserted. It is usually wise to leave the last line of each fee type with no 'To' date, in case the occupant does remain and this field is not updated in error. This will result in an incorrect billing, which is better than no billing.



The system will insert the 'From' date for the second and following lines of an identical description to assist in ensuring complete period coverage. If you override the default, and leave a gap in the period, you will be warned as you exit.



The following is an example of the display after pressing 'F3' on field 20 -
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Alloc, Flag and Excl units can be ignored on this screen. They are used when using fields 22 and 23.  



Any Vat setting in the Vat column, will override the default setting on the property, except that if the property is set to 'N', you will not be able to set this to 'Y'. If left blank, the property default setting will apply.  



The Nnla is the general ledger account in the books of the property to which this fee will be posted. If left blank, it will post to a default account set in the program. The fees setup here are raised when the monthly fee raise is run from the Management level.



This fee structure can be used to raise deposit billings to a unit. If the Description is entered as 'DEPOSIT', or contains the word 'DEPOSIT', you will be able to enter an amount and dates as required (Remember that the amount will be billed each month within the date range). As you enter through the remaining fields, the relevant default values will auto complete, which you will not be able to change, as they need to comply with the deposit raising rules (VAT will always be N, and the Nnla will always be 3276). Refer to Deposit Billing for more information about charging a deposit to a tenant.



22. Fee Structure - Percents - This facility has not been used to date. It has been setup for future use, for more complex fee recoveries, as needed.





23. Fee Structure - Other
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This field is used to store monthly billing to units for variable amounts. It is usually used for recovering costs that are paid by the property owner, and then recovered from the tenants of a building. For example - sewerage, water (where there are no water meters) etc. There is no restriction on the description, but what is typed in will appear on the rent/levy rolls, unit statements and in the accounting records of the property. Uniformity within an account will give a better image, and be easier to control. 



The recovery is calculated either from a General Ledger Account (That carries the cost to be recovered), or from a system defined base, which are listed in the table below: 
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The above example for Water, is based on the general ledger, GL, the month's plus move, MP on the general ledger account 6397. The variables are GL Y/M P/M/B - General Ledger, Year to date amount or Month Move, restricted to Plus, Minus or Both amounts. The amounts calculated from here will be billed only to the unit on which it is set up on.



By setting up the same recovery on Maintenance - Property, Field 47, all units in the property will be billed, except for those entered in Excl. Units.



The basis of allocation of the cost to the particular unit is either on its 'PQ' or 'UDA 1 to 5. A units Participation Quota ( PQ ) in terms of the system, is the units proportion in terms of filed 18 on Maintenance - Property. If you wish to use that proportion, then enter 'PQ' under the Alloc. column. You can also use one of five other allocation proportions, 'UDA1' to 'UDA5', by entering the relevant one in the Alloc. column. These proportions are setup on field 36 of Maintain/Setup Property.



Please contact the Help Desk for more information on the other bases that are available.



24. Setup -  Used to store indicated base information relative to the unit. The amount fields should include VAT. The rates and insurance amounts should be the annual amounts.



25. Occupation date - the date that the relevant occupant took occupation of the unit.



25. Vacate date - This would normally be blank for active units. It will be automatically inserted when a unit is suspended. No fee structure (Field 20) billings will take place if the vacate date is prior to the billing date.



27. Deposits - This field will display the total of the amount of the deposit received from this unit, plus any interest accrued thereon. Press 'F2' for a detailed transaction listing making up the total held.



28. Electricity History - Press 'F3' to view a history of electricity readings, dates and amounts where they have been imported or captured as electricity batches.



29. Water History - Press 'F3' to view a history of water readings, dates and amounts where they have been imported or captured as water batches.



30. Not used at this stage



31. Transaction drill - Press 'F2' to view a rolling twelve month summary history of the units' account. Press 'F2' on any month for it's full transaction detail, or 'F2' on the total line for a twelve month detailed transaction listing. This can printed or faxed off the system by pressing 'Ctrl' F and entering the printer number, or 'FAX' to fax it.



32. Int rate - Enter as a rate relative to the system prime rate, eg. 'P+2', or as an annual interest rate eg. 18 for 18%. This will override the Property interest rate set for all units  

(Refer to 'How do I Charge interest on arrear rental/levies')



33. Dep Int Rt - Deposit interest rate. Enter the rate that this unit will receive on its deposit, if it is different from the rate setup for the whole account or the controlling agent. This is only used where a tenant has negotiated a different from normal rate for themselves. Enter the annual interest rate eg. 9 for 9%, or a rate relative to the system Deposit rate eg. D+2 . Refer to How do I setup and credit Interest on Tenant Deposits 

This would be the actual rate at which the tenant would be credited with interest.



34. Agent to Unit fee structure - Amounts



This facility will raise an Agent to unit batch when the monthly fees are run. It is usually used by an agent to charge a cost recovery to a unit. 
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35. Maintenance Jobs - Press 'F2' to view a list of all unfinalised maintenance jobs relating to the relevant unit and to the common areas of the property. Press 'F2' on any Job to view the Job Enquiry Screen.





Unit (View)





This screen is similar to the Unit maintenance screens, but only allows changes to certain contact information.



It is usually given to users who have not been trained to update unit information, but do need to view it.





Creditor





This screen is used to add a Creditor's Record to a single Property, or to amend an existing Creditor's Record. Once captured, this Creditor is available to all other Properties in its region. The same Creditor can exist on many Properties as is often the case in the Property administration industry. When the Creditor Details are amended on one Property, the system ensures that the changes are automatically made on all other Properties that list that Creditor. 
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1. Enter the relevant Property Number.

2. The Property Name is automatically displayed for an existing Property .

3. Enter a Supplier or Creditor Number. This "number" can be any combination of numbers and/or letters, but as usually the case for this type of reference, some thought should go into its choice. If you are maintaining an existing creditor, you can search for a Supplier/Creditor Number either by pressing 'F2', or by clicking on 'Select/Drill'. This drill brings up all Creditors contained in the Creditors Database within the relevant region specified in Field 16. If the Creditor is on the database but has not been linked to this Property, the system will automatically link the Creditor to the Property when you select it from the list. If you enter a new Creditor, the system will only link the new Creditor to the Property on which you are currently working. However, the new Creditor will be automatically added to the Creditor Database for use by other Properties in the same Region.

4. Enter the Supplier/Creditors Name

5, 6 & 7 are not used at this stage.

8. Press 'F3' to enter the Address Details of the Supplier.

9. Press 'F3' to enter the Contact Information for the Supplier.

10. Not used at this stage.

11. Press 'F2' to view a Twelve-month Summary Transaction History of this creditor's transactions with this this Property. Press 'F2' on any month to view all transactions for that month, or alternately, on the Total line for all transactions for the full period. All creditor's transactions for all Properties can be viewed by using the Multi Property Transaction Drill.

12. Press 'F3' to enter the following Details if the Creditor is to be Paid Electronically-
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Field 3, is the Account Type - usually '1' for a Current Account.

If Fields 5 & 6 are completed, remittances printed by running Creditors - Send Remittance Advices will be faxed automatically to the specified number. This field is password protected in some accounts.

If you are set up to link to Netcash, the Bank Account, Branch Number and Account Type will be validated as you leave this input window. You will be advised of any errors.

13. Insert the Percentage, including VAT, that the Agent  receives as a Discount from the Supplier. This will be used to make the default Discount calculation on each invoice that is captured. The discount will be deducted from the payment to the supplier, and credited to the Agent's (Franchisee's) income.

14. Enter 'W' or 'M' for weekly or monthly Payment Frequency, or leave blank to default to 'M'. This field can be used to select Creditors that need to be paid on a weekly or other basis, when running the automatic REMITE OR REMITC payment methods. 

Refer to Property Creditors Payment.

15. If 'Y' is inserted, Payment to the relevant creditor will be Prevented when the automatic payment methods are used. This allows a remote site to block payment if payment is made by a central group.  

16. The Region will be automatically added based on the Region set up on the Agent  Setup, and is used to keep regions separate from each other. 

Refer to the control flags on Maintain/Setup Agent

17. Flag the Creditor as Inactive by changing the default 'Y' to 'N'. A password is required to change this field setting in some accounts. Inactive Creditors are not selected for automatic payments and cannot have entries cannot be posted to them.





Functions











Letting











Maintain Properties (Owners) & Units (Tenants)











Property (Owner)





This screen is used to set up or maintain a previously set up Property. The various fields on the screen are described below:
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1Property Number – In order to maintain details of an Existing Property, enter the existing Property Number. To Create a New Property, enter any Non-Existing Property Number.
2Agent - Enter the Agent Number for the Agent to whom this Property is Linked. When setting up a new Propertythis number is a required field. The Agent Number can be changed with a password after ensuring that there are no overdue amounts due by the Agent or Property. 

(Refer to “How Do I Change a Property’s Agent”)
3Year End - Enter the “month number”, e.g. 2 for a February financial year end, etc. After entering the year end month you will be asked the question, “G/L Active And Used ?”. Answer 'Y' to have year ends run automatically as part of the relevant month end process, or 'N' to exclude year ends from the relevant month end process. It is usually better to say 'Y' since no harm is done if the system runs a financial year end. Financial year-ends can be re-rerun as often as is required.
4Standard Cash Book - Choose this Property’s Default Cash Book (Banking System), from the following options:

'C' for Central, 'A' for Agent central, or 'L' for Local (Property’s own bank account). This choice causes all relevant batches to default to the selected bank account.  

(Refer to “Banking Systems” for more information on each type)
5Deposit Cash Book - Choose C, CP, A, AP or P as necessary.  (Refer to “Tenant Deposit System”)
6Surplus Distribution - Press 'F3' to enter the details of how Surpluses from the Property should be Distributed:
[image: PROPsurplDISTR]

E, for EFTS (Electronic payment), 

B, for a bank cheque, 

C, for an internal cheque

('M' is a flag for future use)

Payee is the payee on the Cheque or the Account Holder Name.

Distr Perc is the Percentage of the Surplus that will be paid to each line beneficiary.  

(These must total 100%)

Branch code and account number for Electronic Payments. Some accounts allow a branch name to be entered in the branch code column.

Account Type - 1 for Current, 2 for Savings or 3 for Transmission

If you are set up to link to Netcash, the bank account branch, number and account type will be validated as you leave the input window. You will be advised of any errors.

7VAT Control Flag - Enter the VAT Period as allocated by the Receiver of Revenue. Either 'A', 'B' or 'O'. If a flag is entered here, the Property will default to being a VATable Property in all relevant batch screens.
8VAT Registration Number - Enter the Property’s VAT Registration Number for record keeping purposes. The VAT Number that is usually printed on Unit statements / tax invoices is the Agent’s VAT Number. This process is permitted in terms of the Value Added Tax Act as long as adequate records are maintained by the Agent.
9Property Name - Enter the name of the Property e.g. EXCELSIOR COURT.
10Property Address - Press 'F3' to enter the physical address of the Property. This is the address that will be displayed on Property Labels if 'P' is selected.
11Owner Address - Press 'F3' to enter the Owners name and address. This is the address that will be displayed on Property Labels if 'O' is selected.
12Contact Information - Press 'F3' to enter diverse contact information for the Property/Owner.
13Control flags
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14.Indicate the ‘Property Type’ by entering a code from the list shown below. Following screens for this Propertyvary depending on this flag so as to be more relevant to the particular Property.  E.g. a lease for a residential Property will be different from a commercial Property. 

The acceptable types are as follows -

L - Levy. Usually a Residential Sectional Title scheme.

LC - Levy commercial. Usually a Commercial Sectional Title scheme. 

R - Rental. Usually a Residential Rental house or building.

RC - Rental commercial. Usually a Commercially Occupied Rental building.

RF - Rental Residential Block of Flats

RCO - Rental commercial other - used in certain accounts

Other - When creating a new Property, if this field is left blank, the system will insert an 'R' as a default value.
15.Number of report copies - Some reports provide the option of printing more than one copy. This option is usually used when a building has more than one Owner. Enter the number of copies to be printed when reports are requested on this Property.
16.Financial Flag - Not used at this stage
17.Surplus exclude - Enter 'V', 'C' or 'VC' to instruct the system to not deduct 'V'AT control, 'C'reditors Control, or both from the surplus due to a Property Owner.  

If left blank, the system will default to ‘VC’ (both). 

(Refer to “Property Surplus Report” and “How Do I Pay Surpluses To Owners”)
18.Surplus protect – By default, the system sets this to ‘P’ and a password is required to change this default setting. The default ‘P’ setting ensures that the Property’s Central Trust Account is checked for sufficient funds before payments are made from the Property. No Check will be carried out if the Property uses Local Banking.
19.Z Unit Statements - Y/N - If this Flag is set to 'N' and the Unit Number is not numeric (i.e. includes any alphabetical character) and the Unit Vacate Date is prior to the statement billing date and the Unit Vacate Date is not blank, then a Unit statement will not be printed. The default setting is 'Y'.
20.RSC Flag - M or Y - When a Property Regional Services Council report is run, you can choose between monthly or yearly properties based on this flag setting. 

(Refer to “How Do I Setup And Run a RSC Report”)
21.Property Reference No. - Enter a Reference Number that is usually linked to a client’s external system.
22.Include in Maintenance Tracking System - Y/N - Defaults to 'Y' but can be changed to 'N' to exclude this Property from the Maintenance Tracking System.
23.Exclude from Deposit Interest Calculation - Y/N - Defaults to 'N' but can be changed to 'Y' with a password so as to exclude All The Units Of This Property from calculating interest on their deposits. 

(Refer to “How Do I Setup and Credit Interest On Tenant Deposits”)
24.New Owner Statement - Set this flag to 'N' to print a Levy/Rentroll and Surplus Report in place of the New Owner Report.  (Refer to “Owner Statement Run”)
25.E-mail New Owner Statement Y/N - Set to ‘Y’ if you would like to e-mail the new Owner statement by default rather than printing it. In order to use this option, an email address must have been entered in the Owner’s Contact Details. 
26.Send Rental Surplus SMS (Y/N) - Default is ‘Y’. Set to ‘N’ to stop sending an SMS to the Owner when funds are banked into their account.
27.Receipt Cut Off Day (Unit Interest) - If captured, this will be used as the grace period after which interest will be charged when using Unit Overdue Interest (Daily per Property). 

e.g. 7 for the 7th
28.No of Quotes for Maintenance - Default is ‘1’. Enter the number of quotes that must be obtained for a maintenance job to be approved. 
29.Enter 'A' for an Admin Property, or 'O' for a Once-Off Property
30Managers - Press 'F3' to enter the Manager and Credit Manager for the Property. Most selections can be sorted on this field – i.e. by Manager. The email addresses of the managers, which will print on UnitStatements, can also be entered here.
31Sub Prop - This field is used to Group Properties together for Balance Of Funds Consolidation and Group Reporting when running the Property Actual to Budget Comparison Report.  

(Refer to “How do I Group Properties”)

Link to - Enter the Master Property Account Number. On the master Property, enter it's own number.

Link Flag - leave blank (Field for future use)
32Property Interest Rate - The rate of interest that will be charged to the Property whenever interest is raised on amounts due to the Agent’s Trust Account (Central Banking System). Enter either as a rate relative to the System Prime Rate, e.g. 'P+2', or as an Annual Interest Rate e.g. 18 (18%).
33Unit Int % - The rate of interest that will be charged to all Units when interest is raised on Arrear Balances. Enter either as a rate relative to the System Prime Rate, e.g. 'P+2', or as an Annual Interest Rate e.g. 18 (18%).

(Refer to “How Do I Charge Interest On Arrear Rental/Levies”)
34Marketing Areas - Enter the Marketing Area (Suburb) within which the Property is situated. Press 'F2' to choose from a list of available areas. 
35Unit Statement Message - Press 'F3' to insert a four-line message that appears on Statements for all the Units of this Property.  

Refer to “How Do I Insert a Unit Statement Message” for more detail on how the message structure operates)
36Legal - Press 'F3' to enter various legal and financial records relative to the building. This is mainly relevant to Sectional Title, but some of the fields, e.g. the Stand or Ref Number, are also relevant to Rental Properties. Examples of such fields are - Income Tax Reference Number, Last Annual General Meeting Date. 
37Insurance Details - Press 'F3' to record the Insurance Policy, Broker and other base insurance information.
38Share GL - Press 'F3' to enter the details of any sharing arrangement between properties, relative to the system permissible accounts. This usually occurs when a number of properties, that share one VAT registration number and or one local bank account, are owned by a single Owner. Any general ledger entry posted to a shared account, will be posted to the controlling Property – entered here, via an inter Property loan account. The permitted accounts are Creditors control, Debtors control, VAT Control and the Local Bank Accounts 4113 to 4117.
39Notepad - Press 'F3' to enter or view either General Notes captured for this Property, or a record of the Maintenance Mandate given by the Owner.  
The next three fields relate to fees charged by the Agent to this Property:

40Fixed Amount Fees - Press 'F3' to enter details of any number of fixed amounts to be charged to a Property by the Agent each month. This is usually either a management fee or fixed postage recovery. The Nnla below is the income account in the Agent’s books. Fees are raised as per the date settings that are captured here. The amounts are always inclusive of VAT.
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41Collection Fee % - enter the percentage, including VAT (if applicable), of the fees charged on amounts collected from tenants of this Property. This is usually a collection fee based on an amount collected and receipted by the Agent on behalf of the Property. As an amount from a Unit is receipted, the fee captured here is charged and captured in both the Agent’s and the Property’s books.  




Unit (Tenant)





This screen is used to set up a new Unit (Tenant), or to edit the details of an existing Unit.  The various fields on this screen are described below.  

(Also refer to “General Batch And Screen Rules”)
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Field No:

1Prop No - Enter the relevant Property Number for the Unit that you want to maintain, or to which you want to add a New Unit.

Press 'F2' to select from a list, enter either the full name of the Property, or enter a part of the Property name and select from the search list. 
2Unit No - Enter either the Number of the new Unit or the Number of the Unit to be maintained. 

Press 'F2' to select from a list, enter either the full name of the Property, or enter a part of the Property name and select from the search list.

(Refer to “Property And Unit Numbering” for more information on choosing a new number)
3Unit Display - Enter the usual Reference for the Unit. This must be the reference that appears on the monthly Unit statement.  E.g. 302 Bonsai Mansions
4Tenant number - This is a System-Generated Number that is added when a new Unit is created. 

(Refer to “Property And Unit Numbering” for more details on its use)
5Name - Enter the Tenant Name as it appears on the rentroll and in other internal and grouped reports. This field is usually used to sort Units so data integrity is vital and the surname must appear first.

E.g. Enter JOHNSON, MR AJ here (to sort by Surname), but MR A J JOHNSON in Field 7 (This is the format that will appear on the Unit statement)
6Address - Press 'F3' and enter the Name And Postal Address of the Unit Occupant that must appear on the monthly Unit rental or levy statement.
7Physical Address - Press 'F3' to enter an Alternate Address for the Unit Occupant if required.
8Contact - Press 'F3' to enter various Contact and other Personal Information for the Unit Occupant.
9Control flags - These Flag Settings control the performance of various operations performed Relative to the Unit. Press 'F3' to insert or maintain them.

(Remember – Press 'F1' for Help while in the system)

Some of these flags are for future use or are only relevant within certain accounts and need not therefore be completed for every Unit. The flag numbers may vary from account to account, as diverse options are added or used.
9.1Unit type - 'L' for Levy/Sectional Title , or 'R' for Rental, but no restrictions are imposed here.
9.2Financial flag - Enter a flag, usually a single alphanumeric character, by which this Unit can be grouped with others of a similar nature when running various Flag Reports.  

e.g. This feature can be used to group Units by Handed Over Matters (H), Attorney Matters (A) or any other flag entered on the Unit.

While there are only limited flags that have system-captured descriptions, Units can be grouped by means of a flag entered into this field whether or not the system contains a description for the flag entered.  

(Descriptions can be added programmatically - call the Help Desk for more information)
9.3Block Interest - Set to 'Y' if the Property has been setup to Charge Interest to All Units, and this Unitshould be Excluded.  

(Refer to “How Do I Charge Interest On Arrear Rent/Levies”)
9.4Unit Door Number - Enter a Door Number of a Unit if it is Different from the Unit Account Number. Rent & levy rolls default to sorting by door numbers if they are entered.
9.5E-Mail Tenant Statement Y/N - Set flag to Y if this Tenant is to receive his Statement in HTML Electronic Format. This is only available if the facility has been actiVATed on your account. When setting the flag to Y, the system checks that an e-mail address has been entered in the contact information on Field 9.  

(Refer to “How Do I E-Mail A Tenant Statement”)
9.6Unit Client Reference - Enter a Number that Links the Unit to a Clients Referencing System.  

(This is not a mandatory field)
9.7VAT Registration Number - If the Tenant is Registered for VAT, Enter the Registration Number here.
10Debit Order - Press 'F3' to Enter or View Debit Order Details.  

(Refer to “How do I Setup a Debit Order”)

If your system is set up to link to Netcash, the bank account, branch number and account type will be validated as you exit the input window. The system will advise you of any errors.
11Statement Message - Press 'F3' to Insert a four line Message that will appear on this Unit’s statement.

(Refer to “How Do I Insert A Unit Statement Message” for more detail on how the message structure operates)
12Notepad - Press 'F3' to enter a Note for this Unit. If there is insufficient space to enter a New Note, press ^ (Shift 6) to Insert a New Line.  

These notes can be entered with a Future Date to act as a type of diary. 

Notes can be viewed either on this screen, or by means of two scan programs, Notepad - Date Selection, or Notepad - Multiple Properties, which are accessible from the “Debtors Reports Menu”.
13Date last inspected - If the Unit is a Rental Unit, enter the Date on which the Unit was last Inspected. To browse for dates, use “Unit Last Inspection Control” on the Letting Menu.
14Fee Structure - Amounts - This field is used to store the Regular Monthly Billing to Units for rental, levy etc. There are no restrictions on descriptions entered here, but what is typed will appear on the Rent/Levy Rolls, Unit Statements and in the Accounting Records of the Property. Uniformity within an account not only provides a better image, but facilitates account control. 

If VAT is applicable then enter the amounts “Including VAT” and remember to set the VAT flag to 'Y', as described below.

The full period of a lease agreement can be captured along with the relevant dates. It is usually wise to leave the last line of each fee type with no 'To' date in case the occupant remains in residence for longer than the initial lease period. While this will result in incorrect billing, it is better than no billing at all which would occur if a ‘To’ date is inserted.

The system inserts the 'From' date for the second and following lines with an identical description so as to assist in ensuring complete period coverage. If you override this default and leave a gap in the period, the system will warn you as you exit the system.
The following is an example of the display after pressing 'F3' on Field 20 -
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The Alloc, Flag and Excl Units columns can be ignored on this screen.  

Any VAT setting in the VAT column overrides the default setting for the Property unless the Property's VAT default VAT setting is set to 'N', in which case you will not be able to enter 'Y' in this screen. If left blank, the Property default setting applies.  

The Nnla is the General Ledger Account in the books of the Property, to which this fee will be posted. If left blank, the system will post to a default account set in the program. The fees set up here are raised when the Monthly Fee Raise is run on the Management Level.

(Refer to “Deposit Billing” for more information about charging a deposit to a tenant)

15Fee Structure – Other - 
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This field is used to store Monthly Billing To Units for variable amounts. It is usually used to Recover Costs paid by the Property Owner from the Tenants of a Building. 

For example: - sewerage, water (where there are no water meters) etc. 

There are no restrictions on descriptions entered here, but what is typed will appear on the Rent/Levy Rolls, Unit Statements and in the Accounting Records of the Property. Uniformity within an account not only provides a better image, but facilitates account control. 

The recovery is calculated from either a General Ledger Account (That carries the cost to be recovered) or from a System Defined Base.
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By setting up the same recovery on Field 47 of “Maintain/Setup Property”, all Units in the Property, excepting those entered in Excl. Units, will be billed.

The basis for the allocation of costs to a particular Unit is either its ‘PQ’ or ‘UDA 1 to 5’. In terms of the system, a Unit’s Participation Quota ( PQ ) is its proportion in terms of Field 18 on “Maintain/Setup Property”. If you wish to use that proportion, then enter 'PQ' under the Alloc. column. Alternatively, you can use one of the five other allocation proportions, 'UDA1' to 'UDA5' by entering the relevant one in the Alloc. column. These proportions are set up in Field 36 of “Maintain/Setup Property”.

(Please contact the Help Desk for more information on the other available bases)

16Occupation date - the Date on which the Current Tenant took Occupation of the Unit.
17Vacate date - This is normally left Blank for Active Units. The system will automatically insert this date when a Unit is Suspended. No fee structure (Field 20) billings will take place if the vacate date is prior to the billing date.
18Deposits - This field displays the total amount deposit received from this Unit along with any interest accrued thereon. Press 'F2' for a detailed transaction listing for this total.
19Electricity History - Press 'F3' to view a History of Electricity Readings, including all dates and amounts that have been imported or captured as electricity batches.
20Water History - Press 'F3' to view a History of Water Readings, including all dates and amounts that have been imported or captured as electricity batches.
21Listing Agent - Press 'F3' to enter the Listing Agent for this Unit.
22Letting Agent - Press 'F3' to enter the Letting Agent for this Unit
23Transaction Drill - Press 'F2' to view a Rolling Twelve Month Summary History of the Unit’s Account. Press 'F2' On Any Month for Full Transaction details, or 'F2' On the Total Line for a Twelve Month detailed transaction listing. These details can printed or faxed from the system.
24Int rate - Enter this interest rate as a rate Relative to the System Prime Rate, e.g. 'P+2', or as an Annual Interest Rate, e.g. 18 (for 18%). This entry overrides the Global Unit Property interest Rate 

(Refer to “How do I Charge Interest On Arrear Rental/Levies”)
25Dep Int Rt - Deposit interest rate. If the interest rate for this Unit is different to that for the whole account or the controlling Agent, enter the Interest Rate that this Unit must receive on its Deposit. This is only used where a Tenant has negotiated a different from normal rate. Enter either the annual interest rate, e.g. 9 (for 9%), or a rate relative to the system Deposit rate, e.g. D+2.

(Refer to “How Do I Setup And Credit Interest On Tenant Deposits”)

This is the actual rate at which the tenant is credited with interest.
26Agent  to Unit Fee Structure – Amounts

This facility raises an “Agent to Unit Batch” when the monthly fees are run. It is usually used by an Agent to charge a Cost Recovery to a Unit. 
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Unit Marketing Information





This option allows the entry and maintenance of information relating to the Unit itself, independent of any resident. It is used to Describe the Unit from a Marketing perspective.
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Examples of the information:-

Rental requested

Study - Y or N

Lounge, Dining Room, or combined Lounge and dining room L, D, LD.

More details can be viewed on the screen itself.

Marketing Units can be interrogated based on the above information using Marketing Unit Review.  

e.g. I am looking for a Unit in Cape Town Centre, with 2 bedrooms, a separate study, with a rental between R2000 and R2500.





Prospective Tenants





This utility allows the Capture of Information relating to people who are looking for a Unit that is not yet available. It has a search facility to look for matching tenants when a Unit does become available. 





Properties Available for Letting





This program scans all marketing Units, i.e. Units available for letting, based on your specified selection criteria, and displays a report of the resultant data. Some accounts have linked their Web Sites directly to their system data thus making this information available to prospective tenants on the Internet.

The initial choice provided is whether you are looking for Residential or Commercial Units:
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The following is an example of a Residential Selection Screen:
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The Marketing Area is the suburb/s for which you wish to search within a city . If you type 'SELECT' and press Enter, you will be able to browse through available suburbs. 

Note the Sort Order option. Select an option that will suit your purpose in running this report. The default sort order is by Available Date.

The following is an example of the Commercial Selection Screen:
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Tenant (Unit) Search





Search for a Unit (Tenant) based on one of the following search criteria:



[image: unit lookup]



With some of the searches you will be able to include an outstanding balance, e.g. Search for all Units with Names beginning with JOHN, and with an outstanding balance of R 5000.00



A list of tenants that match the search criteria is then displayed. If you press Enter on one of the lines, the Update Tenant Screen will automatically be opened for the selected tenant. 





Let a Unit











Credit Check & Lease Setup





This screen is used to Capture a New Lease in respect of a Unit, or to maintain a previously captured Unit Lease. It used for both Residential and Commercial Units - the Commercial screen is discussed after the Residential screen. Only a residential lease can be printed directly off the system, as commercial leases tend to contain too much variance to have a standardised commercial lease captured in the system.

Please note that the screen displays below are examples and the data displayed in them does not necessarily flow from one example screen to another. 

When a new lease is taken on by means of this screen, all of the relevant information is saved and and is thus accessible from the Maintain/Setup Unit Screen. However, changes made to existing leases by means of this screen do not update the information on the Unit Maintenance Screen. Lease maintenance should therefore preferably be carried out by means of the Unit Maintenance Screen.

The Take-on option is only available if the Unit is a Marketing Unit. If the Unit is active, the system will force the use of the maintenance option.

The following images are the Lease Maintenance screen and certain of its sub-screens:

Residential 

Some accounts are set up to perform an automatic credit check on a prospective tenant by means of TPN before allowing a new lease to be captured. If your account is set up in this way, you will be required to enter the Prospective Tenant's Identity Number and other key information. After the credit check has been submitted, the screen will display the reply from TPN. Only key data will be displayed, which is usually sufficient to make a decision as to whether or not the tenant in question is credit-worthy. TPN will send an email containing the full credit check information to the nominated email address for your company. At times it may be necessary to consult that email before making a final decision. If so, leave the display on your screen, obtain a copy of the email and make your decision. To proceed, press the 'Esc' key, after which you will be asked for the acceptance password. If you accept the tenant, type in the password and proceed to the lease capture screen. If not, press 'Esc' to exit.

A detailed description of the TPN key information can be viewed in TPN interpretation codes. TPN access codes are set up on the control flags of Maintain/Setup Division (Agent).

The initial screen - The various fields are self explanatory. This screen will display if the Property type is set to R. The Pro-rata field is set to 'Y'es if the initial period is less than a full month. A line will be added to the fee structure termed 'FIRST RENTAL', with the period being from the occupation date to the end of the first month.
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Press 'F3' on Field 11 for the following screen:
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Field 1,2 3 and 5 are automatically completed by the system. Field 6 is automatically completed based on the number of months entered in Field 4. Fields 1 to 6 are compulsory fields. If an option is given,the Renewal Option (Field 13) and the Renewal Exercised by Date (Field 14) are important to complete since the situation will have to be monitored. The system contains a utility under Lease Reviews on the Management Level by means of which one can scan for these dates.

Press 'F3' on Field 13 for the following screen. All information captured here is available for other general use within the system, so ensure that the information captured is as complete as possible.  
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Press 'F3' on Field 15 for the following screen. Salary often helps to assess the tenants ability to afford the rental. Also Consider the wife's income listed under Field 16.
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Press 'F3' on Field 19 for the following screen. This information can be used when carrying out a credit check. If the Agent  is authorised by the tenant to deduct the rental/levy via a debit order, set the flag in Field 5 to 'Y'. The bank information will then be updated onto the Unit Maintenance Screen.

[image: leasemntBinfo]

Enter information about the tenant's children under Field 20.
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Enter information about the tenant's pets under Field 21.
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In Field 22, capture the Initial Charges that will be automatically billed to the new tenant when this screen is 'F'iled. All of these batches are posted into the Cash Period. Remember that the amounts are to be inclusive of VAT where relevant (Deposit and Stamp duty will never include VAT) .
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Commercial

The following screen will be displayed if the Property Type is set to 'RCO'.
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The system will automatically complete Fields 1 to 4.

5. Enter the Lessee Name as it appears on the Lease Agreement.

6. Enter a flag (key letter) to note the legal status of the lessee. e.g. 'S' for Sole Proprietor, or 'PTY' for a PriVATe Company. Press 'F1' for a list of options. Enter 'TBA' if you are uncertain at present and plan to capture the information later.  The system contains a scan to pick up all 'TBA's so as to assist with the delayed capture of such information.

7. Enter the Date on which the Lessee takes Occupation of the Unit.

8. Enter 'Y' for Pro Rata if the first month of occupation is less than a full month.

9. Press 'F3' to capture the information in the display window below:
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Fields 10 and 17 appear on a Commercial Tenancy Schedule in the relevant columns. 

10. Press 'F3' to capture the Fee Structure, i.e. details of the fixed charges in terms of the lease. The following screen appears:
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Enter any number of different Fee Descriptions and Periods. It is usually advisable to capture the full period of any lease, and to then capture a new line for each type of fee for the first month after the end of the lease. This prevents a Unit whose lease expires and whose tenant remains in occupation, from not being charged. Alloc, Flag and Excl Units can be ignored on this screen. Any VAT setting in this VAT column overrides the default setting for the Property except where the Property is set to 'N'; then you will not be able to set this to 'Y'. If left blank, the Property Default Setting will apply. The Nnla is the General Ledger Account in the books of the Property to which this fee will be posted. If left blank, it will post to the default account set in the program. The fees set up here are raised when the monthly fee raise is run from the Management Level.

11, 12 and 13. Enter these amounts for record purposes. In certain accounts, these amounts can be billed as Property to Unit Adjustments when the lease is actiVATed. However, this is not usually the case.

14. Press 'F3' to enter the Contact Information for the Tenant.

15. Press 'F3' to enter the Name and Address that will appear on the Unit Statements.

16. Press 'F3' to enter details of any other Address that you would like to record for the Tenant. e.g. A home address.

17. Press 'F3' to capture details of References given by the Tenant to assist in their approval as a Tenant.

18. Press 'F3' to capture the Banking Details used for Reference Checking in approving the Tenant.

19. Press 'F3' to enter Account Details if the amounts due by the Tenant will be collected via Debit Order.  

20. Press 'F3' to enter the following setup amounts:
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The above amounts can be used if an increase in assessment rates or interest rates is to be recovered. The amounts entered should be the annual amounts for each item. 

21. Press 'F3' to enter the Turnover Ranges if applicable:
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22. Enter the next Date that any Turnover Report is due. There is a scan to pick up any overdue reports on the Management Reports menu.

23. Press 'F3' to enter Details for the Partners if the Tenant is a Partnership.

24. Press 'F3' to enter Details of any people that have stood as surety for the lessee. These people will automatically receive copies of certain demand letters when sent to a tenant.

25. Press 'F3' to enter any Domicilium Address for the Tenant as selected in the lease agreement.





Print Lease Agreement





If your lease agreement has been set up, use this option to print the actual agreement.





Bill Deposit





Charge the Tenant for Deposit due. It will only be accounted for as a deposit once the deposit is actually received.

Refer to Property Deposit Billing to Unit for information on this screen.





Bill Agent Fees & Stamps





This screen facilitates the capture of charges or credits to Units by Agents , but posts them into the Cash period.  Refer to  Agent Fees for more information.

The following is an example of the batch capture screen:
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Initial Rental etc. Charge





Use this screen to capture a Sundry Adjustment or Group (Batch) of Adjustments to a Unit or group of Units.

The amounts will be debited or credited to the relevant Unit and posted to the General Ledger for the Property of which the Unit is part. The entry will be posted into the Cash Period, which is usually the current month. 

Entries processed here will not have appeared on any Previous Unit Statement. If this is important, a Unit statement re-print will be necessary. Access to the screen is password protected due to the sensitivity of the aforementioned information.

The screen shown below is an example of the Prior Period Unit Adjustment Screen.

[image: unitadjbatchPP]

Enter an existing Batch Number, or type 'NEW' in Field 1 in order for the system to provide the next available batch number for a new batch.

Default Description can be left blank. If completed, it will become the default for the Line Description Field.

Enter the Batch Total in Field 3, or enter 0 update the total once you have completed the batch, using the screen to add up your entries for you.

Press 'F2' on the 'Prop' field for a list of Properties from which you can select. Enter the first few characters of the Property Name, or enter the Property Number.

Press 'F2' on the 'Unit' field for a list of Units from which you can select. Enter the first few characters of the occupants name, or enter the Unit Number.

Nnla is the General Ledger Code to which this entry will be posted. Press 'F2' for a list of income and expense codes from which to choose. 

Set the VAT flag to 'Y' if the Property is registered for VAT, and the adjustment is VAT-able. e.g. If it is a charge for interest, set the flag to 'N' even if the Property is registered for VAT, .

Enter the gross amount of the adjustment, including VAT (if applicable). The system allocates the VAT portion appropriately in the General Ledger.

When complete, press '.'  (full stop) to go to the bottom of the screen. Enter 'F' to file the batch, and 'Y' to post it. The batch can filed but not post and then called up later to amendments and posting. This is done by entering the batch number in Field 1. The other screen options are self explanatory.  





Charge Commission / Fees to Owner





Use this screen to charge or credit a Property with fees from it's related Agent:

[image: agpropadj]

If any share of the fee charged needs to be passed on to the Management of JV Level, then capture that percentage when requested to do so. The system subsequently puts through the relevant entries on both Agent and Management levels.  

e.g. an item that is by law VAT free - interest charged

[image: agpropadj1]

This entry creates a debtor, for fees due, in the Agent's books. The system automatically puts through a corresponding creditors entry in the books of the relevant Property.  

Based on the Income General Ledger Code used for the books of the Agent, the system will use a similar expense code in the books of the Property.

e.g. 5001 Admin fees received (Agent) will post to 6001 Agent fees paid in the books of the Property

The balances due by Properties can be automatically paid as part of the month-end processes on the Management Menu, Pay Amounts Due by Properties to Agents, or by using Agent Receipt Batch from Property. Any refund or receipt reversals can be captured using Agent Refund Batch to Property.

A list of all properties linked to an Agent, with balances and transactions, is available using Agent Rentroll of Properties

Standard monthly fees charged by the Agent to a Property, as set up on Maintain/Setup Property, are be put through by the system as part of this transactional relationship.

A Property cannot change it's Agent unless there is no balance due in this debtor/creditor relationship. 





View Tenant Statement





This program displays a Unit statement for a selected Unit for a selected period. The display can be printed (Ctrl F) or faxed (Using printer 'FAX').

The available period is a rolling twelve month period measured from the current billing period. 





Request / Email Tenant Statement





Use this facility to print an individual, or small group of Unit statements.  

Select the required run time options.  

If the Email Statement Flag is set to 'Y', then the relevant statement will be emailed rather than printed.

Refer to 'How do I e-mail a Tenant statement'





Credit Control





Tools and reports useful in performing credit control functions.





Outstanding List, SMSs & Letters





This option produces a report containing amounts due by Units on the date on which it is run, as well as other information useful to credit controllers.

Suspended Units are displayed as a separate group once the Active Units have been displayed.

User-selected demand letters can be generated automatically from the displayed report.

Refer to 'How do I print demand letters or send SMSs for arrears'

If the report is run at a time between the system month end and the calendar month end in a mid-month cut off environment, then the amounts due by units in the next month will not be included. However, receipts put through after the system cut off will be included.

A similar report that also incorporates notepad entries for each Unit for the relevant period, and which is useful in reporting to owners or trustees, is available on the system in 'Arrear Notepad Report by Flag'





Agent/Unit Property/Unit Balances





This report displays, in a single report, the full amount due by a Unit to both the Property (for rental etc.) and to the Agent (for Fees).





Arrear Notepad Report by Flag





This is useful for reporting arrears, and actions taken relative thereto, to Owners or Trustees of buildings. It can be run for a rolling twelve-month period.

It contains balances due to the Property by Unit Occupants, and if requested, also those due to the Agent. The report contains an analysis by Unit Flag including percentages of the total amount outstanding.

If the 'E'mail option is selected, the report will be emailed to any email address captured in the 'Contact' field of Maintain/Setup Property . If no email addresses are setup, no emails will be sent.

An example of the selection screen, showing the various options, is displayed below:

[image: PunitARREARSfladNOTE]

Enter the required number of 'Unit Notepad Months' (including & prior to the selected period) that should appear on the report for each Unit. The default is two months (selected period notepad plus that for the month previous to the selected period), and the maximum number of months is twelve. If only one month is specified, the notepad for the selected period will be displayed.





Reporting











Rent Roll





RENT ROLL FUNCTIONALITY

The Rent Roll displays transactions between the Property Owner and the Tenants on a monthly basis. It is one of the primary reports used by Agents to report to their principles.

The Rent Roll can also be used to gather management information for both Property Owners and Agent's collection departments.

The following display shows the functionality of the Rent Roll:

[image: rentrollSelect]

The report is only available for a rolling twelve-month period with the billing period (next month) being the latest date that can be included. Any recovery necessary can be done from General Ledger 4165, where transactions are available for 36 months.

Unless the Unit Alpha Sort Flag is set to 'Y', Rent Rolls are sorted primarily by Unit Number and secondarily on the Tenant's name in ascending, alphabetical order. You can also choose to sort the report according to the balance carried forward.

For registered commercial buildings, all figures are deemed to be inclusive of VAT. Inclusive figures, including a note of the VAT total are The Rent Roll default display. If the VAT Column Separate Flag is set to 'Y', then all figures will be displayed excluding VAT, with the VAT Totals per Tenant shown in a separate column. 

A Full Rent Roll - Opening balance, all transactions and closing balance for all units, for a month.

A Summarised Rent Roll - Opening balance, totals for each group of transactions and closing balance for all units, for a month.

A Combined Rent Roll – usually multi-property, with one line containing the totals of each Property:

A Full Rent Roll with the cut off date set to 4th March 2008 - All the details for a full rent roll, but only with transactions up to and including 4th March. 

The combined Rent Roll is interesting and useful in many areas, including the following:

•Business growth
•Collection date statistics
•Portfolio performance




Owner Disbursement Statement





This option produces a report reflecting either a Property's share of the Central Bank Account, or the amount due by by the Property to the Central Bank Account. The actual balance is automatically adjusted by the amount owed by any creditors or any VAT to be paid on behalf of the Property so as to reflect the net amount due to or by a Property Owner. These adjustments can be included or excluded depending on the control flag selected for a Property. (see below)

When run in Summary Mode, the report produced contains a single line for each selected Property showing the totals for that Property. This reflects a summary of the Central Bank Account, and can be used to manage amounts due to the Central Bank Account.

You can choose to display either a single Net Total Line for a group of Properties, or to show Total Lines for each Property by selecting 'Y' or 'N' when prompted.

Refer to 'How do I Group Properties'

[image: psr]

The insert shown above displays the options that need to be specified when running this report:

SELECT - Enter the property, SELECT off the list.

Year / Month - Enter the year and the month in the appropriate fields. This report is only available for a rolling twelve-month period. It should be printed and filed for every property on a monthly basis. The information contained in this report can also be obtained for periods prior to those available in this report by analysing General Ledger Account 3265.

Full or Summarised - A Full Report displays all details, per Property, for the relevant month. Alternatively, a Summarised Report displays a single line per Property in which the total balance and adjustments for each Property are shown, along with report totals. If grouped Properties are summarised, then only one line is displayed for the group, along with its net balance. 

Advance Pmt, Month End or General - Type 'A', 'M' or 'G' to select Properties according to their payment flags. This feature is used mainly to pay surpluses due to selected Properties. 

e.g. Set the Payment Flag to 'A' for a Property that requires payment of a surplus immediately the tenant's rental is paid. Then run the Surplus Report for all 'A'dvance Pmt Properties. The resulting report will show only Properties to which surpluses must be paid. If this report is used to run the relevant batches, these Properties will be automatically credited based on this report.

These flags are set up in Maintenance -Property, Field 24.  

Surplus, Shortfall or Both - Enter the indicated letter as required in order to display only the selected type of balances. Shortfall balances are those due to the Central Bank Account.

VAT Column Y/N - In a Full report, a separate column, displaying the VAT content of amounts paid or received as direct payments or receipts, can be displayed. The default value for this field is 'Y', which means that the separate VAT Column will be shown unless 'N' is specified. Payments to creditors where the initial entry was not a direct Cash Book payment, are not included in this VAT content. Full VAT details can be obtained from the Property VAT Report.

The system automatically adjusts the final shortfall or surplus in the full report according to any creditors due by the Property, as well as any VAT due to be paid by the Property. These adjustments can be excluded, either individually or completely, by setting the relevant control flag in Maintain/Setup Property. If this flag is set to 'V', the VAT Control Balance is excluded; if set to 'C', the Creditors Control Balance is excluded. Alternatively, if the flag is set to 'VC', both balances will be excluded. If this field is left blank, both balances will be deducted.  

An example of a situation where the use of this field is necessary is as follows: -

If the Property Owner pays his own VAT to the Receiver of Revenue





Owner Summary Report





This report is a combined Rent Roll and Disbursement Statement and is available for a rolling twelve-month period.

The top section of the report contains summarised Tenant information for the selected month - Opening Balance, Current Month Charges, Receipts and Closing Balance.

The remainder of the report lists the expenses paid from the rental along with amounts paid to the Owner. 





Maintenance Reporting





A report displaying a selected Period per Unit and per Maintenance Category, with drills to view transaction details for the totals shown.





Lease & Inspection Reviews











Lease Reviews











Expiry Dates Review





Use this utility to scan for expiry dates for Residential or Commercial leases, based on your specifications in the screen shown below.

[image: MANleaseREVIEW]



You will be able to enter a comment per unit that will be stored, by pressing 'F2' on the comment field of any unit.





Fee Exception Review





This scan displays all Units that are let on a monthly basis and whose rental level has not been increased since the selected run-time date. It also reports other exceptions in the fee structure set up.

[image: MANfeeEXCEP]





Renewal Option Review





Scan for all Units for which an Option Period needs to be exercised by the date specified.

[image: MANleaseOPTION]





Unit Last Inspection Control





This program reports on the Last Inspection Date of each Unit as set up in Maintenance - Unit

Its aim is to find Units that have not been inspected according to the correct inspection cycle.  

e.g. if all units must be inspected at least every six months, and the current date is 30th September, select - 1st April - in the 'Inspected prior to' field, and a list will be displayed of all units whose last inspection date is prior to 1st April.

The list also includes all Units for which no Last Inspection Date has been captured.  

The scan only considers Properties to which you have access and that are set up as Rental Properties. (i.e those with the R, RF, RC, RCO Control Flags set in Maintenance - Property)





Suspend a Unit





This option renumbers the current Unit Account Number by the addition of an alphabetic character, (The system starts with the letter 'Z' and proceeds through the alphabet to 'A') and creates a new 'blank' Unit for the old account number. This new Unit is regarded as a marketing unit by the system.

The old, now renumbered Unit, maintains it's full transaction history. Its fee structure is cleared if the Vacation Date entered is prior to the date on which the Unit is suspended.  





Multi Unit Fee Structure Maintenance





Use this utility to increase (or decrease) a fee type (eg. RENT or LEVY) for all of the units in a property by a percentage. It is also useful in capturing a change to a fee type for all units, as all appear on one worksheet.



The following is the initial screen when running the option:



[image: MultiUnitFeeMnt]





Multi Unit Vacation





Use this utility to set a vacate date on all units in a property, without having to go to each unit. It is useful if the management of a building is lost, and you no longer wish to raise any fees from a certain date.  



The following is the initial selection screen:





[image: MultiUnitVac]





Perform TPN Credit Check





Enter your Agent Number. This is so that TPN know which Agent to bill for the enquiry.

Next, enter the Prospective Tenant's Identity Number and other key information. After the credit check has been submitted, the screen displays the reply from TPN, usually by opening your internet browser. The credit report is also e-mailed to you from TPN.

To proceed, press the 'Esc' key, after which you will be asked for the acceptance password. If you accept the Tenant, type in the password and proceed to the lease capture screen, if not, press 'Esc' to exit.

TPN access codes are set up on the control flags of Maintain/Setup Division (Agent).





Flag a unit as Blacklisted





Use this option to record that a Unit has been blacklisted.



Refer to How do I Flag a Unit as Blacklisted for more information.





Build or Maintain a Fee Structure Budget





This program will project the income captured on the Fee Structure (Unit maintenance), for the selected period.  



The system will create a spreadsheet that can be edited and saved according to decisions made after the initial system projection. The spreadsheet can be updated for an individual unit or selected group of units, if the original system projection needs to be restored, without affecting the rest of the edited spreadsheet (Refer to the screen shots below)



The report can be run in various summary forms as can be seen in the examples below. Many properties can also be run together selecting Detail level 1, which obviously cannot be edited at that level. 



This budget is not linked to the Income section of the Property Budgets at this stage.



Be careful to note the period for which you have built a projection, to easily refer to it after having exited from it. It is usually best to choose the financial year as the selected period.



You can compare this budget with actual rent raised, using the Property Rental Actual/Variance report.





The following is the initial access screen: 



[image: pglfeeSTRbud1]



Select the required action, after carefully evaluating each option to ensure that the correct action is initiated: 



[image: pglfeeSTRbud2]



A detail 3 level report, with columns for the selected period, in rand.



[image: pglfeeSTRbud3]



A detail level 2 report in thousands of rands.



[image: pglfeeSTRbud4]



A detail level 3 report, for two properties.



[image: pglfeeSTRbud5]





Sectional title and HOA





Functions useful and relevant to the management of sectional title schemes and home owners associations.





Tenant (Unit) Search





Search for a Unit (Tenant) based on one of the following search criteria:



[image: unit lookup]



With some of the searches you will be able to include an outstanding balance, e.g. Search for all Units with Names beginning with JOHN, and with an outstanding balance of R 5000.00



A list of tenants that match the search criteria is then displayed. If you press Enter on one of the lines, the Update Tenant Screen will automatically be opened for the selected tenant. 





Credit Control





Tools and reports useful in performing credit control functions.





Outstanding List, SMS's and Letters





This option produces a report containing amounts due by Units on the date on which it is run, as well as other information useful to credit controllers.

Suspended Units are displayed as a separate group once the Active Units have been displayed.

User-selected demand letters can be generated automatically from the displayed report.

Refer to 'How do I print demand letters or send SMSs for arrears'

If the report is run at a time between the system month end and the calendar month end in a mid-month cut off environment, then the amounts due by units in the next month will not be included. However, receipts put through after the system cut off will be included.

A similar report that also incorporates notepad entries for each Unit for the relevant period, and which is useful in reporting to owners or trustees, is available on the system in 'Arrear Notepad Report by Flag'





Agent/Unit and Property/Unit Balances





This report displays, in a single report, the full amount due by a Unit to both the Property (for rental etc.) and to the Agent (for Fees).





Arrear Notepad report by Flag





This is useful for reporting arrears, and actions taken relative thereto, to Owners or Trustees of buildings. It can be run for a rolling twelve-month period.

It contains balances due to the Property by Unit Occupants, and if requested, also those due to the Agent. The report contains an analysis by Unit Flag including percentages of the total amount outstanding.

If the 'E'mail option is selected, the report will be emailed to any email address captured in the 'Contact' field of Maintain/Setup Property . If no email addresses are setup, no emails will be sent.

An example of the selection screen, showing the various options, is displayed below:

[image: PunitARREARSfladNOTE]

Enter the required number of 'Unit Notepad Months' (including & prior to the selected period) that should appear on the report for each Unit. The default is two months (selected period notepad plus that for the month previous to the selected period), and the maximum number of months is twelve. If only one month is specified, the notepad for the selected period will be displayed.





Unit Balance Report for 6 months





A list of units with their month end balances for six months ending with the selected period.



The following is an example of the selection screen:



[image: UNITbal6mth]





Suspend a Unit





This option renumbers the current Unit Account Number by the addition of an alphabetic character, (The system starts with the letter 'Z' and proceeds through the alphabet to 'A') and creates a new 'blank' Unit for the old account number. This new Unit is regarded as a marketing unit by the system.

The old, now renumbered Unit, maintains it's full transaction history. Its fee structure is cleared if the Vacation Date entered is prior to the date on which the Unit is suspended.  





Calculate Clearance Certificate Requirements





A Clearance Certificate is required by before the ownership of a sectional title unit is allowed to be transferred from one owner to another. It essentially confirms that all monies due to the body corporate in respect of the unit have been paid up to a certain date.



This program will calculate the amount due based on the information on the system, to the requested date, and print a letter to the transferring attorney, advising them of the amount required.



Refer to 'How do I issue a Clearance Advice'





Trustee Information





Enter topic text here.





Insurance Company Table





Enter topic text here.





Multi Unit Fee Structure Maintenance





Use this utility to increase (or decrease) a fee type (eg. RENT or LEVY) for all of the units in a property by a percentage. It is also useful in capturing a change to a fee type for all units, as all appear on one worksheet.



The following is the initial screen when running the option:



[image: MultiUnitFeeMnt]





Multi Unit Vacation





Use this utility to set a vacate date on all units in a property, without having to go to each unit. It is useful if the management of a building is lost, and you no longer wish to raise any fees from a certain date.  



The following is the initial selection screen:





[image: MultiUnitVac]





Flag a unit as Blacklisted





Use this option to record that a Unit has been blacklisted.



Refer to How do I Flag a Unit as Blacklisted for more information.





Property Maintenance











Lookup Property Maintenance Mandate then Capture a Job





This program displays any captured mandates from the Owner of a Property relating to maintence/repair of the Property. The mandate is captured under the Notepad Section of Maintenance - Property. 

On exiting, this screen provides an option to go directly to the Job Logging Screen. The aim of displaying the Maintenance Mandate prior to logging a job is to lessen the possibility of accepting responsibility for (and logging) maintenance requests that are not the responsibility of the Agent.

The following are examples of the screens within the Lookup process: 

[image: MNTmand1]

After selecting the Property in the screen shown above, the mandate is displayed as in the example below:

[image: MNTmand2]

After pressing the Esc key, you are given the option of whether to proceed to the Job logging screen or not:

[image: MNTmand3]





Job Capture & Control Screen





The following screen shot is an example of the Job Control Screen:

[image: maintREPctrlSCR]

Job No. - Type 'NEW' for the next available job number, or F2 to search for a previously logged job.

Reported by - Press the F3 key to enter the details of the person reporting the job. Either a cellphone number or an e-mail address is required:

[image: MNTREP]



Liase with - The information captured for the Reported by person is copied into this field by default, but can be changed. The Liaison person is the person with whom the job will be arranged, e.g. contractors arrange access to a Unit etc. The liaison person is usually the person that reports the job. Two examples where this is not the case, are where a job is reported by an inspector, or tenant, but where the building supervisor takes responsibility for allowing access to the Unit where necessary. Either a cellphone number or an e-mail address is required

4. Press F2 to select the Region in which the Property is situated. If your company doesn't separate its area of operation into regions, then select the only one that is set up, otherwise, choose the appropriate region so that the person responsible for allocating logged jobs can select jobs only for his Region. Regions are set up using the Maintain 'Region' Table menu option.

5. Enter the physical address at which the maintenance request needs to be carried out. It is important that the full address be typed in this field.

6. Enter a full description for the requested maintenance. If the description is too long to be practically entered in this field, we suggest that you enter a reference to a specification document that can be obtained at your offices. e.g. if the Job is a building upgrade containing three pages of work specification, enter something like " Building upgrade per Specification dated 31 July 2005, a copy of which is available at our offices".  

7. Press F2 to select the level of urgency or the job. Choose from 'C'ritical, 'U'rgent, 'R'outine, or 'L'ow. Ensure that you are aware of your company policies for each of these categories.

When you 'F'ile the job log, an SMS and/or an email (dependent on contact information) will be sent to the person who reported the job acknowledging the report and confirming the information captured.

8. Press 'F3' to enter additional details that will be sent to the successful service provider as part of the order e-mail. This could be used when ordering cleaning materials, or for providing additional information to a plumber.



An SMS and e-mail will be sent to the reporting person, acknowledging the report and confirming the information captured, when you 'F'ile the job log.



8. Press 'F2' to select from a list of people who role it is to manage maintenance jobs. These people could be managers for particular areas etc. The list is set up using Maintain 'Responsible For' Table.



9. Press 'F2' to select one of the two cost responsibility options:
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9.1 Property - the cost of the job will be allocated to the owner of the property.

9.2 Unit - the cost of the job will be allocated to the property, and then be charged on behalf of the property to the occupant of the unit.









You will be required to identify the Property and/or the Unit as necessary based on the selected option. The following is an example of a Property/Unit selection: 
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10. This is the general ledger code in the books of the Property or Agent/Business to which this cost must be posted. You can search for a code by pressing the 'F2' key - a list of approved maintenance codes will be displayed, as setup in Setup Maintenance General Ledger Codes.



12. Press 'F2' to select a maintenance category from the list setup using Setup Maintenance Categories. This category will be where the item of maintenance is reported in the maintenance tracking system.



13. The number of quotes required will be the value as setup in the control flags of Maintenance - Property., If there is no value set, the default will be one. A password will be required to change the default value.



If you set the value to '0' (zero), then you will be allowed to amend the amount of the approved quote, in the 'Confirm Job Finalisation Screen'. This would usually be used where a trusted service provider was being used (Where pricing does not need to be confirmed prior to the job being undertaken), and the price would only be known when the actual invoice is received.



14. Enter 'Y' to dismiss the job. You will be required to enter a password, and capture a reason for the dismissal in field 



15. Dismissing a job will set the job status to finalised. You will not be able to re-activate the job, but will have to start a new one should you need to.



16. Press 'F3' to enter or view informational notes relating to the job. 



When this screen is filed, a relevant summary SMS and detailed E-mail will be sent to the following parties:



- The Liaison person

- If the For flag is set to Property - the Owner ( If cell no./e-mail add. is captured Maintain/Setup Property)

- If the For flag is set to Unit - The Owner and the Unit occupant ( If cell no./e-mail add. is captured Maintain/Setup Property/Unit)

- The Responsible person

(If the cell number and e-mail address of the liaison person and the unit are the same, only one sms and one e-mail will be sent)



Pressing 'F2' on the Supplier field will facilitate a search of all active creditors linked to the selected Property or Agent/Business. To prevent a creditor from being available for selection, change it's status to inactive using Maintain Property or Agent Creditors Master file. 



Pressing 'F3' on the Contact field will display the contact information for the selected creditor as set up on Maintain Property or Agent Creditors Master file screen, as in the example displayed below. You can change the default information, which will not update the creditors master file, but only be used in this maintenance environment.  
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In the example below, we have selected three relevant contractors, which is the number required by the owner of this property:





When this screen is 'F'iled, a summary SMS and a detailed E-mail will be sent to each of the contractors requesting them to submit format quotations, and giving them relevant contact information.



When this screen is filed, a summary SMS and detailed E-mail will be sent to each of the selected contractors requesting them to submit a detailed quotation for the work to be performed.



Pressing F3 while the cursor is on the Quote field, displays the following window:

  



[image: MNTqCAP2]

Enter the required information, then whether or not the quote includes VAT, and the amount of the quote (incl VAT)



Quotes can be entered all at once or one at a time. The job status will not advance until all of the required quotes are entered:







Move your cursor to the Approval column of the quote that you wish to approve, and press F3. Enter the details required, as in the example below: 



[image: MNTqAPP2]

You will only be able to approved one of the quotes.







When the screen is 'F'iled, When this screen is filed, a relevant summary SMS and detailed E-mail will be sent to the following parties:



- The Liaison person

- If the For flag is set to Property - the Owner ( If cell no./e-mail add. is captured Maintain/Setup Property)

- If the For flag is set to Unit - The Owner and the Unit occupant ( If cell no./e-mail add. is captured Maintain/Setup Property/Unit)

- The successful contractor

- The unsuccessful contractors

(If the cell number and e-mail address of the liaison person and the unit are the same, only one sms and one e-mail will be sent)

Pressing F3 while your cursor is on the Inspection field of the approved quote line, will display an input window similar to the example below:



[image: MNTinsp2]

When the screen is 'F'iled, When this screen is filed, a relevant summary SMS and detailed E-mail will be sent to the following parties:



- The Liaison person

- If the For flag is set to Property - the Owner ( If cell no./e-mail add. is captured Maintain/Setup Property)

- If the For flag is set to Unit - The Owner and the Unit occupant ( If cell no./e-mail add. is captured Maintain/Setup Property/Unit)

- The Responsible person

(If the cell number and e-mail address of the liaison person and the unit are the same, only one sms and one e-mail will be sent)











Maintenance Job Enquiry





Enter topic text here.









Maintain Tables





These menus allow Information Tables that support the Maintenance Control System to be set up.





Maintain 'Responsible For' Table





Use this option to enter and maintain the list of people who are responsible for the control and management of maintenance/repair jobs. A cellular telephone number and an e-mail address can be entered for each person.

The following is an example of a Responsible For Table:
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Maintain 'Region' Table





Use this option to enter and/or edit the regions to which logged jobs are allocated. These regions could be provinces, cities, suburbs, etc.

The following is an example of a Regions Table:
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Job Summary per Responsible Person





Select the person responsible for the job from the system-supplied list. Specify whether you wish to view only incomplete jobs, or whether you wish to view all jobs for the responsible person. Select the job for which you wish to see a summary.





Outstanding Jobs for a Selected Supplier





Use the F2 drill to select the responsible person or people by entering on their names in the list. Press Esc to return to the Supplier O/S Jobs screen.









Accounting











General Ledger & Reports











For the Central Management Section (Management)











Trial Balance





This option will print or display a Trial Balance of the Management level accounting entity.



Refer to the Property Trial Balance for more information on using a trial balance in the context of the system. 





Detailed Transaction Listing





A full transaction list of all or selected general ledger accounts on the central Management Level.



Refer to the similar report on the Property Level, for more information on using this report.





Multi Month Columnar Report





This report, in Trial Balance format, has a separate column for each of the selected months.



Refer to the Property Level report for more information on using this report.





Journal - This Month





A general ledger journal for the current month only.



Refer to the Property Level batch for more information.





Journal - Previous Period





A general ledger journal for the current month or any previous month up to the three year limit on the system.



Refer to the Property Level batch for more information.





For Your Business











Trial Balance





This program displays or prints a trial balance for any single Agent/Division, as at a selected date, .

The following window is displayed when the program is run:

[image: agtbenter]

Enter the Agent Number or Name (or a part of name) for which to search.

Enter the required Period. Any period within the last three years can be selected, even if the period is not a year-end.

Report Level defaults to 1. Do not change this default as this is a field for future use.

Choose a Budget with which to compare the actual year to date and month to date figures.

A Trial Balance similar to the following will be displayed:

[image: agtb]

YTD is Year To Date. MTD is Month To Date. The MTD budget and variance can be viewed either by pressing the right arrow (on the keyboard), printing the trial balance, or by exporting to Excel.

By moving the cursor to anywhere on a required line and pressing 'F2', a twelve-month summary display for the relevant account, similar to the following, will be displayed:

[image: agtbdrill1]

This provides a overview of the account movement, which in turn, highlights variances that need to be investigated. Note the difference between the Month Move and the Transaction columns in Mar 2001. This difference indicates that a financial year-end was run.  

By pressing 'F2' while the cursor is on a selected month, May 2001 for example, a transaction listing, summarised or detailed and making up the total for the month, similar to the following, will be displayed:

[image: agtbdrill2]

 The batch type and number is in the first column. More details on the batch can be viewed by going to batch enquiry, and selecting the relevant type and number.  





Multi-Agent Combined Trial Balance





This program displays or prints a Trial Balance for a selected month within the current twelve-month rolling period, for any selected Agent or group of Agents. 

When it is run, the following window will be displayed:

[image: aGLcombTB1]

Enter the Agent Number or numbers separated by comma's, or enter 'SELECT' to choose the group from a from a list of Agent Groups.

Enter the Period as required. Any period within the current rolling twelve-month cycle can be selected. (i.e. the current billing period and the eleven months prior to it) A similar result can be achieved for earlier periods by running a Multi-Month Columnar Report. Choose 'M'onth to date, 'Y'ear to date, or 'B'oth as required 

Enter a Name to describe the group and which will be displayed on any reports applying to Agent Groups.

A trial balance will display as follows, if 'B'oth is chosen:

[image: aGLcombTB2]

By moving the cursor to the required line and period, e.g. MTD, and pressing 'F2', a drill with the Totals per Agent in the selected group, similar to the following, will display:

[image: aGLcombTB3]

By pressing 'F2', while the cursor is positioned on a selected line, a full transaction listing, making up the total for the specified Agent will be displayed. This can be done on either the M.T.D or Y.T.D column.

The batch type and number are displayed in the transaction listings and can be viewed by pressing the right arrow (on the keyboard), thus moving the display to the left. Further batch details can be viewed by going to Batch Enquiry on the Agent/Business Menu and specifying the relevant batch type and number.  





Detailed Transaction Listing





This program prints or displays a Full Transaction Listing for an Agent/Business for a selected period. If the selected period extends from the beginning of a financial year, then the income and expense accounts will begin with a zero balance so as to reflect a normal accounting position.

When this program is run, the following window is displayed:

[image: aGLtranDET]

	1.	Enter an Agent/Business Number, or enter multiple numbers separated by comma's. Alternatively, enter 'SELECT' to pick from a list of Agent Numbers. If more than one Agent/Business is selected, they will not be consolidated, but will rather be displayed sequentially.


	2.	Enter 'ALL' for a full listing of Account Numbers, or list the required Accounts separated by commas.


	3 & 4.	Enter the required Period within the previous three-year period. Additional Period history can be obtained in a different format by using Detailed Transaction Listing per Franchisee (Agent) per Period. 


	5.	Choose the relevant option.


	6.	Enter any text that appears in the transaction detail line, and for which you wish to search.  

e.g. if you are looking for any/all transactions whose description line contains the phrase 'MANAGEMENT FEES', enter 'MANAGEMENT FEES' or 'MANAGEMENT' etc. in this field. 

This line can be left blank.


The report will look similar to the following:

[image: aGLtranDET1]

Batch numbers, etc., are displayed, and can be viewed by scrolling to the right. Batch details can be used by running Batch Enquiry on the Agent/Business level 





Multi-Agent/Division Columnar Report





This program displays or prints a columnar report in trial balance format for either a single Agent/Business, or for a combined group of Agents/Businesses, showing the multiple selected Agents/Businesses alongside each other. Each column shows either the year to date or month to date value, as selected.

On running this program, the following display window appears - 

[image: aGLmultiA1]

	1.	Enter either a single, or a series of Agent/Business Numbers separated by comma's, or enter ' SELECT' to pick from a list.


	2 & 3.	Enter the Required Date. This report is available for a rolling twelve-month period. Use the Multi-Month Columnar Report and group properties as required for earlier periods. 


	4.	Enter 'Y' for Year to Date figures, or 'M' for Month to Date for the selected month.


	5.	Enter a Group Name which describes the selected group as you require.


The report displayed will be similar to the following, if Year to Date was selected -

[image: aGLmultiAcr1]

Pressing 'F2' while the cursor is on a YTD column item total displays a twelve-month summary for the group , as follows: -

[image: aGLmultiAcr2]

If 'F2' is pressed on any particular month, a breakdown of the total moves per Agent/Business in the selected group will be displayed. In the above example, 'F2' was pressed while on Jan 2004, which displayed the following, thus breaking down the total move of R -2,825.60  -  

[image: aGLmultiAcr3]

By pressing 'F2' on one of the Agents/businesses, a full transaction listing, making up the move for the selected month, is displayed. Full information regarding the batch number, type etc., can be viewed by scrolling to the right. Batch details can be used by running Batch Enquiry on the Agent/Business level 

If 'F2' is pressed on an individual Agent's column in the displayed report, as opposed to the total column as shown in the previous example, a twelve-month history of the account for that Agent is displayed. If 'F2' is pressed on any month, a full transaction listing is displayed, as in the above example.





Multi-Month Columnar Report





This program displays or prints a Columnar Report in a trial balance format for either a single Agent, or for a combined group of Agents, showing multiple selected months alongside each other. Each month column will show either the Year to Date or Month to Date value, as selected.

When you run this program, an Agent selection window allows you to insert Agent numbers, or to select from a list.

If a single Agent is selected, the resulting month columns will only display data for that specific Agent. If a group of Agents is selected, then each column contains the group total for the relevant account.

The drills described below work directly into the transactions mentioned directly above. When a group is selected, the first drill displays a table with of totals per member of the group. Drilling into any of these displays the transactions making up the total for that Agent. Drilling on the group total in the display window, lists all Agent-transactions making up the total.

Once the group or Agent has been selected, the following window must be completed: - 

[image: aGLmultiMTH1]

The resultant report will be similar to the following: -

[image: aGLmultiMTH2]

By drilling (Pressing 'F2') on the Total column, of account number 5109, the following breakdown of the R -12,277 is displayed: - 

[image: aGLmultiMTH3]

By drilling further on the move for January 2004, the totals per Agent for the group making up the total move will be displayed as follows: - 

[image: aGLmultiMTH4]

A further drill on any single Property or on the Total Line will display the relevant transactions:

[image: aGLmultiMTH5]

Full information regarding amounts, batch numbers, types etc., can be viewed by scrolling to the right. Batch details can be used by running Batch Enquiry on the Agent/Business level.





Journal Batch





A current period journal, by default, posts all entries in the batch to the current cash period. If you need to post entries to a prior period, a Prior Period Agent Journal Batch should be used.

The batch entry screen is similar to the following example: -

[image: aGLjnl]

1.Batch No - Enter the batch number of a filed, unposted batch, or enter 'NEW' to create a blank, new batch. The system automatically allocates the next available batch number. If you wish to copy or reverse a previously posted batch without having to recapture it, type 'BATCH12345' where 12345 is the number of the batch that you wish to copy or reverse. The following prompts will need to be entered: -
[image: pglcperbatchrev]

After completion the unposted batch will be displayed for editing and posting.

2.Default Description - The text entered here is the default text that appears on each line. However, these line-descriptions can be edited. This feature is useful where a large batch of similar entries is being captured.
3.Shell - Can be ignored 
4.Agent - Enter the appropriate Agent Number, the first few letters of the Agent's name, or press 'F2' to select from a list of Agents. It is possible to capture entries for multiple Agents in a single batch as long as the entries for each Agent contra to zero. 
5.Nnla - Enter the required General Ledger Account Number, or press 'F2' for an income and expense account drill.
6.Ref. - Enter a Reference Number if required. This field defaults to the user's login.
7.Line Desc - Enter the Line Description that you wish to appear in the General Ledger. A sub-description field will appear that can either be completed or left blank.
8.Date - Enter the required Date. The default value for this field is the date from the previous line.
9.VAT Flag - Enter 'Y' if the amount includes VAT, or 'N' if it is exclusive of VAT. The default value for this field is the Agent's VAT Flag setting. No entry need be posted to the VAT control account as this is done automatically by the system depending on this flag setting.
10.Amount - Enter the Gross Amount, including VAT if relevant 
If you enter a " , ditto in any field, a copy of the field above will be pasted into the relevant field. This can be useful when a complex reference is used. 

If you have mistakenly entered into a line and wish to exit from the screen, first delete the line by typing a ' # ' hash. This is the deletion method even if the line contains only the Property Number, .

Once you have entered all the necessary line items, type a full stop "." to drop to the command line at the bottom of the screen.

In the command line, you can either file a batch by entering 'F', delete it by entering 'D', re-edit it by entering 'E' , or you can enter the field number to which you wish to go. Once you have filed a batch, you will asked if you want to post it or leave it unposted for later checking and posting.

On most occasions it is wise to file large batches periodically while capturing in case of power failures etc.





Prior Period Journal Batch





A Prior Period Journal posts all the entries in the specified batch to the Period entered in Field 3 of the batch screen. This Period can extend as far into the past as data is stored on the system, which is usually three years. If you post to a period prior to the financial year end that has been run, remember to re-run that and any subsequent year ends.

Due to the sensitivity of this type of feature, this screen is password protected.

The batch entry screen is similar to the following example: -

[image: aGLjnlPP]

1.Batch No - Enter the batch number of a filed, unposted batch, or enter 'NEW' to create a blank, new batch. The system automatically allocates the next available batch number. If you wish to copy or reverse a previously posted batch without having to recapture it, type 'BATCH12345' where 12345 is the number of the batch that you wish to copy or reverse. The following prompts will need to be entered: -
[image: pglcperbatchrev]

After completion the unposted batch will be displayed for editing and posting.

2.Default Description - The text entered here is the default text that appears on each line. However, these line-descriptions can be edited. This feature is useful where a large batch of similar entries is being captured.
3.Shell - Can be ignored 
4.Agent - Enter the appropriate Agent Number, the first few letters of the Agent's name, or press 'F2' to select from a list of Agents. It is possible to capture entries for multiple Agents in a single batch as long as the entries for each Agent contra to zero. 
5.Nnla - Enter the required General Ledger Account Number, or press 'F2' for an income and expense account drill.
6.Ref. - Enter a Reference Number if required. This field defaults to the user's login.
7.Line Desc - Enter the Line Description that you wish to appear in the General Ledger. A sub-description field will appear that can either be completed or left blank.
8.Date - Enter the required Date. The default value for this field is the date from the previous line.
9.VAT Flag - Enter 'Y' if the amount includes VAT, or 'N' if it is exclusive of VAT. The default value for this field is the Agent's VAT Flag setting. No entry need be posted to the VAT control account as this is done automatically by the system depending on this flag setting.
10.Amount - Enter the Gross Amount, including VAT if relevant 
In all fields, if you enter a " , ditto, a copy of the field above will be pasted into the relevant field. This can be useful when a complex reference is used, for example. 

If you enter a " , ditto in any field, a copy of the field above will be pasted into the relevant field. This can be useful when a complex reference is used. 

If you have mistakenly entered into a line and wish to exit from the screen, first delete the line by typing a ' # ' hash. This is the deletion method even if the line contains only the Property Number, .

Once you have entered all the necessary line items, type a full stop "." to drop to the command line at the bottom of the screen.

In the command line, you can either file a batch by entering 'F', delete it by entering 'D', re-edit it by entering 'E' , or you can enter the field number to which you wish to go. Once you have filed a batch, you will asked if you want to post it or leave it unposted for later checking and posting.

On most occasions it is wise to file large batches periodically while capturing in case of power failures etc.





Budgets





Capture budgets for properties





Agent Budget - Current Year





Select this option to Enter or Amend the Budget for an Agent/Business for the Current Year.  

Refer to Budgeting Overview for more information.

[image: aGLbudSEL]

If you select Full, all General Ledger Accounts are displayed for editing, whether they have any data (actual or budget) or not.

If you select Actual, only General Ledger Accounts with actual data will be displayed for editing.

If you select Actual/Budget, all General Ledger Accounts with either Actual or Budget data will be displayed for editing.

[image: aGLbudnew]

Enter either the Total amount for the financial year in the Total column, or the Monthly amounts in their columns as required. The system automatically allocates a Total amount equally over the year, where after any other months can be individually edited.   

Note:

If a year end is changed, any budget entered prior to the change will have to be re-entered in order to update the budget periods. This can be done by moving from line to line and changing the total year budget first to zero, and then back to its original amount.





Agent Budget - Add On





Select this option to Enter or Amend the budget for an Agent/Business for the Current Year for all changes that must be recorded as "add-on's" to the originally approved budget. This budget is then added onto the Current Budget for reporting purposes.  

Refer to Budgeting Overview for more information.

[image: aGLbudSEL]

If you select Full, all General Ledger Accounts are displayed for editing, whether they have any data (actual or budget) or not.

If you select Actual, only General Ledger Accounts with actual data will be displayed for editing.

If you select Actual/Budget, all General Ledger Accounts with either Actual or Budget data will be displayed for editing.

[image: aGLbudnew]

Enter either the Total amount for the financial year in the Total column, or the Monthly amounts in their columns as required. The system automatically allocates a Total amount equally over the year, where after any other months can be individually edited.   

Note:

If a year end is changed, any budget entered prior to the change will have to be re-entered in order to update the budget periods. This can be done by moving from line to line and changing the total year budget first to zero, and then back to its original amount.





Agent Budget - Next Year





Select this option to Enter or Amend the Budget for an Agent/Business for the Next Year, i.e. the financial period following the current period.  

Refer to Budgeting Overview for more information.

[image: aGLbudSEL]

If you select Full, all General Ledger Accounts are displayed for editing, whether they have any data (actual or budget) or not.

If you select Actual, only General Ledger Accounts with actual data will be displayed for editing.

If you select Actual/Budget, all General Ledger Accounts with either Actual or Budget data will be displayed for editing.

[image: aGLbudnew]

Enter either the Total amount for the financial year in the Total column, or the Monthly amounts in their columns as required. The system automatically allocates a Total amount equally over the year, where after any other months can be individually edited.   

Note:

If a year end is changed, any budget entered prior to the change will have to be re-entered in order to update the budget periods. This can be done by moving from line to line and changing the total year budget first to zero, and then back to its original amount.





Budget Comparison Report





This option displays or prints a report that compares the actual income expenses with the budgeted income expenses in the form of an income statement.

The following is an example of the selection screen: 

[image: aGLbudACT1]

	1.	Enter one or more Agent Numbers separated by commas, or type 'SELECT' to pick from a list. Unless a Group name is entered when more than one Agent is selected, individual reports, for each Agent, will be displayed sequentially. Entering a user-defined Group Name causes the data for the selected Agents to be consolidated into one report.


	2 & 3.	Enter the required period.


	4.	Refer to 1 above.


	5.	Select as required.


	6.	Enter the relevant budget with which you wish to compare the actual figures.


The following is an example of the initial part of the report. Month to Date figures are on the right of the Year to Date figures displayed: 

[image: aGLbudACT2]





Agent Balance Sheet





This option displays or prints a Balance Sheet for either a single Agent/Business, or for a consolidated group of Agents/Businesses.

The following is an example of the selection screen: 

[image: aGLbs1]

	1.	Enter one or more Agent Numbers separated by commas, or type 'SELECT' to pick from a list. Unless a Group name is entered when more than one Agent is selected, individual reports, for each Agent, will be displayed sequentially. Entering a user-defined Group Name causes the data for the selected Agents to be consolidated into one report


	2 & 3.	Enter the required period.


	4.	Refer to 1 above.


	5.	Select as required.


The following is an example of the initial part of the report: 

[image: aGLbs2]

On exiting the report (After pressing 'Esc'), schedules making up the various categories on the Balance Sheet will be displayed: 

[image: aGLbs3]





Historic Transaction Listing (More than 3 years in the past)





This option allows a Transaction Listing of all General Ledger Transactions for an Agent/Business for a single period. It is only used when the information required is older than three years prior to the current billing period. It is simply a listing and as such, will have to be exported to Excel for analysis.

The Transaction Detail report gives all the required information for a three year period.





VAT Report





This report assists with the completion of monthly or bi-monthly VAT returns to SARS for the selected Agent/Business or group of Agents/Businesses. It provides an analysis of general ledger account 3272 for the selected period/s and is available in either a fully detailed or in a summarised version.

The (F)ull Version details all transactions, separated into Output VAT and Input VAT categories, with subtotals per category, and a Net Total at the end of the report. The split between the two categories is based on the type of batch that gave rise to the entry. e.g. A payment batch will default to Input VAT.

The report is based on the VAT amounts, and the original figures on which the VAT amounts are based are extended from them. There might therefore be some small rounding differences in the gross amounts.  

An example of the selection screen is displayed below:

[image: agentvatrep]

The report displays data from the period or periods selected and is available for a rolling twelve-month period. Reports should be printed and filed as backup documentation to the VAT returns.

If the (S)ummary Verson is chosen, only the totals for selected Agents/Businesses will be displayed. Any Manual Journals to the VAT Control Account are noted in the report. This is aimed at assisting in the bulk completion of VAT returns, with system generated entries receiving less scrutiny than any manual entries.

Note:

When dealing with Agents/Businesses whose VAT Control Account has been linked to a controlling Agent/Business, remember that the VAT entries will be posted in the controlling Agent/Business.  





For Your Clients











Trial Balance





This program displays or prints a Trial Balance, for a selected date, for any single Property.

When it is run, the following window is displayed: -

[image: proptbenter]

1.Enter the Property Number, or Property Name (or a part thereof to search).
2.Enter the required Period as. You can select any period that is not a year end within the past 3 years.
3.Report Level - Use the default value (This is a field for future use)
4.Choose a Budget with which to compare the actual year to date and month to date figures.
A trial balance is displayed as follows: -

[image: proptb]

YTD is Year to Date. MTD is Month to Date. MTD Budget and Variance can be viewed by pressing the right arrow, by printing the trial balance, or by exporting the report to Excel.

By placing the cursor anywhere on a required line and pressing 'F2', a twelve-month summary display for the relevant account similar to the following is displayed: -

[image: proptbdrill1]

This summary display provides an overview of the account movement that can highlight variances that need to be investigated. Note the difference between the Month Move and Transaction columns in Aug 2001. This represents a financial year end that was run. By pressing 'F2' while the cursor is on a selected month or transaction, a summarised or detailed listing, similar to the following, making up the total for the month will be displayed.

[image: proptbdrill2]  

The batch type and number is displayed in the first column. In the above example, there are two Cash Book payments, one General Ledger Journal and two Creditors Journals. More details on the batch can be viewed by going to batch display, and selecting the relevant type and number.  





Multi-Property Combined Trial Balance (Rolling 12 months)





This program displays or prints a trial balance for any selected Group of Properties, for a selected month within the current twelve-month rolling period. 

When it is run, the following window is displayed: -

[image: propctbenter]

Enter the Property Number, or multiple numbers separated by commas, or enter 'SELECT' to choose the group from a list.

Enter the required period. You can select any period within the current rolling twelve-month cycle, i.e. the current billing period and the eleven months prior thereto. A similar result can be achieved for earlier periods by running a Multi-Month Columnar Report.

Choose 'M'onth to date, 'Y'ear to date, or 'B'oth as required.

Enter a name to describe the group on all printouts and displays for the report.

If 'B'oth is chosen, a trial balance similar to the following screen is displayed: -

[image: propctbdrill1]

By moving the cursor to the required line and period, for example MTD, and pressing 'F2', a drill with the totals that make up the the relevant account per Property in the selected group will be displayed. (similar to the following)

[image: propctbdrill2]

By pressing 'F2' while the cursor is positioned on a selected line a full transaction listing, making up the total for that Property, will be displayed. (similar to the following)

[image: propctbdrill3]

If, instead of selecting MTD, as in the previous example, the cursor is positioned on the YTD column and 'F2' is pressed, a drill containing the totals making up the relevant account per Property in the selected group will be displayed. (similar to the following)

[image: propctbdrill4]

Pressing 'F2' while the cursor is positioned on a selected line, displays a full transaction listing for the Year To Date making up the total for that Property. (similar to the following)

[image: propctbdrill5]

The batch type and number are displayed and can be viewed by pressing the right arrow, thus moving the display to the left. More details on the batch can be viewed by going to batch display, and selecting the relevant type and number.  





Detailed Transaction Listing





This program prints or displays a full transaction listing for a Property, for a selected period. If the selected period coincides with the beginning of a financial year, then the income and expense accounts will begin with a zero balance, to reflect a normal accounting position.

When this program is run, the following window will be displayed: -

[image: proptrandselect]

	1.	Enter a Property Number, or a multiple Property Numbers separated by commas. Alternatively, enter 'SELECT' to pick from a list. Multiple Properties will not be consolidated, but rather displayed individually.


	2.	Enter 'ALL' for a full listing, or enter the required accounts separated by commas.


	3 and 4.	Enter the required period within the available 3-year period. Further history can be obtained in a different format by using Transaction listing per Property per Period


	5.	Choose the relevant option.


	6.	Enter any text contained in the transaction detail line, for which you wish to search.  

e.g. If you are looking for all transactions whose description line contains 'MANAGEMENT FEES', enter 'MANAGEMENT FEES' or 'MANAGEMENT' etc. in this field.  

This line can be left blank.


The report displayed will be similar to the following: -

[image: proptrandREPORT]

Batch numbers etc. are displayed, and can be viewed by scrolling to the right. Full batch information can be viewed by running Batch Enquiry on the Property Level.





Historic Transaction Listing (More than 3 years in the past)





This option allows a transaction listing of all General Ledger Transactions for a Property showing a single period at a time. It is only used when the information required is older than three years prior to the current billing period. It is simply a listing, and will thus need to be exported to Excel to be worked with.

The Transaction detail report gives all the required information for the "current" three-year period.





Multi-Property Columnar Reports (Rolling 12 months)





This program displays or prints a columnar report in a trial balance format, for a selected Property or combined Group of Properties, showing multiple, selected properties alongside each other. Each column shows either the Year To Date or Month To Date value, as specified.

On running this program, the following display window appears: - 

[image: propmultienter]

	1.	Enter a single Property Number, or multiple Property Numbers separated by commas. Alternatively, enter ' SELECT' to pick from a list.


	2 and 3.	Enter the required Date. This report is available for a rolling twelve-month period. Use the Multi-Month Columnar Report and Group Properties as required for earlier periods. 


	4.	Enter 'Y' for Year To Date figures, or 'M' for Month To Date figures for the selected month.


	5.	Enter a Group Name that describes the selected group as you require.


The report displayed is similar to the following, in which Year To Date was selected: -

[image: propmultireport]

If 'F2' is pressed while the cursor is on a Total YTD column item, a twelve-month summary for the group will be displayed, as follows: -

[image: propmultidriltot]

If 'F2' is pressed on any particular month, a breakdown of the total moves per Property within the selected group is displayed. In the above example, 'F2' was pressed while on Nov 2001, thus displaying the following and breaking down the total move of R -18,680-00: -  

[image: propmultidriltot1]

By pressing 'F2' on one of the Properties, a full transaction listing, making up the move for the selected month, will be displayed, as follows: -

[image: propmultidriltot2]

Full information regarding the batch number, type etc. can be viewed by scrolling to the right.

When 'F2' is pressed on an individual property's column in the displayed report, as opposed to the total column, as shown above, a twelve-month history of the account for that Property is displayed as follows: - 

[image: propmultidrilindivid1]

If 'F2' is pressed on any month, a full transaction listing is displayed, as in the example shown above.





Multi-Month Columnar Reports (3 year history)





This program displays or prints a columnar report, in a trial balance format, for a selected Property or combined Group of Properties, showing multiple, selected months alongside each other. Each month's column display either the Year To Date or Month To Date value, as specified.

When you run this program, the following window will be displayed: -

[image: pmultimthselect]

If a single Property is selected, the resulting month's columns will be for that single Property. If a Group of Properties is selected, then each column contains the total for the relevant account for the group .

The drills described below work directly into the transactions spoken of immediately above. When a group is selected, the first drill displays a table showing the totals per member of the group. Drilling into any of these totals displays the transactions making up the total for that Property. A drill on the group total in the display window, lists transactions for all Properties that make up the total.

Once the Group or Property has been selected, the following window must be completed: - 

[image: pmultimthenter]

The resultant report will be similar to the following: -

[image: pmultimthreport]

By drilling (Pressing 'F2') on the Total column of Account Number 6217, the following breakdown of the R 98,491 is displayed: - 

[image: pmultimthtotd1]

Further drilling on the move for August 2001, displays the totals per Property within the group that make up the total move, as follows: - 

[image: pmultimthtotd2]

A further drill on any single Property or on the Total line displays the relevant transactions.





Current Period Journal





By default, a Current Period Journal will post all entries in the batch to the current cash period. If you need to post entries to a prior period, a prior period journal must be used.

The batch entry screen will be similar to the following display: -

[image: pglcperbatch]

1.Batch No - Enter the Batch Number of a filed, but unposted batch, or enter 'NEW' for a new blank batch. The system automatically allocates the next available number as a Batch Number. If you wish to copy or reverse a previously posted batch without having to recapture it, type 'BATCH12345' where 12345 is the Number of the batch that you wish to copy or reverse. The following fields will need to be completed: -
[image: pglcperbatchrev]

After completion, and when requested, an unposted batch will be displayed for editing and posting.

2.Default Description - The text entered here will be the default text that appears on each line, but can be edited. This is useful where a large batch of similar entries is being captured.
3.Shell - Can be ignored 
4.Prop - Enter the required Property Number, the first few letters of the Property's name, or press 'F2' to select from a list. You can capture entries for multiple Properties in a single batch, as long as the entries for each property contra to zero. 
5.Nnla - Enter the required General Ledger Account Number, or press 'F2' for an income and expense account drill.
6.Ref. - Enter a Reference Number if required. The default Reference Number is the user's login.
7.Line Descr - Enter the Line Description that you wish to appear in the General Ledger. A sub-description field will appear that can either be completed or left blank.
8.Date - Enter the required Date. The value in this field will default to the date in the previous line.
9.VAT Flag - Enter 'Y' if the amount includes VAT, or 'N' if not. The default value is the Property's VAT Flag setting. No entry needs to be posted to the VAT Control Account as this is done by the system depending on this flag setting.
10.Amount - Enter the Gross Amount, including VAT if relevant 
In all fields, if you enter a " (ditto), a copy of the previous field will be pasted into the current field. This is useful when a complex reference is used. 

If you have entered into a line in error and wish to exit from the screen, first delete the line by pressing a ' # ', even if it contains only the Property Number. Then exit the line.

When you have entered all of your line items, press a full stop to drop to the command line at the bottom of the screen.

In the command line, you can either file a batch by entering 'F', delete it by entering 'D', re-edit it by entering 'E' , or enter the Field Number to which you wish to go. Once you have filed a batch, you will asked if you want to post it or leave it unposted for later checking and posting.

It is usually wise to file a large batch periodically while capturing, in case of power failures etc.





Prior Period Journal Batch





A Prior Period Journal posts all entries in the batch to the Period specified in Field 3 of the Batch Screen. This period can be selected from as far back as data is stored on the system, which is usually three years. If you post to a period prior to the any financial year end that has already been run, remember to re-run that and any subsequent year ends.

In view of the sensitivity of this type of facility, the screen is password protected.

The batch entry screen will be similar to the following display -

[image: pglpperbatch]

1.Batch No - Enter a Batch Number of a filed, but unposted batch, or enter 'NEW' to create a blank, new batch. The system automatically allocates the next available number as a batch number. If you wish to copy or reverse a previously posted batch without having to recapture it, type 'BATCH12345' where 12345 is the number for the batch that you wish to copy or reverse. The following fields will need to be completed: -
[image: pglcperbatchrev]

After completion, as required, an unposted batch will be displayed for editing and posting.

2.Default description - The text entered here is the default text that appears on each line, where it can be edited. This field is useful where a large batch of similar entries is being captured.
3.Period - Enter the Financial Period (in the format displayed above) to which all entries in this batch must be posted. If you post to a period prior to any financial year end that has already been run, remember to re-run that and any subsequent year ends.
4.Prop - Enter the required Property Number, the first few letters of the Property's name, or press 'F2' to select from a list of Properties. You can capture entries for multiple Properties in a single batch, as long as the entries for each Property contra to zero. 
5.Nnla - Enter the required General Ledger Account number, or press 'F2' for an income and expense account drill.
6.Ref. - Enter a Reference Number if required. The default reference is the users login.
7.Line descr - Enter the Line Description that you wish to appear in the General Ledger. A sub description field appears, and can either be completed or left blank.
8.Date - Enter the required Date. The date from the line above will be inserted as a default value.
9.VAT flag - Enter 'Y' if the amount includes VAT, or 'N' if not. This field defaults to the Property's VAT Flag setting. No entry needs to be posted to the VAT Control Account the system will do this automatically depending on this flag setting.
10.Amount - Enter the Gross Amount, including VAT if relevant. 
Entering a ditto (") in any field causes a copy of the previous field to be pasted into the current field. This can be useful when a complex reference is used. 

If you have entered into a line in error, and wish to exit from the screen, first delete the line by pressing a ' # ', even if it contains only the Property Number.

When you have entered all of your line items, press a full stop (.) to drop to the Command Line at the bottom of the screen.

In the Command Line you can file a batch by entering 'F', delete a batch by entering 'D', re-edit a batch by entering 'E', go to a batch by entering its number. Once you have filed a batch, you will given the choice of posting it or leaving it unposted for later checking and posting.

It is usually wise to file a large batch periodically while capturing, in case of power failures etc.





Budget Comparison Report





This report compares the actual financial performance of the Current Month and Year to Selected Date to the Budget for the relevant period. Accounts are listed under Income or Expenditure.

If Group Mode is set to 'Y', then all Properties that have been grouped using Sub Prop (Field 21) of the Maintainance - Property screen, will be added together.

You can choose to compare the current performance with the current (usual selection) budget, the previous or future budgets. 





Budget Comparison Report - Detailed





This report is similar to the standard Budget Comparison Report. The main difference is the categorisation of the items. .





Summary Income Tax Report





This report summarizes the transactions of Property Owners for the selected period.





Asset Summary (Summarised Balance Sheet)











VAT Report





This report is aimed at assisting in the completion of monthly or bimonthly Revenue Services VAT returns for the selected Property or Group of Properties. It provides an analysis, for the selected period/s, of General Ledger Account 3272 and is available in either a detailed or a summarised version.

The Detailed Version shows all transactions, separated into Output VAT and Input VAT categories, with Subtotals per category, and a Net Total at the end of the report. The split between the two categories is based on the type of batch that gave rise to the entry. e.g. A property payment batch defaults to Input VAT.

The report is based on the VAT amounts and the original figures on which the VAT amounts were based are extended from them. There might thus be some small rounding differences in the gross amounts.  

An example of the selection screen is displayed below:

[image: propvatrep]

The report is for the period or periods selected and is available for a rolling twelve-month period. Reports should be printed and filed as backup documentation to the VAT returns.

The Summary Version shows only the Totals for the selected Property or Properties. Any Manual Journals to the VAT Control Account are also noted on the report. The purpose of the Summary Version is to assist with the completion of bulk VAT returns. System generated entries receive less scrutiny than any manual entries.

Note:

When dealing with Properties whose VAT Control Account has been linked to a Controlling Property, remember that the VAT entries are recorded in the books of the Controlling Property .  





Budgets





These Menu Options allow Budgets for a Property to be entered and maintained. 

Refer to Budgeting Overview for more information.

The system stores three budget periods - Current, Future and Prior.  Reports normally ask to which budget the actual figures should be compared.

Usually, a Future Budget is approved and locked, then moved to Current, where any budget changes during the current period are entered into the Add On's Budget. The existing Current Budget becomes the Prior Budget when the move takes place. These movements and approval setting are to found on the Accounting Setup and Tools Menu





Property Budget - Current Year





Select this option to enter or amend a Property's budget for the Current Year.  

Refer to Budgeting Overview for more information.

If you select Full, all General Ledger Accounts are displayed for editing, whether they have any data (actual or budget) or not.

If you select Actual, only General Ledger Accounts with Actual Data are displayed for editing.

If you select Actual/Budget, all General Ledger Accounts with either Actual or Budget Data are displayed for editing.

Note:

If a year end is changed, any budget entered prior to the change will have to be re-entered so as to update the budget periods. This is done by moving from line to line, changing the Total Year Budget to zero, and then back to its original amount.





Property Budget - Add Ons





Select this option to enter or amend a Property's Budget for the Current year. However, this can only be used for changes that you want to record as 'add-on's' to the originally Approved Budget. This "Amended Budget" will be appended onto the Current Budget for reporting purposes.  

Refer to Budgeting Overview for more information.

If you select Full, all General Ledger Accounts will be displayed for editing, whether they have any data (actual or budget) or not.

If you select Actual, only General Ledger Accounts with actual data will be displayed for editing.

If you select Actual/Budget, all General Ledger Accounts with either actual or budget data will be displayed for editing.

Note:

If a year end is changed, any budget entered prior to the change will have to be re-entered so as to update the budget periods. This can be done by moving from line to line, changing the Total Year Budget to zero, and then back to it's original amount.





Property Budget - Next Year





Select this option to enter or amend a Property's Budget for the Next Year, i.e. the financial period following the current period.  

Refer to Budgeting Overview for more information.

If you select Full, all General Ledger Accounts are displayed for editing, whether they have any data (actual or budget) or not.

If you select Actual, only General Ledger Accounts with actual data are displayed for editing.

If you select Actual/Budget, all General Ledger Accounts with either Actual or Budget Data are displayed for editing.

Note:

If a year end is changed, any budget entered prior to the change will have to be re-entered to update the budget periods. This can be done by moving from line to line, changing the total year budget to zero, and then back to it's original amount.





Property Budget - Prior Year





Maintain the Prior Year's Property Budget in the same way that you would edit the Budget for the Current Year.





Maintenance Reporting





A report by maintenance category, for a selected period per unit with drills to view transactions that make up the totals.





Fee Structure Budgets - Build, Edit or View





Enter topic text here.





Fee Structure Budgets vs Actual Fees raised





Enter topic text here.





Bank Reconciliations











Central Trust Bank Account











Capture Bank Statements





This option is used to manually capture a bank statement and provides the best method for capturing small bank statement volumes. Larger volumes of bank statements can be added by means of the import facility.  

The following is an example of the entry screen, which can also be used as a single reference reconciliation facility due to the fact that the Cash Book (Gl) amount is displayed, thus enabling you to see and check the amount as you enter it.

[image: McbBSentry1]

1.Jv No - Usually 'UM'
2.G/L Acc No - 4155 for the Central Bank Account or 4117 for the Management Level Local Bank Account. 
3.Period - The Bank Statement Period. It is important to keep all of the entries for the month in the same period.
4.Bank Statement No - Enter the actual page number from the bank statement to facilitate reference at a later date.
5.Cash Book Ref - Enter the reference for the datea that you are capturing or click on 'Select/Drill' or press'F2' to search for a reference:
[image: McbBSentry2]

Enter the first few characters of the reference for which you are searching in Line 1. 

Choose (I) on Line 2 to display all references that match your specification on Line 1. 

Choose (D) on Line 2 to display only those references that do not match your specification in Line 1. 

In our example, we have entered the R12000-00, note that the difference is now Nil, and we (F)ile the entry:

[image: McbBSentry4]

If we go back into the same reference, note that the difference is now Nil:

[image: McbBSentry5]

If you need to capture a bank statement item that has not yet been captured into the Cash Book, you will be asked to confirm that you are aware that you are entering a new item:

[image: McbBSentry3]





Bank Reconciliation Statement





Use this option to view the bank reconciliation for either the Central Bank Account or the Management Level Local Bank Account. This report displays a comparison of the transaction record for the relevant bank accounts as recorded in the Cash Book (Gl) and the Bank's (Bs). Use of this facility requires a basic understanding and ability to perform a standard bank account reconciliation. The process and options are described in the examples shown below:

An example of the initial screen:

[image: McbBrecon1]

1.The JV number is usually 'UM', as in the example above.
2.The Period is the period for comparison that you select at the time of running the report.
3.The Nnla is the bank account for which the reconciliation is being viewed. 4155 is the Central Bank Account, and 4117 is the Management Local Bank Account.
4.You can view either only the unmatched transactions 'Y', or all of the bank account transactions for the selected period 'N'.
5.You can either select only certain References by typing the first few characters of the reference, or alternatively leave this field blank to select all references. This selection is usually used for lookup purposes in order to match specific references. 
The following shows an example of the report. The first of the next two images is an extract from the body of the report, and the second shows the report footer with the totals:

[image: McbBrecon2]

	Ref -	The Reference used when capturing the Cash Book entry, or when capturing an unmatched bank statement entry.


	YYYYMM -	The period in which the entry was captured. 


	Bs Amt -	The amount, as per the bank statement.


	Gl Amt -	The amount, as per the Cash Book or General Ledger.


	Diff -	Any difference between the Bs and the Gl amount. If this is zero, the reference is considered to be matched.


[image: McbBrecon3]

The above graphic shows an example of the Totals Block of the Bank Reconciliation Report. It analyses the matched/unmatched totals, and arrives at the Grand Totals, which represent the balance as per the Bank Statement, as per the Cash Book, as well as the difference between them. The Total Difference is made up of the list of differences in the difference column.

It is obviously important not only to reconcile the differences, but also to check that the Bank Statement Column Grand Total agrees with the actual Bank Statement. If these two statements are balanced, you can be reasonably certain that you need only work with the differences in order to pick up any errors. 

Some useful tools for matching items and tracing their source are built into the report display. If you click on 'Select/Drill', or press 'F2' while your cursor is on a particular line, the batch or batches that make up that reference are be displayed. In the following example, we drilled on Reference 'DS1954' and found that it originated in Unit Receipt Batch 62950, as can be seen in the graphic below:

[image: McbBrecon4]

We then drilled on the Batch Line, which brought up the full detail of the batch, as can be seen below. This drill also specifies that the batch was captured by user 'A' on 6th Oct 2000.

[image: McbBrecon7]

We referred above to selecting Unmatched only, 'N', for a full listing. After selecting 'N', as in the example below, you will be asked for the target month:

[image: McbBrecon5]

[image: McbBrecon6]

The report thus produced includes all bank statement entries for the selected month. The volumes involved in a full listing of both accounts for a full month are often too large. The unmatched only 'N' listing is usually used to trace bank statement errors, hence the path that we have chosen.





Cash Book Reference Maintenance





Use this option to change the Cash Book Reference for a particular transaction.

The Cash Book Reference is used to reconcile the Bank Account with the Bank Statement and sometimes needs to be corrected to achieve a reconciliation.

This utility runs on all three levels of the program - Management, Agent and Property, and automatically applies the relevant bank account access levels.

The relevant bank account numbers are 4113,4,5,6 or 7 on the Property and Agent Levels, and 4155 or 4117 on the Management Level.

Examples of these screens are featured below. Where larger volumes are involved it is sometimes useful to export the details of a reference to Excel and work with it in that environment. This can be achieved by selecting the (V)iew option, and pressing Ctrl 'E'. The batch which gave rise to an entry can be viewed by pressing 'F2' whilst the cursor is on the Description Field of the relevant line.

[image: MCBmri1]

Note that both Cash Book (CB) and Bank Statement (BS) entries for the selected reference appear on the screen. If the balance in Field 5 is 0, then the reference is considered to be reconciled. The above screen is the (E) version of the screen, which appears if it was selected when the option selection screen below appears, after the entering of a reference.

[image: MCBmri2]

The graphic shown below is an example of a (V)iew of the screen, which can be exported to Excel.

[image: MCBmri3]

To amend a reference, move the cursor to the New Ref Column on the relevant line or lines, and enter the new reference. When complete, move to the bottom of the screen by pressing a full stop '.', and (F)ile the amended screen.  

[image: MCBmri4]

The amended reference does not disappear - rather, a new entry recording the change is added to provide an audit trail. See the screen below for an example of this. Any field that is to large for its screen display, usually appears in full detail at the bottom of a screen while the cursor is on the relevant field.

[image: MCBmri5]

By pressing 'F2' while the cursor is on Description Field containing a batch number, the batch details are displayed for reference purposes. You can also see which user captured the particular batch.

[image: MCBmri6]





Agent Business Bank Account











Capture Bank Statements





Use this option to enter the Agent's Local Bank Statement entries. It is relevant to any of the local Agent/Business Level bank accounts - 4117, 4116, 4115, 4114, 4113.

For more information, refer to the notes on the Trust Account Level Bank Statement Entry, which is where the Central Bank Statement entries are captured. The principles for this level are exactly the same as those for the Property and Management Levels.





Bank Reconciliation Statement





Use this option to view the bank reconciliation for the Local Bank Account or accounts for the selected Agent/Business. It is relevant to any of the local Agent/Business Level bank accounts - 4117, 4116, 4115, 4114, 4113.

For more information, refer to the notes on the Trust Account Bank Recon, which is where the Central Bank Account is reconciled. The principles for this reconciliation are exactly the same as those for the Property and Management Levels.





Cash Book Reference Maintenance





Use this option to change the Cash Book Reference for a particular transaction.

The Cash Book Reference is used in reconciling the Bank Account to the Bank Statement, and sometimes needs to be corrected to achieve a reconciled situation.

This utility runs on all three levels of the program - Management, Agent and Property, automatically using the bank account for the relevant level.

For more details on how to use the facility and it's utilities, refer to Maintain Recon. Item on the Management Level.

The relevant bank account numbers are 4113,4,5,6 or 7 on the Property and Agent Levels, and 4155 or 4117 on Management Level.





Property Local Bank Account











Capture Bank Statements





Use this option to enter the Property's Local Bank Account Statement Entries. It is relevant to any of the Local (Property Level) Bank Accounts, i.e. 4117, 4116, 4115, 4114, 4113.

For more information, refer to the notes on the Trust Account Bank Statement Entry, which is where the Central Bank Account Statement Entries are captured. The principles for this level are exactly the same as those for the Property and Management Levels.







Bank Reconciliation Statement





Use this option to view the Bank Reconciliation for the Local Bank Account/s for a selected Property. This option is relevant to any of the Local (Property Level) Bank Accounts, i.e. 4117, 4116, 4115, 4114, 4113.

For more information, refer to the notes on the Trust Account Bank Recon, which is where the Central Bank Account is reconciled. The principles for this reconciliation are exactly the same as those for the Property and Agent Levels. 





Cash Book Reference Maintenance





Use this option to change the Cash Book Reference for a specific transaction.

The Cash Book Reference is used in reconciling the bank account to the bank statement and sometimes needs to be corrected to achieve a reconciled situation.

This utility runs on all three levels of the program - Management, Agent and Property, automatically applying to the relevant level's bank account.

For more details on how to use this facility and its utilities, refer to Cash Book Reference Maintenance on the Trust Account Management Menu.

The relevant bank account numbers for this facility are 4113,4,5,6 or 7 on the Property and Agent Levels.





Import or Export





This menu contains various import and export facilities that fully described in each section. 





Export Creditors EFTS Payment Batch - Property





This option will export the selected batch into the relevant bank format, or send the batch directly to Netcash. Please contact the Help Desk for more information.





Export Creditors EFTS Payment Batch - Agent





Enter topic text here.





Export Deposit Refund EFTS Batch to Standard Bank Format





This option will export all deposit refunds that were flagged as EFTS refunds into a Standard Bank EFTS file, which can be paid using Standard Bank software.



When running this option, all deposits flagged as EFTS refunds after the last time it was run, will be included in the EFTS bank batch that is created.



The following is an example of the export screen which requires the input of information as required by the bank:





[image: depREFefts]





Import Standard Bank M65 Batch





Enter topic text here.





Import ABSA Bank Statement





Enter topic text here.





Export Owner Payment Batch





This option will export the selected batch into the relevant bank format, or send the batch directly to Netcash. Please contact the Help Desk for more information.





Export Debit Order Batch





Once the debit order details have been entered on the unit record (How do I setup a debit order on a unit), a debit order unit receipt batch is raised and processed as follows:

1. Raise and post a debit order Unit receipt batch

In the Batch Number Field, enter 'DEBORD'. The system will ask for relevant information and run through the whole account or selected Agents as requested, and pick up the amounts to be recovered via. debit order. The effective date is the line date that must be reflected on the receipts.  

This type of batch is a system generated batch and will therefore, for security reasons, not allow amendments. If you need to make changes, delete the batch, effect the changes that you require on the Unit Record, and then rerun the batch creation process.

In month end cut off accounts, it is necessary to export the batch prior to posting it, because the debit orders are raised before month end while the money is usually only collected after month end, thus creating a false cash position at month end if the batch is posted. The batch should thus be posted on the relevant date after month end.

2. Export the batch into Bank format  

This facility is on the above mentioned menu.

If your account is linked to Netcash, your batch will be exported to Netcash when you run this option. If not, then this menu option exports a Unit Receipt Debit Order Batch into bank import format. The default format is that which is used by Standard Bank, but can vary depending on the account.

The information requested by the system during the export procedure, is the information that is required for inclusion in the bank format.  

e.g. bank user code, effective run date, and reference ( usually the Franchisee (Agent) name).

The exported file is saved on the server under the following directory, and named 'debord.511', where 511 was the batch number:

'/usr/bankexport/debord.511' - It can be retrieved to a local machine

The full path and file name appear on the successful export confirmation window.

Once this file is on the local machine, it can either be uploaded directly to the bank, or sent to the Agent's bank interface, depending on the specific arrangements with the bank.

3. Export the batch to Excel for reference purposes on any unpaid debit orders

The export format includes a reference field which is usually the one that a bank will return with the returned or unpaid debit order information. The ideal reference is the Unit Number, but the field length is not adequate to accommodate a full Unit Number, hence a numeric sequence of seven characters starting at 1 is used. An exported batch enquiry will provide a useful facility to look up the relevant Unit against which the receipt must be reversed.

To display the batch

Menu:  Enquiries and Searches, Related to your clients (Property),  Batch Enquiry  

Run and follow the prompts.

When the batch is displayed, type 'Ctrl and E' to export. Refer to How do I Export to Excel





Import Electricity, Water, Gas & Effluent Batch





This program imports a file that is usually supplied by a specialist meter reader, containing meter readings, dates and charges according to a predefined format. The format can vary from account to account - details can be obtained from the Help Desk.



Once the file has been received, it must be uploaded onto the server, using the FTP facility, into the /usr/elecw directory. Please read the notes on using the FTP facility 



When the program is run, it will display a list of files that have been uploaded, and are available for importing. Select the file that you want to import by entering on it, and then pressing the 'Esc'ape key:



[image: elecwimp1]



The following selection window will appear:



[image: elecwimp2]



1. The filename will be auto completed based on your selection in the previous screen.

2. File format selection - usually enter 'Y'. Contact he Help desk for more information here. The following flags, contained in the imported file, indicate what type of charge is being raised -



E - Electricity

W - Water

G - Gas

F - Effluent



3 - 6. Select general ledger accounts to which the entries will be posted. The above are defaults that can be changed.



A report with relevant batch numbers and exceptions will be produced. Review the report and take the necessary steps to correct exceptions.  



The unposted batches (after any corrections), should be posted using:



Electricity - Unit Electricity Batch screen

Water - Water Batch Screen

Gas - Unit Adjustment Batch

Effluent - Unit Adjustment Batch





Import and Create Batches





Menu containing utilities to import data and create unposted batches.





Import Data and Create a Property Sundry Payment Batch





This utility creates an unposted Property Sundry Payment, from valid information contained in a spreadsheet.  



Click here for more information on using this facility.



The information must be organised in the same way as the example in the relevant template for this type of batch (Click on the link above to view the templates).



The import will create a batch for all transactions that match the validation criteria, and report all of those that do not. The batch can then be posted using the relevant batch screen.



The validations for this type of batch are:



1. Valid Property number

2. Cash book flag will be set to relevant properties cash book flag.

3. Any imported Vat flags of Y will be changed will be changed to N if the properties Vat flag is N.

4. The amount must not contain decimals (Check the amount properties in Excel to ensure that no hidden decimals exist)

5. Any maintenance will be allocated to Common (COM) for the tracking system.





Import Data and Create a Property Creditors Journal Batch





This utility creates an unposted Property Creditors Journal Batch, from valid information contained in a spreadsheet.  



Click here for more information on using this facility.



The information must be organised in the same way as the example in the relevant template for this type of batch (Click on the link above to view the templates).



The import will create a batch for all transactions that match the validation criteria, and report all of those that do not. The batch can then be posted using the relevant batch screen.



The validations for this type of batch are:



1. Valid Property number

2. The creditor must be valid and active on the relevant property.

3. Any imported Vat flags of Y will be changed will be changed to N if the properties Vat flag is N.

4. The amount must not contain decimals (Check the amount properties in Excel to ensure that no hidden decimals exist)

5. Any maintenance will be allocated to Common (COM) for the tracking system.

6. No check will be made to see if the document number has been used before.

7. Any transactions containing Nnla's that are set up to auto recover from units, will be rejected.







Import Data and Create a Unit Journal Batch





This utility creates an unposted Property to Unit Journal Batch, from valid information contained in a spreadsheet.  



Click here for more information on using this facility.



The information must be organised in the same way as the example in the relevant template for this type of batch (Click on the link above to view the templates).



The import will create a batch for all transactions that match the validation criteria, and report all of those that do not. The batch can then be posted using the relevant batch screen.



The validations for this type of batch are:



1. Valid Property and Unit number (Not a marketing unit)

2. Any imported Vat flags of Y will be changed will be changed to N if the properties Vat flag is N.

3. The amount must not contain decimals (Check the amount properties in Excel to ensure that no hidden decimals exist)









Import Data and Create an Agent to Unit Journal Batch 





This utility creates an unposted Agent to Unit Journal Batch, from valid information contained in a spreadsheet.  



Click here for more information on using this facility.



The information must be organised in the same way as the example in the relevant template for this type of batch (Click on the link above to view the templates).



The import will create a batch for all transactions that match the validation criteria, and report all of those that do not. The batch can then be posted using the relevant batch screen.



The validations for this type of batch are:



1. Valid Property and Unit number (Not a marketing unit)

2. Any imported Vat flags of Y will be changed will be changed to N if the Agent's Vat flag is N.

3. The amount must not contain decimals (Check the amount properties in Excel to ensure that no hidden decimals exist).

4. The agent number will default to the properties agent.





Import data and Create a Unit Receipt Batch





This utility creates an unposted Unit Receipt Batch, from valid information contained in a spreadsheet.  



Click here for more information on using this facility.



The information must be organised in the same way as the example in the relevant template for this type of batch (Click on the link above to view the templates).



The import will create a batch for all transactions that match the validation criteria, and report all of those that do not. The batch can then be posted using the relevant batch screen.



The validations for this type of batch are:



1. Valid Property and Unit number (Not a marketing unit)

2. The amount due will be allocated first to Agent balances, then to Deposit balances and any remaining amount to the Property..

3. The amount must not contain decimals (Check the amount properties in Excel to ensure that no hidden decimals exist)





Import data and Create a Unit Electricity Batch





This utility creates an unposted Unit Electricity Batch, from valid information contained in a spreadsheet.  



Click here for more information on using this facility.



The information must be organised in the same way as the example in the relevant template for this type of batch (Click on the link above to view the templates).



The import will create a batch for all transactions that match the validation criteria, and report all of those that do not. The batch can then be posted using the relevant batch screen.



The validations for this type of batch are:



1. Valid Property and Unit number (Not a marketing unit)

2. Any imported Vat flags of Y will be changed will be changed to N if the properties Vat flag is N.

3. The amount must not contain decimals (Check the amount properties in Excel to ensure that no hidden decimals exist)





Specialised Agent Debtors





Enter topic text here.





Open Item Debtors





This menu contains the various options for the operation of open item debtors, which operates on the Agent/Division level. An Agent or Business would have to have already been setup, to use these facilities - Refer to Maintain/Setup Agent on the Management Debtors menu. Refer to Open Item Debtors for a system overview. There are various stationery options for invoices and statements - please consult the help desk for more information.



An overview of the menu options follows:



Setup - Setup menu, Debtors Masterfile and Take-on balances.



Charging and Crediting - Sundry invoices, Sundry credit notes, Sundry journal batches and Raise interest on arrears.



Receiving or refunding money - Sundry receipt and Sundry refund batches.



Reporting and enquiring - Print statements, Print Standard Journal Invoices, Age analysis, Debtors balance report, Reprint Invoices/Credit notes, Salesperson enquiry and Batch enquiries.









Setup Menu





This menu contains setup programs for Invoice codes, Salesman names and Divisions.





Invoice Codes





This is a utility that creates codes, per Business, that when entered in the Sundry Invoice or Sundry Credit note screen, will automatically insert the default description, and post the income side of the entry to the nominated general ledger account.



After selecting the relevant business number, enter your preferred codes as can be seen from the sample screen below: 
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The system will restrict the General ledger codes to numbers between 5901 and 5999.





Salesman Masterfile





Capture codes and the names of salespeople. Each debtor can have a sales person linked to it. All transactions to a debtor will also be attributed to the relevant salesperson and be reported using the relevant enquiry program.



If no salesmen are to be captured, then capture and use the GEN category as in the example below:  
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Debtors Divisions







Setup division if you want to divide sales into the relevant categories. Each debtor will have to be linked to a division. Use 11 if no specific divisions are to be created, as in the example below:  
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Debtors Master File





Use this screen to setup and maintain business debtors which run in the Open item environment.
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Fields:



1. Enter the relevant business number.

2. After entering the business number, the name of the business will appear for confirmation. It cannot be edited here.

3. Enter the debtors account number, that you wish to edit or maintain. Press 'F2' to view a list of all available accounts.

4. After selecting the debtors account number, the name will be displayed for confirmation.

5. Press 'F3' to enter the name and postal address for statements and invoices.

6. Press 'F3' to enter the delivery address for the supply of services and products.

7. Press 'F3' to enter Contact information for the debtor - Telephone and fax numbers, e-mail address etc. 

8. Enter the division for the debtor as setup in the Setup menu.

9. Enter 'Y' if your business is registered for VAT, and the debtor is to be charged VAT. If for an unusual reason sales to this debtor would be exempt from VAT, enter N. This default setting will not be able to be overridden in the invoicing screens.

10. Enter 'O/I' for this debtor to be an Open item Debtor, or B/F for it to be a brought forward type debtor. O/I is the only setting available in this section.

11 and 12. Can be ignored in the property system environment.

13. Enter the salesperson that usually manages this debtor, as setup in the Setup menu.

14.,15,16. Can be ignored in the property system environment.

17. Enter the annual interest rate to be charged to the debtors on overdue balances. The rate can be an actual percentage, or a rate relative to the system prime rate eg. P+2.

Refer to Raise Interest on Arrears

18. Enter the normal payment terms - eg. '30' days, '60' days etc.

19. Press 'F2' to view an overview of the debtors sales etc.

20 to 30. Can be ignored in the property system environment. 

31. Enter the clients VAT number which will be printed on the invoices for the client.





Take-on Balances





Use this screen to capture the details and amounts of the items that make up the balance due by a debtor when taking it on for the first time. This is generally used when the system is first employed to manage the debtors for the relevant business.



The following screen is an example of the screen:
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Note that there would normally be no VAT, and that you should choose a relevant general ledger account tat would contra out against your opening accounting entry.



Enter the invoice numbers or other references that make up the opening balance under the Inv. No. column.





Sundry Invoices





Use this screen to produce a general type invoice to a customer, for goods or services supplied. It can be use to produce a multi lined invoice to one debtor of one business. The entry will be posted to 4168, Debtors control, and to the relevant income account.



The following is an example of the Sundry invoice screen:
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1 and 2 - Enter the relevant business number from which you wish to invoice.  

3 and 4 - Enter the Debtors number whom you wish to invoice or press 'F2' to search all debtors linked to the selected business.

5 - The salesperson setup on debtors masterfile will be the default value, but can be changed to any salesperson.

6 and 7 - not generally used in the property environment.

8 - Only the Cash or Current period is available in the sundry invoice screen. This is the period into which this transaction will be posted. The Billing or next period is also available in the Standard Journal batch.  

9 - This will be the VAT rate selected in the debtors masterfile for this debtor.

10 - Enter the invoice details as per the screen requirements:

10.1 - The Code is any Invoice code as setup in the Setup Menu, Invoice Codes. The default description will be displayed, but can be changed. The income will be posted to the general ledger code setup in the setup menu.  

10.2 - Enter the line amounts EXCLUDING VAT. The system will add the VAT.



When all lines are completed, press '.', and 'F' to file the invoice. The invoice will either print or be e-mailed ( if an e-mail address is entered on contact information). The system generated invoice number will be displayed after printing,which will be prefaced by a capital I, followed by a unique number, eg: I21222



The debtors balance (prior to the present invoice) and ageing will be displayed at the bottom of the screen for reference purposes.  







Sundry Credit Notes





Use this option to issue a credit note for an adjustment to a previously issued invoice. The following screen is an example of the credit note screen:
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1 and 2 - Enter the relevant business number from which you wish to issue the credit note.  

3 and 4 - Enter the Debtors number whom you wish to credit or press 'F2' to search all debtors linked to the selected business.

5 - The salesperson setup on debtors master file will be the default value, but can be changed to any salesperson.

6 - Not generally used in the property environment.

7 - Enter the invoice number in respect of which you wish to issue the credit note. 

8 - This will be the VAT rate selected in the debtors master file for this debtor.

9 - Enter the credit note details as per the screen requirements:

9.1 - The Code is any Invoice code as setup in the Setup Menu, Invoice Codes. The default description will be displayed, but can be changed. The income reversed will be posted to the general ledger code linked to the code, as setup in the setup menu.  

9.2 - Enter the line amounts EXCLUDING VAT. The system will add the VAT.



When all lines are completed, press '.', and 'F' to file the credit note. The credit note will print after filing it. The system generated credit note number will be displayed after printing. 



The debtors balance (prior to the present credit note) and ageing will be displayed at the bottom of the screen for reference purposes.





Sundry Receipt Batch





Use this option to receipt payments from debtors. Many receipts can be captured on one screen, with each payment being allocated to an invoice. Remember that the 'Ref'erence is the cash book reference, which will help when you do your bank reconciliation. If the whole batch will be banked on one deposit slip, use the same reference number for all lines in the batch.



The following is an example of the receipt screen:
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In the above example, the invoice number was known and entered. The batch total would have to be corrected before the batch would post. The 'Ref' column is the Cash Book reference. The 'Det' column describes the type of receipt - CA - Cash, CH - Cheque etc. The Nnla is the default bank account from the business. Enter the net amount received and any settlement discount given, to make up the total credit.



The series of screens below reflect the use of the 'F2' drill on the invoice number field. After pressing 'F2', and selecting or searching for a debtor, all unmatched entries for the debtor are displayed: 



[image: abdoiREC1]

Select the invoices being paid, and enter the amounts in respect thereof:
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Enter the reference and details for each receipt:
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The receipt screen will be populated as below and can be edited before posting:
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Sundry Journal Batch





Use this option to adjust an invoice amount, usually to correct an error. The journal will have the same reference number as the related invoice.



The following is an example of the Sundry journal batch screen:
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After entering 'NEW' for the next available batch number, any default description, and the batch total, enter the relevant business number.



Then enter the invoice number that you wish to adjust, and capture the details as required. Use an Nnla that is relevant to the type of adjustment. This is usually the same one as the original invoice, which you should ascertain before starting the journal process. 





Sundry Refund Batch





Use this option to capture refunds to debtors. Many refunds can be captured on one screen, with each refund being allocated to an invoice. Remember that the 'Ref'erence is the cash book reference, which will help when you do your bank reconciliation. This will usually be the fund cheque number. If the whole batch is refunded using one cheque, use the same cheque number for all lines in the batch.



The following is an example of the refund screen:
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Refer to the Debtors Open Item Sundry Receipt Batch for more information, having regard for the fact that a Refund is the opposite of a Receipt.







Raise Interest on Arrears





This program raises interest on arrear balances due by debtors, which are run in the Open Item debtors environment.



Interest is calculated based on the relevant interest rate, the outstanding balance at the selected date, and considering the terms allowed to the debtor. The rate and terms are setup on Debtors Master File .



The balances on any period earlier than allowed terms, will be charged interest as above. Any payments received beyond the terms of the relevant invoice, but applied to that invoice bringing the balance on that period to zero, will attract interest and be described in the batch as late payment interest.



Eg. If the requested period is Oct, 2001, and the debtors terms are 30 days, interest will be calculated on any balances in periods prior to and including August 2001. October would be current, and September 30 days. 



The program will produce an on screen schedule showing the debtors account number and the amount of interest, which can be printed by pressing 'Ctl F'. On 'Esc'aping from the schedule, you will asked if you would like to build a batch. If 'Y' is selected, a Standard Journal Batch will be produced. More details of the calculation of the interest will be included on the description lines of the batch. Call the batch up, by using it's number, in the Standard Journal Batch screen, and post it.











Standard Journal Batch





This program is used to produce the equivalent of an invoice, charging a debtor for services rendered or goods supplied. It is aimed at facilitating regular or standard billing to customers, which is usually run monthly. eg. Monthly contract fees for security services. Batches can be captured and repeated without having to recapture the details. They can be posed into the Billing (next) period, or into the current period, as opposed to invoices that can only be posted to the current period. This is to facilitate advanced billing for fixed amounts.



The normal process is to capture a new batch, or recall an old batch, post it, and then print the invoices from the batch. You can either print all of the lines in the batch, or a selected range of lines. You can also automatically reverse a whole batch, creating new or holding the old references. Invoices produced from this program are automatically numbered, which number will be prefaced with an 's'.



The following is an example of the capture screen:
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1 - Enter 'NEW' for the next batch number, or 'BATCH123' to recur an old batch (more details below).

2 and 3 - Enter a default description and total amount for the batch.

4 - Enter 'C' to post the transactions to the Current period, or 'B' to the Billing or next period. 

5 - Press 'F2' on Business and Account No to select and search as appropriate.



When complete, press a '.' and file and post the batch. Use Print Standard Journal Invoices to print the invoices as required.



The following are examples of calling up and repeating a previously used batch. You can trace a previous batch by using batch enquiry, or drilling in on the GL account 4168 (Business Debtors Control) on a trial balance of a relevant business.
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If you choose to reverse the amounts, you will be asked if you wish to hold the original references, and contra and match the original invoices, or if you wish to create new invoices with a negative value:
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Print Statements





This option will either print or display statements for open item debtors. It is also used as a tool when an analysis of a debtors account. The following is an example of the statement selection screen which runs after section of this option:
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1. Enter your business number or 'F2' to select.

2. Enter required Customer number or 'ALL' to select all customers.

3, 4 and 5. Enter a Cash period, eg. 200403, to print or display all transactions in that period (with a the balance at the end of it), together with any unmatched transactions from earlier periods. If you require a statement or statements for a longer or shorter period, delete the default period in line 3, and enter your required period in lines 4 and 5.

6. Enter a printer number or leave blank to display statements, as in the example below:    
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If you choose to view 'ALL' statements, they will display one after the other. After you press 'Esc' to move to the next statement, the following message will display:   
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Enter 'Y' to move to the next statement, or 'N' to exit.







Print Standard Journal Invoices





This option prints invoices for a particular Standard Journal Batch, or for certain lines from a batch. The following is an example of the selection screen:
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If the whole batch is printed, then all lines for one debtor will be printed on one invoice. If a selected range is printed, each line will print on a separate invoice,even if it is all for one debtor. 





Age Analysis





This program displays or prints an age analysis of outstanding debtors based on the line date of each outstanding transaction. This report might not balance back to the balance on the debtors control account, due to the inclusion or exclusion of transactions based on their line date, and not the financial period into which the entry was posted. The Debtors Balance Report will produce a list of debtors that will balance to the debtors control account.



The following is an example of the selection screen:



[image: abdoiSTAT]



1. Enter the relevant business number or enter 'SELECT' to choose from a list of businesses. If you select more than one business, a 'F'ull or 'S'ummary report will be displayed for each selected business, one after the other. A 'C'ombined report will show a total line only on one report for each selected business.

2. Enter the date to which you wish the report to run.

3. Enter the number of periods you wish to show in the report, going backwards from the 'To date'. This value must be 4 and 12 months.

4. A 'D'etail report adds a line with the contact information for the debtor to each debtor displayed in a 'S'ummary report. A 'C'ombined report will show a total line only for each selected business, on one report.

5. Enter a printer number to print, or leave blank to display the report.  







Debtors Balance Report





This report displays or prints a list of balances due by debtors, based on the period to which the relevant transactions were posted. This list will balance back to the balance on the debtors control account in the general ledger.



The following is an example of the selection screen:
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1. Enter the relevant business number or enter 'SELECT' to choose from a list of businesses. If you select more than one business, the report will be displayed for each selected business, one after the other.

2. Enter the date to which you wish the report to run.

3. Enter the number of periods you wish to show in the report, going backwards from the 'To date'. This value must be 4 and 12 months.

4. Enter a printer number to print, or leave blank to display the report.  





Reprint Invoice or Credit Note 





Run this program to reprint or resend the e-mail version of a previously printed etc. document. The following is an example of the selection screen:



[image: abdoiINVcNreprint]









Salesperson Enquiry





This enquiry will give a summary of sales for all salespeople setup, for a rolling twelve month period. The sales are based on invoices and credit notes issued to debtors, grouped by the salesperson setup on the Debtors Masterfile, or as entered while capturing invoices or credit notes.



The following is an example of the selection screen:
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The following is an example of an enquiry:
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Debtors Receipt Batch Enquiry





Enter a batch number to view the details of the batch. To find a batch number - find the entry on the Business Debtors Control account (4168) on the relevant trial balance. The batch number is recorded at the beginning of the line.
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Debtors Journal Batch Enquiry





Enter a batch number to view the details of the batch. To find a batch number - find the entry on the Business Debtors Control account (4168) on the relevant trial balance. The batch number is recorded at the beginning of the line.
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Contract/Loan Debtors





These menus relate to a debtors accounting system that integrates with the Agent/Business level general ledger. It is aimed at regular type monthly billings with few sundry billings. It is a Balance Brought Forward (as opposed to an Open Item) system. Transactions are not matched against each other, and are allocated to the current or next (billing) period. 



Each Agent/Business has individual debtors linked to it. Each debtor has a Fee Structure - Table of regular billing that is often based on a service contract - which allows for future contact amounts to be captured in a similar way to a property lease agreement.



This system contains a Loan system, which has various utilities that recover and administer a loan to a debtor over a period of time, charging a daily based interest rate. 



An overview of the operation of the system follows, with the variations for the Loan facilities described at the end:



Assuming that the Business had been setup,



Setup -



l Setup codes to track sales per Salesperson using Setup Salesperson Codes (Contract/Loan)



l Setup individual debtors using Debtors Master File (Contract/Loan)





Process transactions -



l Pass sundry adjustments and charges using Sundry Journal Batch (Contract/Loan)



l Raise regular monthly charges using Raise Monthly Fees (Contract/Loan) 



l Capture receipts and raise debit orders using Sundry Receipt Batch (Contract/Loan)





Report and Print



l Print monthly debtors statements using Print Statements (Contract/Loan)



l Print or display a summary of all debtors accounts per business using Contract Debtors Roll 



l Print invoices using Print Journal Invoices (Contract/Loan)





Enquire



l Batch inquiries using Sundry Receipt Batch Enquiry and Sundry Journal Batch Enquiry







In addition to the above, the following are Loan System functions:



Setup



l Setup and maintain the current prime rate used as a base for interest calculations, using Maintain System Loan/Contract Debors Interest Rate



l Loan debtors account numbers must begin with LOAN. - for example, LOAN.JJ1 or LOAN.GH - Using LOAN. as a prefix for each loan debtor automatically invokes Loan system treatment of the relevant debtor. 





Process transactions



l After the loan debtor has been setup, the loan advance is 'taken on' by typing 'LOAN.TAKEON' in the Sundry Receipt Batch (Contract/Loan)



l Interest is raised by typing 'LOAN.INTEREST' in the batch number field, instead of 'NEW', in the Sundry Journal Batch (Contract/Loan)



l Debit orders are raised by typing 'DEBORD' in the batch number field, instead of 'NEW', in the Sundry Receipt Batch (Contract/Loan)





Debtors Master File (Contract/Loan)





This menu item allows the setup or maintenance of a contract or loan debtor. An example of the screen is displayed below:



[image: aCLdrsmf1]

Business - Enter the Business number of Click on 'Select/Drill' (F2) to select off a list.

Drs Acc No - Enter the debtors account number, using an existing number to maintain, or a new number to create a new account. If the number is preface with the word 'LOAN.' , then the debtor will be treated as a Loan debtor. Click on 'Select/Drill' (F2) to search, as seen in the display below: 
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After selecting the debtors account number, the name will be displayed for confirmation.



If the debtor is a loan debtor, 
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Then the initial loan details can be captured in the window that pops up for completion, and example of which is displayed below:
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A loan schedule will be displayed, and can be exported, after filing the above information:
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Address Post - Click on 'Sub-Enter' (F3) to enter the name and postal address for statements and invoices.

Address Del - Click on 'Sub-Enter' (F3) to enter the delivery address for the supply of services and products.

Contact - Click on 'Sub-Enter' (F3) to enter Contact information for the debtor - Telephone and fax numbers, e-mail address etc. 

Division - Enter the division for the debtor as setup in the Setup menu.

VAT - Enter 'Y' if your business is registered for VAT, and the debtor is to be charged VAT. If for an unusual reason sales to this debtor would be exempt from VAT, enter N. This default setting will not be able to be overridden in the invoicing screens.

Open or B/F - Enter 'O/I' for this debtor to be an Open item Debtor, or B/F for it to be a brought forward type debtor. B/F is the only setting available in this section.

Order System and Pick Slip - Can be ignored in the property system environment.

Salesperson - Enter the salesperson that usually manages this debtor, as setup in the Setup menu.

Area code, Type and Class - Can be ignored in the property system environment.

Interest - Relevant to Loan Debtors. Enter the annual interest rate to be charged to the loan debtor on the outstanding balance. The rate can be an actual percentage, or a rate relative to the Loan Prime Rate eg. LP+2, LP-1. The Loan Prime Rate is setup on Maintain Loan System Prime Rate on Management System Functions Menu. Refer to Sundry Journal Batch for information on the raising interest. 

Terms - Enter the normal payment terms - eg. '30' days, '60' days etc.

Performance - Click on Select/Drill (F2) to view an overview of the debtors account:
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And 'Select/Drill' (F2) on a month for the transactions:
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Or 'Select/Drill' on the Total line for a twenty four month transaction history.







Deb order - Only applicable to Loan debtors. Click on 'Sub enter' (F3) to enter bank and amount details if the instalments are to be collected via. debit order. The system amount is the amount that is required to be paid in terms of the original loan schedule. A higher amount may be entered in the Over ride amount, which will be charged to the debtor if captured. Refer to Sundry Receipt Batch (Contract/Loan) for more information on processing debit orders. The system amount can be automatically updated to adjust to interest rate changes and advanced capital payments - Refer to Review/Update Loan Debit Order



Fee Structure - Click on 'Sub Enter' (F3) to capture details of fixed amounts that will be billed to debtors. These are usually amounts in terms of a contract with the debtor. Future amounts can also be captured with the relevant dates captured in the entry screen, an example of which is displayed below:
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The amounts above will be raised as a Sundry Journal when Raise Monthly Fees (Contract/Loan) is run





Trade Disc, Settlement Disc, Stop Supply, Credit Limit, Sort, Credit control and Deliv can be ignored in the property system environment. 



Vat Reg No - Enter the clients VAT number which will be printed on the invoices for the client.



Property No - If the Loan Debtor is also a Property on the system, enter the property number here. Any receipt or payment processed through the Sundry Receipt Batch screen will be automatically replicated in the books of the relevant property. (Posted to GL code 2199)





Sundry Journal Batch (Contract/Loan)





This screen is used to process any adjustment, charge or billing to a Contract/Loan debtor. It will debit or credit the debtor, based on amount captured. The Raise Monthly Fees (Contract/Loan) program will produce an unposted journal batch to post using this screen.



Any adjustments to a Loan debtor, will be used to calculate interest on, when interest is raised for the debtor. The Date is very important in the Loan debtors environment, as the entry will attract interest from that date. There is special functionality for Loan interest, which is described below.



The following image is an example of the Sundry Journal Batch screen: 
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Batch No - Type 'NEW' or an unposted batch number. Refer to the notes on loan interest below.

Description - Type in a default description which will copy to each new line of the batch. Can be left blank.

Amount - Enter the total amount of the batch to be captured.

Period - Enter the accounting period that you would the entry to be posted to in the general and debtors ledger. It must be either the 'C'ash (Current) or 'B'illing (Next) period.

Type - Accept the 'J' default



Business No - Enter the Business Number or click on 'Select/Drill' (F2) to select off a list.

Acc No - Enter the Debtors Account Number or click on 'Select/Drill' (F2) to select off a list.

Ref - Enter a reference, usually your initials. 

Description - Enter a description for the line, which will print on the invoice.

Date - Enter the date for the line. Remember that this is important for interest calculations on Loan debtors. The entry will post to the period selected above in the general ledger.

Vat Flag - Enter 0 or 14. Entering 0 would not charge VAT on the amount.

Nnla - Enter the income/expense code that you would like the transaction to post to. The other side of the entry (Which is to 4169 -Contract Debtors Control) will be posted by the system.

Amount - Enter the amount to be posted to the debtor, inclusive of VAT. The system will allocate the VAT based on the VAT flag setting.



When complete, click on 'File' and post the batch. 





Invoices can be printed for these adjustments using Print Journal Invoices (Contract/Loan), based on the batch number.





By typing 'LOAN.INTEREST' at the batch number prompt, a batch raising interest on all transactions to which interest has not been applied, will be created. Interest will be raised from the transaction date to the selected 'To date' when running the calculation. The following screen displays demonstrate the process:
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The 'P'review process will list the proposed interest transactions, and then lead you into the live raising if you wish to proceed. 
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Usually enter 'ALL' to cover all loan debtors. The Year and Month is the accounting period into which the interest transactions will be posted. It is generally correct to run this interest at the end of a month, choose that month as the posting period, and use that month end date as the 'Int to Date'.
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The above is an example of the preview of the transactions to be raised. On closing this window, the choice to perform a live run will be given:
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The live run will require the same choices as for the preview run. Remember to check the 'To date' when running the live interest raise. It will not pick up the Preview 'To date', and will default to the current date.
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If you are satisfied that the batch produced is correct, File and Post it. In order to maintain a control over the transactions to which interest has not been applied, you will not be able to raise another interest batch until the previous batch has been Posted or Deleted. A message disclosing the unposted batch number will be displayed, giving you the option to post it or to delete it, before running the next batch.





Sundry Receipt Batch (Contract/Loan)





This screen is used to capture any receipt from a Contract or Loan debtor. It is also used to process Loan take on's and debt orders. As this is a Balance Brought Forward system, receipts are not allocated against invoices/adjustments. If the Loan Debtor is also a Property on the system, enter the property number on the Debtors Master File screen. Any receipt or payment processed through this screen will be automatically replicated in the books of the relevant property. (Posted to GL code 2199)



The line date of transactions is important for Loan debtors, as that is the date from which interest is calculated.



The following is an example of the receipt screen:  
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Batch No - Type 'NEW' or an unposted batch number. Refer to the notes on Debit Orders and Loan takeons below.

Desc - Type in a default description which will copy to each new line of the batch. Can be left blank.

Amt - Enter the total amount of the batch to be captured.

Period - Will always be the 'C'ash period.



Business No - Enter the Business Number or click on 'Select/Drill' (F2) to select off a list.

Acc No - Enter the Debtors Account Number or click on 'Select/Drill' (F2) to select off a list.

Ref - Enter the reference that will be used for bank reconciliation purposes.

Desc - Accept the default or enter a line description as required.

Date - Enter the receipt date. Remember that interest will be calculated using this date in a loan debtors case.

Nnla - This is the cash book account, and will default to the business default as set up.  

Gross Amount - Enter the amount of the receipt for the debtor.



When complete, click on 'File' and post the batch.





Additional facilities for Loan debtors are as follows:



l Initial loan take on.



Once a loan, or many loans have been taken on, by typing 'LOAN.TAKEON' in the batch number field, a negative value Sundry Receipt batch will be produced by the system. The date, cash book reference and amount is based on the information captured when the Loan debtor was set up using Debtors Master File (Contract/Loan).  



An example of the selection screen and a batch created by the system are displayed below. The Nnla is the cash book from which the advance to the debtor was made. It will default to the cash book used when the business was setup.



[image: aCLs REC1]



[image: aCLs REC2]





l Debit orders



By typing 'DEBORD' in the batch number field, the system will scan the loan debtors of the selected Agent/Businesses, and produce an unposted Sundry Receipt Batch, which can be exported and uploaded to your bank. The amounts used will be the system instalment, or override amount (if it is higher), as per the original loan schedule and debit order field in Debtors Master File (Contract/Loan). An example of the election screen is displayed below:  



[image: aCLs REC3]







Print Statements (Contract/Loan)





This option will print or display a statement per debtor, as selected. If the printer number is left blank, then the statement/s will be displayed on the screen. The billing period is the month in respect of which you want the statements to be displayed/printed.



Remember that this is a Balance Brought Forward system. There will be a balance brought forward, transactions for the month, and a balance carried forward. An example of the selection screen is displayed below:





[image: aCLpSTAT]





Print Journal Invoices (Contract/Loan)





This option will print tax invoices for journal charges to debtors from a Sundry Journal Batch (Contract/Loan). There are various stationery options for these invoices - contact the Help Desk for more information. The following is an example of the selection screen: 



[image: aCLprintINV]

If the Batch Line No('s) field is left blank, one invoice per debtor will be printed. All of the entries in the batch for each debtor, will be printed on one invoice. If lines are selected, only those will be printed, applying the aforementioned rules.



If the invoices have already been printed, various date options will be given which are self explanatory. 





Raise Monthly Fees (Contract/Loan)





This option produces an unposted Sundry Journal Batch (Contract/Loan), charging debtors the amounts setup in the Fee Structure of the Debtors Master File (Contract/Loan). The following is an example of the selection screen:



[image: aCLfeeR1]

A summary of the fees to be raised will be displayed, as in the example below:



[image: aCLfeeR2]

On exiting, the following choice will be offered:



[image: aCLfeeR3]

The batch number will be displayed on exiting.



[image: aCLfeeR4]





Setup Salesperson Codes (Contract/Loan)





Use this option to maintain the table of salespeople. These codes can be entered when setting up a debtor using Debtors Master File (Contract/Loan) and records the salesperson who is linked to a debtor.



The following is an example of the table: 



[image: aCLsales]





Review/Update Loan Debit Orders





This option allows the automatic update of the system debit order amount to adjust to an interest rate change, or capital balance adjustment, or both, ensuring the loan repayment according to it's original term.



The following is an example of the selection screen:



[image: aCLrevDO1]



If 'Interest Only' is set to 'N', the update will calculate the amount necessary to repay the current balance, at the current interest rate, over the remaining period of the loan.



If 'Interest Only' is set to 'Y', the update will adjust the system debit order amount to reflect only the changed interest rate, ignoring the current balance.



[image: aCLrevDO2]  

Select the debtor or debtors you want to update, by clicking or entering on them, clicking on File and updating.







Contract Debtors Roll





The Contract Debtors Roll displays the transactions between the Business and it's Contract Debtors for a month at a time.



This window is where the choices are made, as to the way that the Contract Debtors Roll is displayed:  



[image: aCLdrsROLL1]



The report is only available for a rolling twelve month period, the billing period being the latest date. Any recovery necessary can be done from general ledger 4169, where the transactions are available for 36 months.



Contract Debtors Rolls are sorted by account number, unless the Unit Alpha sort flag is set to Y. Then the sort order will be alphabetic, based on the debtors name.



All figures are inclusive of VAT. The rentroll will by default display the inclusive figures, with a note of the total amount of VAT included. If the VAT column separate flag is set to Y, then the figures will all be displayed excluding VAT, with the full amount of VAT charged per debtor shown in a separate column. 



A Full Contract Debtors Roll , with all transactional detail:



[image: aCLdrsROLL2]



A Summarised Contract Debtors Roll will have one line per debtor, the detail suppressed. 



A Combined Contract Debtors Roll will have one line per Business, containing the totals of each Business.





Sundry Receipt Batch Enquiry





Enter the batch number to display the details of the selected batch. 





Sundry Journal Batch Enquiry





Enter the batch number to display the details of the selected batch. 





Cashier





The programs that comprise this menu, constitute a till control and unit receipting system. It facilitates the controlled taking, receipting and banking of amounts received from unit debtors.



The system can only be used in a central banking structure. Any other cash book flags will be defaulted to central banking during any aspect of the cashiering process. One of the advantages of this system, is that the cashier only banks into one bank account, the system allocating funds between Agent, Unit and Property. In local banking environments, the cashier would have to divide up the receipts, and bank them separately into the various entities bank accounts - normal Unit Receipt batches can be used for this.



Cashiers are setup, with their opening floats. The first receipt that they process will begin their first cycle. Each cycle can be cashed up and banked. 



The system will allow the accurate tracking of actual cash coinage. If cash receipts are captured in detail ie. each denomination separately recorded., then coinage correct float and banking information will be tracked. This does slow the receipting process down, and is generally not used. The total amount of cash received is entered in the quickest way, and the total amount of cash reconciled, ignoring the coinage information.



Cashiers are setup using Setup Cashier.



Transactions are processed using Standard Till Receipt, Deposit Till Receipt and Deposit Till Receipt Reversal.



Floats are controlled by using Cheques cashed, IOU's in and out, Float Increase and Float Decrease.



Cycles are controlled using Cashing Up, Cash Up enquiry and Cash Up audit trail.













Setup Cashier





This option sets up a cashier. Each cashier needs to be set up prior to being able to operate as a cashier, and needs to be linked to an agent.



The following is an example of the setup screen:



[image: PcbCASHsetup1]

1. Enter an exiting login to setup the user as a cashier.

2. Enter 'R' or 'D' depending on the deposit system employed. 'R' is for rental trust system and 'D' for the deposit trust system. The difference between the two systems is simply the bank accounts into which tenant deposits are first banked into. They always land up held in the 'Deposit Trust Bank Account', but are banked first into the 'Rental Trust Bank Account' in the 'R' system, and directly into the 'Deposit Trust Bank Account' in the 'D' system. the 'R' system is generally used, as it makes the practicality of banking far simpler, the cashiers only dealing with one bank account.

3. Each cashier must be linked to an agent - The system will, by default, put through any cash shortage/surplus and float change entries in this agents books.

5. Press 'F3' to enter details of the cash included in the cashiers opening float, as seen in the example below:



[image: PcbCASHsetup2]

6. Press 'F3' to enter the details of any other amounts that make up the cashiers opening float, as in the example below:



[image: PcbCASHsetup3]

This is usually used for any IOU's which might be allowed by a company. The flag field is user defined, to describe the type of item.





Standard Till Receipt





This option is used to record and allocate receipts from unit occupants, and issue a printed receipt if required. The following is an example of the standard receipt screen:



[image: PcbCASHstdTill1]

1 and 2. Enter the Property number, press'F2' to select of a list, or type the first few letters of the property name to search.

3 and 4. Enter the unit number, or select or search as in 1. above. A message will be displayed to confirm into which bank account the receipt needs to be banked. This is based on the default bank account setup for the property on Maintenance - Property and the deposit system used by the agent:



[image: PcbCASHdepTill1]

6. The Cash book reference will be automatically allocated and be the same for each receipt in the cashiers cycle.



After the amount is entered, a message will be displayed if the outstanding amount (displayed in field 5) is less than the amount being receipted, in case of an error in the unit number:



[image: PcbCASHstdTill2]

If the amount due includes amounts due to the Agent or for a unit deposit, then you will be called to allocate the receipt between these areas according to your company policy, as in the example below:



[image: PcbCASHstdTill9]

Note that the amount due is greater than the amount paid in the above screen. The system will allocate the receipt, but give you the option to reallocate as you will. As long as the total agrees to the amount receipted, you will be allowed to proceed. This screen can be used to re-allocate amounts between the various parties, by doing a 'Nil' receipt, and allocating between the parties. Refer to the Agent to Unit and Deposit billing sections for more information. The following is an example based on the receipt screen above:  



[image: PcbCASHstdTill10]





After the amount is entered in field 10, enter the details of which negotiable instruments make up the amount tendered, by pressing 'F3' on the relevant field - Cash, Cheque, Card and Change: 



The cheque entry screen:



[image: PcbCASHstdTill3]

If the date on the cheque is more than thirty days earlier than the current date, then the following warning message will be displayed:



[image: PcbCASHstdTill7]



The cash entry screen:



[image: PcbCASHstdTill4]

The Card entry screen, which can be used for postal orders etc. as well:



[image: PcbCASHstdTill5]

The change field allows for the giving of change from cash receipts, or from a cheque that is too much. The cash change option would only be used if coinage was being accurately tracked. 



The combination of the above fields ( Cash, Cheque, Card and Change ) must total the amount of the receipt, before you will be allowed to file the receipt. One the receipt is 'F'iled, an option to print a receipt (On pre-printed dot matrix printer receipts) will be given: 



[image: PcbCASHstdTill6]

The batch number will be displayed for information:





[image: PcbCASHstdTill8]





Deposit Till Receipt





This menu option is used by cashiers to receipt tenant deposits, stamp duty and agent fees, from new tenants once the new unit has been setup. It is usually used when a tenant has signed a lease and pays his initial costs at the cashier in an agents office.



The following is an example of the deposit receipt screen:



[image: PcbCASHdepTill2]

1 and 2. Enter the Property number, press'F2' to select of a list, or type the first few letters of the property name to search.

3 and 4. Enter the unit number, or select or search as in 1. above. A message will be displayed to confirm into which bank account the receipt needs to be banked. This is based on the default bank account setup for the property on Maintenance - Property, and the deposit system used by the agent:



[image: PcbCASHdepTill1]

If a deposit has already been receipted to this unit, the cashier will receive the following warning:



[image: PcbCASHdepTill3]

5. The Cash book reference will be automatically allocated and be the same for each receipt in the cashiers cycle.



6 - 10. Enter the amount or amounts of the deposit that is being receipted. The full amount can be entered in field 1.



11. Enter the amount of the electricity deposit being receipted. Deposit reporting will display damages and electricity amounts separately. Interest will be calculated on the total of both amounts.



12. Enter the amount of the stamp duty of the new lease. This amount will be credited to the controlling agents share of the central bank account ( General ledger account 3265 ) and the stamp duty control account of the same agent.



13. This amount is in respect of fees charged by an agent to a new tenant. This amount will be credited to the controlling agents share of the central bank account ( General ledger account 3265 ) and an income account in the books of the same agent.



14. Enter the amount of any money paid towards rental that must be credited to the units account in the property. This amount will be displayed as a receipt on the rentroll for the property.  



17 - 20. Capture the breakdown of the receipt as for the Standard Till Receipt.



After 'F'iling the receipt the following will be displayed and can be printed (Ctrl F and printer number): 



[image: PcbCASHdepTill4]

A record of the batches processed by the system.



Enter a printer number to print a receipt: 



[image: PcbCASHdepTill5]

The batch number is displayed for information purposes:



[image: PcbCASHdepTill6]





Deposit Till Receipt Reversal





This option will reverse all of the entries processed from a deposit till receipt. It is usually not included on a cashiers menu for control reasons. A manager or supervisor is usually required to capture this entry. It is usually used if any cheque paid is returned by the tenants bankers.  



The following is an example of the reversal screen:



[image: PcbCASHdeprTill1]

After entering the original batch number, the original batch data will populate the screen. The following message will indicate against which the deposit will be reversed:



[image: PcbCASHdeprTill2]

After 'F'iling the reversal, the following screen will be displayed and can be printed ( Ctrl 'F' and printer number ) listing the batches put through by the system to reverse the original entry: 



[image: PcbCASHdeprTill3]







Cheques cashed





Use this option to record the cashing of a cheque out of a cashiers float, if the agent policy allows for this:



The following screen is an example of the Cheques cashed screen:



[image: PcbCASHchqCAS1]

Enter the details of the cheque cashed as in the following example:



[image: PcbCASHchqCAS2]

Enter the details of the cash paid out in exchange for the cheque:



[image: PcbCASHchqCAS3]







IOU In





If it is acceptable policy, enter the amount and details of an IOU exchanged for cash by a cashier. When the cash is returned, capture the return in IOU out. The following displays are examples of the process:



The capture screen:



[image: PcbCASHiouIN1]

The voucher details - any user defined flag is acceptable:



[image: PcbCASHiouIN2]

Details of the cash paid out:



[image: PcbCASHiouIN3]





IOU Out





Use this option to receipt the cash when an IOU is reclaimed.



The following displays are examples of the process:



[image: PcbCASHiouOUT1]

Enter details of the returned IOU, using the same flag etc. as when it as received. The voucher can be contra'ed by ignoring the in and out amount when cashing up the cycle in which the return is captured: 



[image: PcbCASHiouOUT2]

Enter the details of the cash returned to the cashiers float:



[image: PcbCASHiouOUT3]





Float increase





Use this option to capture the entries necessary to increase a cashiers float. The system assumes that a cheque will be issued from the Central trust account (Relevant agents share). Using this option is like capturing an agent sundry payment batch, but will allocate the cheque to a particular agents float and to the float control account in that agents general ledger.



The following is an example of the float increase screen: 



[image: PcbCASHflINC1]

Enter the details of the coinage received from the bank when the float increase cheque was cashed, in field 4, as in the example below:



[image: PcbCASHflINC2]

Details of the agent sundry payment batch will be displayed, after filing the increase, as in the example below: 



[image: PcbCASHflINC3]





Float decrease





Use this option to capture the entries necessary to decrease a cashiers float. The system assumes that cash will be banked into the Central trust account (Relevant agents share). Using this option is like capturing an agent sundry receipt batch, but will allocate the cheque to a particular agents float and to the float control account in that agents general ledger.



The following is an example of the float decrease screen: 



[image: PcbCASHflDEC1]

Enter the details of the cash banked in field 4, as in the example below:



[image: PcbCASHflDEC2]

Details of the agent sundry receipt batch will be displayed after filing the batch:



[image: PcbCASHflDEC3]

Write the 'DS2223' cash book reference on the actual deposit slip when banking the cash to assist with the bank reconciliation. 





Cashing up





This option facilitates the cash balancing and depositing of a cashiers cycle. Each cycle needs to be cashed up, before the next cycle can be started. This is usually done at the end of each business day or cashier shift, and according to company policy.  



The following screens are examples that show the process of cashing up.



The following is an example of the cashing up screen:



[image: PcbCASHcshup1]

After entering the cashiers details and cycle number, the following message will display, confirming that the cycle will be closed. Say 'N'o, if you want to capture more entries. Say 'Y'es to proceed:



[image: PcbCASHcshup2]

The fields on the screen comprise of the opening and closing floats, showing any float move, cash and cheques to be banked, and any 'over' or 'under' amounts for the cycle. Press 'F3' on the relevant field to enter details of each field.



The right hand column titled 'System', has the information that the system is anticipating being entered, based on the receipts captured. You enter the details of your cycle in the 'Input' column, as follows in the following examples:



The closing float screen prior to the entry of the actual figures. The system has projected the optimal coinage, but does not have to be used, as long as the total agrees :



 [image: PcbCASHcshup3]

The closing float screen after the entry of the cash on hand for the float:



[image: PcbCASHcshup4]

The closing float - other items entry screen prior to the entry of the documents on hand:



[image: PcbCASHcshup5]

Note that during this cycle, the IOU from Cheryl was re-imbursed. Note that no actual amount was entered in the amount column in the example below:



[image: PcbCASHcshup6]

As an example, the opening float screen for the next cycle is displayed below. Note that Cheryl's IOU is no longer in the list:  



[image: PcbCASHcshup13]

Examples of cash to be banked screens, before and after data entry are displayed below: 



[image: PcbCASHcshup7]



[image: PcbCASHcshup8]

Examples of the cheque entry screen before and after the entry of cheques to be banked are displayed below:



[image: PcbCASHcshup9]



[image: PcbCASHcshup11]

Note that no entries are entered for the reversal batch. As long as the total is correct, the cash up will balance.



If one cheque was received for many receipts, enter the full cheque amount next to one of the receipts, and leave the other related receipt lines blank.



The banks will usually accept a print of this screen as a list of cheques banked, attached to the deposit slip, with only the total amount entered on the actual deposit slip. 



An example of a cash up with no surplus or shortfall is displayed below: 



[image: PcbCASHcshup12]



Notes:  



Capture the actual cash and cheques that you have on hand at the end of each cycle. If there is a cash shortage or surplus, the relevant entries will be automatically recorded in the agents general ledger, and can be investigated and corrected later.



Write the Deposit slip number on the actual deposit slip to assist with the bank reconciliation.





Cash Up Enquiry





This option allows a user to view the details of a cashiers cash up cycle. No amendments can be made to the cycle. An example of the screen is displayed below. By pressing 'F3' on the relevant fields, the details will be displayed:



[image: PcbCASHcshupE1]

A message similar to the one below will be displayed on entering an enquiry, for information purposes:



[image: PcbCASHcshupE2]

Refer to Cashing up for more information about each field.





Cash Up Audit Trail





This option displays or prints a summary list of the transactions captured during a cashiers cycle. An example of the entry screen and the report is displayed below:



[image: PcbCASHcshupE3]



Please view the two images below as if they were alongside each other. The full report has been separated for display purposes:



[image: PcbCASHaudit1][image: PcbCASHaudit2]

Compare the Cashing up example with the above report. 







Transactions











Journals & Adjustments











For Your Business (Agent)











Creditors Journal





Refer to Property Creditors Journal 





Fees to a Landlord (Agent)





Use this screen to charge or credit a property with fees from its related Agent:

[image: agpropadj]

If any share of the fee that has been charged needs to be passed on to the Management JV Level then capture that percentage when requested to do so, and the system will put through the relevant entries on both the Agent and Management Levels.  

An example of an item that is, by law, VAT free, is interest charged:

[image: agpropadj1]

This entry creates a debtor in the books of the Agent for fees due to the Agent. The system automatically puts through a corresponding creditor's entry in the books of the relevant Property.  

Based on the Income General Ledger Code used in the Agent's books, the system uses a similar expense code in the Property's books - 

eg. '5001 Admin fees received Agent' will post to '6001 Agent fees paid' in the books of the Property.

The balances due by Properties can be automatically paid as part of the month end processes on the Management Menu, Prior Periods Sundry Payments, or by using From Property Owners for balances on their account with you. Any refunds or receipt reversals can be captured using Properties (Owners) for balances on their account with you.

A list of all Properties linked to an Agent, complete with balances and transactions, is available using Fee Roll of Properties (Owners)

Standard monthly fees charged by the Agent to a Property, as setup on Maintain/Setup Property, are put through by the system as part of this transactional relationship.

A Property is not able to change its Agent unless there is a zero balance due in this debtor/creditor relationship. 





For Your Clients(Property)











For Tenants (Units)











For This Month











Sundry Adjustments





Use this screen to capture a Sundry Adjustment or Group (Batch) of Adjustments to a Unit or Group of Units.

The amounts are debited or credited to the relevant Unit and are posted to the General Ledger for the Property of which the Unit is part. The entry will be posted into the Cash Period, which is usually the current month. 

Entries processed here have not appeared on any Unit Statement that may have already been sent out. If this factor is important, then reprint the Unit Statement. Entry to this screen is password protected due to the sensitivity of the information dealt with.

The screen shot shown below is an example of the Prior Period Unit Adjustment Screen.

[image: unitadjbatchPP]

1.Enter an existing batch number, or type 'NEW' in this field to get the next available batch number. 
2.Default Description can be left blank. If completed, it will become the default text for the Line Description Field.
3.Enter the Batch Total, or enter 0 to update the Total once you have completed the batch, thereby using the system to calculate your entries.
4.Press 'F2' on the 'Prop' Field for a list of Properties from which you can select, or enter the first few characters of the Property Name, or enter the Property Number.
5.Press 'F2' on the 'Unit' Field for a list of Units from which you can select, or enter the first few characters of the Occupants Name, or enter the Unit Number.
6.Nnla is the General Ledger Code to which this entry will be posted. Press 'F2' for a list of income and expense codes from which you can choose. 
7.Set the VAT flag to 'Y' if the Property is registered for VAT, and the adjustment is VATable. If the charge is for interest, for example, then set the flag to 'N' even if the Property is registered for VAT.
8.Enter the Gross Amount of the Adjustment, including VAT (if applicable). The system automatically makes the appropriate allocation of the VAT portion in the General Ledger.
When complete, press a '.' (full stop) to go to the bottom of the screen. Enter 'F' to File the batch, and 'Y' to Post the batch. By entering the Batch Number in Field 1 you can file the batch without posting it, so that it can be called up later for amendments and posting. 





Deposit Adjustments





Refer to Deposit Adjustments for information on this screen





Agent Fees





This screen facilitates the capture of charges or credits to Units by Agents, but posts them into the Cash Period. Refer to Agent Fees (For Next Month) for more information.

The following is an example of the batch capture screen:

[image: AuJNLprior]





Other Specialised Transactions











Electricity (With readings)





Use this screen to capture an electricity adjustment or a group (batch) of electricity adjustments to a Unit or Group of Units

The amounts will be debited or credited to the relevant Unit, and posted to the General Ledger for the Property of which the Unit is part. The entry is posted into the Cash Period, which is usually the current month. 

The screen shot shown below is an example of the Prior Period Electricity Capture Screen:

[image: unitelecbatchPP]

1.Enter an existing Batch Number, or enter 'NEW' in Field 1 to get the next available batch number. 
2.Default Description can be left blank. If completed, it will become the default text in the Line Description Field.
3.Enter the Batch Total, or enter 0 to update the Total once you have completed the batch, thus using the screen to calculate the entries for you.
4.Press 'F2' on the 'Prop' Field for a list of Property Names from which you can select. Alternately, enter the first few characters of the Property Name, or enter the Property Number.
5.Press 'F2' on the 'Unit' Field for a list of Occupants from which you can select. Alternately, enter the first few characters of the Occupant's Name, or enter the Unit Number.
6.Nnla is the General Ledger Code to which this entry is to be posted. Press 'F2' for a list of income and expense codes from which you can choose. The default expense code is Electricity, but can be changed.
7.Enter the Electricity Reading and the Date of the Reading in the appropriate fields. These details are stored and can therefore be viewed on the Unit Maintenance Screen, or printed on a Unit Statement.
8.Set the VAT flag to 'Y' if the Property is registered for VAT and the adjustment is VATable.  

For example, even if the Property is registered for VAT, the VAT flag must be set to 'N' for an interest charge, which is not VATable, by law.
9.Enter the Gross Amount of the electricity debit or credit, including VAT (if applicable). The system automatically makes the appropriate allocation of the VAT portion in the General Ledger.
When complete, press a '.' (full stop) to go to the bottom of the screen. Enter 'F' to File the batch, and 'Y' to post it. It is possible to file a batch without posting it. The batch can later be called up, amended and posted by entering the Batch Number in Field 1. 





Water (With readings)





Use this screen to capture a water adjustment or a group (batch) of water adjustments to a Unit or Group of Units

The amounts are debited or credited to the relevant Unit and posted to the General Ledger for the Property of which the unit is a part. The entry is posted into the Cash Period, which is usually the current month.

The screen shot shown below is an example of the Prior Period Water Capture Screen:

[image: unitwaterbatchPP]

1.Enter an existing Batch Number, or enter 'NEW' in Field 1 to get the next available batch number. 
2.Default Description can be left blank. If completed, it will become the default text in the Line Description Field.
3.Enter the Batch Total, or enter 0 to update the Total once you have completed the batch, thus using the screen to calculate the entries for you.
4.Press 'F2' on the 'Prop' Field for a list of Property Names from which you can select. Alternately, enter the first few characters of the Property Name, or enter the Property Number.
5.Press 'F2' on the 'Unit' Field for a list of Occupants from which you can select. Alternately, enter the first few characters of the Occupant's Name, or enter the Unit Number.
6.Nnla is the General Ledger Code to which this entry is to be posted. Press 'F2' for a list of income and expense codes from which you can choose. The default expense code is Electricity, but can be changed.
7.Enter the Electricity Reading and the Date of the Reading in the appropriate fields. These details are stored and can therefore be viewed on the Unit Maintenance Screen, or printed on a Unit Statement.
8.Set the VAT flag to 'Y' if the Property is registered for VAT and the adjustment is VATable.  

For example, even if the Property is registered for VAT, the VAT flag must be set to 'N' for an interest charge, which is not VATable, by law.
9.Enter the Gross Amount of the electricity debit or credit, including VAT (if applicable). The system automatically makes the appropriate allocation of the VAT portion in the General Ledger.
When complete, press a '.' (full stop) to go to the bottom of the screen. Enter 'F' to File the batch, and 'Y' to post it. It is possible to file a batch without posting it. The batch can later be called up, amended and posted by entering the Batch Number in Field 1. 





Interest on Deposits





This screen is adjust the interest credited to tenants on deposits held by the Agent as security in terms of a lease agreement in respect of the rental of a property.



Refer to How do I Setup and credit Interest on Tenant deposits for full details on how this system is setup and used.





For Next Month











Sundry Adjustments





Use this screen to capture a Sundry Adjustment or Group (batch) of adjustments to a Unit or Group of Units.

The amounts are debited or credited to the relevant Unit and posted to the General Ledger for the Property of which the unit is a part. The entry is posted into the Billing Period, which is usually the following month. 

The screen shot shown below is an example of the Unit Adjustment Screen.

[image: unitadjbatch]

1.Enter an existing Batch Number, or enter 'NEW' in Field 1 to get the next available batch number. 
2.Default Description can be left blank. If completed, it will become the default text in the Line Description Field.
3.Enter the Batch Total, or enter 0 to update the Total once you have completed the batch, thus using the screen to calculate the entries for you.
4.Press 'F2' on the 'Prop' Field for a list of Property Names from which you can select. Alternately, enter the first few characters of the Property Name, or enter the Property Number.
5.Press 'F2' on the 'Unit' Field for a list of Occupants from which you can select. Alternately, enter the first few characters of the Occupant's Name, or enter the Unit Number.
6.Nnla is the General Ledger Code to which this entry is to be posted. Press 'F2' for a list of income and expense codes from which you can choose. The default expense code is Electricity, but can be changed.
7.Enter the Electricity Reading and the Date of the Reading in the appropriate fields. These details are stored and can therefore be viewed on the Unit Maintenance Screen, or printed on a Unit Statement.
8.Set the VAT flag to 'Y' if the Property is registered for VAT and the adjustment is VATable.  

For example, even if the Property is registered for VAT, the VAT flag must be set to 'N' for an interest charge, which is not VATable, by law.
9.Enter the Gross Amount of the electricity debit or credit, including VAT (if applicable). The system automatically makes the appropriate allocation of the VAT portion in the General Ledger.
When complete, press a '.' (full stop) to go to the bottom of the screen. Enter 'F' to File the batch, and 'Y' to post it. It is possible to file a batch without posting it. The batch can later be called up, amended and posted by entering the Batch Number in Field 1. 





Deposit Adjustments





This facility allows a Unit to be charged with an amount in respect of damages or other charges to be debited against the deposit. This billing appears on the Unit Statement together with the Unit's usual charges, but is automatically allocated to the Unit's deposit section when the payment is actually received.

Billings from this screen are always to the Billing Period. Use Deposit Billing - Prior to post an entry to the Cash Period. Remember to consider the statement period rules in determining on which month's Unit Statement these entries will appear.  

These billings also appear on the Property's rentroll. Receipts of deposits are also included in the receipts column of the rentroll, but are separated within the analysis of the Total Receipts. 

The following is an example of the Batch Capture Screen:

[image: PdrsDEPbill]

The fields are self-explanatory except for the Nnla and VAT flag fields.  

The Nnla defaults to 3276 and should be left as such.  

Deposits do not attract VAT and the VAT flag should therefore always be left as 'N'.

These billings are usually done when a Unit's rental is increased, thus necessitating an increase in the deposit. However, they are also used when a Tenant first moves into a Unit and pays the initial amounts directly into the Agent's Bank Account.

Details of the deposit held for a Unit can be viewed on the Deposit field of Unit (Tenant), or on a List of Deposit Trust Account Balances.





Agent Fees





Use this screen to Capture Charges or to Pass Credits to a Unit from an Agent. Charges are captured as positive amounts, while credits or reversals are captured as negative amounts.

All entries that are processed using this screen are posted into the Billing Period. For entries into the Cash Period, use the Prior Period Journal Screen on either the Let a Unit Menu, or on the same menu as this one.

The following is an example of the batch capture screen:

[image: AuJNL]

Follow the usual batch capture rules in completing this screen.

Enter the Property and Unit Numbers in order to identify the Unit that is to be billed. The Agent Number defaults to the Agent to whom the Property is linked, and cannot be amended in this screen.  

The 'Nnla' is the General Ledger Code in the books of the Agent to whom the income must be posted.  

The VAT flag is 'Y' if the Agent charging the Unit is registered for VAT, unless the charge is an exempt, or zero rated supply.  





Electricity (With readings)





Use this screen to Capture an Electricity Adjustment or Group (batch) of Electricity Adjustments to a Unit or Group of Units

The amounts are debited or credited to the relevant Unit, and posted to the General Ledger for the Property of which the unit is a part. The entry is posted into the Billing Period, which is usually the following month. 

This screen can also used to post an automatically created batch from Electricity Reading Data supplied by meter readers.

The screen shot shown below is an example of the Electricity Capture Screen:

[image: unitelecbatch]

1.Enter an existing Batch Number, or enter 'NEW' in Field 1 to get the next available batch number. 
2.Default Description can be left blank. If completed, it will become the default text in the Line Description Field.
3.Enter the Batch Total, or enter 0 to update the Total once you have completed the batch, thus using the screen to calculate the entries for you.
4.Press 'F2' on the 'Prop' Field for a list of Property Names from which you can select. Alternately, enter the first few characters of the Property Name, or enter the Property Number.
5.Press 'F2' on the 'Unit' Field for a list of Occupants from which you can select. Alternately, enter the first few characters of the Occupant's Name, or enter the Unit Number.
6.Nnla is the General Ledger Code to which this entry is to be posted. Press 'F2' for a list of income and expense codes from which you can choose. The default expense code is Electricity, but can be changed.
7.Enter the Electricity Reading and the Date of the Reading in the appropriate fields. These details are stored and can therefore be viewed on the Unit Maintenance Screen, or printed on a Unit Statement.
8.Set the VAT flag to 'Y' if the Property is registered for VAT and the adjustment is VATable.  

For example, even if the Property is registered for VAT, the VAT flag must be set to 'N' for an interest charge, which is not VATable, by law.
9.Enter the Gross Amount of the electricity debit or credit, including VAT (if applicable). The system automatically makes the appropriate allocation of the VAT portion in the General Ledger.
When complete, press a '.' (full stop) to go to the bottom of the screen. Enter 'F' to File the batch, and 'Y' to post it. It is possible to file a batch without posting it. The batch can later be called up, amended and posted by entering the Batch Number in Field 1. 





Water (With readings)





Use this screen to capture a water adjustment or a group (batch) of water adjustments to a Unit or Group of Units

The amounts are debited or credited to the relevant Unit and posted to the General Ledger for the Property of which the unit is a part. The entry is posted into the Cash Period, which is usually the current month.

The screen shot shown below is an example of the Prior Period Water Capture Screen:

[image: unitwaterbatchPP]

1.Enter an existing Batch Number, or enter 'NEW' in Field 1 to get the next available batch number. 
2.Default Description can be left blank. If completed, it will become the default text in the Line Description Field.
3.Enter the Batch Total, or enter 0 to update the Total once you have completed the batch, thus using the screen to calculate the entries for you.
4.Press 'F2' on the 'Prop' Field for a list of Property Names from which you can select. Alternately, enter the first few characters of the Property Name, or enter the Property Number.
5.Press 'F2' on the 'Unit' Field for a list of Occupants from which you can select. Alternately, enter the first few characters of the Occupant's Name, or enter the Unit Number.
6.Nnla is the General Ledger Code to which this entry is to be posted. Press 'F2' for a list of income and expense codes from which you can choose. The default expense code is Electricity, but can be changed.
7.Enter the Electricity Reading and the Date of the Reading in the appropriate fields. These details are stored and can therefore be viewed on the Unit Maintenance Screen, or printed on a Unit Statement.
8.Set the VAT flag to 'Y' if the Property is registered for VAT and the adjustment is VATable.  

For example, even if the Property is registered for VAT, the VAT flag must be set to 'N' for an interest charge, which is not VATable, by law.
9.Enter the Gross Amount of the electricity debit or credit, including VAT (if applicable). The system automatically makes the appropriate allocation of the VAT portion in the General Ledger.
When complete, press a '.' (full stop) to go to the bottom of the screen. Enter 'F' to File the batch, and 'Y' to post it. It is possible to file a batch without posting it. The batch can later be called up, amended and posted by entering the Batch Number in Field 1. 





Creditors





This screen is used to Capture Invoices and Credit Notes from a creditor. It is designed as a batch entry screen, thus requiring a Batch Total to be entered at the beginning. This can however, be amended by using the accumulated total of the batch at the end, prior to posting.

[image: pcrsjnl]

1.Enter 'NEW' for the next available Batch Number, or enter a previously unposted Batch Number. To repeat or reverse a previously posted batch, enter 'BATCH123' , where batch 123 is an old batch for which a copy or reversal is required. Follow the prompts to complete.
2.Default Description - Enter a line description that will become the default future lines, or leave blank.
3.Enter the Total of all Transactions in the batch.
4.Enter the Period to which the transaction is to be posted.  

The options are: -

'C' for Current Cash Period

'B' for the Billing Period (directly after the current)

'P' for the Period Prior to the Current Period.
1.Enter the Property Number to which the invoice applies.
2.Enter the Supplier Number, or press 'F2' for a list of Suppliers linked to the Region of which the Property is a part. If the Creditor has not yet been created for this Property, it will be added automatically.
3.Enter the General Ledger Code to which the invoice must be posted. If a Maintenance Code is selected, you will be required to allocate the amount to a Unit or Units. If you enter a code that has been set up to auto bill the cost being entered to one or more units, you will be prompted to enter the units as in the example below:
[image: pcrsjnlar]

4.Enter the Invoice or other appropriate Reference Number. This reference should ideally be unique to this transaction, and the system will check to see whether it has been used previously. While it is possible to re-use the number a password will be required. The default password is simply 'Y', unless it has been changed.
5.Enter the Description for the Invoice 

eg. Repairs to pool
6.Enter the Date of the Invoice.
7.Enter the Period from which the invoice should be paid. This defaults to the Current Period. It you wish to make payment in some future period, enter the relevant period. In such a case, this invoice will not be selected for automatic payment until the relevant month is reached.
8.Enter 'Y' if VAT is included and the Property is register for VAT.
9.Enter the Gross Amount of the Invoice, including any VAT. The system automatically makes the appropriate VAT and expense portion postings.
After the amount is entered, a screen is displayed to capture any discount that is to be deducted and paid to the Agent. This amount is calculated based on the default percentage set up on the Maintenance - For Your Clients - Creditor Menu. 

An example follows:

[image: pcrsjnldisc]

Once complete, enter a '.' full stop to drop to the command line at the bottom of the screen. File the batch, and Post it if you wish. If you file the batch without posting it, you will be able to enter the Batch Number in Field 1 and re-edit the batch at a later date. If you miss the batch number, you can always find unposted batches by using the Batch Enquiry facility, and selecting 'Y' for unposted only.







Payments











For Your Business (Agent)











Central Bank Account





This topic covers the following screens for Central and Local Banking for Agents:

Central Banking - Payment batch

Business Acc - Payment batch

Business Acc - Payment batch (Prior)

The rules for each screen are the same, except for:

➢The selected bank accounts: -
•The Central Banking screen will accommodate Central Banking - 'C', Agent - 'A', or Agent's Local Bank Account 4117 - 'L'.
•The Business Acc screens accommodate only the Agent's Local Bank Accounts - 4113,4,5,6,7
➢The periods into which the entries will be posted: -
•The Central banking screen always posts to the Current, or Cash Period.
•The Business Acc screen posts either to the Current or to any other prior period, as selected. You can use negative value input to post prior period receipts in the Business Acc environment. 
Use these screens to capture payments made from either the Central Bank Account or an Agent's/Business's Local Bank Account, for items on behalf of the Agent/Business.

Payments for multiple Agents/Businesses, as well as for many different payees can be entered in a single batch. A Batch Total must be entered to facilitate balancing and control. The amounts entered must always be inclusive of VAT. Enter 'Y' under 'Vf' - VAT flag - if the amount includes VAT, and the Agent/Business is registered for VAT. The flag defaults to 'Y' if the Agent/Business is registered for VAT. Change the flag to 'N' if the amount being paid does not include VAT.

The CB Ref - Cash Book Reference is of great importance when capturing payments, since this reference is used to reconcile to the Bank Account. Incorrect references will cause inefficiencies in the bank reconciliation process. Enter the cheque number as the reference. If one cheque pays for multiple line items, then enter the same reference (cheque number) for all relevant lines. They will then be accumulated as a single item for the bank reconciliation. 

The Nnla, is the General Ledger Code to which the payment must be posted. The Expense (Usual) Account must be entered manually, but the system automatically posts the other side to the Bank Account . 

Once a batch has been posted, cheques can be printed from it. The Payee on the cheque defaults to the text entered on the Line Description. One cheque will be printed for each unique payee. The payee name for must therefore be exactly the same in the Line Descriptions of all items that you wish to pay by means of a single cheque. Remember to consider this when entering the cheque numbers as cash book references.





Business Bank Account





Refer to Central Bank Account. This batch can post to a Prior Period. Prior Period Receipts must be captured as negative payments.





Creditors





Refer to Property Creditors Payment 





Properties (Owners) for Balances on their Account with You





Capture refunds to Properties for credited amounts by means of Fees to a Landlord (Agent). The following is an example of the refund screen:

[image: aREFbtchTOprop]





For Your Clients (Property)











Sundry Payments





Use this screen to capture payments made from either the Central Bank Account, or from a Property's Bank Account, for items being paid on behalf of the Property.

Payments for multiple Agents/Businesses, as well as for many different payees can be entered in a single batch. A Batch Total must be entered to facilitate balancing and control. The amounts entered must always be inclusive of VAT. Enter 'Y' under 'Vf' - VAT flag - if the amount includes VAT, and the Agent/Business is registered for VAT. The flag defaults to 'Y' if the Agent/Business is registered for VAT. Change the flag to 'N' if the amount being paid does not include VAT.

The CB Ref - Cash Book Reference is of great importance when capturing payments, since this reference is used to reconcile to the Bank Account. Incorrect references will cause inefficiencies in the bank reconciliation process. Enter the cheque number as the reference. If one cheque pays for multiple line items, then enter the same reference (cheque number) for all relevant lines. They will then be accumulated as a single item for the bank reconciliation. 

The Nnla, is the General Ledger Code to which the payment must be posted. The Expense (Usual) Account must be entered manually, but the system automatically posts the other side to the Bank Account . 

Once a batch has been posted, cheques can be printed from it. The Payee on the cheque defaults to the text entered on the Line Description. One cheque will be printed for each unique payee. The payee name for must therefore be exactly the same in the Line Descriptions of all items that you wish to pay by means of a single cheque. Remember to consider this when entering the cheque numbers as cash book references.

This screen is used to create and run Recurring Payment Batches.  

Refer to How do I Pay regular property expenses automatically.
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Pay Owners





This facility finds and lists all Properties with amounts due to Owners.Press enter on the Owners that you wish to pay (Or select all by pressing Ctrl A - then press enter), the system then automatically builds a payment batch for all selected Owners. If you are linked to Netcash, the file can be exported for automatic payment. If not, the file can be exported into either the Standard Bank or ABSA business banking formats.  

The following is an example which exports to Netcash:

Select the Properties: -

[image: PAYown1]
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View the list of surpluses for the selected Properties: - 

Note that only properties with surpluses and a payment flag of MA (Set up on the Property), are displayed in the list.

[image: PAYown4]

Choose to pay the first two Owners on the list as well as the last one, by entering on the relevant lines and pressing the Esc key: -

[image: PAYown5]
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If there are any Manual Payments, you will be prompted to enter a cheque, or other cash book reference for the first one.

[image: PAYown7]

The display informs us that Unposted Sundry Payment Batch 160 has been built. Any errors preventing the inclusion of a Property in the batch will be reported in the display.

[image: PAYown8]

It is possible to amend the amount on any line prior to filing and posting the batch

[image: PAYown9]

On posting the batch, you will be offered, if your account is linked, the option to export the batch to Netcash for payment. Batch payments can be authorised at www.netcash.co.za





Prior Period Sundry Payments





This screen will allow the capturing of non-creditors payments made into prior periods

The principle of capturing payments into prior (probably reconciled) periods often presents a risk to proper control, which is why this screen is seldom used by non-senior system users.





Creditors





Property Creditors payment options





Creditors





This screen is used to capture payments to creditors or automatically produce unposted creditors payment batches, for cheque and electronic payment creditors.



[image: pcrsREC]



Use this screen to - 

1. Capture manual payments that have been made to one or more creditors.  

2. Run REMITC, REMITCW, REMITE or REMITEW to scan all outstanding creditors, and build an unposted batch to pay them, if they are due at that point, and if there are funds available in the property to pay them. REMITEW and REMITCW will only select creditors that are flagged as weekly paid creditors, whereas REMITE and REMITC will scan both weekly and monthly creditors.



1. Capture manual payments - 

Enter 'NEW' for the next available batch number, or a previously unposted batch number in the Batch number field. Complete the remaining fields as required by the screen, noting the following:

1.1 Press 'F2' on the supplier column to pick off an alphabetical list of suppliers.

1.2 The CB Ref - Cash Book reference - field should be the cheque number, or other considered reference, as it will be used to reconcile the cashbook to the bank statement.



2. Run automatic payment batches.

2.1 Enter 'REMITC' or 'REMITCW' in the batch number field (1), and follow the prompts, to build an unposted batch of all payments currently due to creditors, who are not flagged as electronic payment creditors, for properties to which you have access, that have funds available to pay. To see a preview of this run, including which creditors have not been paid due to insufficient funds being available, run Creditors - Preview Payments. Once posted, you can print the actual cheques from  under the Property Cash Book Menu. You will note that one cheque number is used for each line of the batch where the same creditor is paid for many properties.



2.2 Enter 'REMITE' or REMITEW' in the batch number field (1), and follow the prompts to build an unposted batch of all payments currently due to creditors, who are flagged as electronic payment creditors, for properties to which you have access, that have funds available to pay. To see a preview of this run, including which creditors have not been paid due to insufficient funds being available, run Creditors - Preview Payments. To flag a creditor so that they will be paid electronically, simply enter the bank details of the creditor in field 12 of Maintenance - Creditor and enter the creditors fax number if you want the remittance to be faxed automatically when you run Creditors - Send Remittance Advices











Creditors - Preview Payments





This program will display a preview of the creditors payment batches built as described in Property Creditors Payment, using REMITC, REMITCW, REMITE or REMITEW.



[image: pcrsPREVIEWrem]



This preview will also display which creditors were scanned as now due, but not paid as the property had insufficient funds to make payment thereof.  



The listing is grouped per creditor, and broken down per property therein.





Creditors - Efts Details Listing





This option will display a list of all Property level creditors that have bank accounts captured on the system, and display the bank account details.





Creditors - Send Remittance Advices





This program will e-mail, fax or print remittance advices for all creditors paid in a particular batch. You can also email, fax or print a remittance in respect of one cheque. 



The following window will appear for completion, when this program is run:
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1. Enter the relevant creditors payment batch number.

2. Enter the printer number. 

3. Enter a specific cheque number if a remittance for only that cheque or reference number is required.



The delivery principle for the remittance advices is as follows:



Those creditors with an email address captured (in the first email address of the contact field of the Maintain Creditors Masterfile screen) will receive a remittance via email.

Those creditors that do not have an email address, but have a fax number captured (in the EFTS field of Maintain Creditors), will receive a faxed remittance advice.

Remittances will be printed on the selected printer for those creditors that have neither of the above captured. 



You can check the Fax Log and the E-mail audit log to confirm the sending of the remittance advices.





Refund a Tenant (Unit) (R/D Item)





This screen allows the user to capture a receipt that needs to be reversed, or a refund that is to be given to the Unit Occupant. This usually occurs when a cheque is returned from the bank, or a Unit Occupant has overpaid and needs to be refunded.

[image: unitrefbatch]

There are 'F2' drills on the Property Number and Unit Number. You can also search on these fields by entering the first few letters of the Property or Unit Occupant Name, and then selecting from the displayed list.  

Accounting implications:

The user is only be required to enter one side of the accounting entry for the receipt; the other side will be put through by the system. The system entry always credits the Unit and Debtors Control (Nnla 4165). The user-entered General Ledger Code must be a debit, and defaults to the selected Property's Bank Account, assuming that the receipt will be banked

(Central banking - 3265 or Local banking - 4117)

The Cash Book Reference is, by default, the next available 'DS No', or can be chosen manually by the user. This reference is the reference that will be matched to a bank statement entry while doing the bank reconciliation. All amounts for which the same reference number has been used will be grouped as a single amount for bank reconciliation purposes. This is useful if a batch of cheques is being receipted, and are to be banked on a single deposit slip with the same reference.

Any percentage-based commission or other management fee that was charged on the receipt now reversed, will be automatically reversed or credited. As with the Unit Receipt, you can change the default amount on which the commission reversal will be calculated. 

Refer also to General Batch rules





Refund a Tenant's Deposit





This option is run when a Tenant's Deposit is Refunded. It deducts any amounts captured as "due by the tenant", automatically processes any damages or other deductions, and refunds the net amount to the tenant.

Refer to How do I Refund a Tenant Deposit for more information on how to use this facility.





Refund a Tenant's Deposit without Deductions





This option refunds a tenants deposit without deducting any outstanding balances etc.



It is usually used when Changing a Properties Deposit Flag, or when a management mandate is lost and the deposit are handed over.



Refer to How do I Refund a Tenant Deposit for more information.





Receipts











For Your Business (Agent)











Sundry Receipts into your Trust Account





This topic covers the following screens for Central and Local Banking for Agents:

Central Banking - Receipt Batch

Business Acc - Receipt Batch

The rules for each screen are the same, with the exception of the selected bank accounts.

➢The Central Banking screen accommodates Central Banking - 'C', 'A' - Franchisee (Agent) Central or 'L' Franchisee (Agent) local bank 4117.
➢The Business Acc screens accommodate only the Agent's local bank accounts - 4113,4,5,6,7
Both screen post into the Current, or Cash Period. Prior Period Business Account Receipts can be achieved by using the Business Account - Payment Batches (Prior period) and entering negative values.

Use these screens to capture receipts for items being received on behalf of the Agent/Business that are banked into either the Central Bank Account, or into an Agent's/Business's Bank Account.  

E.g. An insurance claim refund.

Receipts for multiple Agents/Businesses can be entered in a single batch. A batch total must be entered to facilitate balancing and control. The amounts entered must always include any VAT that has been charged. Enter 'Y' under 'Vf' (VAT flag) if the amount includes VAT and the Agent/Business is registered for VAT. The flag defaults to 'Y' if the Agent/Business is registered for VAT. Change the flag to 'N' if the amount being received does not include VAT.

The default Cash Book will appear in the CB Field. If you are processing a receipt to the Local Bank Account, change the flag to 'L'.

The CB Ref - Cash Book Reference is a very important field, since it is used to reconcile to the Bank Account. Incorrect references cause inefficiencies in the bank reconciliation process. Enter a unique deposit number as the reference. If multiple line items make up a single deposit, enter the same reference for all relevant lines. They will be accumulated as a single item for the bank reconciliation. 

The Nnla, is the General Ledger Code to which the receipt will be posted. Enter the Income (Usual) Account, and the system will post the other side to the bank account automatically. 





Sundry Receipts into your Business Account





Refer to Sundry Receipts into your Trust Account





From Property Owners for Balances on their Account with You





Capture receipts from properties for amounts raised using Fees to a Landlord (Agent). The following is an example of the receipt screen:

[image: aRECbtchFROMprop]





From Units (Tenants) for Fees that You Charged Them





Use this screen to Capture Receipts from Units when they pay the amounts due to their Agent. It is not usually necessary to manually receipt these amounts (using this screen), as the system usually allocates payments received from Units, including their rental, levy and Agent charges when a Unit Receipt is processed. This screen is therefore usually only used when errors need to be corrected, or when a special receipt or refund needs to be made.

Refer to Units (Tenants) for more information on the allocating of payments.

Receipts are capture as positive amounts, and refunds as negative amounts.

The following is an example of the receipt screen:

[image: AuREC]

NB. Remember the Cash Book Reference is important in reconciling the bank account to the bank statement.





For Your Clients (Property)











Units (Tenants)





This screen allows the user to Capture and Credit Receipts from Unit Occupants, and to allocate them to the Property, Agent, or any deposit billing that is outstanding.

There are 'F2' drills on the Property Number, Unit Number and General Ledger Account Code. The Unit Number drill includes the outstanding balance.  

If the amount of the receipt is greater than the outstanding balance, a user-override warning appears. If the Unit has balances due to the Agent and/or unpaid deposit amounts, the system will require the user to allocate or confirm the system allocation after the amount has been entered.

You can import data from a spreadsheet and create a receipt batch automatically.  Click here for more information.



To run a debit order batch, type 'DEBORD' in the Batch Number Field and follow the prompts.  

Refer to How do I run and process Debit Orders 

Accounting Implications:

The user is only required to enter one side of the accounting entry for the receipt. The other side is put through by the system. The system entry always credits the Unit and Debtors Control (Nnla 4165). The user-entered General Ledger Code is a debit, and defaults to the Property's selected bank account, assuming that the receipt will be banked.

(Central banking - 3265 or Local banking - 4117)

The Cash Book Reference is, by default, the next available 'DS No', or can be chosen manually by the user. This reference is the reference that will be matched to a bank statement entry while doing the bank reconciliation. All amounts for which the same reference number has been used will be grouped as a single amount for bank reconciliation purposes. This is useful if a batch of cheques is being receipted, and are to be banked on a single deposit slip with the same reference.

Refer also to General Batch rules

If the amount due includes amounts due to the Agent, or for a Unit Deposit, the user must allocate the receipt between these areas according to company policy, as in the example below:
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The system allocates the receipt, but gives the option to reallocate it. The only prerequisite for proceeding is that the Total agree with the receipted amount. This screen can be used to re-allocate amounts between the various parties, by doing a 'Nil' receipt, and allocating between the parties.  

Refer to the Agent to Unit and Deposit billing sections for more information.  

The following is an example based on the receipt screen above:  

[image: unitrecbatch2]

If a Collection Fee % has been set up for the Property, the system automatically charges commission on the amount receipted to the Property. You are given the choice to change the amount on which commission will be calculated when the following window appears:

[image: RECcommAMT]

The monthly Fixed Charges Amount is given as a guide. This facility is useful where commission is only charged on the rental amount, but the receipt includes other amounts charge to the tenant, e.g. electricity.





Process Unallocated Receipts





This facility is aimed at controlling the receipt of money, the source of which is uncertain. This is a common issue in the property management industry. As the amounts cannot be allocated to the correct accounts, they need to be properly controlled to ensure that they are available when the depositor is identified.



An overview of the process is as follows:



A separate property is used, with the receipts being credited to new units in the property as they are captured. Property 10000 is reserved for this process.



1. Receipts are captured using the specialized Unit receipt batch, and any cash deposit fee is linked to the receipt.

2. Attempts are made to identify the correct accounts by using the specialized Search facility and looking through the List of unallocated amounts.

3. Once identified, the receipts are reallocated to the correct account (Unit, Property or Agent), and the stored cash deposit fee is billed.



The effect of this facility is that the receipts are brought into the rental trust account in a structured way, and then re-allocated when the depositor is identified. An audit trail is maintained on the unallocated unit notepad.



System note - The default cash deposit fee percentage is stored per account. (BR.CONT UM.CDFPERC)





Capture Unallocated Receipts





Use this screen to capture receipts which cannot be allocated to a valid unit.



This screen is based on the Property Receipt Batch from Unit screen, and has some features specific to this purpose:
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1. The only property that can be accessed is property 10000.

2. The screen will allocate a unit number to the next receipt automatically, and automatically create the new unit for you. This will simply be based on an incremental counter, with the latest receipts having the highest unit numbers.

3. Enter the details of the receipt as given by the bank (or other source), in the line description field. For example, a phone number, or name. This description will be the sort name of the unit.

4. If the deposit attracted a cash deposit fee, and you wish to track the fee, set the CDF flag to 'Y'. A system set percentage will be used to calculate the amount of the fee, which amount will appear on the unallocated list, and be billed to the correct unit when the receipt is reallocated.





Allocate Unallocated Receipts - One to One





Use this screen to allocate, or transfer receipts from the unallocated property to the correct unit.



This screen will allow you to allocate a receipt to one unit. If one amount received was in respect of many units, use the One to Many screen.



This screen is based on the Property Receipt Batch from Unit screen, and has some features specific to this purpose:
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1. Because we are not receiving any new money, the total of the batch must be zero.

2. The first, and every second line thereafter, must be in respect of property 10000.

3. Once you have selected the unit in property 10000, the line value will default to the balance on the unit, which can be amended. It must always be a negative value, as we are taking the funds out of the unit.

4. Every second line in the batch cannot be property 10000, and the line value must be positive.

5. Any stored Cash Deposit Fee will, by default, be displayed in the 'Cdf Amt' column of the unit to which the receipt is being allocated. If you wish to charge the fee to the new unit, leave the amount in the column and the system will automatically charge the fee to the unit. The receipt allocation will take this billing into account. 



Note: A note will be added to the relevant 10000 unit's notepad recoding details of the reallocation.





Allocate Unallocated Receipts - One to Many





Use this screen to allocate, or transfer one receipt from the unallocated property to one or many correct units.



Refer to Allocate unallocated receipts - One to One, for more information on using the screen.



Note: A note will be added to the relevant 10000 unit's notepad recoding details of the reallocation.





Allocate Unallocated Receipts to a Property





Use this screen to allocate, or transfer receipts from the unallocated property to a property. An example of this type of transaction is where an insurance company transfers a claim payment for a client directly into your bank account.



This screen will allow you to allocate a receipt to one property. If one amount received was in respect of many properties, use the One to Many screen.



The following is an example of the reallocation screen:



[image: unalloc6]



Having selected a receipt to reallocate, choose a property to reallocate it to. You will not be allowed to enter a unit number. Choose an Nnla (general ledger code) that is relevant to the type of transaction being receipted - Eg. An Admin fee is usually 5001.



The system will create and post a Property Sundry Receipt Batch in respect of the amount reallocated to the property. Refer to Property Sundry Receipt Batch for more informaton



Note: A note will be added to the relevant 10000 unit's notepad recoding details of the reallocation.





Allocate Unallocated Receipts to a Property (One to Many)





Use this screen to allocate, or transfer one receipt from the unallocated property to one or many properties



Refer to Allocate unallocated receipts to a Property for more information on using the screen.



Note: A note will be added to the relevant 10000 unit's notepad recoding details of the reallocation.





Allocate Unallocated Receipts to a Property to an Agent





Use this screen to allocate, or transfer receipts from the unallocated property to an agent. An example of this type of transaction is where an attorney transfers a clearance fee directly into your bank account.



This screen will allow you to allocate a receipt to one agent.



The following is an example of the reallocation screen:
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Having selected a receipt to reallocate, choose an agent to reallocate it to. You will not be allowed to enter a unit number. Choose an Nnla (general ledger code) that is relevant to the type of transaction being receipted - Eg. An Admin fee is usually 5001.



The system will create and post an Agent Sundry Receipt Batch in respect of the amount reallocated to the property. Refer to Agent Sundry Receipt Batch for more information



Note: A note will be added to the relevant 10000 unit's notepad recoding details of the reallocation.





List of Unallocated Receipts





This report is a list of receipts that have not yet been allocated to the correct unit. You will note form the selection window below, that it can be run for a selected month. As with the rentroll, it will be available for a rolling twelve month period:  
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The following is an example of the report:



[image: unalloc3]





Please note that the sort order is the latest receipts at the top of the list. The Cdf O/S column has any cash deposit fee that was incurred by the relevant receipt, that will be billed to the unit when it is reallocated.





Sundry Receipts on Behalf of Owners (Properties)





Use this screen to Capture Receipts banked into either the Central Bank Account, or a Property's own bank account, for items being received on behalf of the Property, not from it's Units.  

e.g. An insurance claim refund.

The following is an example of the batch screen:

[image: PcbSRECbatch]

You may enter receipts for multiple payees to Properties in a single batch. A batch total must be entered to facilitate balancing and control. The amounts entered always include any VAT that has been charged. Enter 'Y' under 'Vf' (VAT flag) if the amount includes VAT and the Property is registered for VAT. The flag defaults to 'Y' if the Property is registered for VAT . Change the flag to 'N' if the amount being received does not include VAT.

The Default Cash Book appears in the CB field, in the above example a 'C' for Central. If you are processing a receipt to the Local Bank Account, change the flag to 'L'.

The CB Ref - Cash Book Reference is a very important field since it is used to reconcile to the bank account. Incorrect references cause inefficiencies in the bank reconciliation process. Enter a unique deposit number as the reference. If multiple line items make up a single deposit, enter the same reference for all relevant lines. They will be accumulated as a single item for the bank reconciliation. 

The Nnla, is the General Ledger Code to which the receipt will be posted. You would enter the income (usual) account, and the system will post the other side to the bank account automatically. 





Reporting











Owner & Tenant





Various reports relating to Owners and Tenants (Property level)





Owner Summary Report





This is a combined Rent Roll and Disbursement Statement. It is available for a rolling, twelve-month period.

The top section contains summarised Tenant information for the selected month - Opening Balance, Current Month Charges, Receipts and Closing Balance.

The section that follows, lists the expenses paid from the rental, and the amounts paid to the Owner. 





Rent Roll





RENT ROLL FUNCTIONALITY

The Rent Roll displays transactions between the Property Owner and the Tenants on a monthly basis. It is one of the primary reports used by Agents to report to their principles.

The Rent Roll can also be used to gather management information for both Property Owners and Agent's collection departments.

The following display shows the functionality of the Rent Roll:

[image: rentrollSelect]

The report is only available for a rolling twelve-month period with the billing period (next month) being the latest date that can be included. Any recovery necessary can be done from General Ledger 4165, where transactions are available for 36 months.

Unless the Unit Alpha Sort Flag is set to 'Y', Rent Rolls are sorted primarily by Unit Number and secondarily on the Tenant's name in ascending, alphabetical order. You can also choose to sort the report according to the balance carried forward.

For registered commercial buildings, all figures are deemed to be inclusive of VAT. Inclusive figures, including a note of the VAT total are The Rent Roll default display. If the VAT Column Separate Flag is set to 'Y', then all figures will be displayed excluding VAT, with the VAT Totals per Tenant shown in a separate column. 

A Full Rent Roll - Opening balance, all transactions and closing balance for all units, for a month.

A Summarised Rent Roll - Opening balance, totals for each group of transactions and closing balance for all units, for a month.

A Combined Rent Roll – usually multi-property, with one line containing the totals of each Property:

A Full Rent Roll with the cut off date set to 4th March 2008 - All the details for a full rent roll, but only with transactions up to and including 4th March. 

The combined Rent Roll is interesting and useful in many areas, including the following:

•Business growth
•Collection date statistics
•Portfolio performance




Disbursement Statement





This option produces a report reflecting a Property's share of the Central Bank Account, or the amount due by the Property to the Central Bank Account. The actual balance is adjusted according to amounts due to any creditors, or any VAT to be paid on behalf of the Property, thus reflecting the net amount due to, or by, a Property Owner. These adjustments can be included or excluded depending on the control flag set up for a Property (see below).

Run in summarised mode, a report is produced containing a single line, containing the totals of each Property, for each selected Property. This report can be used as a summary of the Central Bank Account, and also to manage amounts due to the Central Bank Account.

You can choose to display a single Net Total Line for a group of Properties, or the totals for each Property can be displayed individually, by choosing 'Y' or 'N' when prompted.

(Refer to How do I Group Properties) 

[image: psr]

The above insert contains options that need to be chosen when running this report:



	Choose Properties


	Prop


	Enter the Property Name or enter 'SELECT' to choose from the a list





	Report Content


	Period


	Enter the required From and To month. Selecting one month will make the report available in PDF format. Selecting more than one month will group the selected months into one report. 





	Report Content


	Full, Summarised or Consolidated 


	A Full Report displays all details for the relevant month, separately for each Property. A Summarised Report lists only the balance and adjustments totals on a single line for each Property, along with Totals per Report. If you choose to summarise grouped Properties, then only one line is shown for the whole group, along with its net balance. 





	Report Content


	Advance, Monthly or General


	enter 'A', 'M' or 'G' in order to select Properties according to their payment flags. This is usually used to select Properties in order to pay surpluses due to them.  

e.g. Set the payment flag to 'A' for a Property that requires payment of a surplus as soon as the Tenant has paid their rental. Then run the surplus report, choosing all 'A'dvance Properties. Only Properties that fit this criteria will be displayed in the report, and be paid if batches are built from this report.

These flags are set up on Maintenance - For your Clients - Property (Owner), Field 24.  





	Report Content


	Surplus, Shortfall or Both


	Enter the indicated letter, as required, in order to display only the selected type of balances. Shortfall balances are those due to the Central Bank Account





	


	VAT Column Y/N


	On a Full Report, a column displaying the VAT content of the amounts paid or received as direct payments or receipts can be displayed. It defaults to 'Y'. Payments to creditors, where the initial entry was not a direct Cash Book payment, do not display the VAT content.

Full VAT details can be obtained from the Property VAT Report.





	Report Content


	Bank Nnla


	





	Output Format


	Choose - Text version, (D)isplay, (P)rint or (B)oth


	





	Output Format


	Or - PDF version (V)iew, (E)mail, (P)rint or (F)ax


	





	Choose Properties


	Reporting Group - if Any (F2)


	





	Property Grouping


	Multi-Property Combined Y/N


	





	Property Grouping


	Combined Group Name (If any)


	





	Property Grouping


	Group mode Y/N


	If Group Mode is set to 'Y', then all Properties that have been grouped using Sub Prop (Field 21) of the Maintainance - Property screen, will be added together










The final Shortfall or Surplus on the Full Report will already have been adjusted by any creditors due by the Property, as well as any VAT due by the Property. These adjustments can be excluded either collectively or individually by setting the relevant control flag in Maintenance - For your Clients - Property (Owner). 

If the flag is set to 'V', the VAT Control Balance is excluded.  

If set to 'C', the Creditors Control Balance is excluded.  

If set to 'VC', both balances are excluded.  

If left blank, both balances are deducted (included).  

e.g. if the Property Owner pays his own VAT to the Receiver of Revenue.

This report can also be run from the Trust Account Management Menu, which produces the same report, but also generates payment batches to pay surpluses to Owners.





Various Unit and Balance and Arrears Reports





This menu contains various reports relating to units and their balances.





Unit Arrears Report - Notepad & Flagged





This report is useful for examining and reporting on arrears to owners or trustees of buildings, as well as the actions taken in regard to the arrears. It can be run for a rolling, twelve-month period.

The report contains balances due to the Property, and if requested, to the Agent, by the Unit Occupants. It incorporates an analysis by Unit Flag complete with percentages of the total amount outstanding.

Selecting the Email option causes the report to be e-mailed to all email address captured in the Contact Field of Maintenance - Property. If no email address have been captured, no emails will be sent.

An example of the selection screen, showing the various options is displayed below:

[image: PunitARREARSfladNOTE]

Enter the required number of months for the Unit Notepad to be displayed on the report for each Unit. The default is two months, and the maximum number of months is twelve. 

e.g. If one month is selected, the notepad for the selected period is displayed, two months displays the current and previous month, and so on.

This option will produce one report per property.





Unit Arrears Report - Notepad and Flagges (Multi-Property)





This option is similar to Unit Arrears Report - Notepad and Flagged, but can have multiple properties in one report.



Refer to Unit Arrears Report - Notepad and Flagged for more information.





Unit Balance Report for 6 months





A list of units with their month end balances for six months ending with the selected period.



The following is the selection screen:



[image: UNITbal6mth]





Unit Balance Analysis Report





This is a useful report in managing unit balances. It groups all aspects of Unit outstanding balances into one detailed repor, either per Property, or many Properties on one report.



The following image is an example of the report:





[image: unitBALanalREP]











Rentroll with Client Reference





Run this report to produce a list of property debtors balances and billing information for a selected month, for one or for a group of properties, with the client reference number setup in Maintenance - Property (Ctrl Flag 18), displaying thereon.



This is usually used where a client needs to capture the data into their system, using their reference numbers. 





Rentroll analysed by General Ledger Code





A rent roll type report with columns analysing each charge by the general ledger code to which it was posted.



The following is the selection screen containing the various options: 



[image: rentROLLglCODE]





Age Analysis





A rent roll type report with balances analysed by month. Being a balance brought forward system, the ageing is never as accurate as an open item system.



The Unit Balance Report for 6 months report is more meaningful in this context





Unit Statement - Email/View/Print





Use this facility to print a single or small group of Unit Statements.

Refer to How do I email a tenant statement





Unit Statement View





This program displays a Unit Statement for a single Unit, for a selected period. The display can be printed (Ctrl F).

Unit Statements are available in this way for a rolling, twelve-month period extending from the current billing period. 





Unit Notepad - Date Selection





This report displays all of the notes that have been entered by the user, for any Property within a selected date range. It can be used to check on notes for items that need to be attended to on a particular date.

The entry screen is as follows: - 

[image: notepropdte]

Notes are entered in the notepad of Maintenance, Unit (Full)





Unit Notepad - Multiple Properties





This report display all of the notes, within the selected date range, that have been entered by any, or all users, for any Property. It can be used to check on notes for items that need to be attended to on a particular date, or to monitor the activities of a particular user..

The entry screen is as follows: - 

[image: notepropmulti]

Notes are entered on the Notepad on Maintenance, Unit (Full)





Landlord (Property) Address Listing





A report that contains Property (Owner) address and other contact information (cell numbers, e-mail addresses...)



Exported to Excel, the report can be used as a data source for a mail merge operation.



[image: landlordLABELS]





Tenant (Unit) Address Listing





A report that contains Unit address and other contact information (cell numbers, e-mail addresses...)



Exported to Excel, the report can be used as a data source for a mail merge operation.





Landlord (Property) Information Listing





This listing gives various details contained in the set up of the Property. It is useful in ensuring that all selected Properties are correctly set up.





Creditors Roll





This report contains transaction details of all creditors relating to a property for a month. It is available for a rolling twelve month period. 







[image: crsROLL]





Unit Deposit Listing





This report displays a listing of Tenant's Deposits held by a Property on behalf of its Tenants. The report contains details of all transactions relating to each Tenant's deposit, and specifies the bank account in which it is held.

Refer to the notes below the example selection window for more information on the report options:

[image: PdrsDEPlisting]

	F, S or C - 	A Full Report displays data per Property and is made up of all transactions to date, for each deposit. 

A Summarised Report also displays data per Property, but contains only a single line per deposit, which contains the Totals for each section for that deposit. 

A Combined Report only displays the Total of all deposits for a single Property. However, multiple Properties, each on a separate line, can be displayed in a single report.


	Unit Alpha sort - 	Set this flag to 'Y' in order to change the Default Account Number Sort Order from Numeric to Alphabetic (by name).


Ignore Null Deposit Properties - When running a full 'C'ombined List, it is often useful to exclude Properties without Tenant Deposits. Setting this flag to 'Y' achieves this end. A Full Report displays all Properties, and is used to balance back to your Deposit Trust Account for audit purposes.

	Required period -  	This report can be run for an historical period of 3 years. 






Maintenance tracking





This report displays the maintenance paid for a property by category, with a detail drill.



Refer to  Analyse and Report on a Properties Repairs and Maintenance for more information





Monthly Report Packs





Enter topic text here.







[image: report packs]





Unit Age Analysis





A rent roll type report of units with balances. Bear in mind that the report is based on a balance brought forward base (Not open item), where payments are allocated to a period as opposed to an invoice. The rule employed in this report is to allocate receipts to the oldest period outstanding.



Unit notepad entries for units on the report will be displayed.



The various options when running the report are detailed below:
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Property selection, groups and Full/Combined:



Enter a single property to produce an age analysis for it. If you enter the controlling property in a group, the system will automatically produce a combined report of all the properties in the group. If you enter a property that is in a group and isn't the controlling property, a report will not be produced. 



You choose your own group by selecting the properties required, and choosing the Combined option.



Other options:



The sort order will be based on unit number unless you choose to change it to alphabetical by entering a Y for alpha sort.



Display for an on screen display, or choose to View, Email or Print a PDF copy of the report. 



Choose to exclude units with credit balances and/or units that only have a current period balance outstanding.







Rental - Actual / Fee Structure Budget Variance





This report will compare the Fee structure budget per unit, with the actual rental that was charged for a selected month. You can enter comments to explain any variance for the month that will be stored. The report is usually used to report variances to a client or manager.



It can be run in full detail for one property for one month, or combined with other properties in summarised form. 



The initial selection window:



[image: pglRENTvarREP1]



A full report for one property, with comments partially hidden on the right. It will include all units, even if no rent was charged or budgeted. The shortened option will only show units with either actual or budgeted rent. 



[image: pglRENTvarREP2]





A combined report for two buildings:
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Sectional Title and HOA





Various reports relating to Sectional Title Schemes and Home Owners Associations





Levy Roll





LEVY ROLL FUNCTIONALITY

The Levy Roll displays transactions between the Property Owner and the Tenants on a monthly basis. It is one of the primary reports used by Agents to report to their principles.

The Levy Roll can also be used to gather management information for both Property Owners and Agent's collection departments.

The following display shows the functionality of the Levy Roll:

[image: rentrollSelect]

The report is only available for a rolling twelve-month period with the billing period (next month) being the latest date that can be included. Any recovery necessary can be done from General Ledger 4165, where transactions are available for 36 months.

Unless the Unit Alpha Sort Flag is set to 'Y', Levy Rolls are sorted primarily by Unit Number and secondarily on the Tenant's name in ascending, alphabetical order. You can also choose to sort the report according to the balance carried forward.

For registered commercial buildings, all figures are deemed to be inclusive of VAT. Inclusive figures, including a note of the VAT total are The Levy Roll default display. If the VAT Column Separate Flag is set to 'Y', then all figures will be displayed excluding VAT, with the VAT Totals per Tenant shown in a separate column. 

A Full Levy Roll - Opening balance, all transactions and closing balance for all units, for a month.

A Summarised Levy Roll - Opening balance, totals for each group of transactions and closing balance for all units, for a month.

A Combined Levy Roll – usually multi-property, with one line containing the totals of each Property:

A Full Levy Roll with the cut off date set to 4th March 2008 - All the details for a full Levy roll, but only with transactions up to and including 4th March. 

The combined Levy Roll is interesting and useful in many areas, including the following:

•Business growth
•Collection date statistics
•Portfolio performance




Disbursement Statement





This option produces a report reflecting a Property's share of the Central Bank Account, or the amount due by the Property to the Central Bank Account. The actual balance is adjusted according to amounts due to any creditors, or any VAT to be paid on behalf of the Property, thus reflecting the net amount due to, or by, a Property Owner. These adjustments can be included or excluded depending on the control flag set up for a Property (see below).

Run in summarised mode, a report is produced containing a single line, containing the totals of each Property, for each selected Property. This report can be used as a summary of the Central Bank Account, and also to manage amounts due to the Central Bank Account.

You can choose to display a single Net Total Line for a group of Properties, or the totals for each Property can be displayed individually, by choosing 'Y' or 'N' when prompted.

(Refer to How do I Group Properties) 
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The above insert contains options that need to be chosen when running this report:

Prop - Enter the Property Name or enter 'SELECT' to choose from the a list.

Period - Enter the year and the month. This report is only available for a rolling, twelve-month period. It should be printed and filed for each Property on a monthly basis. Similar information, for earlier periods than provided by this report, can be obtained by analysing General Ledger Account 3265.

Full or Summarised - A Full Report displays all details for the relevant month, separately for each Property. A Summarised Report lists only the balance and adjustments totals on a single line for each Property, along with Totals per Report. If you choose to summarise grouped Properties, then only one line is shown for the whole group, along with its net balance. 

Advance, Monthly or General - enter 'A', 'M' or 'G' in order to select Properties according to their payment flags. This is usually used to select Properties in order to pay surpluses due to them.  

e.g. Set the payment flag to 'A' for a Property that requires payment of a surplus as soon as the Tenant has paid their rental. Then run the surplus report, choosing all 'A'dvance Properties. Only Properties that fit this criteria will be displayed in the report, and be paid if batches are built from this report.

These flags are set up on Maintenance - For your Clients - Property (Owner), Field 24.  

Surplus, Shortfall or Both - Enter the indicated letter, as required, in order to display only the selected type of balances. Shortfall balances are those due to the Central Bank Account.

VAT Column Y/N - On a Full Report, a column displaying the VAT content of the amounts paid or received as direct payments or receipts can be displayed. It defaults to 'Y'. Payments to creditors, where the initial entry was not a direct Cash Book payment, do not display the VAT content.  

Full VAT details can be obtained from the Property VAT Report.

The final Shortfall or Surplus on the Full Report will already have been adjusted by any creditors due by the Property, as well as any VAT due by the Property. These adjustments can be excluded either collectively or individually by setting the relevant control flag in Maintenance - For your Clients - Property (Owner). 

If the flag is set to 'V', the VAT Control Balance is excluded.  

If set to 'C', the Creditors Control Balance is excluded.  

If set to 'VC', both balances are excluded.  

If left blank, both balances are deducted (included).  

e.g. if the Property Owner pays his own VAT to the Receiver of Revenue.

This report can also be run from the Trust Account Management Menu, which produces the same report, but also generates payment batches to pay surpluses to Owners.





Various Unit and Balance and Arrears Reports





This menu contains various reports relating to units and their balances.





Unit Arrears Report - Notepad & Flagged





This report is useful for examining and reporting on arrears to owners or trustees of buildings, as well as the actions taken in regard to the arrears. It can be run for a rolling, twelve-month period.

The report contains balances due to the Property, and if requested, to the Agent, by the Unit Occupants. It incorporates an analysis by Unit Flag complete with percentages of the total amount outstanding.

Selecting the Email option causes the report to be e-mailed to all email address captured in the Contact Field of Maintenance - Property. If no email address have been captured, no emails will be sent.

An example of the selection screen, showing the various options is displayed below:

[image: PunitARREARSfladNOTE]

Enter the required number of months for the Unit Notepad to be displayed on the report for each Unit. The default is two months, and the maximum number of months is twelve. 

e.g. If one month is selected, the notepad for the selected period is displayed, two months displays the current and previous month, and so on.

This option will produce one report per property.





Unit Arrears Report - Notepad and Flagges (Multi-Property)





This option is similar to Unit Arrears Report - Notepad and Flagged, but can have multiple properties in one report.



Refer to Unit Arrears Report - Notepad and Flagged for more information.





Unit Balance Report for 6 months





A list of units with their month end balances for six months ending with the selected period.



The following is an example of the selection screen:



[image: UNITbal6mth]





Unit Balance Analysis Report





This is a useful report in managing unit balances. It groups all aspects of Unit outstanding balances into one detailed repor, either per Property, or many Properties on one report.



The following image is an example of the report:





[image: unitBALanalREP]











Rentroll with Client Reference





Run this report to produce a list of property debtors balances and billing information for a selected month, for one or for a group of properties, with the client reference number setup in Maintenance - Property (Ctrl Flag 18), displaying thereon.



This is usually used where a client needs to capture the data into their system, using their reference numbers. 





Rentroll analysed by General Ledger Code





A rent roll type report with columns analysing each charge by the general ledger code to which it was posted.



The following is the selection screen containing the various options: 



[image: rentROLLglCODE]





Age Analysis





A rent roll type report with balances analysed by month. Being a balance brought forward system, the ageing is never as accurate as an open item system.



The Unit Balance Report for 6 months report is more meaningful in this context





Unit Statement - Email/View/Print





Use this facility to print a single or small group of Unit Statements.

Refer to How do I email a Tenant Statement.





Unit Statement View





This program displays a Unit Statement for a single Unit, for a selected period. The display can be printed (Ctrl F).

Unit Statements are available in this way for a rolling, twelve-month period extending from the current billing period. 





Unit Notepad - Date Selection





This report displays all of the notes that have been entered by the user, for any Property within a selected date range. It can be used to check on notes for items that need to be attended to on a particular date.

The entry screen is as follows: - 

[image: notepropdte]

Notes are entered in the notepad of Maintain/Setup Unit





Unit Notepad - Multiple Properties





This report display all of the notes, within the selected date range, that have been entered by any, or all users, for any Property. It can be used to check on notes for items that need to be attended to on a particular date, or to monitor the activities of a particular user..

The entry screen is as follows: - 

[image: notepropmulti]

Notes are entered on the Notepad on Maintain/Setup Unit





Landlord (Property) Address Listing





A report that contains Property address and other contact information (cell numbers, e-mail addresses...) You can choose the Property address, the Owners address or Trustee addresses.



Exported to Excel, the report can be used as a data source for a mail merge operation.



[image: landlordLABELS]





Tenant (Unit) Address Listing





A report that contains Unit address and other contact information (cell numbers, e-mail addresses...)



Exported to Excel, the report can be used as a data source for a mail merge operation.





Unit Address Labels





Produce labels for units, using either the unit occupant address, the duplicate statement address or the bondholder address. 





Property Information Listing





This listing gives various details contained in the set up of the Property. It is useful in ensuring that all selected Properties are correctly set up.





Creditors Roll





This report contains transaction details of all creditors relating to a property for a month. It is available for a rolling twelve month period. 
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Attendance Register





This program produces a report that can be used as an attendance register for a meeting. It is usually used for sectional title or home owners association meetings. The report provides a space for a signature, lists the captured name and telephone numbers, and has spaces to record any changes to the names and telephone numbers.



The following is an example of the selection screen: 



[image: pDRSrepATTreg]





Notice of Meeting





This program produces a report that can be used to record the delivery of notices of a meeting, and has a space for the signature of the recipient of a physically delivered notice.



If the unit post flag (Control flag on Maintenance - Unit) is set to 'P', then it is assumed that the notice would have been posted by registered mail, and the word 'POSTED' is inserted in the signature block.



The following is an example of the selection screen:
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Insurance Replacement Values





A report detailing the estimated replacement values of units, based on the area (m2), and the rates per m2 setup in Maintenance - Property



This report is useful in insuring a sectional title property.





Owner Schedule





A useful summary of all units in a sectional title scheme, containing details, amongst others, of:



Section numbers

Door numbers

Participation quotas

Exclusive use areas

Levy rate per m2 





List of Unallocated Receipts





This report is a list of receipts that have not yet been allocated to the correct unit. You will note form the selection window below, that it can be run for a selected month. As with the rentroll, it will be available for a rolling twelve month period:  
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The following is an example of the report:



[image: unalloc3]





Please note that the sort order is the latest receipts at the top of the list. The Cdf O/S column has any cash deposit fee that was incurred by the relevant receipt, that will be billed to the unit when it is reallocated.





Statistics and Related











Commercial Tenancy Schedule





This option produces a report containing information on Rental, Unit Type, Rent Rates, etc., for the Units in a Commercial Rental Property.

Refer to 'How do I setup and produce a Commercial Tenancy Schedule'





Residential Tenancy Schedule - Full per Building





This option produces a report containing information on Rental, Unit Type, Rent Rates, etc., for the Units in a Commercial Rental Property.

Refer to 'How do I setup and produce a Commercial Tenancy Schedule'





Residential Tenancy Schedule - Full per Marketing Area











Residential Market Analysis





View an analysis of Rental Levels per Suburb and Unit Type.





Sectional Title Owner Schedule





Enter topic text here.





Residential Letting Performance











Sectional Title Performance











Month End Statements & Reports











Unit Statements





This facility is used to print Unit Statements for all Units in a selected Property, or group of Properties.

Large volumes of statements can be easily printed from this menu option, but you should consider any printer memory restrictions before choosing very large groups of buildings. Users usually experiment by choosing smaller groups and increasing their size as they successfully print the smaller groups.

Statements for Units that usually obtain their statements from a web site, or that usually receive an their statement by email, are not be printed when this facility is used.

Refer to How do I e-mail a Tenant Statement





Print Disbursement Statements





This option produces a report reflecting either the amount of a Property's share of the Central Bank Account, or the amount due by it to the Central Bank Account. The actual balance is adjusted by the amount owing to any creditors, or any VAT that must be paid on behalf of the Property, thus reflecting the Net Amount Due to, or by, a Property Owner. These adjustments can be included or excluded depending on the control flag setup for a Property (see below).

If run in Summarised Mode the report displays a single line containing the totals for each selected Property. This can be used both as a summary of the Central Bank Account, and to manage amounts due to the Central Bank Account.

You can choose to display either a single Net Total Line for a Group of Properties, or otherwise show them independently, by choosing 'Y' or 'N' when prompted. 

(Refer to How do I Group Properties) 

If the report is run from the Management Level, all system defaults are accepted on exiting, and you have not chosen to summarise group properties, you will then be offered the option of building payment batches to pay the displayed surpluses to Property Owners. This process produces a report that summarises its own processing, any unpaid amounts, and that lists all the relevant batches created by it. These batches are, by default, unposted, and can be edited before posting. 

Whether Properties are included in the report or not, is dependent on the Payment Flag setting selected by the User. 

(see below). Refer to How do I Pay surpluses to Owners

This report can also be run from the Owner Tenant Reporting Menu , but does not then offer the facility to build payment batches.

[image: psr]

The insert shown above contains the options that must be specified when running this report:

Prop - Enter the Property Name or enter 'SELECT' to choose from a list of Properties.

Period - Enter the Year and the Month. This report is only available for a rolling, twelve-month period and should thus be printed and filed for each Property on a monthly basis. Similar information for periods prior to this rolling, twelve-month period can be obtained by analysing General Ledger Account 3265.

Full or Summarised - A Full Report separately displays all the details for the relevant month, per Property. A Summarised report lists only a single line per Property, which displays the balance and adjustments for totals, with totals per report. If you choose to Summarise Grouped Properties, only one line, with a Net Balance, will be displayed for the entire group. 

Advance, Monthly or General - Insert 'A', 'M' or 'G' to select Properties according to their payment flags. This is used mainly to select Properties in order to pay over any surplus due to them.  

e.g. To create a report that shows only 'Advance' Properties - i.e. those Properties that must be paid as soon as the Tenant pays the rental - run the Surplus Report and set the Payment Flag to 'A'. This creates the desired report from which the relevant payment batches can later be built.

These flags are set up in Field 24 of Maintain/Setup Property.  

Surplus, Shortfall or Both - Enter the indicated letter (S, H or B) as required to display only the desired type of balances. Shortfall balances are those due to the Central Bank Account.

VAT Column Y/N - In a Full Report, a column showing the VAT content of the amounts paid or received as direct payments or receipts can be displayed. The default value for this field is 'Y' - i.e. the VAT column is displayed by default. Payments to Creditors, where the initial entry was not a direct Cash Book payment, do not display the VAT content. Full VAT details can be obtained from the Property VAT Report.



The final shortfall or surplus on the full report is automatically adjusted according to any creditors due by the Property, as well as any VAT due by the Property. These adjustments can be excluded, either globally or individually, by setting the relevant control flag in Maintain/Setup Property. If the flag is set to 'V', the VAT Control Balance is excluded. If it is set to 'C', the Creditors Control Balance is excluded. If set to 'VC', both balances are excluded. If this field is left blank, both balances are deducted. 

An example of where such a change is necessary, is where the Property Owner pays his own VAT to the Receiver of Revenue.





Owner Statement Run





This option produces a Summary Report that combines a Property Rentroll, a Property Disbursement Statement and a Property Creditors Roll.

When this option is run, the Summary Report will be printed unless Flag 25 on the Property Control Flags, in Field 15 of Maintain/Setup Property, is set to 'N', in which case, a Surplus Report and a separate Levy/Rentroll will be printed in place of the Summary Report.





Unit Inspection Control





This program reports on the last inspection date of each unit as setup in Maintain/Setup Unit.



It's aim is to find units that have not been inspected according to the correct inspection cycle. For example, if all units must be inspected at least every six months, and the current date is 30th September, select - 1st April - in the 'Inspected prior to' field, and a list will be displayed of all units whose last inspection date is prior to 1st April.



The list will also include all units with no Last Inspection Date captured.  



The scan only considers properties that are setup as Rental properties (R, RF, RC, RCO)(Control Flags on Maintain/Setup Property), and that you have access too.





Agent











Fee Roll of Properties (Owners)





This report contains a List of all Balances and Transactions for all Properties, for the selected month, that are linked to a particular Agent. The transactions referred to are those raised using Fees to a Landlord (Agent). 

 An example of this report is displayed below: 

[image: aRENTrollOFprops]





Fee Roll of Units





This program will produce a report of all amounts due by Units to their Agent, together with all of the transactions for a particular month. It is only available for a rolling twelve month period.



You can also see the balance due by a particular unit by looking in the extreme right hand column of a Unit Transaction Drill on Maintenance - Unit.



The following is an example of the selection screen that has various options in running this report:



[image: AuRroll]



Complete the options as required. A few points to note:



- You can select only one property from an agent if that is what you require.

- If you choose the 'C'ombined option, you will only get totals per agent. This is useful in viewing the information for many agents on one report.

- If you select 'Y' in unit alpha sort, the sort order will be in unit alphabetical order, and not number order as is the default.





Creditors Roll





Refer to Property Creditors Roll for more information.





Royalty Report





A report useful in franchise environments showing the amounts due to the Franchisor, with detailed drills. 





Disbursement Statement





Similar to the property level Disbursement Statement, detailing the agents share of the central trust account.





Trust Account











List of Rental Trust Balances - Month End Balance





This option displays or prints either a Full List, or a Summary List (with a drill), of all balances that make up the Central Bank Account within a particular account. This list contains the balances for each Property and Agent, as well as the Management Level's General Ledger Account 3265. The total agrees with the balance in General Ledger Account 4155 on the Management Level. The balances are the balances for the end of the Selected Period, or, if run during the current cash period, the balances up to the date on which the report is run. Subtotals for all balances on each level are included, with a Grand Total at the end of the report.

The following is an example of the selection screen:    

[image: McbCENTbsum1]

The 'S'ummary Report lists and totals the Balance Totals for all Properties linked to a specified Agent. By pressing 'F2' on the Agent line, a report for the full Agent list is displayed, as shown in the extracts below:

[image: McbCENTbsum2]
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An 'F2' drill on Franchisee (Agent) 890:

[image: McbCENTbsum5]

The report can also be run historically for a selected date within the month.  

Refer to List of Rental Trust Balances - Date Within a Month





List of Rental Trust Balances - Date Within a Month





This option displays or prints a Full List of all Balances making up the Central Bank Account within a particular account. It lists the balances for each Property and Agent, as well as the Management Level's General Ledger Account 3265. The total agrees with the balance on General Ledger Account 4155 on the Management Level.  The balances are those for the Selected Date, within the Selected Period. Subtotals are provided for all balances on each level, with a Grand Total at the end of the report.

Refer to List of Rental Trust Balances - Month End for more information.





List of Deposit Trust Account Balances





This report displays a listing of Tenant's Deposits held by a Property on behalf of its Tenants. The report contains details of all transactions relating to each Tenant's deposit, and specifies the bank account in which it is held.

Refer to the notes below the example selection window for more information on the report options:

[image: PdrsDEPlisting]

	F, S or C - 	A Full Report displays data per Property and is made up of all transactions to date, for each deposit. 

A Summarised Report also displays data per Property, but contains only a single line per deposit, which contains the Totals for each section for that deposit. 

A Combined Report only displays the Total of all deposits for a single Property. However, multiple Properties, each on a separate line, can be displayed in a single report.


	Unit Alpha sort - 	Set this flag to 'Y' in order to change the Default Account Number Sort Order from Numeric to Alphabetic (by name).


Ignore Null Deposit Properties - When running a full 'C'ombined List, it is often useful to exclude Properties without Tenant Deposits. Setting this flag to 'Y' achieves this end. A Full Report displays all Properties, and is used to balance back to your Deposit Trust Account for audit purposes.

	Required period -  	This report can be run for an historical period of 3 years. 






Group Chart of Accounts





This program will display or print a full list of general ledger accounts according to the selected options. The following is an example of the selection screen:



[image: MANglCHARTofACC]

Choose 'B' for only balance sheet accounts, 'I' for only income statement accounts or accept the default of 'A' for a full list.



Choose the sort order - by Group (Refer to Maintain General Ledger Masterfile), or by account number.



Enter the number of lines per column that you wish have in your report.





Specialised Agent Debtors





Enter topic text here.





Open Item Debtors





This menu contains the various options for the operation of open item debtors, which operates on the Agent/Division level. An Agent or Business would have to have already been setup, to use these facilities - Refer to Maintain/Setup Agent on the Management Debtors menu. Refer to Open Item Debtors for a system overview. There are various stationery options for invoices and statements - please consult the help desk for more information.



An overview of the menu options follows:



Setup - Setup menu, Debtors Masterfile and Take-on balances.



Charging and Crediting - Sundry invoices, Sundry credit notes, Sundry journal batches and Raise interest on arrears.



Receiving or refunding money - Sundry receipt and Sundry refund batches.



Reporting and enquiring - Print statements, Print Standard Journal Invoices, Age analysis, Debtors balance report, Reprint Invoices/Credit notes, Salesperson enquiry and Batch enquiries.





Setup Menu





This menu contains setup programs for Invoice codes, Salesman names and Divisions.





Invoice Codes





This is a utility that creates codes, per Business, that when entered in the Sundry Invoice or Sundry Credit note screen, will automatically insert the default description, and post the income side of the entry to the nominated general ledger account.



After selecting the relevant business number, enter your preferred codes as can be seen from the sample screen below: 



[image: abdoi5]



The system will restrict the General ledger codes to numbers between 5901 and 5999.





Salesman Masterfile





Capture codes and the names of salespeople. Each debtor can have a sales person linked to it. All transactions to a debtor will also be attributed to the relevant salesperson and be reported using the relevant enquiry program.



If no salesmen are to be captured, then capture and use the GEN category as in the example below:  
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Debtors Divisions







Setup division if you want to divide sales into the relevant categories. Each debtor will have to be linked to a division. Use 11 if no specific divisions are to be created, as in the example below:  
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Debtors Master File





Use this screen to setup and maintain business debtors which run in the Open item environment.



[image: busDRSoisetup]



Fields:



1. Enter the relevant business number.

2. After entering the business number, the name of the business will appear for confirmation. It cannot be edited here.

3. Enter the debtors account number, that you wish to edit or maintain. Press 'F2' to view a list of all available accounts.

4. After selecting the debtors account number, the name will be displayed for confirmation.

5. Press 'F3' to enter the name and postal address for statements and invoices.

6. Press 'F3' to enter the delivery address for the supply of services and products.

7. Press 'F3' to enter Contact information for the debtor - Telephone and fax numbers, e-mail address etc. 

8. Enter the division for the debtor as setup in the Setup menu.

9. Enter 'Y' if your business is registered for VAT, and the debtor is to be charged VAT. If for an unusual reason sales to this debtor would be exempt from VAT, enter N. This default setting will not be able to be overridden in the invoicing screens.

10. Enter 'O/I' for this debtor to be an Open item Debtor, or B/F for it to be a brought forward type debtor. O/I is the only setting available in this section.

11 and 12. Can be ignored in the property system environment.

13. Enter the salesperson that usually manages this debtor, as setup in the Setup menu.

14.,15,16. Can be ignored in the property system environment.

17. Enter the annual interest rate to be charged to the debtors on overdue balances. The rate can be an actual percentage, or a rate relative to the system prime rate eg. P+2.

Refer to Raise Interest on Arrears

18. Enter the normal payment terms - eg. '30' days, '60' days etc.

19. Press 'F2' to view an overview of the debtors sales etc.

20 to 30. Can be ignored in the property system environment. 

31. Enter the clients VAT number which will be printed on the invoices for the client.





Take-on Balances





Use this screen to capture the details and amounts of the items that make up the balance due by a debtor when taking it on for the first time. This is generally used when the system is first employed to manage the debtors for the relevant business.



The following screen is an example of the screen:
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Note that there would normally be no VAT, and that you should choose a relevant general ledger account tat would contra out against your opening accounting entry.



Enter the invoice numbers or other references that make up the opening balance under the Inv. No. column.





Sundry Invoices





Use this screen to produce a general type invoice to a customer, for goods or services supplied. It can be use to produce a multi lined invoice to one debtor of one business. The entry will be posted to 4168, Debtors control, and to the relevant income account.



The following is an example of the Sundry invoice screen:



[image: abdoiINV]



1 and 2 - Enter the relevant business number from which you wish to invoice.  

3 and 4 - Enter the Debtors number whom you wish to invoice or press 'F2' to search all debtors linked to the selected business.

5 - The salesperson setup on debtors masterfile will be the default value, but can be changed to any salesperson.

6 and 7 - not generally used in the property environment.

8 - Only the Cash or Current period is available in the sundry invoice screen. This is the period into which this transaction will be posted. The Billing or next period is also available in the Standard Journal batch.  

9 - This will be the VAT rate selected in the debtors masterfile for this debtor.

10 - Enter the invoice details as per the screen requirements:

10.1 - The Code is any Invoice code as setup in the Setup Menu, Invoice Codes. The default description will be displayed, but can be changed. The income will be posted to the general ledger code setup in the setup menu.  

10.2 - Enter the line amounts EXCLUDING VAT. The system will add the VAT.



When all lines are completed, press '.', and 'F' to file the invoice. The invoice will either print or be e-mailed ( if an e-mail address is entered on contact information). The system generated invoice number will be displayed after printing,which will be prefaced by a capital I, followed by a unique number, eg: I21222



The debtors balance (prior to the present invoice) and ageing will be displayed at the bottom of the screen for reference purposes.  







Sundry Credit Notes





Use this option to issue a credit note for an adjustment to a previously issued invoice. The following screen is an example of the credit note screen:
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1 and 2 - Enter the relevant business number from which you wish to issue the credit note.  

3 and 4 - Enter the Debtors number whom you wish to credit or press 'F2' to search all debtors linked to the selected business.

5 - The salesperson setup on debtors master file will be the default value, but can be changed to any salesperson.

6 - Not generally used in the property environment.

7 - Enter the invoice number in respect of which you wish to issue the credit note. 

8 - This will be the VAT rate selected in the debtors master file for this debtor.

9 - Enter the credit note details as per the screen requirements:

9.1 - The Code is any Invoice code as setup in the Setup Menu, Invoice Codes. The default description will be displayed, but can be changed. The income reversed will be posted to the general ledger code linked to the code, as setup in the setup menu.  

9.2 - Enter the line amounts EXCLUDING VAT. The system will add the VAT.



When all lines are completed, press '.', and 'F' to file the credit note. The credit note will print after filing it. The system generated credit note number will be displayed after printing. 



The debtors balance (prior to the present credit note) and ageing will be displayed at the bottom of the screen for reference purposes.





Sundry Receipt Batch





Use this option to receipt payments from debtors. Many receipts can be captured on one screen, with each payment being allocated to an invoice. Remember that the 'Ref'erence is the cash book reference, which will help when you do your bank reconciliation. If the whole batch will be banked on one deposit slip, use the same reference number for all lines in the batch.



The following is an example of the receipt screen:
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In the above example, the invoice number was known and entered. The batch total would have to be corrected before the batch would post. The 'Ref' column is the Cash Book reference. The 'Det' column describes the type of receipt - CA - Cash, CH - Cheque etc. The Nnla is the default bank account from the business. Enter the net amount received and any settlement discount given, to make up the total credit.



The series of screens below reflect the use of the 'F2' drill on the invoice number field. After pressing 'F2', and selecting or searching for a debtor, all unmatched entries for the debtor are displayed: 
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Select the invoices being paid, and enter the amounts in respect thereof:
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Enter the reference and details for each receipt:

[image: abdoiREC3]

The receipt screen will be populated as below and can be edited before posting:
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Sundry Journal Batch





Use this option to adjust an invoice amount, usually to correct an error. The journal will have the same reference number as the related invoice.



The following is an example of the Sundry journal batch screen:



[image: abdoiSUNjnl]

After entering 'NEW' for the next available batch number, any default description, and the batch total, enter the relevant business number.



Then enter the invoice number that you wish to adjust, and capture the details as required. Use an Nnla that is relevant to the type of adjustment. This is usually the same one as the original invoice, which you should ascertain before starting the journal process. 





Sundry Refund Batch





Use this option to capture refunds to debtors. Many refunds can be captured on one screen, with each refund being allocated to an invoice. Remember that the 'Ref'erence is the cash book reference, which will help when you do your bank reconciliation. This will usually be the fund cheque number. If the whole batch is refunded using one cheque, use the same cheque number for all lines in the batch.



The following is an example of the refund screen:
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Refer to the Debtors Open Item Sundry Receipt Batch for more information, having regard for the fact that a Refund is the opposite of a Receipt.







Raise Interest on Arrears





This program raises interest on arrear balances due by debtors, which are run in the Open Item debtors environment.



Interest is calculated based on the relevant interest rate, the outstanding balance at the selected date, and considering the terms allowed to the debtor. The rate and terms are setup on Debtors Master File .



The balances on any period earlier than allowed terms, will be charged interest as above. Any payments received beyond the terms of the relevant invoice, but applied to that invoice bringing the balance on that period to zero, will attract interest and be described in the batch as late payment interest.



Eg. If the requested period is Oct, 2001, and the debtors terms are 30 days, interest will be calculated on any balances in periods prior to and including August 2001. October would be current, and September 30 days. 



The program will produce an on screen schedule showing the debtors account number and the amount of interest, which can be printed by pressing 'Ctl F'. On 'Esc'aping from the schedule, you will asked if you would like to build a batch. If 'Y' is selected, a Standard Journal Batch will be produced. More details of the calculation of the interest will be included on the description lines of the batch. Call the batch up, by using it's number, in the Standard Journal Batch screen, and post it.











Standard Journal Batch





This program is used to produce the equivalent of an invoice, charging a debtor for services rendered or goods supplied. It is aimed at facilitating regular or standard billing to customers, which is usually run monthly. eg. Monthly contract fees for security services. Batches can be captured and repeated without having to recapture the details. They can be posed into the Billing (next) period, or into the current period, as opposed to invoices that can only be posted to the current period. This is to facilitate advanced billing for fixed amounts.



The normal process is to capture a new batch, or recall an old batch, post it, and then print the invoices from the batch. You can either print all of the lines in the batch, or a selected range of lines. You can also automatically reverse a whole batch, creating new or holding the old references. Invoices produced from this program are automatically numbered, which number will be prefaced with an 's'.



The following is an example of the capture screen:
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1 - Enter 'NEW' for the next batch number, or 'BATCH123' to recur an old batch (more details below).

2 and 3 - Enter a default description and total amount for the batch.

4 - Enter 'C' to post the transactions to the Current period, or 'B' to the Billing or next period. 

5 - Press 'F2' on Business and Account No to select and search as appropriate.



When complete, press a '.' and file and post the batch. Use Print Standard Journal Invoices to print the invoices as required.



The following are examples of calling up and repeating a previously used batch. You can trace a previous batch by using batch enquiry, or drilling in on the GL account 4168 (Business Debtors Control) on a trial balance of a relevant business.
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If you choose to reverse the amounts, you will be asked if you wish to hold the original references, and contra and match the original invoices, or if you wish to create new invoices with a negative value:
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Print Statements





This option will either print or display statements for open item debtors. It is also used as a tool when an analysis of a debtors account. The following is an example of the statement selection screen which runs after section of this option:
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1. Enter your business number or 'F2' to select.

2. Enter required Customer number or 'ALL' to select all customers.

3, 4 and 5. Enter a Cash period, eg. 200403, to print or display all transactions in that period (with a the balance at the end of it), together with any unmatched transactions from earlier periods. If you require a statement or statements for a longer or shorter period, delete the default period in line 3, and enter your required period in lines 4 and 5.

6. Enter a printer number or leave blank to display statements, as in the example below:    



[image: abdoiSTAT2]

If you choose to view 'ALL' statements, they will display one after the other. After you press 'Esc' to move to the next statement, the following message will display:   



[image: abdoiSTAT3]

Enter 'Y' to move to the next statement, or 'N' to exit.







Print Standard Journal Invoices





This option prints invoices for a particular Standard Journal Batch, or for certain lines from a batch. The following is an example of the selection screen:
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If the whole batch is printed, then all lines for one debtor will be printed on one invoice. If a selected range is printed, each line will print on a separate invoice,even if it is all for one debtor. 





Age Analysis





This program displays or prints an age analysis of outstanding debtors based on the line date of each outstanding transaction. This report might not balance back to the balance on the debtors control account, due to the inclusion or exclusion of transactions based on their line date, and not the financial period into which the entry was posted. The Debtors Balance Report will produce a list of debtors that will balance to the debtors control account.



The following is an example of the selection screen:
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1. Enter the relevant business number or enter 'SELECT' to choose from a list of businesses. If you select more than one business, a 'F'ull or 'S'ummary report will be displayed for each selected business, one after the other. A 'C'ombined report will show a total line only on one report for each selected business.

2. Enter the date to which you wish the report to run.

3. Enter the number of periods you wish to show in the report, going backwards from the 'To date'. This value must be 4 and 12 months.

4. A 'D'etail report adds a line with the contact information for the debtor to each debtor displayed in a 'S'ummary report. A 'C'ombined report will show a total line only for each selected business, on one report.

5. Enter a printer number to print, or leave blank to display the report.  







Debtors Balance Report





This report displays or prints a list of balances due by debtors, based on the period to which the relevant transactions were posted. This list will balance back to the balance on the debtors control account in the general ledger.



The following is an example of the selection screen:
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1. Enter the relevant business number or enter 'SELECT' to choose from a list of businesses. If you select more than one business, the report will be displayed for each selected business, one after the other.

2. Enter the date to which you wish the report to run.

3. Enter the number of periods you wish to show in the report, going backwards from the 'To date'. This value must be 4 and 12 months.

4. Enter a printer number to print, or leave blank to display the report.  





Reprint Invoice or Credit Note 





Run this program to reprint or resend the e-mail version of a previously printed etc. document. The following is an example of the selection screen:
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Salesperson Enquiry





This enquiry will give a summary of sales for all salespeople setup, for a rolling twelve month period. The sales are based on invoices and credit notes issued to debtors, grouped by the salesperson setup on the Debtors Masterfile, or as entered while capturing invoices or credit notes.



The following is an example of the selection screen:
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The following is an example of an enquiry:
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Debtors Receipt Batch Enquiry





Enter a batch number to view the details of the batch. To find a batch number - find the entry on the Business Debtors Control account (4168) on the relevant trial balance. The batch number is recorded at the beginning of the line.
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Debtors Journal Batch Enquiry





Enter a batch number to view the details of the batch. To find a batch number - find the entry on the Business Debtors Control account (4168) on the relevant trial balance. The batch number is recorded at the beginning of the line.
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Contract/Loan Debtors





These menus relate to a debtors accounting system that integrates with the Agent/Business level general ledger. It is aimed at regular type monthly billings with few sundry billings. It is a Balance Brought Forward (as opposed to an Open Item) system. Transactions are not matched against each other, and are allocated to the current or next (billing) period. 



Each Agent/Business has individual debtors linked to it. Each debtor has a Fee Structure - Table of regular billing that is often based on a service contract - which allows for future contact amounts to be captured in a similar way to a property lease agreement.



This system contains a Loan system, which has various utilities that recover and administer a loan to a debtor over a period of time, charging a daily based interest rate. 



An overview of the operation of the system follows, with the variations for the Loan facilities described at the end:



Assuming that the Business had been setup,



Setup -



l Setup codes to track sales per Salesperson using Setup Salesperson Codes (Contract/Loan)



l Setup individual debtors using Debtors Master File (Contract/Loan)





Process transactions -



l Pass sundry adjustments and charges using Sundry Journal Batch (Contract/Loan)



l Raise regular monthly charges using Raise Monthly Fees (Contract/Loan) 



l Capture receipts and raise debit orders using Sundry Receipt Batch (Contract/Loan)





Report and Print



l Print monthly debtors statements using Print Statements (Contract/Loan)



l Print or display a summary of all debtors accounts per business using Contract Debtors Roll 



l Print invoices using Print Journal Invoices (Contract/Loan)





Enquire



l Batch inquiries using Sundry Receipt Batch Enquiry and Sundry Journal Batch Enquiry







In addition to the above, the following are Loan System functions:



Setup



l Setup and maintain the current prime rate used as a base for interest calculations, using Maintain Loan System Prime Rate



l Loan debtors account numbers must begin with LOAN. - for example, LOAN.JJ1 or LOAN.GH - Using LOAN. as a prefix for each loan debtor automatically invokes Loan system treatment of the relevant debtor. 





Process transactions



l After the loan debtor has been setup, the loan advance is 'taken on' by typing 'LOAN.TAKEON' in the Sundry Receipt Batch (Contract/Loan)



l Interest is raised by typing 'LOAN.INTEREST' in the batch number field, instead of 'NEW', in the Sundry Journal Batch (Contract/Loan)



l Debit orders are raised by typing 'DEBORD' in the batch number field, instead of 'NEW', in the Sundry Receipt Batch (Contract/Loan)





Debtors Master File (Contract/Loan)





This menu item allows the setup or maintenance of a contract or loan debtor. An example of the screen is displayed below:



[image: aCLdrsmf1]

Business - Enter the Business number of Click on 'Select/Drill' (F2) to select off a list.

Drs Acc No - Enter the debtors account number, using an existing number to maintain, or a new number to create a new account. If the number is preface with the word 'LOAN.' , then the debtor will be treated as a Loan debtor. Click on 'Select/Drill' (F2) to search, as seen in the display below: 



[image: aCLdrsmf2]

After selecting the debtors account number, the name will be displayed for confirmation.



If the debtor is a loan debtor, 



[image: aCLdrsmf5]

Then the initial loan details can be captured in the window that pops up for completion, and example of which is displayed below:



[image: aCLdrsmf6]

A loan schedule will be displayed, and can be exported, after filing the above information:



[image: aCLdrsmf7]



Address Post - Click on 'Sub-Enter' (F3) to enter the name and postal address for statements and invoices.

Address Del - Click on 'Sub-Enter' (F3) to enter the delivery address for the supply of services and products.

Contact - Click on 'Sub-Enter' (F3) to enter Contact information for the debtor - Telephone and fax numbers, e-mail address etc. 

Division - Enter the division for the debtor as setup in the Setup menu.

VAT - Enter 'Y' if your business is registered for VAT, and the debtor is to be charged VAT. If for an unusual reason sales to this debtor would be exempt from VAT, enter N. This default setting will not be able to be overridden in the invoicing screens.

Open or B/F - Enter 'O/I' for this debtor to be an Open item Debtor, or B/F for it to be a brought forward type debtor. B/F is the only setting available in this section.

Order System and Pick Slip - Can be ignored in the property system environment.

Salesperson - Enter the salesperson that usually manages this debtor, as setup in the Setup menu.

Area code, Type and Class - Can be ignored in the property system environment.

Interest - Relevant to Loan Debtors. Enter the annual interest rate to be charged to the loan debtor on the outstanding balance. The rate can be an actual percentage, or a rate relative to the Loan Prime Rate eg. LP+2, LP-1. The Loan Prime Rate is setup on Maintain Loan System Prime Rate on Management System Functions Menu. Refer to Sundry Journal Batch for information on the raising interest. 

Terms - Enter the normal payment terms - eg. '30' days, '60' days etc.

Performance - Click on Select/Drill (F2) to view an overview of the debtors account:



[image: aCLdrsmf8]

And 'Select/Drill' (F2) on a month for the transactions:



[image: aCLdrsmf9]

Or 'Select/Drill' on the Total line for a twenty four month transaction history.







Deb order - Only applicable to Loan debtors. Click on 'Sub enter' (F3) to enter bank and amount details if the instalments are to be collected via. debit order. The system amount is the amount that is required to be paid in terms of the original loan schedule. A higher amount may be entered in the Over ride amount, which will be charged to the debtor if captured. Refer to Sundry Receipt Batch (Contract/Loan) for more information on processing debit orders. The system amount can be automatically updated to adjust to interest rate changes and advanced capital payments - Refer to Review/Update Loan Debit Order



Fee Structure - Click on 'Sub Enter' (F3) to capture details of fixed amounts that will be billed to debtors. These are usually amounts in terms of a contract with the debtor. Future amounts can also be captured with the relevant dates captured in the entry screen, an example of which is displayed below:



[image: aCLdrsmf4]

The amounts above will be raised as a Sundry Journal when Raise Monthly Fees (Contract/Loan) is run





Trade Disc, Settlement Disc, Stop Supply, Credit Limit, Sort, Credit control and Deliv can be ignored in the property system environment. 



Vat Reg No - Enter the clients VAT number which will be printed on the invoices for the client.





Sundry Journal Batch (Contract/Loan)





This screen is used to process any adjustment, charge or billing to a Contract/Loan debtor. It will debit or credit the debtor, based on amount captured. The Raise Monthly Fees (Contract/Loan) program will produce an unposted journal batch to post using this screen.



Any adjustments to a Loan debtor, will be used to calculate interest on, when interest is raised for the debtor. The Date is very important in the Loan debtors environment, as the entry will attract interest from that date. There is special functionality for Loan interest, which is described below.



The following image is an example of the Sundry Journal Batch screen: 

  

[image: aCLs JNL]

Batch No - Type 'NEW' or an unposted batch number. Refer to the notes on loan interest below.

Description - Type in a default description which will copy to each new line of the batch. Can be left blank.

Amount - Enter the total amount of the batch to be captured.

Period - Enter the accounting period that you would the entry to be posted to in the general and debtors ledger. It must be either the 'C'ash (Current) or 'B'illing (Next) period.

Type - Accept the 'J' default



Business No - Enter the Business Number or click on 'Select/Drill' (F2) to select off a list.

Acc No - Enter the Debtors Account Number or click on 'Select/Drill' (F2) to select off a list.

Ref - Enter a reference, usually your initials. 

Description - Enter a description for the line, which will print on the invoice.

Date - Enter the date for the line. Remember that this is important for interest calculations on Loan debtors. The entry will post to the period selected above in the general ledger.

Vat Flag - Enter 0 or 14. Entering 0 would not charge VAT on the amount.

Nnla - Enter the income/expense code that you would like the transaction to post to. The other side of the entry (Which is to 4169 -Contract Debtors Control) will be posted by the system.

Amount - Enter the amount to be posted to the debtor, inclusive of VAT. The system will allocate the VAT based on the VAT flag setting.



When complete, click on 'File' and post the batch. 





Invoices can be printed for these adjustments using Print Journal Invoices (Contract/Loan), based on the batch number.





By typing 'LOAN.INTEREST' at the batch number prompt, a batch raising interest on all transactions to which interest has not been applied, will be created. Interest will be raised from the transaction date to the selected 'To date' when running the calculation. The following screen displays demonstrate the process:



[image: aCLs JNL1]

The 'P'review process will list the proposed interest transactions, and then lead you into the live raising if you wish to proceed. 



[image: aCLs JNL3]

Usually enter 'ALL' to cover all loan debtors. The Year and Month is the accounting period into which the interest transactions will be posted. It is generally correct to run this interest at the end of a month, choose that month as the posting period, and use that month end date as the 'Int to Date'.





[image: aCLs JNL4]

The above is an example of the preview of the transactions to be raised. On closing this window, the choice to perform a live run will be given:
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The live run will require the same choices as for the preview run. Remember to check the 'To date' when running the live interest raise. It will not pick up the Preview 'To date', and will default to the current date.
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If you are satisfied that the batch produced is correct, File and Post it. In order to maintain a control over the transactions to which interest has not been applied, you will not be able to raise another interest batch until the previous batch has been Posted or Deleted. A message disclosing the unposted batch number will be displayed, giving you the option to post it or to delete it, before running the next batch.





Sundry Receipt Batch (Contract/Loan)





This screen is used to capture any receipt from a Contract or Loan debtor. It is also used to process Loan take on's and debt orders. As this is a Balance Brought Forward system, receipts are not allocated against invoices/adjustments. 



The line date of transactions is important for Loan debtors, as that is the date from which interest is calculated.



The following is an example of the receipt screen:  
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Batch No - Type 'NEW' or an unposted batch number. Refer to the notes on Debit Orders and Loan takeons below.

Desc - Type in a default description which will copy to each new line of the batch. Can be left blank.

Amt - Enter the total amount of the batch to be captured.

Period - Will always be the 'C'ash period.



Business No - Enter the Business Number or click on 'Select/Drill' (F2) to select off a list.

Acc No - Enter the Debtors Account Number or click on 'Select/Drill' (F2) to select off a list.

Ref - Enter the reference that will be used for bank reconciliation purposes.

Desc - Accept the default or enter a line description as required.

Date - Enter the receipt date. Remember that interest will be calculated using this date in a loan debtors case.

Nnla - This is the cash book account, and will default to the business default as set up.  

Gross Amount - Enter the amount of the receipt for the debtor.



When complete, click on 'File' and post the batch.





Additional facilities for Loan debtors are as follows:



l Initial loan take on.



Once a loan, or many loans have been taken on, by typing 'LOAN.TAKEON' in the batch number field, a negative value Sundry Receipt batch will be produced by the system. The date, cash book reference and amount is based on the information captured when the Loan debtor was set up using Debtors Master File (Contract/Loan).  



An example of the selection screen and a batch created by the system are displayed below. The Nnla is the cash book from which the advance to the debtor was made. It will default to the cash book used when the business was setup.
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l Debit orders



By typing 'DEBORD' in the batch number field, the system will scan the loan debtors of the selected Agent/Businesses, and produce an unposted Sundry Receipt Batch, which can be exported and uploaded to your bank. The amounts used will be the system instalment, or override amount (if it is higher), as per the original loan schedule and debit order field in Debtors Master File (Contract/Loan). An example of the election screen is displayed below:  
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Print Statements (Contract/Loan)





This option will print or display a statement per debtor, as selected. If the printer number is left blank, then the statement/s will be displayed on the screen. The billing period is the month in respect of which you want the statements to be displayed/printed.



Remember that this is a Balance Brought Forward system. There will be a balance brought forward, transactions for the month, and a balance carried forward. An example of the selection screen is displayed below:
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Print Journal Invoices (Contract/Loan)





This option will print tax invoices for journal charges to debtors from a Sundry Journal Batch (Contract/Loan). There are various stationery options for these invoices - contact the Help Desk for more information. The following is an example of the selection screen: 



[image: aCLprintINV]

If the Batch Line No('s) field is left blank, one invoice per debtor will be printed. All of the entries in the batch for each debtor, will be printed on one invoice. If lines are selected, only those will be printed, applying the aforementioned rules.



If the invoices have already been printed, various date options will be given which are self explanatory. 





Raise Monthly Fees (Contract/Loan)





This option produces an unposted Sundry Journal Batch (Contract/Loan), charging debtors the amounts setup in the Fee Structure of the Debtors Master File (Contract/Loan). The following is an example of the selection screen:
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A summary of the fees to be raised will be displayed, as in the example below:



[image: aCLfeeR2]

On exiting, the following choice will be offered:
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The batch number will be displayed on exiting.
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Setup Salesperson Codes (Contract/Loan)





Use this option to maintain the table of salespeople. These codes can be entered when setting up a debtor using Debtors Master File (Contract/Loan) and records the salesperson who is linked to a debtor.



The following is an example of the table: 
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Review/Update Loan Debit Orders





This option allows the automatic update of the system debit order amount to adjust to an interest rate change, or capital balance adjustment, or both, ensuring the loan repayment according to it's original term.



The following is an example of the selection screen:
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If 'Interest Only' is set to 'N', the update will calculate the amount necessary to repay the current balance, at the current interest rate, over the remaining period of the loan.



If 'Interest Only' is set to 'Y', the update will adjust the system debit order amount to reflect only the changed interest rate, ignoring the current balance.
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Select the debtor or debtors you want to update, by clicking or entering on them, clicking on File and updating.







Contract Debtors Roll





The Contract Debtors Roll displays the transactions between the Business and it's Contract Debtors for a month at a time.



This window is where the choices are made, as to the way that the Contract Debtors Roll is displayed:  



[image: aCLdrsROLL1]



The report is only available for a rolling twelve month period, the billing period being the latest date. Any recovery necessary can be done from general ledger 4169, where the transactions are available for 36 months.



Contract Debtors Rolls are sorted by account number, unless the Unit Alpha sort flag is set to Y. Then the sort order will be alphabetic, based on the debtors name.



All figures are inclusive of VAT. The rentroll will by default display the inclusive figures, with a note of the total amount of VAT included. If the VAT column separate flag is set to Y, then the figures will all be displayed excluding VAT, with the full amount of VAT charged per debtor shown in a separate column. 



A Full Contract Debtors Roll , with all transactional detail:
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A Summarised Contract Debtors Roll will have one line per debtor, the detail suppressed. 



A Combined Contract Debtors Roll will have one line per Business, containing the totals of each Business.





Sundry Receipt Batch Enquiry





Enter the batch number to display the details of the selected batch. 





Sundry Journal Batch Enquiry





Enter the batch number to display the details of the selected batch. 





User Administration





Reports and utilities relating to your document, e-mail, fax or SMS production and distribution.





Check the status of my E-mail's, SMS's, Faxes and PDF documents





This utility reports the progress and the result of the production and distribution of PDF reports and SMS's. Documents are either E-mailed, faxed, printed or viewed.



Depending on the options that you select, your information will be displayed in a window within the UniProp emulator, or within an automatically invoked session of your internet browser. eg. Internet Explorer.



The following is an example of the initial selection window:
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 .



	1.


	Unless you have been setup as an administrative user, you will only have access to documents and SMS's initiated by you





	2.


	Use the date fields to restrict your search to the period during which the information that you are looking for was produced. Enter the earliest date here......





	3.


	..... and the latest date here.





	4.


	Enter 'E' to view a list and the delivery status of all documents e-mailed by you during the selected period.

Enter 'S' to view a list and delivery status of all SMS's sent by you during the selected period.

Enter 'F' to view a list and delivery status of all documents that were faxed by you during the selected period.

Leave this option blank, to view a list of all documents etc. initiated by you during the selected period (All of the above types as well as print and view documents.) 












If 'E'-mail is chosen, a display similar to the example below will appear in your automatically opened internet browser:
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The graph contains a summary of all your e-mails for the selected period. Click on any category on the graph, to view a list of the detail making up the totals displayed. We clicked on the Completed (Orange) section:
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If you wish to follow up reports that were not E-mailed or faxed ie. Viewed or Printed, leave the last option blank, and a full list of your documents will be displayed as in the example below:
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You can press 'F2' on any E-mail, Fax or SMS to view the details in the browser based displays above. Please contact the Help Desk if you find any documents with 'Failed' and you cannot trace the reason.



Please run the following tutorial which will assist in working with the production and distribution of these reports -



Unijack Printing









Check my UniJack path





This utility reports the PDF documents that have been produced, and are waiting to be downloaded to your computer.



Please run the following tutorial which will assist in working with the production of these reports -



Unijack Printing





Enquiries & Searches





These menus contain various searches and enquiries.





Related to Your Business (Agent)











Batch Enquiry





This option calls up a selection window in which you can choose the type of Agent batch into which you would like to enquire.
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When you enter on the required batch type, the following selection screen will be displayed:
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This selection screen provides various options, including a date search and re-sort facilities. By setting the relevant flag to 'Y', this facility can be used to search for unposted batches.

Once the various options in the above screen have been completed, the selected batch, or list of matching batches will be displayed. If the batch is not a system generated batch, the login of the user that captured the batch will be displayed. The user login is system stored and cannot be amended by the users:

[image: Abe3]

Press 'F2' on the required batch line to view its contents:
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Creditors - All Transactions for One Agent Creditor





Refer to Creditors - All Transactions for One Property Creditor which works in the same way but on the Property level.





Related to Your Clients (Property)











Search for a Property (Owner)





Search for a Property (Landlord) based on one of the following search criteria:.

[image: property lookup]

A list of all landlords fulfilling the search criteria will be displayed. Entering on one of the lines, automatically opens the Update Property Screen for the selected Property (Landlord). 





Search for a Unit (Tenant)





Search for a Unit (Tenant) based on one of the following search criteria:

[image: unit lookup]

With some of the searches you will be able to include an outstanding balance, e.g. Search for all Units with Names beginning with JOHN, and with an outstanding balance of R 5000.00



A list of tenants that match the search criteria is then displayed. If you press Enter on one of the lines, the Update Tenant Screen will automatically be opened for the selected tenant. 





Batch Enquiry





This option calls up a Selection Window in which you can choose the type of Property Batch into which you would like to enquire.

[image: Pbe1]

When you enter on the required batch type, the following selection screen will be displayed:
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This selection screen provides various options, including a date search and re-sort facilities. By setting the relevant flag to 'Y', this facility can be used to search for unposted batches.

Once the various options in the above screen have been completed, the selected batch, or list of matching batches will be displayed. If the batch is not a system generated batch, the login of the user that captured the batch will be displayed. The user login is system stored and cannot be amended by the users:

[image: Pbe3]

Press 'F2' on the required batch line to view its contents:
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Creditors - All Transactions for One Property Creditor





This program groups all Transactions, from all Properties to which the relevant user has access, by the selected creditor. A Transaction drill on Field 11 of Maintenance - For Your Clients - Creditor, gives similar information, but only for a single Property.

First, enter the desired Creditor or Supplier Number in the pop up window that appears when this program is run: -

[image: pcrsMULTIPROP]

A rolling, twelve-month, Historical Summary by Month, similar to the one below will appear.

[image: pcrsMULTIPROPdrill1]

By pressing 'F2' on the required month, a Full Transaction Listing, sorted according to your selections in the following dialogue box, will be displayed.

[image: pcrsMULTIPROPdrill2]





Search the Unallocated Receipts List





This a search facility that is restricted to property 10000, the unallocated receipts property. It will exclude units (receipts) that have been re-allocated, and therefore have a zero balance. 



[image: unalloc1]

You will be able to choose from one of the two options displayed above when you run the search. The reference is the line description that was entered when the receipt was capture.





Administration











Monthly Routines











Beginning of Month











Raise Fixed Monthly Fees Charged to Properties





This program raises the Amount "Fees Payable by a Property to its Agent", as set up in the Amount Field of Maintain Property - Agent Fee Structure. These fees are usually raised and paid at the beginning of each month.

When run in live mode, this program automatically raises a Debtor and an Income in the Agent's Books, along with a corresponding Creditor and Expense in the Property's Books. These amounts are paid automatically when Pay Amounts due by Properties to Agents is run. 

This program also produces a report that is useful for maintaining an overview of amounts raised from month to month. 

The following is an example of the selection screen. The below example would raise fees for the month of October 2004.

[image: MTHbeginPROPagentFEES]

Once these fees have been raised, any adjustments are made using Fees to a Landlord (Agent).





Pay Amounts Due by Properties to Agents





Please refer to Pay Amounts Due by Properties to Agents on the End of Month Menu for a description and notes relevant to this process. 





Middle of Month - Tenant Statements











Set the Month End Date (Usually the last day of the month)





This date must be set before a number of various processing options can take place. 

e.g. You will not be able to run Property to Agent Cash Allocation until this date has been set for the current period. 

In some accounts this date is printed on Unit Statements as the "Payments Included up to Date" Field. Other than as relates to these previously mentioned items, this is not a "system critical" date.

Simply enter the date where requested when running the program, as in the example below:
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Charge Interest to Units (Tenants) on Overdue Balances (Daily per Property)





This option is used to Raise Interest on Unit Overdue Balances in cases where the full amount due was not paid prior to the date set for the Property's by means of the control flags in Maintenance - For Your Clients - Property (Owner). If no date has been set, then the program will use the 7th (of any given month) as its default date.

i.e. if the full amount due is not paid on the 7th of the month, interest will be charged from the 1st of the month. 

The interest is calculated based on the actual dates of the transactions - all billing is assumed to be due on the 1st of the month. 

For Month-End Cut-off Structures:

Since Unit Statements are printed at mid-month, while month-end balances are stored at calendar month end, this interest is calculated in respect of the previous month. If there is a balance due on the 7th,the system calculates the interest using the relevant interest rate, as set up for the Property or Unit.

e.g. In a scenario where the Current Cash Period is December and Unit Statements are being run for January, this program would be run on about the 15th of December. It looks at the balance on 7th November (assuming that all billing was due on the 1st of November), and only calculates interest if this balance is greater than zero. Interest is calculated for all transactions in November, as well as any opening balance at the beginning of November, based on the number of days for which they are outstanding. 

Since the interest appears on the January statements, but is in respect of November, this interest effectively two months in arrears.

The default period, when running this program, is the month prior to the current month.

Mid-Month Cut-off Structures

Unit statements are printed at mid-month, which is also the system month-end. This means that interest is calculated in respect of the current month. If there is a balance due on the 7th,the system calculates the interest using the relevant interest rate, as set up for the Property or Unit.

e.g. In a scenario where the Current Cash Period is December and Unit Statements are being run for January, this program would be run on about the 15th of December. It looks at the balance on 7th November (assuming that all billing was due on the 1st of November), and only calculates interest if this balance is greater than zero. Interest is calculated for all transactions in November, as well as any opening balance at the beginning of November, based on the number of days for which they are outstanding. 

 Since the interest appears on the January statements, but is in respect of November, this interest effectively two months in arrears.

The default period, when running this program, is the month prior to the current month.



Notes for both structures:

The interest is charged into the Billing Period (Next month), which in the above examples, would be January.

The system has alternate interest calculation programs that are based on the actual transaction dates. 

Refer to How do I Charge Interest on arrear rentals/levies.

When running the above option, the system produces an unposted Sundry Adjustment that must be posted by means of the relevant screen.





Raise Fixed Monthly Rent, etc. Charges Payable by Units (Tenants)





This program raises (charges) amounts that have been captured to be charged to Units by a Property or Properties. These amounts are usually rental, levy, or other amounts that have been set up in the "Amounts" or "Other" Fields in the Unit Fee Structure of Maintenance - For Your Client - Unit (Tenant). These are usually set charges that recur from month to month, or otherwise recoveries based on a General Ledger Account.

This program also raises all Global Unit Fees that were set up in Maintenance - For Your Clients - Property (Owner). These charges are usually identical for each Unit. e.g. a security contribution for all Units.  

Refer to the relevant section of Maintenance - For Your Clients - Property (Owner) for more information.  

This process runs fees for all selected Properties for the selected Billing Period. It is usually run at approximately the middle of a month, so as to facilitate the process of sending out the next month's Unit Statements.

If you are running this program for all Properties in your account, ensure that you have access to all Agents in your business, so as not to miss charging any fees.

This test can be run in either Live mode, as indicated in the example selection screen below, or it can sometimes be wise to run it in test mode to check that the totals are more or less correct before running it in live mode. 

This process can only be run once per Property per Month, so as to prevent any duplication of fees being raised.

   [image: mthEunitFEEraise]

It is useful to print and file the report that is displayed after the process has run. Useful statistical information can be gathered over a period of time from the amounts displayed on the report.

You can also preview this process for a single Property at a time by running Test Unit Fee Structure on the Quality Control Tools Menu.





Raise Fixed Montly Agent Charges Payable by Units (Tenants)





This program raises (charges) amounts that have been captured to be charged to Units by an Agent. These amounts are usually rental, levy, or other amounts that have been set up in the "Amounts" or "Other" Fields in the Unit Fee Structure of Maintenance - For Your Client - Unit (Tenant). These are usually set charges that recur from month to month, or otherwise recoveries based on a General Ledger Account.

This process runs fees for all selected Properties for the selected Billing Period. It is usually run at approximately the middle of a month, so as to facilitate the process of sending out the next month's Unit Statements.

If you are running this program for all Properties in your account, ensure that you have access to all Agents in your business, so as not to miss charging any fees.

This test can be run in either Live mode, as indicated in the example selection screen below, or it can sometimes be wise to run it in test mode to check that the totals are more or less correct before running it in live mode. 

This process can only be run once per Property per Month, so as to prevent any duplication of fees being raised.
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It is useful to print and file the report that is displayed after the process has run. Useful statistical information can be gathered over a period of time from the amounts displayed on the report.

This process produces Agent to Unit Batches that are reflected on Unit Statements, together with the rental / levy etc., but that are not reflected on the Property Rent/Levy Roll. 





Statement Month End Settings





These settings specify the Statement on which Unit Transactions must appear. This facility accommodates the need of most Agents to send out statements prior to month-end, so that Units can pay the due amounts by the 1st of the month, but who keep their books open to the end of the calendar month for other transactions. The usual Period rules are interrupted in this regard.  

e.g. In a scenario where the current billing period is February, and a current period adjustment is posted to a Unit on any date, the adjustment will appear on the February Unit Statement. If however, a Statement Month-end of the 16th January had been set up, and it was now the 18th of January (February statements already send out), any Unit Adjustments would only appear on the March Unit Statement, but on the February Rentroll.

When processing any type of Unit Transaction subsequent to the setting up of the Statement Month-end Date, you will be asked to enter a password in order to post said Unit Transaction to a period prior to the Statement Month-end. 

i.e. (for the above example) - so that the entry would appear on the February rather than the March statement. The password is usually set up at the same time as the Month-end Date.

This facility is only available for a period of twenty days subsequent to the Statement Cut-off Date, so as to prohibit any conflict arising between variable Statement Month-end Dates that are randomly set up by users.  

If the Month-end Date is not set up, the normal period rules apply.

Note: The rentroll does not always agree with the Unit Statement if the entries are posted to a different Statement Period. However, the Net Effect will always be correct.

Refer to Various Periods applicable in the System to see how this period co-ordinates with the other periods in the system.

The following are examples of the screens used to set the date and the password:

The initial screen:

[image: mthEstatset1]

After selecting Line 1, enter the Statement Month-end Date. In this example, all entries captured up to and including the 17th of May will be on the June statements. All entries from the 18th to the 31st, unless the pre-statement option is selected, will appear on the July statements. All current period entries will however, be on the June rentroll.  

[image: mthEstatset2]

After selecting Line 2, enter the password for the current month:

[image: mthEstatset3]





End of Month











Pay Amounts Due by Properties to Agents





This program is applicable in a Central Banking Environment. It automatically pays amounts due by a Property to its Agent. It can be run for many Properties or for a single Property, depending on the selection process used.  

These amounts due are usually related to commissions, management fees or sundry fee charges, charged by an Agent to a Property. The amounts due are Debtors to the Agents, and Creditors to the Properties. This program automatically pays the Property Creditor, and receipts the Agent Debtor, allocating funds to the relevant parties via the Central Banking System.

The program can be run in test mode, as can be seen from the example selection screen shown below, and can be run as often as needed or desired. The program is usually run once or twice (beginning & end of month) a month. The usual reasons for restricting the number of times that this program is run in any given month are as follows: -

l an entry is recorded each time the program is run, which can make a surplus report look busy

l if bank charges are activated in your account, bank charges are charged to the Property every time a payment is made

[image: MTHendPropAcshAlloc]

Refer to Fees to a Landlord (Agent) for more information about the charging of these fees. 





Centralise Funds for a Group of Properties





This program is used to consolidate the Balances of funds in, or amounts due to, the Trust Account of individual Properties within a Group of Properties, to a Defined Master Property for the group.

If any properties in the group are in shortfall (including outstanding creditors), they will be refunded the amount of the shortfall in this process. The relevant property will then be able to pay it's creditors.

The program can be run as often as required, but should be run at month end, before the interest on Property shortfalls is charged, and before payments are made to Owners.

[image: MTHendPropgrpCSHclr]

This program produces an unposted Property Sundry Payment Batch and one is able to review this batch by opening it in the relevant screen. In some accounts, if any of the properties are in shortfall (Owe money to the Trust account), a password is required to open the batch. If the correct password is not entered the batch will be automatically deleted.







Charge Interest to Properties (Owners) that Owe Money to the Trust Account





This option is used to raise interest on balances at the date on which it is run, on money due by selected Properties to the Trust Account.

It calculates the interest using the relevant interest rate as set up on the Maintenance - Property, for the whole of the Current (Cash Period) Month.

The interest is charged into the Cash Period in the books of the Agent and the Property. It is accrued as income to the Agent, and as an expense to the Property. It creates a Debtor in the books of the Agent, and a matching Creditor in the books of the Property.  

[image: MTHendPropINT]

This program produces an unposted Agent Fees to a Landlord, which can be reviewed and then posted, by means of the relevant screen.





Pay Amounts Due by Properties to Agents





Please refer to Pay Amounts Due by Properties to Agents, under Beginning of Month, above.

This program has been included twice simply for ease of use. If run according to the menu order, it pays only the amounts due by the Properties to their Agents for the interest that was raised in the menu item above.





Run Property General Ledger Year Ends





This program runs a Single Year End on all Properties whose financial year ends match the month selected when running it. The purpose of this program is to automatically run Year End processes for multiple Properties in a single bulk process.  

The date commonly selected when running this process is that for the end of the previous month. 

e.g. if you are running your month end on 31st July, you would select 06 for June. 

The following is an example of the selection screen for this program.  

[image: MTHendPropGLye's]

Follow the system prompts after clicking on 'File'.





Credit Interest on Tenants Deposits





This screen is used to Credit Interest to Tenants on deposits held by the Agent as security, in terms of a lease agreement in respect of the rental of a Property.

Refer to How do I Setup and credit Interest on Tenant deposits for full details on how this system is set up and used.





Statistics Update - Unit Count





Update the statistical tracking of the number of Units managed per Division.





Statistics Update - Rentroll Data





Update statistical tracking of Month-end Unit Debtors balances, and Unit balances at the 10th of the current month.





Statistics Update - Disbursement Data





Update statistical tracking of Month-end balances for funds held in your Rental Trust Account.





Statistics Update - Residential Letting Information





Update statistical tracking of rental levels per Unit Type and Area.





Download Data to TPN





Automatically provide the Tenant Profile Network with your Tenant data in terms of your arrangement with them.





Deposit Transfer To Trust





Automatically put through an entry from the Rental Trust Account to the Deposit Trust Account, in order to transfer the total amount for Tenant deposits collected during the month.





Deposit Transfer From Trust





Automatically put through an entry from the Deposit Trust Account to the Rental Trust Account, in order to transfer the total amount for Tenant deposits refunded during the month.





Owner Held Deposit Payout





Automatically put through an entry on behalf of Owners that hold their deposits themselves, to transfer the total amount for tenant deposits collected during the month. This applies to one-off letting deals.





Owner Held Deposit Payin





Automatically put through an entry on behalf of owners that hold their deposits themselves, in order to transfer the total amount for Tenant deposits refunded during the month.





Accounting Setups & Tools











Maintain General Ledger Group Table





Each General Ledger Account can be allocated to a Group. These Groups are used in certain reports in order to group relevant accounts for ease of reporting. 

e.g. An Agent Income Statement

The following is the screen that appears when this option is run:

[image: manglGRPtab1]

To create a new account, first check that there isn't an existing account that can be used. If there is not an existing, usable account, then follow the following procedure:

Type a '/'  (Forward slash) to display the information at the top of the screen. Then type 'W', followed by 'I' (Insert), and 'R' to create a new row.

[image: manglnewacc2]

First, type the new Group Code, press enter, and then move the cursor to the Description Field and type the description for the Group Code.

To amend an exiting description, type ',' (comma), and the existing description will be displayed at the top of the screen for editing. Press 'E'nter to save the amended description.





Maintain General Ledger Masterfile





Use this option to Add New Accounts to the General Ledger Master File, or to maintain an existing Account.

All Properties, Agents, Businesses and the Management Level use a single General Ledger Master File. Only accounts that have been used by the relevant entity are displayed on the various reports that are selected over time.

The following is the first selection screen, after the Print Options Screen, when running this menu item. The resultant display is in the order selected:

  [image: manglnewacc]

The following is an example of the display in (A)ccount Number Order:

[image: manglnewacc1]
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To create a new account, first check that there isn't an existing account that can be used. If there is not an existing, usable account, do the following:

Type a '/'  (Forward slash) to display the information at the top of the screen. Then type 'W', followed by 'I' (Insert), and 'R' to create a new row.

[image: manglnewacc2]



First, place the cursor in the relevant column, type the Account Number, and press 'E'nter. Then enter the relevant Group and Account Description. Enter 'i' , 'a' or 'l' for an Income Statement, or an Asset or Liability Account. 

To amend an exiting description, type ',' (comma), and the existing description will be displayed at the top of the screen for editing. Press 'E'nter to save the amended description.

[image: manglnewacc3]





Group Chart of Accounts





This program displays or prints a Full List of General ledger Accounts, according to the selected options. The following is an example of the selection screen:

[image: MANglCHARTofACC]

Choose 'b' to display only Balance Sheet Accounts, 'i' for only Income Statement Accounts, or accept the default of 'a' for a Full List.

Choose the Sort Order - by Group (Refer to Maintain General Ledger Masterfile), or by Account Number.

Enter the number of lines per column that you wish have in your report.





General Ledger Year End - Single





This program runs a Financial Year-end for either the Management Level - 'J', an Agent - 'A', or a Property - 'P'. The default ID No is usually 'UM' to indicate the Management Level.

[image: MANglYEsingle]

This facility can only be used within a rolling, twelve-month period. Use General Ledger Year End - Redefine for historic changes.





General Ledger Year End - Reverse





This program reverses a Financial Year-end for either the Management Level - 'J', an Agent - 'A', or a Property - 'P'. The default ID No is usually 'UM' to indicate the Management Level.



[image: MANglYEreverse]

This facility can only be used within a rolling, twelve-month period. Use General Ledger Year End - Redefine for historic changes.





General Ledger Year End - Redefine





This option allows:

1. The amending of a Property, Agent or the Management Level Financial Year-end.

2. The reversing and redoing of the Year-end closing entries for the selected entity.

3. The performance of Year-ends from the Early Date, at periods less than or greater than the usual twelve-month period. The Year-end process puts through notional closing entries to the income, expense and retained income accounts in accordance with normal accounting practice.

On running this option, select the required level ( JV - Management, A - Agent or P - Property), the ID ( Property number etc) and type 'Y' to continue.

The existing data is completed by the system, leaving the new lines to be completed as required.

•The Min Date is the earliest date that can be selected to do a Year-end.
•The Max Date is the latest date that can be selected to do a Year-end.
•The Old Year-end position is the existing Year-end. 
•Old Dates are the dates on which Year-ends have been run in the past.
•The New Year-end is the financial Year-end (month), that is required. This Year-end can be the same as the existing Year-end if no change is required in this area.
•New Dates are the dates that on which it is required that Year-end be done. You can enter any, and as many dates, within the range specified by the Min and Max Dates, as are required, as long as the last date entered is the same as the new Year-end. The dates entered must be separated by commas.
e.g. The following example assumes these criteria: -

•The year end was changed from Dec to Feb
•the first new Year-end to be Feb 2001
•a fourteen-month period was required in which to facilitate this change
•the present date is Oct 2001
•the Min date is Dec 1998
•the Max date is Oct 2001
Given these criteria, you would need to enter the following: -

•New year end - 2
•New dates - 199812,199912,200102
You would then proceed with the rest of the process.

If you amend the Year-end, any budgets already entered with the previous Year-end, will have to be re-entered. The existing amounts can be replaced with 0, and then re-entered line by line in order to update to the new Year-end position.  





Set Future Budget Approval





This option marks the Future Budget as approved, which effectively locks it, and prevents any changes to it while it is locked. Once locked, it can be moved as described in Move Future Budget to Current.

Refer to Budgeting Overview for more information.





Move Future Budget to Current





This option moves the Future Budget to the Current Budget, and the Current Budget to the Prior Budget. It leaves a copy of the Future Budget in place as a base for the new Future Budget.

NB    Each time this option is run, it moves the budgets, and you loose the Past Period Budget.

Refer to Budgeting Overview for more information.





Set Current Budget Approval





This option marks the Current Budget as Approved, which effectively locks it, and prevents any changes to it while it is locked.

Any changes are normally done by using the Add On Budget, which is always added to the Current Budget for reporting purposes.

Refer to Budgeting Overview for more information.





Individualise General Ledger Account Descriptions





Use this option to change the default system name for a General ledger account, to an name for a particular Agent or Property.



This is usually used to use a generically described General ledger account (eg. Short term loans - 1) to a more meaningful name for a particular Property or Agent (eg. Loan to Mr Jones)



Refer to How do I Personalise General Ledger Account Descriptions.  





Maintain Agent Level Deposit Interest Rate





This option allows the maintenance of the table containing the Agent level Deposit Interest Rate Movement, as well as the allocation of the interest earned between the Tenant, Agent and Estate Agency Affairs Board (EAAB). The last entry on the table is always the current rate.

Refer to Setup and Credit Interest on Tenant Deposits for more information on using this option.





System Setups & Utilities











Various Tables and Setups





Menu containing various table and system setups.





Performance Measurement Salary Nnla's





Capture general ledger accounts that are used to calculate the Productivity Ratio in the Letting Statistics report





Maintain Auto. Cost Recovery Nnla Window





Enter trigger general ledger codes and their recovery or charge code for automatic billing of a Property Creditors Journal cost to one or more units.



In the example below, if a journal used 6085, the amount of the journal will be billing to a unit using 5546 etc.:



[image: autorec]





Refer to Property Creditors Journal Batch for more information.





Maintain Unit Marketing Flags





This option allows the creation of new, and the maintenance of existing, Unit Types for an Account.

•Units are usually referred to by Unit Type - e.g. 2 bedroom, bachelor, studio etc.
•A Reference Code and full description must be entered for each Unit Type. e.g 2B - 2 Bedroom Unit
•Each Marketing Unit, even occupied ones, can be categorised in Unit Marketing Information.
•Buildings are also analysed in terms of Unit Type in the residential tenancy schedule.
[image: MANunitTYPE]





Maintain Arrear Letter Charges





Use this option to set the price, per Division (Agent), that a Unit (Tenant) will be charged when the relevant letter is sent.

Enter the Division (Agent) - or leave blank to choose the central default level that will be used if no Division setting are captured:

[image: UP LETTERS 2]

Enter the relevant information and save the changes: 

[image: UP LETTERS 1]

1. Enter a letter number to identify the letter. (Remember to ensure that there is a matching template on the Unisim server) 

2. Enter the amount that will be automatically charged by the business to the unit for the sending of the letter.

3. The Nnla is the Income General Code in the books of the Agent

Use the Email and Prints columns to control the way the letters are delivered:

Email

'C' to send to the client - tenant and surety if the surety option is chosen when running the letters. If email addresses are present, the letters will be emailed, else a copy will be printed. The surety will get a copy of the same letter as sent to the unit.

'O' to send to your office. The default address will be the credit managers address. If there is no email address, a copy will be printed.

'B' to choose both of the above. 

Leave blank for no emails.



Prints

Enter the number of printed copies of the letter you require, or leave blank for no prints. these prints will be in addition to the copied printed where email addresses are missing.



The Unit notepad will be updated recording that the particular letter has been sent to the unit.

Specialised SMS's can also be setup using this screen. Please contact the helpdesk for more information.







Setup Report Packs





Choose the components of the system monthly report packs. You can choose the various components for Rental and Levy properties.



The various reports are described in their sections:



[image: report pack setup]





Certain of the reports are applied in a specific predetermined way in the packs. These rules are as follows:



The Combined Tenancy Schedule will produce only the total line for the selected property or for each property in a group.



The Age Analysis will by default exclude credit balances and units whose balances are current.







Unit / Property Activities











Delete Property





Use this powerful utility in order to delete a Property. The system does not allow the deletion of a Property if certain information is present within certain time periods, but it is still not advisable to delete a Property.

If you have created a Property in error, and have not processed any transactions for it, then it is advisable to delete it. However, if the Property is one that is no longer active, and there thus are transactions, it is usually better to create a new division solely for inactive Properties, and link the Property to that Division (Agent). 





Suspend a Unit





This option renumbers the current Unit Account Number by the addition of an alphabetic character, (The system starts with the letter 'Z' and proceeds through the alphabet to 'A') and creates a new 'blank' Unit for the old account number. This new Unit is regarded as a marketing unit by the system.

The old, now renumbered Unit, maintains it's full transaction history. Its fee structure is cleared if the Vacation Date entered is prior to the date on which the Unit is suspended.  





ActiVATe a Unit





This option unsuspends a previously suspended Unit. 

e.g. changes the number for 2555*1Z to 2555*1. (Before this this can take place, any existing unit 2555*1, must either be suspended or deleted)  

Any previously deleted fee structure will not be restored and will have to be recaptured. All transaction history however, moves with the Unit.





Delete a Unit





Use this utility to delete a Unit. The system does not allow a Unit to be deleted if transactions are present in the twelve months prior to the present date.





Active Unit Count





This program simply counts the number of Units that are defined as Active Units within the system and allows reporting of this count per Division (Agent).





Batch Reversal Utility





This utility creates an unposted, Reversal Batch for the selected original batch:

[image: MANbatchREV]

By pressing 'F2' (Click on Select/Drill) while the cursor is on File Name, a list of supported batch types are displayed for selection. Enter on on the batch type that you want to use and then press Esc (or Double click) to continue.

[image: MANbatchREV1]

Next, enter the original Batch Number along with the new Batch Number. It is usually safe to merely add an 'R' for reversal to the old Batch Number when creating the new Batch Number.

e.g. Batch 100, would be reversed as 100R. 

The system does not allow you to use an existing Batch Number for the new batch.





Cheque / CB Reference Lookup





Enter a Cash Book Reference to trace the batch that used the reference.





Global Unit Statement Override Message





This program allows a Unit Statement Message to be captured that overrides all other Unit Statement Messages. It is useful for general announcements, or seasonal greetings.

Refer to How do I Insert a Message on Unit Statements for more information. 





Maintenance (Repairs) Setup Menu





The programs in this menu are used to set up the applicable General Ledger Codes and categories for the maintenance tracking system.





Setup Maintenance Categories





This program allows a user to setup categories of maintenance to be used in the Maintenance Tracking System.



Within electrical maintenance, various categories could be setup and tracked. Some examples are 'Globes', Wiring'.



Refer to 'How do I Setup and enter Maintenance Data' 





Setup Maintenance General Ledger Codes





This program allows a user to setup general ledger account codes which are to be analysed using the Maintenance Tracking System.



If a general ledger code is entered into this table, each time an entry is posted to it, the user will be required to breakdown the amount to a unit and category level.  



Each account will have a default category, as entered, which can be amended at the point of data capture.



Refer to 'How do I Setup and enter Maintenance Data' 





Phantom Status





The 'Phantom' is the Batch Updater that operates in the background of the system, updating batches after you have posted them. When it occasionally stops working, for whatever reason, posted batches are queued, awaiting update.

If you notice that your batches are not updating, use this option to see if a queue is building up. The 'Phantom' can be restarted by calling the Help Desk and providing them with your Account Name.





Tenant Deposit Refund Reversal





This utility reverses a Deposit Refund Entry that has been processed in error. It also reverses all of the extended entries that are automatically processed by the system when a deposit is refunded.





Review / Maintain Debit Orders





This is a facility to maintain all or a group of debit orders, without having to go to each unit in the 'Maintain/Setup Unit' screen.



By entering or pressing 'F2' on the list of debit order units that appears, the debit order details of the relevant unit are able to be amended.



Refer to How do I Setup a debit Order on a unit  for more details





Maintain System Interest Rates











Maintain System Loan/Contract Debtors Interest Rate





Use this option to set the prime rate that will be used as the basis of prime linked interest rates setup using the Contract/Loan Debtors system.





Maintain System Deposit Interest Rate





This option allows the maintenance of the table containing the Deposit Interest Rate Movement, as well as the allocation of the interest earned between the Tenant, Agent and Estate Agency Affairs Board (EAAB). The last entry on the table is always the current rate. 

The rates setup here are used for all deposits where no Division (Agent) level, or Unit rate - Maintenance, Unit is in place. 

The deposit rate is used to calculate interest credited to Tenants for deposits held in trust on their behalf, in terms of the Rental Housing Act.

The following is an example of the display window that needs to be completed: -

[image: depinttblJV]

	From -	Enter the month From which the rate will be effective.


	Rate -	Enter the official annual Deposit Interest Rate, with decimals if necessary.


	Agt Adm Fee -	 Enter the proportion of the Interest Rate that accrues to the Agent as an administration fee, and which will is inclusive of VAT if the Agent is registered. 


	Agt Int % -	Enter the proportion of the Interest that accrues as Interest to the Agent. This amount should be the same as the proportion that accrues to the EAAB.


	Eab Int % -	Enter the proportion of the Interest that accrues as interest to the EAAB. This amount should be the same as the proportion that accrues to the Agent.


	Ten Int % -	Enter the proportion of the Interest that accrues to the Tenant as interest on his deposit.


e.g. Given the following criteria: -

•the Deposit rate is 11% pa
•the split as above
•one deposit is R 3000-00
•the month is March (31 days)
Then: -

•the tenant is credited with R 5.61
•Tenant int rate = 11 X 20% = 2.2%
•R3000 X 2.2% for 31 days = R 5.61 




Maintain System Prime Interest Rate





This option allows the maintenance of the table that contains the system Prime Interest Rate Movement. The last entry on the table is always the current rate.

The Prime Rate is used for the calculation of interest charged to Units and Properties on outstanding balances.

The following is an example of the table. Note that it is based only on a month:

[image: MANsysFMprepPRIMErate]





Maintain Unit Financial Flags





Use this option to capture and define Unit Financial Flags.These flags are captured for each Unit on the Unit Control Flags within Unit Maintenance / Setup. 

e.g. A flag of 'H' is defined here to mean 'Handed over'.





Internet Linking - Properties and Units





Menus that link a Unit or a Property to online internet statement access if your account supports this facility.





Link a Unit for Internet Access





Entering the Property and Unit number will display the Pin and a random password, as in the example below:
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Find/Reset a Password from a Pin Number





Entering a Pin number, will display the Property Number, Unit number and password for the Pin number, as in the example below:





[image: INTunitPIN]





Link a Property for Internet Access





Entering the Property number will display the Pin and a random password, as in the example below:





[image: INTpropLINK]





Maintain Bank Charge Table





Enter the settings that will apply to the whole account for bank charges, unless they are over ridden on an agent or property level.



Refer to How do I Setup and Charge Bank Charges





Quality Control Tools











Test Unit Fee Structure





This option displays a grouping, as requested, of the amounts to be charged to all the Units in a Property, which are included in their Fixed Monthly Fee Fields (Fields 21 and 23 of Maintenance - For Your Clients - Unit (Tenant))





Test Agent Fixed Fees to Properties (Owners)





Use this option to preview any fixed fees to be charged by the Agent to all of the Properties linked to it. Fixed fees are set up under the Amounts Section of the Agent Fee Structure Field of Maintain/Setup Property (Owner). 





Suspended Unit Review





This is a useful scan to check the list of all suspended, or ex-Tenants, and with which to clear any balances due to or by them.

[image: MANsuspUNITrev]





Levy Exceptions





This option identifies properties that should have Levies paid as an expense for the selected month, and do not.



It is mainly useful for rental properties that are sectional title units, and therefore need to pay a levy to the body corporate, usually our of the rental collected.



The rules for reporting the exception are as follows:



1. The property needs to be flagged to indicate that it should be paying a levy - this is done by setting the 'Levy Paid Y/N' control flag on the Property Setup Screen to 'Y'.

2. The system will add the movement on general ledger codes 6169 (Levies Paid) and 6386 (Transferred fees) for the selected month and report all amounts of less that R100 for flagged     properties.



The exception list is based on your selection of properties, and the month that you choose. The following is an example on the initial selection screen:



[image: levyexceptions]









Electricity Read Exceptions





Reports for example, meters that appear to be running backwards.





Water Read Exceptions





Reports for example, meters that appear to be running backwards.





Unit Fee Description Summary





This program allows for easy maintenance of Fee Descriptions for fixed amount fees charged to Units by Properties as set up using Maintain/Setup Unit. 

After starting this program, press 'F2' on the desired Description, press 'F2' on the desired Unit, and maintain the required fee. Once you have Filed the change, the system will return you to the Fee Summary screen.

This routine should be run regularly in order to maintain the quality of the data for the relevant area.





Property Fee Description Summary





This program allows easy maintenance of the Fixed Amount Fees Base, charged by Agents to Properties, as set up on Maintain/Setup Property. 

After starting this program, press 'F2' on the desired Description, press 'F2' on the desired Property, and maintain the required fee. Once you have Filed the change, the system will return you to the Fee Summary Screen. 

This routine should be run regularly to maintain the quality of the data in the relevant area.





Property Fee Exceptions





This option reports exceptions to the defined norms for an Expected Fee Structure.  

For example, if a Property is a Rental Property (R), it is expected that a RTREC (Real Time Receipt) fee be loaded. If not, this program reports this as an exception.

The various options and exceptions can be seen by running the program.





Unposted Batch Review





Use this option to scan for any unposted batches. This scan is usually used to identify any unwanted batches for deletion.





Electricity exceptions 





Run this program to report all units for which electricity readings are anticipated for the current billing period, but for which none have not been entered. 

Refer to How do I check that all my electricity and water readings have been captured.





Water exceptions 





Run this program to report all units for which water readings are anticipated for the current billing period, but for which none have not been entered. 

Refer to How do I check that all my electricity and water readings have been captured.





Controlling Units with Balances





This facility is used as part of the unit linking facility.



It will produce a list of Controlling units, from the properties selected at the time of running the report, where the balances due are not zero.



This can be used to assist in the management of the process of collecting levies due where a tenant did not pay his rent, and the automatic payment of the levy did therefore not take place.



NB NB NB - Remember that the balance displayed in the report is the balance due to the property only, NOT including any Agent balance.





List of Controlling/Dependent Unit Links





A list of Controlling/Dependent Unit links, all or exceptions only. This is a useful report in managing the Unit Links





Monthly Report Pack Exceptions





This option reports on the sending of the various report packs.



The detailed option will list the reports sent for a selected period.



The exception option will display properties for which the required report packs were not sent out from the month end menu, for a selected period. An exception is defined as follows:



1. For Rental properties - No residential Report Pack was sent out from the month end menu for the selected period.

2. For Levy properties - Both the Cash Based Report Pack and the Income Statement Report Pack were not sent out from the month end menu for the selected period.



Packs sent from the month end menu are sent to the system captured owner email address for rental properties, and to all trustees who have email addresses fro levy properties.



It is possible to flag a trustee not to receive report packs when sent from the month end menu. The flag is on the contact tag, and is password controlled.



When running the option, you will choose an exception or a a detailed report:



[image: rep pack ex1]



A detailed report will list all report packs sent out for the selected period, including users and dates:



[image: rep pack ex2]



An exception report can only be for one period:



[image: rep pack ex3]





SMS's











Send One or Many SMSs Manually





Use this option to send SMSs from your PC desktop. The options available when running this program are described below.

When running the program, the following selection box is displayed for completion:

[image: SMSsend1]

Enter 'M' to send one message to many recipients, or 'O' to send one message to one recipient at a time, or 'T' to bring up your SMS Table to select a mobile number to which an SMS can be sent. 

An example of each option with more information is displayed below: 

[image: SMSsend3]

Type all of the numbers to which you wish to send the message on the first line, separated by commas. Type the message on the second line. Type 'Y' to send, and click on 'File'. The same message will be sent to all the numbers included on the first line.

[image: SMSsend4]

Type the cell number and message on each line as above, or only type on the first line if you only wish to send one message.  

[image: SMSsend2]

If you select 'T' your Table of Cell Numbers, as set up using Create Cell Number Table will be displayed, as in the example above. Enter on the lines that you wish to select, or select all ( Ctrl A - Blue screen or Options, Select All), and click on File. 

The same screen as in One to Many will then be displayed, with all of the selected numbers already entered. Type your message and send.





Cell Number Table





Use this option to create a Table of Cellular Telephone Numbers and Related Names. Each user can create and maintain their own table. The names can be grouped by starting the name with a common letter, as in the example below.

When sending an SMS message or messages by means of Manual/Bulk SMS Send, this table will be displayed for individual or group selection when 'T' for Table is specified as an option.
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SMS Unit Occupants (Tenants)





Use this option to Send General or Statement SMS's to Tenants (Unit Occupants)

The selection process only picks Units with cellular telephone numbers captured during their set up.

A summary of the process is as follows:

1.'SELECT' the relevant Units from the list
2.A list of Selected Units is displayed, including the names, cell numbers and billing period amounts due.
3.Select all on the list (Ctrl A), or press Enter on the ones to which you wish to send.  

(Note: If you select all Units, SMS statements will only be sent to those with balances)
4.Press the Esc key
5.Choose either a General or Statement SMS.
•If you Choose a General SMS, you will be prompted to type the wording of the SMS.
•The wording for a Statement SMS is pre-determined and includes the Balance due and a Payment Reference Number.  




SMS Owners





Use this option to send General SMS's to Owners (Landlords)

The selection process only picks Properties for which cellular telephone numbers have been captured.

A summary of the process is as follows:

1.'SELECT' the Relevant Properties from the list
2.A list of Selected Properties is displayed
3.Select all on the list (Ctrl A), or press Enter on the ones to which you wish to send and SMS
4.Press the Esc key
5.You will be prompted to type the text of the message




Property (Owner) Setup related





This section contains explanations of processes primarily related to properties and units.





Change a Properties' Agent





A Property is linked to an Agent for various control and fee billing purposes. The fees charged to a property, will automatically accrue as income in the books of it's linked Agent. The Agent linked to a Property can be changed, as long as there is no amount due by the Property to the old Agent, or by the old Agent to the Property. 



The system allows one Agent/Property, debtor/creditor relationship. If the Agent is changed while there is an outstanding balance, the integrity of the system will be breached. To prevent this from happening, the agent will not be able to be changed, without first paying, refunding or clearing any balance due.



An analysis of any balance outstanding will reveal the correct way of clearing it. If fees were overcharged to the Property, and need to be reversed, this can be done using the charge Fees to a Landlord (Property) facility.

Menu: Transactions, Journals and Adjustments, For Your Business, Fees to a Landlord (Property)



If money is due to or by the Property, this needs to be receipted from or refunded to the it. 

Menu: Transactions, Receipts, For your business, Property Owners for balances on their account with you



The above entries are only captured on the Agent level, and from the Agents perspective, and the system will automatically put through the necessary entries on the Properties books. Refer to the links above for more details on how to capture these batches.



The balance due in this relationship can be seen on a Property Creditors Roll (Properties perspective), or on an Agent Fee roll of Properties (Agent's perspective). If there is any balance outstanding, an appropriate error message will display when attempting to make the change.



To change the Agent - 

Menu: Maintenance - Property, Field 2



Go to field 2 of the relevant Properties' setup screen, and amend the entry there to reflect the new agent. If there is a balance outstanding, you will be advised accordingly and returned to the menu. If there is no balance outstanding, you will be allowed to proceed after entering the necessary password.





Change a Properties deposit structure 





Deposit structure amendment



When a property is set up, the deposit flag (Maintainenance - Property) - field 6, Deposit CB), determines where the deposit money will be held within the system.



If this structure needs to be changed, (eg. an owner decides to hold his own deposits, which are currently held in the Central Trust account), the deposits on hand need to be refunded, the flag Dep CB flag changed from 'C' to 'CP', and the deposits then re receipted.



In essence, the current structure needs to be cleared, the new basis setup, and then the deposits reintroduced. Care needs to be taken in ensuring that all aspects of a change of this nature are considered, so that no funds are lost by the agent or the client. 





Group Properties





Property grouping is used for two purposes:



1. To transfer the balance on the grouped properties trust accounts (Share of Trust), to the master property in the group. A shortfall ( Funded Balance), will also be transferred to the master property.



2. To group the financial performance data together when running an Actual to Budget Comparison report. 



To setup the grouping:



Menu:  Maintenance - Property, 



Press 'F3' on field 21 (Full screen), and enter data as follows:



Link to - Enter the master property account number. On the master     property, enter it's own number.

Link Flag - leave blank (Field for future use)



Eg. If you wanted to group properties 1, 2 and 3 together, you would enter

the following under the relevant link flags:

Property 1 - Enter 1

Property 2 - Enter 1

Property 3 - Enter 1



To consolidate the balances, and transfer the funds:



Menu:  Administration, Monthly Routines, End of Month, Centralise funds for a Group of Properties



When the above program is run, choose the Summarised option, and follow the system prompts. You will be asked if you want to build a Clearance Batch as you exit. If you select 'Y', an unposted Property Sundry Payment Batch will be created, which the user will post in the relevant screen.



It can be run as often as required, but should be run at month end, before the interest on property shortfalls is charged, and before payments to owners are made.





Setup and Charge Bank Charges





The bank charge system is relevant only in the Central Banking environment. It charges bank charges according to a table setup on Maintenance -- Agent and/or Maintenance - Property, on all charges/payments from a properties share of the Trust Account ( Gl Acc No 3265). The charge is based on the amount charged to a properties share of trust. If one cheque is issued on behalf of several properties, the part of the cheque charged to the property will be the base amount for the bank charge calculation.



The charge table is based on a classical commercial bank charge table. A minimum amount for the first R100 or part thereof, an amount per R100 or part thereof for amounts over R100, with a maximum charge. The amounts entered are exclusive of VAT. VAT is charged or not depending on the Agents VAT registration. Some accounts have a slightly different charge structure - a base fee per cheque, plus a percentage of the total cheque with a defined maximum charge.



The bank charges are put through as the payments are processed. They are not accrued and paid at month end, as with other agent fees, but are immediately withdrawn from a properties share of trust and credited to the agents share of trust. They are grouped into one item on the properties Surplus Report for reporting purposes. A breakdown can be obtained from the bank charges account on the general ledger of the relevant property.



Setup:



Menu: Administration, System Setups and Utilities, Maintain Bank Charge Table



Menu: Maintenance Menu, For your Business, Maintenance - Agent, Field 19



Menu: Maintenance, For your Clients, Maintenance - Property, Field 37



All of the above fields are the same in terms on the data entered, depending on the bank charge model applicable. The models supported are as follows:



Per R100 model:



Active Y/N - Set to Yes or No as required

1st R100 charge - The amount, exclusive of VAT, that will be charged on the first R100 (or part thereof), of the amount of the payment. 

Per R100 +  - The amount, exclusive of VAT, that will be charged per R100 (or part thereof), on the amount of the payment over R100.

Max charge - The maximum amount, exclusive of VAT, that will be charged on the amount of the relevant payment for particular property.



Percentage model:



Active Y/N - Set to Yes or No as required

Basic charge - The amount, exclusive of VAT, that will be charged for each payment. 

Percentage of payment:  - The percentage of the amount of the payment, that will be added to the basic charge, exclusive of VAT.

Max charge - The maximum amount, exclusive of VAT, that will be charged on the amount of the relevant payment for particular property.



The actual values that have been set for these fields, can be viewed on the relevant fields on the relevant screens, on the system. 



If the Management level Bank charge table is set to 'Y', all properties will be charged unless set differently, as discussed below.



If the flag on the Agent is set to Y, then by default all properties linked to that agent will be charged bank charges, the income being credited to their controlling agent. To override this setting for an individual property, set the Property flag to N.



If the flag on the Agent is set to N, then by default all properties linked to that agent will NOT be charged bank charges. To override this setting for an individual property, set the Property flag to Y.







New - Setup and Charge Bank Charges





Overview:



The aim of the bank charge recovery system is to provide a property manager with the ability to recover the bank charges it incurs due to its clients use of its bank account to process their transactions. It would be relevant therefore in a central banking, or agent central banking environment. Properties that use their own bank accounts within a central banking environment would need to be setup not to charge.  



The recovery process is integrated into the normal transaction capturing screens, giving charging options to the capturer where a decision is required, or charging automatically based on the set up rules. 



It recovers several different types of charges, as can be seen in the setup tables below. It allows for a central default charging table, with a per property (owner) over ride table to charge different rates or not at all. The various charges can be individuality activated or blocked.



Setup:



Overview:



The default central charges are set up in two tables:

1. Other bank charge table which covers all charges except cheques issued.

2. Cheque charge table, with a base charge, a % of value and a maximum charge

3. All values in the tables are exclusive of VAT. The system will add VAT to the charges setup in the tables.



1. A screenshot of the general setup table, indicating its menu position, follows: 
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The position of these charges in the table needs to remain unchanged. You can set any charge to 'N', which will deactivate that charge completely. You can set the various rates and general ledger codes to which the recovery will be posted. The link NNLA is the property level general ledger code and is only displayed here.



The rates setup in this table will be used in charging properties, unless the property has it's own override structure, as shown below.



2. A screen shot of the central cheque issued charge table is displayed below, indicating its menu position:



[image: up bank charges 2]



The rates setup in this table will be used in charging properties, unless the property has it's own override structure, as shown below



There is an agent based override cheque charging table as indicated in the following screenshot:



[image: up bank charges 3]



All properties linked to the relevant agent will use these values in preference to the central rates setup above.



The ability to setup different rates for an individual property is contained in the Property Maintenance screen, as indicated below:
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Rates setup here will be used in preference to the central values. Setting a value here where the charge has not been activated centrally, will not override the central blocking of the charge.



If a zero is entered on any line, no charge will be raised for the relevant charge for the property.



Operational information and rules 



Based on the setup above, the various charges will be raised as follows:



1. Cheque and EFTS charges



Cheque payments and EFTS payments are captured using Property Sundry Payment Batches and Property Creditor Payment batches. These two screens will charge cheque or EFTS charges based on the cash book references used according to the following rules:



- The total of each reference, per property, will be used as the base to calculate the charge to the property.

- An Agent to Property Adjustment batch will be produced and posted by the system automatically on the posting of the batch.

- EFTS charges will be charged if the cash book reference starts with 'Efts.', else a cheque charge will be calculated.   

For example, if a cheque payment to a city council is captured, over several lines based on the general ledger allocation, but using the same cash book reference, the system will add up all the lines and charge one bank charge based on the table.



2. M65 and Debit Order charges



These charges originate from receipts from units via the debit order system, and using the M65 deposit slip at Standard Bank (or other bank equivalent).



If the batch was generated from an M65 import, the cash book reference will start with 'Mr', the system will count the number of units in the batch for each property and charge one charge to the property being the number of units multiplied by the per transaction fee for M65's.



If the batch was generated from the DEBORD command, the cash book reference will start with 'Do', the system will charge each unit.



The system created batches for debit orders and M65's use the above references and the batches need to be posted from the standard unit Receipt Batch screen.



3. Cash and Cheque Deposit fees



These charges are generated from the specialised unit receipt screen:
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Entering a flag in the BC Flag field will raise a charge to the units as follows:



- N, to not charge

- C, to charge a cash deposit fee or

- Q, to charge a cheque deposit fee.



4. Debit Order rejection fees



Entering a Y in the Unit Refund Batch screen in the RDF field, will charge the RD fee to the relevant unit:
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Reporting



The various bank charges raised to properties will be summarised to one line in the disbursement statement and in the owner statement.



A specialised bank charge report is available. It can be run in detail or summarised forms. It extracts all system generated bank charges posted to GL code 6031.  
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Capture a Building Map





A Building Map in this context, is the detailed breakdown of the building into its various areas, usually floors, and the linking of the units to the various areas. For example, a building could have 7 floors. Each floor would have certain units physically located on it. Flats 1 to 10 on the ground floor, 11 to 20 on the 1st floor etc. Each flat would be a particular type (2Bedroom) and have a certain number of rooms. In a commercial building, the area in square meters is captured, as opposed to the number of rooms in a flat. 



All of this information is captured, and then used in different ways to control and manage the building. The main areas in which the information is used is in cost recovery, market analysis and space control. 



Where accurate allocation of costs (eg. meter readings for electricity used) is not possible, costs are often recovered based on the proportionate size of the units. For example:



Unit 1          100 m2        Flat 1    3 rooms (2 Bedrooms, 1 Lounge-Dining room)

Unit 2        400 m2        Flat 2    6 rooms (4 Bedrooms, 1 Lounge-Dining room, 1 Enclosed balcony)



Total        500 m2            9 rooms



If there was to be a recovery of water of R 100-00, and it was to be recovered in terms of the above proportions, the recovery would be as follows:



Unit 1          R20-00        Flat 1    R33-33

Unit 2         80-00        Flat 2     66-67



Total        100-00            100-00



The number of rooms is usually used for residential units, as these generally indicate the number of people that can occupy a unit. It isn't a perfect solution, but works in most situations. You could use any other measure that works better in a particular building.



A full description of how to capture the information can be seen in How do I Setup and produce a Residential and Commercial Tenancy Schedule









Pay regular property expenses automatically





This facility is designed to facilitate the payment, by cheque, of regular monthly amounts that need to be paid on behalf of properties. This facility does not check whether or not a property has funds available for paying the expense. It will produce a batch with the stored amount, which can be posted and cheques printed. It should be used, therefore, for expenses, such as bond payments, which need to be paid without reference to the properties available funds.



In summary, create a property sundry batch with a specified name, save it without posting it, run the batch when needed, post the new batch, and print cheques from it. Edit the original batch as changes to the base details are required.



Setup of base batch:



Create a property sundry payment batch, by choosing a name starting with 'MONTHLY'. Eg. MONTHLYBONDS, file it, but DO NOT post it.

Remember that identical payees will be grouped together into one cheque.

You can enter instructions for the cheque in the comments field that appears after the line description has been entered. Eg. Will be collected by Mrs Jones. These can be viewed by doing a batch enquiry on the relevant batch.

Enter 'Cheque. No' as the cash book reference, as cheque numbers will be automatically inserted at the point of running the batch.

Setup as many batches as are needed, using unique names to identify them

  

Running of base batches



Open a blank property sundry payment batch. Type 'MONTHRUN' followed by the unique portion of the base batch name in the batch number field. Eg. to run 'MONTHLYBONDS' enter 'MONTHRUNBONDS' as the batch number. Enter the starting cheque number and produce the current batch.

Check the batch, file and post it when you are happy with it. You can print the cheques off the system when ready. 



When a batch is processed for payment, a funds available or surplus check will be run automatically. A window will display the properties who do not have sufficient funds, and a password will be required to proceed.



There is a comments field for each line item that can be used to record information relating to the payment. eg. Deliver to Mr ABC at 7 First St., Jhb.

This will print when a batch enquiry for a relevant batch is printed.







Pay surpluses to owners





Payments to owners/body corporate's for surpluses held in the central bank account can be made by capturing a Sundry Payment Batch in one of three ways:



1. Manually - Ascertain the amount due to the owner by printing or viewing a Disbursement Statement, check that the amount appears reasonable, deduct any bank charges on the payment to the landlord (if applicable), issue a cheque (or an EFTS transfer) and capture the payment as a property Sundry Payment batch.



2.  By running the Pay Owners facility



3. Automatically by Cheque or Electronic Funds Transfer - This facility is designed to scan all properties within selected agents, select those which are flagged for payment, and build an unposted Property Sundry Payment Batch for all cheque payments and for all EFTS payments. A report listing the two batch numbers, and listing all unprocessed surpluses (due to erroneous setup), is displayed and can be printed. 



The following items need to be setup to process the payments correctly:



Menu:  Maintenance - Property



Field 24. Payment Flag - Set to 'M', 'A' or 'MA' to select relevant properties for payment, or leave blank to retain any surplus when the payment process is run. Advance, Monthly or General - Insert 'A', 'M' or 'G' to select properties according to their payment flags. This is used mainly to select properties to pay over any surplus due to them. Eg. Set the payment flag to 'A' for a property that requires payment of a surplus as soon as the tenant has paid their rental. Then run the surplus report, choosing all 'A'dvance properties, and only they will appear in the report and be paid if batches are built from there.





Field 7. Cash Distribution - Press 'F3' to enter the details of how surpluses from the property should be distributed:

E, for EFTS (Electronic payment), B, for a bank cheque, C, for an internal cheque

( 'M' , is a flag for future use )

Payee is the payee on the cheque or the account holder name.

Distr Perc is the percentage of the surplus that will be paid to each line beneficiary. These must total 100%. 

Branch code and account number for electronic payments. Some accounts allow a branch name to be entered in the branch code column as well, which will be acceptable if 'C'heque is selected.
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To process payments, run a Property Surplus report from the Management menu, choose summary mode, and set summarise group properties to 'N', a summary surplus report will be displayed or printed. On exiting this display, you will be asked if you would like to build payment batches. If 'Y'es is selected, a report with the following detail will be displayed:

1. Batch number and amount of Electronic payments

2. Batch number and amount of Cheque payments ( You will need to insert the first cheque number for the batch)

3. Amount of unprocessed items, and a list of the reason why they were unprocessed.



Refer to Print Disbursement Statements on Monthly Reports menu for more information.



The amounts to be paid will be reduced by the bank charge on the payment, if bank charges are to be paid by the property.



The batches produced will be unposted, can be reviewed, edited and then posted. Cheque numbers will be automatically adjusted if lines are deleted from the cheque payment batch. Care should be taken in deleting payments, and then re-running the process when more than one owner is being paid from one property. It could result in less than the correct share being paid to an owner. It is better to delete all payments for a particular property, and then re-run the payment process.



Once posted, cheques for the cheque payments can be printed from the system.



Once posted, the Efts batch can be exported into bank import format, and uploaded to the bank for payment, or exported directly to Netcash.



Menu: Functions, Import or Export, Export Owner Payment Batch









Capture invoices and credit notes





Invoices and credit notes relative to services rendered to properties, are captured using the Property Creditors Journal screen. Full details on the required information and the process is described in that help topic.



There is a check to see if an invoice number ( or other reference ) has been used before on the relevant property. The check does not scan all properties so as not to slow the process down too much.



Remember to check which unit or units any maintenance is for before capturing, as you will probably be required to input this information. Refer to How do I Analyse and Report on a Properties repairs and Maintenance.





Pay property creditors





Property creditors are usually paid by cheque or electronically. You can enter payments manually or use the automatic methods described in Property Creditors Payment menu item help topic.





Setup a new creditor 





Use the Maintenance - For your Clients, Creditor screen to capture a new creditor. After the property number has been inserted, insert the new creditors number. You will then be prompted to accept that it is a new creditor, and proceed to enter the necessary details.  





Amend the details of an existing creditor





Use the Maintenance - For your Clients, Creditor to amend an existing creditors details. This will amend the details, for example address or bank account number, on the creditors record for that property, and automatically update the records for the same creditor on all other properties.





Analyse and Report on a Properties Repairs and Maintenance





Single Property Maintenance Analysis



Menu:  Reporting, Owner and Tenant, Maintenance Tracking



This option will produce a spreadsheet type report that will analyse the maintenance by units and categories. You can select one or many units, one or many categories, and a variable period.



When the cursor is on a particular figure in the report, you can press 'F2' to see a drill of the breakdown of the amount.













Load and maintain property budgets





There are three budget periods stored by the system - Current, Future and Prior.  Reports will normally ask which budget you would like to compare the actual figures to.



The usual process would be that a Future Budget is approved and locked, moved to Current, and any budget changes during the current period entered into the Add On's Budget. The existing current budget would become the prior budget when the move takes place. These movements and approval settings are on the Administration, Accounting Setups and Tools menu.



Menu:  Functions, Accounting, General ledger and reports, Budgets



If you select Full, all general ledger accounts will be displayed for editing, whether they have any data (actual or budget) or not.



If you select Actual, only general ledger accounts with actual data will be displayed for editing.



If you select Actual/Budget, all general ledger accounts with either Actual or Budget Data will be displayed for editing.



Note:

If a year end is changed, any budget entered prior to the change will have to be re-entered to update the budget periods. This can be done by moving from line to line, changing the total year budget to zero, and then back to it's original amount.













Setup and enter Maintenance data





Setup:



Maintenance Categories

Menu:  Administration, System Setups and Utilities, Maintenance (Repairs) Setup Menu, Setup Maintenance Categories



Enter a Category code, and a description for the category. You try to make the code short, but fairly self evident, with a full description for each code.  

Examples: 'AIR'  - AIR CONDITIONING

        'GLO' - GLOBES etc



Applicable Maintenance General ledger codes:

Menu:  Administration, System Setups and Utilities, Maintenance (Repairs) Setup Menu, Setup Maintenance General Ledger Codes



If you enter a general ledger code into this table, each time an entry from one of the defined capture screens is posted to it, the user will be required to break the amount down to a unit and category level, unless the Property has been excluded from the Maintenance Tracking System.  



Include Property in Maintenance Tracking System



Menu: Maintenance, For your clients, Property, (Control flags)



If this control flag is not set to 'Y', items for this Property will not be tracked for maintenance analysis. The flag defaults to 'Y', and can be changed with the entry of a password, to exclude the relevant Property.



Enter:



Each time an entry from one of the following screens is posted to a general ledger code that is setup to link to the Maintenance System, when the amount on the batch line has been entered, a window will pop up asking the user to enter a unit number and category for the amount. This might be for one or many units. You can press 'F2' on both the unit number and category column, to search. If part or all of the amount is for the common property, a general category called 'COM' can be used as the unit number.



The system will ensure that the total of the window entries equals the total of the line item of the batch, before allowing you to proceed to the next line.



The maintenance unit number will be restricted to the batch line unit number, as usually when an adjustment for maintenance is passed to a unit, it relates to that unit. A password will allow a different unit to be chosen, where necessary. 





Linked data entry screens:

Property General ledger Journals - Current and Prior

Property Creditors Journal

Property Sundry Payment Batch

Property Sundry Receipt Batch

Property Adjustment Batch to Unit - Current and Prior



Any deduction from a Tenant's deposit for damages or other, will be credited to a general category for the relevant unit. In view of the difficulty of ascertaining and entering the specific breakdown of this type of entry, a more detailed breakdown is not required.



Reporting: - Refer to 'How do I Analyse and report on a properties Maintenance' 













Personalise General Ledger Account descriptions





This process allows the setup of descriptions for general ledger accounts that are specific to a particular Property or Agent, which override the default central descriptions (names) in certain reports. It is useful to use a generic GL account, for example, Short Term Loans - 1, and re-define it to for example, Loan to Mr Jones. This reduces the volume of general ledger accounts on the system, but allows the necessary flexibility.



To setup and account or accounts for a property, first flag the account as an account that can be redefined, by capturing a 'Y' in the Def. Fl column of Maintain General Ledger Masterfile on Management GL Menu. In most accounts, this flag is preset to 'Y' for all accounts. See screen shot below:  
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Once the account is flagged as above, Run Individualise General Ledger Account Descriptions on the Administration, Accounting Setups and Tools menu. The first screen is displayed below. Choose Agent or Property as appropriate, and an Agent or Property number. This will enable you to edit an existing setup, or setup from scratch, and then copy it to itself (to save the changes) and to other selected Agents or Properties. 
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Capture the Redefined or 'Local Description' after entering the selected account, as displayed below:
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Enter through the screen to display the screen below, in which you enter the Property/Properties (or Agent/s) to which the setup is to be applied: 
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The re-defined description will only be used on reports that are for one Agent of Property, as conflicts might arise where re-defined descriptions are not the same.





Charge an increase in Assessment Rates





This utility is based on the following principle and assumption:



1. A tenant will be responsible for paying a proportion of the increase in the amount of the assessment rates, payable by the owner of the property, from when his lease commenced.



2. The proportion payable by the tenant will be determined from the table under Unit Anal. of the Maintenance - Property (Field 18) or under the U Alloc. (Field 36), and that the relevant table has been setup.





How to setup:



The charge to a unit can be setup in two ways - On Unit level if for selected units only, or on Property level for all units, with exceptions inserted.



Unit level setup - for each unit.



1. On Maintenance, Unit , field 24, insert the annual rates (add VAT even if not charged by the local authority, and the property is a VAT vendor) for the whole property at the date that the unit's lease commenced ( base rates )



2. Insert the following line, amending the detail as required, under Field 23, of Maintenance, Unit:
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The Nnla, is the general ledger account to which the recovery will be posted.



Property level setup - for all but excluded units in a property



1. On Maintenance, Property, Global Unit Fees, as in point 2 of unit level setup, but insert unit numbers that should be excluded from this global charge. This will charge the rate increase to all active units in the building, except those inserted in ' Excl Units'.



On Property level:



1. On Maintenance, Property, insert the current annual rates charge(add VAT even if not charged by the local authority) for the whole property.





How to test:



1. On Property Debtors Menu, run Test Unit Fee structure, to see the amounts to be charged.





Note: If the unit is responsible for it's share of the full rates amount, the unit base should be set at zero.







Charge interest on arrear rental/levies





Interest on arrear balances - tenants and sectional title owners



The relevant interest rate to be charged is setup as follows:



- on the Property level, to all units in a property - Maintenance - Property, field 23, unless a unit specific rate has been set, which will override the Property rate. Enter the annual interest rate, or a rate relative to the prime rate eg. 'P+2'.  



- On the Unit Level, for one specific unit - Maintenance - Unit field 32. This will override any rate set on the Property level, as described above. Enter the annual interest rate, or a rate relative to the prime rate eg. 'P+4'. A individual unit can be blocked from charging interest by setting the relevant control flag on Maintenance - Unit.



The prime rate is setup on Maintain Prime Interest Rate on the Administration, System Setups and Utilities 



The interest is usually raised at the time that the unit statements are prepared and sent out for the next month. Interest is raised using one of the interest options on:



- Administration, Monthly routines, Middle of Month (Tenant statements) Menu



When running the above options, the system will produce an unposted Sundry Adjustment Batch, which will need to be posted using the relevant screen.



Interest raised in this way will always be posted to the Billing Period (Next month)



If you enter a specific rate ( not a P+ rate ), then you must enter the annual interest rate - eg. to achieve a charge of 2% per month, enter 24 as the interest rate.



Interest is calculated at the relevant rate, for the full month, if there is a balance due at the date that the interest it is raised. There is an alternative option to calculate interest, based on the daily balance, if paid after the seventh of a month, which is available in certain accounts.





Charge interest to properties that are in shortfall





Interest on monies due to the Central Trust Account



The relevant interest rate to be charged is setup as follows:



-  Maintenance, Property, Property Interest %. Enter the annual interest rate, or a rate relative to the prime rate eg. 'P+2'





The interest is usually raised at the time that the Month End is run. It is calculated for a full month, on the balance at the date that the month end is run. 



Interest is raised as follows:



- Administration, Monthly Routines, End of Month Menu, Charge interest to properties 



Interest raised in this way will always be posted to the Billing Period (Next month)





Check that all electricity and water readings have been captured





With electricity and water readings and charges mainly being imported directly into the system, it is easy to overlook any one unit in these regards. There are two scans that check whether an electricity or water reading and charge has been entered for the current billing period. They will do no more than check to see whether an electricity and / or water batch entry has been put through for the unit.



The normal process would be to import all electricity and water readings and charges, then run the exception scans, to see which units have been missed. A property is setup to anticipate a reading for all of its units, by setting the relevant property control flag to 'R'  (Menu:  Maintenance, Property, field 15 - Control flags)



The exception scans, will check all units off all the properties which are set to 'R' as above, and report as exceptions those which have no current electricity or water entries as described above. The scans are runs from:



Menu:  Administration, Quality Control Tools, Property, Electricity Exceptions or Water Exceptions









Enter and select Marketing Unit Types





Menu: Management Menu, Management System Functions, Maintain Unit Marketing Flags 



Before entering unit types, list all types of units ( houses, flats etc.), and decide on how to best describe the types of units. Decide on a short code, to enter easily, which will link to the full description that is entered here.



Eg. 2B - 2 BED ROOMED FLAT

    BB - BACHELOR FLAT

    2H - 2 BED ROOMED HOUSE  



Menu: Property Menu, Property Debtors Menu, Marketing Unit Maintenance



Once unit types have been setup above, by pressing 'F2' on field 6 Marketing Unit Maintenance, you can select from a list of all those setup, and apply them to the relevant unit.



This information is stored on the unit record itself, independent of any unit occupant's account record.



Residential Tenancy Schedules and Market Analysis use the marketing area as a value to analyse on 





Export Unit Details to Excel for Mail Merge purposes





Menu:  Property Menu, Property Debtors, Reports Menu, Unit Addresses – Mail Merge



Overview



Facility to export form letter type information to use as a data source in  a mail merge operation.  

  

General Features



- Select one or many properties in one report

- Automatically invokes the export to Excel  

- Choose to include Suspended units if required





Hints 



- Use for rental or levy increase letters by adding columns for new rental or levy

 and deposit adjustments

- Save the spreadsheet before opening Word and defining the data source  

- Add a row of column headings for easy identification of mail merge fields  









E-mail a tenant statement





Tenant or unit statements are usually e-mailed or printed and sent to unit occupants. There is a facility to e-mail an HTML version of the tenant statement automatically when the print statement option is run. Before attempting to use this facility, please establish from the Help desk whether the facility has been activated on your account.



The HTML version will have any relevant direct deposit slip as part of it. Unit occupants can print the statement and use the deposit slip at the bank to make payment of the amount due.



The following are the steps that need to be taken to setup and send a statement, if the facility is activated:



Unit setup



Menu:  Maintenance, For your Clients, Mainenance - Unit, Fields 9 and 10



Capture the tenants e-mail address on line 7 of the Contact Information field (9). Please be careful to capture the address correctly, to be sure that the unit occupant does receive his statement.



Set flag 15, E-mail Statement Y/N to 'Y' of the Control flags field (10). You will not be allowed to do this, unless an e-mail address has been captured as described above.



If the e-mail address in field 9 is deleted, the control flag in field 10 will be set to N automatically. Remember to check that the control flag is correctly set before exiting the 







Printing/Sending of statement/s



Unit statements are generated from two menu options on the system:  



1. Menu:  Reporting, Month end Statements and Reports, Unit Statements 



This option is usually used to do the bulk printing of unit statements. If the e-mail statement flag is set to 'Y', no statement will be printed, and the HTML version of the statement will be automatically e-mailed to the captured e-mail address.



2. Menu:  Reporting, Owner and Tenant/Sectional Title HOA,Unit Statement - Email, View, Print



This option is usually used to re-print individual statements on request. There is an option when this facility is used, to choose to print a statement that is usually e-mailed, or to allow the system to e-mail the statement to the captured e-mail address.



When running this program, if the option 'Print e-mail statements Y/N' is left as the default, 'N', then the statement will be e-mailed. If the default is changed to 'Y', then the selected unit or units in the run will all be printed, and NOT e-mailed.







Flag a Unit as Blacklisted





This option is usually used when you have blacklisted a unit occupant with a credit bureau. You can record the date and the amount of the blacklisting. The system will record the blacklisting and it's removal on the unit notepad, and has a search facility to identify blacklisted units.



Menus:



To record or remove the flag:



Functions, Letting or Sectional Title, Flag a Unit as Blacklisted. (Clear the amount and date fields to remove the flagging.) 
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Maintenance, For your Clients, Unit.  



The date and amount recorded on the Control Flags of Unit Maintenance. They are displayed and cannot be amended on this screen:
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Maintenance, For your Clients, Unit.  The Notepad entry recording the flagging. A similar entry is recorded when the flagging is removed.
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Enquiries and Searches, For your Clients, Search for a Unit.  



You can search/scan for flagged units using the Unit Search facility. (You can select a property or group of properties in one agent.) 
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Insert a Message on Unit statements





These messages are inserted in three places, depending on how you would like them to operate. They operate on a hierarchical structure, with the lowest (Unit) level, overriding all messages above, relative to itself.



For example - If a message is captured on an Agent, it will print on every unit in every Property that is linked to that Agent. If one of the Properties has it's own message, it will override the Agent message and print on all of the units in that Property. If one of the Units' has it's own message, it will override both the Property and Agent message.



There is a facility to capture one message, in addition to the above, that if captured, will override the above rules, and print on all unit statements. This is usually used for seasonal greetings, and for important announcements. Remember to remove any message when it is no longer applicable. This message is captured using the following menu item:



Menu:  Administration, System Setups and Utilities, Global Unit Statement Override Message





Insert Messages:



Menu:  Maintenance. For your Business, Maintenance - Agent, Field 16

A message inserted on an agent will print on every unit statement on every unit of every property under the agent, unless a message is entered on the property level or unit level below. 





Menu:  Agent/Business Menu, Agent Property Debtors, Maintenance - Property, Field 26

A message inserted on a property will supersede any message entered on the agent level above, and print on every unit within the property, unless a message has been entered on the unit level below. 







Menu:  Property Menu, Property Debtors, Maintenance - Unit, Field 15

A message entered on a unit will supersede any message entered on either the agent or property level, and will print on that units' statement.



These messages will usually appear below the name and address on the Unit statement. It is important to insert a message, and check that it looks reasonable on your particular statement layout, before doing your unit statement print run.





Issue a Clearance Advice / Certificate





Menu:  Functions, Sectional Title and HOA, Clearance Advice



A Clearance Certificate is required by before the ownership of a sectional title unit is allowed to be transferred from one owner to another. It essentially confirms that all monies due to the body corporate in respect of the unit have been paid up to a certain date.



This program will calculate the amount due based on the information on the system, to the requested date, and print a letter to the transferring attorney, advising them of the amount required.



The following rules apply:



1. If a fee under the fee structure of the unit is 'SPECIAL LEVY', and is recovered monthly over time, and has an end date beyond the clearance date, the full amount of the special levy will be brought into account.



2.  Electricity and Water Factor - If electricity and/or water are being charged to the unit, they will need to be estimated to the date of the clearance advice. These fields, take the current amounts being consumed and vary them into the future, based on the factor chosen. eg. If the current electricity charge ( incl VAT) is R100 per month, and a factor of 1,5 is chosen, the amount of R150 will be charged on the clearance advice for the future months.



The factor is determined by the user, and should be chosen considering the season that is being entered into, and the local weather conditions. eg. If we are in April, and the clearance is to August, we know that the electricity consumption will probably double in winter (from June) so a factor of 1,8 could be used.



As there is a risk of under recovering money, please check all calculations to ensure that there are no errors, or that there is some other consideration that was not captured onto the system. 





Open a new Unit





Menu - Maintenance, Unit



First select the Property that wish to add a new unit for. Enter the new unit number in the Unit field - the system will ask you to confirm that you do wish to open a new Unit - enter 'Y', capture the necessary information and 'F'ile the unit.





Print demand letters or send SMS's for arrears





Menu:  Functions, Letting/Sectional Title, Credit Control, Outstanding Balances



Before attempting to print demand letters, ascertain which letters are on the system, the letter numbers, Eg. 'T3', and the amount that will be billed to the unit occupant for the printing and delivery of the letter. There are only two standard SMS's set up - one for rental arrears (SMS1) and one for levy arrears (SMS2).



Letters are added to the system by adding them to the setup table, and uploading a matching template to the server. The distribution of the letter is based on the rules setup using the setup facility (Administration menu), based on the following rules:
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1. Enter a letter number to identify the letter. (Remember to ensure that there is a matching template on the Unisim server) 

2. Enter the amount that will be automatically charged by the business to the unit for the sending of the letter.

3. The Nnla is the Income General Code in the books of the Agent

Use the Email and Prints columns to control the way the letters are delivered:

Email

'C' to send to the client - tenant and surety if the surety option is chosen when running the letters. If email addresses are present, the letters will be emailed, else a copy will be printed. The surety will get a copy of the same letter as sent to the unit.

'O' to send to your office. The default address will be the credit managers address. If there is no email address, a copy will be printed.

'B' to choose both of the above. 

Leave blank for no emails.

Prints

Enter the number of printed copies of the letter you require, or leave blank for no prints. these prints will be in addition to the copied printed where email addresses are missing.

The Unit notepad will be updated recording that the particular letter has been sent to the unit.



An example of the selection screen is displayed below:
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Having run the above option, and with the report displayed on the screen, browse through the units and decide to which ones you would like to send which letters. With the cursor on the required unit line, press 'Enter', and enter the letter number as required. If a global default letter number is entered as the report is run, the system will default to this number each time 'Enter' is pressed on a line. It can be amended.



To send SMS's, enter either 'SMS1' for rental arrears or 'SMS2' for levy arrears under the Global letter number. This will select all units in arrear, and insert the relevant SMS message number for all units with valid cellular telephone numbers captured. 



Letters or SMS's will only be sent to those units selected. Not all have to be selected.



When 'Esc'aping from the report, a print letter window will be displayed, which is completed by the user.

If you wish to print the letters without charging, enter a 'B' on the relevant line, and no automatic billing will take place.  



If the charges are not blocked, each unit in respect of which a letter has been generated, will be automatically charged according to the setup price of the letter generated. This will be an Agent to Unit billing, will feature on the unit statement, but not on the properties rentroll.

Refer to Agent to Unit Debtors







Refund a tenants deposit





Menu:  Transactions, Payments, For your clients, Refund a Tenant's deposit



Before running this option, it is assumed that an inspection of the unit has been undertaken, the damages to be recovered assessed, electricity used but not charged noted, and any other amounts which need to be deducted for which entries have not been processed.



The relevant property and unit is entered first on the refund screen. If the deposit is held by the owner, you will be warned to check that the relationship with the owner has not changed, and that funds are available to refund to deposit. A password will be required to proceed. The system will confirm from which bank account the refund should be made from.
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The following fields will be completed by the system, and are not amendable:



- Balance due to the Property (Rental etc.) This will be the balance due at the date that the refund is processed, including any billing period (Next month) amounts.

- Balance due to the Agent (Letters etc.)This will be the balance due at the date that the refund is processed, including any billing period amounts.

- The amount of deposit held by the agent according to the system.



Amend the above balances by putting through the relevant entries on the system, and then rerun this refund process.



The following fields are completed, as necessary:



Hold back - Enter the amount that is required to be held back in the trust account, if any.



Electricity to be deducted - This will usually represent the cost of electricity consumed by the unit, but not yet charged on the system. This amount will be deducted from the deposit and credited to the unit when the refund is (F)iled. No other entries will be put through automatically, as it is assumed that the electricity 

charge will be put through when the relevant batch is imported in due course.



You can use this field to transfer a portion of a deposit to a units account if required, as all it will do is reduce the amount of the deposit and receipt the amount on the unit account (Rental etc.)



Damages - Enter the amount as assessed as due by the tenant. This amount will be deducted from the deposit, charged by way of a unit adjustment to the unit, and receipted to the unit. The line description for this entry will be a system generic description. *



Other Deductions - This amount will be treated as for the damages deduction above. It will have a separate description as entered on this screen. It is usually used for a missing remote control or other sundry item, not normally included in damages. *



* - As these are usually maintenance recoveries, the user will be required to enter a maintenance category for the amounts deducted, after exiting the menu.



Breach - This is used for amounts due by the tenant to the Agent, which have not been billed and included in the balance due to the agent mentioned above. Often, if a tenant requests an agent to relet his unit on his behalf, prior to the expiry of his lease, a fee is charged to the tenant for this service, which can be deducted here. It will deducted from the deposit, credited to general ledger account 5109, in the agents books, and added to the agents share of trust ( general ledger account 3265)



As the above amounts are entered, you will be able to view the amount that will be refunded, if any. You will then enter a cheque number (the one to be issued), and a payee, which will default to the tenant, but can be amended. The system will not allow the same cheque number to be used for any future deposit refund.



If Deposit Refund bank details have been captured in the Unit Maintenance Screen, the system will default 'EFTS' to the cheque number. The bank account details will be displayed for confirmation. When the screen is filed, the refund amount and bank details will be stored, and exported into bank account format when Export Deposit Refund EFTS Batch to Standard Bank Format is run.



If there is no amount to be refunded, enter any information in the cheque number and payee fields, as the system will amend the references as it requires.



Once the above is complete, all that is required is to print or hand issue the cheque, if this is required. Before entering a printer number to print the cheque, be sure that the correct stationery is loaded in the printer and is correctly lined up.





Run and process Debit Orders





Once the debit order details have been entered on the unit record (How do I setup a debit order on a unit), a debit order unit receipt batch is raised and processed as follows:



1. Raise and post a debit order unit receipt batch



Menu:  Transactions, Receipts, Units (Tenants)



In the batch number field, enter 'DEBORD'. The system will ask for relevant information, the run through the whole account or selected agents, as requested, and pick up the amounts to be recovered via. debit order. The effective date is the line date that the receipts should reflect.  
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	1. Effective date


	The line date on all batch entries.





	2. Agent


	Restrict your selection as appropriate





	3. Debit day or Days


	The day or days for which you wish to scan for matching units





	4. Adhoc


	Set to 'Y' if you wish to choose only units flagged as such.










There are usually three cycles for selecting units to be included in a debit order run. The amounts for which a batch is raised, will depend on the rules set for the unit (Fixed amount etc.), and the cycle being run.



1.  Raising debit orders in advance for the 1st of the following month. The default value for Debit Day is the first (If no value is set). If you choose the debit day of the 1st, all units with either the first or no value will be selected. The balance on each unit that is considered, is the billing period (next month) balance. Any re-submit's will be ignored, except that any unit that is included (1st) and has a resubmit flag of 'Y', will have it's resubmit flag removed as the resubmit amount is usually included in the amount that will be recovered early in the following month.



2  Raising debit orders for the current month, for a selected day or days (to include week ends and public holidays). If a day, say 15th, is entered, all units with Debit Day of the 15th will be selected, their cash period (this month) balance being considered. All units with a resubmit flag of Y will also be included, irrespective of any Debit Day set, their cash period balance also being used. The resubmit flags will be cleared as the batch is built.



This cycle is usually used for daily debit orders raised during a month, including any units that are flagged for resubmission.



3. Adhoc debit orders. This selection will choose all units with an adhoc flag set to 'Y', and an adhoc amount captured. the adhoc amount will be the amount used in the batch. The flag and the amount will be removed as the batch is built.  





This type of batch is a system generated batch, and will not allow amendment for security reasons. If you need to make amendments, delete the batch, effect the changes that you require on the unit record, and rerun the batch creation process.



When the batch is correct, post the batch. Again for security reasons, only certain users will be allowed to export an unposted batch. This should not be necessary in mid month cut off accounts. In month end cut off accounts, it will be necessary as the debit orders are raised before month end, but the money is usually only collected after month end, creating a false cash position at month end if the batch is posted. The batch should then be posted on the relevant date after month end.



2. Export the batch into Bank format  



If you process your debit orders through Netcash, the batch will be automatically exported to Netcash, and be available for release on their website.



Menu:  Functions, Import and Export, Export Debit Order Batch 



This menu option will export a posted unit receipt debit order batch into bank import format. The default format is that used by Standard Bank, but can vary depending on the account.



The information requested by the system during the export procedure, will be information that is required to be included in the bank format. Eg. bank user code, effective run date, and reference ( usually the agent name).



The exported file will be saved on the server, under the following directory, and be called 'debord.511', if 511 was the batch number:



'/usr/bankexport/debord.511' - It can be retrieved to a local machine by using the ftp facility.



The full path and file name will appear on the successful export confirmation window.



Once this file is on the local machine, it can either be uploaded directly to the bank, or sent to the agents bank interface agent, depending on the specific arrangements with the bank.



3. Export the batch to Excel for reference purposes on any unpaid debit orders



The export format includes a reference field which is usually the one that a bank will return with the returned or unpaid debit order information. The ideal reference would be the unit number, but the field length is not adequate to accommodate a full unit number, hence a numeric sequence of seven characters starting at 1 is used. An exported batch enquiry will provide a useful facility to lookup the relevant unit to reverse the receipt against.



To display the batch



Menu:  Enquiries and Searches, For your clients, Batch Enquiry  



Run and follow the prompts.



When the batch is displayed, type 'Ctrl and E' to export. Refer to How do I Export to Excel





Setup a Debit Order on a unit





Menu:  Maintenance, For your clients, Maintenance - Unit, Debit Order (Field 13)



Unit debit orders relate to amounts due by a unit occupant to the property that they occupy and to the agent that manages the property. The amount due referred to below is an accumulation of these two amounts. Any amount restriction imposed will result in an allocation between the property and the agent based on the allocation rules of the account ie. first agent, then property (default) or vice versa.



Debit orders can be setup on any unit and will be included in the debit order runs, but will only be included in the export file to the bank if the property is part of the central banking system. A property that uses it's own local bank account, would have to do a separate run for itself, which is probably uneconomic.



Enter the following information to setup a debit order information:
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	Bank Branch Code


	Enter a maximum of 6 numeric characters, which represent the branch code assigned by the relevant bank.





	Bank Acc. No


	Enter the bank account number to be debited





	Bank Acc. Type


	Enter '1' for current account, '2' for savings account, '3' for transmission account.





	Name


	Enter the name of the account holder





	Amount (if any)


	Enter a maximum amount. If no amount is entered, the balance due by the unit will be raised. If an amount is entered, the balance up to the entered amount will be raised





	Fixed amount


	Enter an 'F' if the amount entered above is to be raised irrespective of any balance due by the unit. If an amount is entered, and 'F' set, then the amount will be raised even if there is no amount due by the unit.





	Charge D/O fee


	If the unit's property is part of central banking, then a bank charge recovery will be added to the amount debited to the relevant bank account, unless this flag is set to 'N'. The default is 'Y' and requires a password to be changed. This fee is receipted as a batch on the central bank account, and is not recorded on the unit.





	Debit day if any


	the date in a month that the debit order should be run on. A blank field will default to the 1st.





	Bank name


	A record of the name of the clients bank.





	Start date and End date


	The unit will only be included if the run date is within any entered date range





	Adhoc Debit Flag and amount


	set the flag to 'Y' and insert and amount that will be picked up when running the adhoc debit orders.





	Re-submit flag


	set to 'Y' to include the unit in the next debit order run, even if the debit day is not applicable. This is usually used when a debit order has been returned, and the clients asks that you rerun the debit order.










The unit will be included when a debit order run is performed, if the above information is entered. Refer to How do I Run and process Debit Orders for more information.





Setup and credit Interest on Tenant Deposits





Overview 



Tenants are entitled to interest on the deposits paid by them to their landlord/agent, in terms of the Rental Housing Act (South Africa). The administration of this can be a nightmare because of the volume of transactions, and the small amounts involved.



This interest calculation facility has been written around the following principles - 

- That the agent will receive a proportion of the interest earned on the centrally invested funds, as an administration fee.

- That the tenant will be credited with interest at a rate as if the deposit was individually invested.

- That the difference between the full interest rate earned, and the sum of the agent administration fee and tenants share of interest, is split equally between the Estate Agency Affairs Board and the agent as interest received.  



For example - Deposit rate of 10%pa 
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This part of the process is only the crediting of interest to tenants, which is only concerned with the rate applicable to the tenant, and can be used independently of the above principles.



There is a facility to setup a central Deposit rate, a local rate per Agent, or an individual rate per tenant. The rate used will be first the tenant level rate, then the Agent level rate, then the central deposit rate if neither of the former are present.



There is also a facility to exclude a property from the monthly automatic interest calculation.



The automatic interest calculation program will keep track of the date to which interest has been credited, and not allow interest for that period to be rerun. Any adjustments to a tenants deposit account can be made on the batch screen for this purpose.



Interest credited will be included in the deposit balance, and be refunded with the deposit automatically. Interest will be calculated on the balance of the deposit, including any previously credited interest, at the date that the calculation is run.



The Agent to which the property is linked, will be charged with the interest paid to it's tenants.

The total amount of the interest credited is moved from the Agents' share of the Rental Trust (3265), to the Deposit Trust Bank Account, when the Deposit In/Out Clearance is run. Interest on deposits on properties where the deposits are held by the owner, will be recovered by the Agent from the relevant Property automatically, by moving funds within the Rental Trust Bank Account (3265). The interest earned on the investment of the tenants deposits should be credited to the agents in accordance with the normal procedures employed in this regard, considering the abovementioned split if relevant.  



   

Setup



It is important to ensure that the structure is correctly setup, after which the administration of the interest will flow easily. Some of the points to consider in the setup are as follows -



1. Decide on and enter a central Deposit rate and interest split.

   (Administration, System Setups and Utilities, Maintain Deposit Interest Rate) 

2. Ascertain whether all Agents are able to use the central rate, and enter local agent rates and splits as necessary.

   (Administration, Accounting Setups and Tools, Maintain Agent level Deposit Interest Rate)

3. Determine which properties are not to be included and flag them accordingly.

   (Maintenance, For your clients, Maintenance - Property, Field 15, Control Flag 21)

4. Determine if any units have specially negotiated interest rates, and enter them on the unit. 

   (Maintenance, For your clients, Maintenance - Unit, Field 33)



More details of each item are included in the linked Topics.





Automatic Interest Calculation



This process will usually be run once a month, at month end, and be applied to all tenants in an account, according to the setup above. 



Menu:Administration, Monthly Routines, End of Month, Credit Interest on Tenants Deposits



The process is run from the above menu option. The screen displayed will be as follows -
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By entering 'auto.interest.calc' as the batch number, the above window will display. The 'From Date' will be one day after the last interest run. Insert the 'To Date' and continue. A batch will be built after a user confirmation, similar to the following -
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The Deposit flag will usually be 'D' for Damages. The two Description lines above cover one full description field for demonstration purposes. The batch created can be filed and posted.  



Interest Adjustments



Adjustments to an individual deposit can be done using the same batch screen, as follows - 
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Enter 'NEW' in the Batch number field.  

Enter the total of the batch in the Value field.

Enter the relevant adjustments as necessary, file and post the batch when complete.

The deposit flag is either 'D' for Damages, or 'E' for Electricity deposit. D is usual, as most accounts do not differentiate between the two types of deposit.





Setup and produce a Commercial Tenancy Schedule





A tenancy schedule is a summary of a building, containing detailed and statistical information useful in the management of a property by both the manager and owner of a building.



Menu: Maintenance, For your Clients, Property (Owner)



Setup



Maintain/Setup Property - Field 17- Setup
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Insert a 'P' for the PQ system. This indicates a percentage basis, as opposed to a factor basis.



Insert the total number of square meters for each category of space, as indicated.





Maintain/Setup Property - Field 18 - Unit Analysis



After pressing 'F3', you will be asked if you would like to Maintain the Section Table.
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This is a table where you enter the sections that you would like to dived the building into. Eg. First Floor, Second floor etc. You enter a code, eg. 1F for First Floor, the full description, and then the total area (m2) in that section.



You can create a section with zero m2, and use it to group garages for example.  



When complete, you will be taken into the Unit Analysis Table.
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In this table, you can enter the Section (Floor) that each unit is part off, under the Section column on the left. You then enter the area of each unit against its unit number. Leave garages etc. blank in the area columns, but include them in their relevant section.



When you exit this screen, the system will balance the input to the Setup information (Total rooms), and to the Section Allocation Table. If they do not balance, you will not be allowed to save the data. It is therefore advisable to accumulate and balance the information, prior to entering it on the system.



  

To Run the report 



Menu:  Reporting, Statistics and Information, Commercial Tenancy Schedule



The options are as follows:
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A Combined report will show only the total line for the selected property or properties.



Hints:



- The Review date is picked up from the 'Early Review Date' , field 9, line 12 of the Lease Setup / Maintain Screen - If you want to change a property type to 'RCO', print and then clear the old areas in the Unit Analysis Table, prior to changing the flag, then change the flag and re-enter the areas



- The system will check that the total areas are allocated, that the percentages total 100, and that the units sections setup balance to their totals. It makes capturing much easier if you make sure that you unit and grouping information is correct before capturing.





Setup and produce a Residential Tenancy Schedule





A tenancy schedule is a summary of a building, containing detailed and statistical information useful in the management of a property by both the manager and owner of a building.



Menu: Maintenance, For your Clients, Property (Owner)



Setup



Maintain/Setup Property - Field 17- Setup
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Insert a 'P' for the PQ system. This indicates a percentage basis, as opposed to a factor basis.



Insert the total number of rooms, of all units, into the Reg. Unit Area and Levy Unit Area. Eg. a 2 Bed roomed unit could be regarded as 2 rooms, or as 3, if it had a lounge/dining room as well. If you choose to enter the total number of rooms, then add up all the rooms in the building, per unit, and enter the total.



It is important to be consistent throughout the whole account, in terms of the rooms policy above.





Maintain/Setup Property - Field 18- Unit Analysis



After pressing 'F3', you will be asked if you would like to Maintain the Section Table.
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This is a table where you enter the sections that you would like to divide the building into. Eg. First Floor, Second floor etc. You enter a code, eg. '1' for First Floor, the full description, and then the total number of rooms in that section.



You can create a section with zero number of rooms, and use it to group garages for example. The number of rooms can also be used to recover proportionate consumable charges (eg. water), which would usually not apply to garages etc.



When complete, you will be taken into the Unit Analysis Table. 



[image: PropMntunits]



In this table, you can enter the Section (Floor) that each unit is part off, under the Section column. You then enter the number of rooms under the Unit Area and the Levy Area columns against the relevant unit number. Leave garages etc. blank in the number of rooms columns, but include them in the relevant section.



When you exit this screen, the system will balance the input to the Setup information (Total rooms), and to the Section Allocation Table. If they do not balance, you will not be allowed to save the data. It is therefore advisable to accumulate and balance the information, prior to entering it onto the system. Adjust small rounding differences off one of the units.



To enter the unit type and marketing rental



Menu:  Property debtors- Marketing Unit Maintenance



Enter the unit type on the above screen (Field 6), by selecting off the list displayed after pressing 'F2'. this would be, for eg., 2B - for a 2 Bed roomed flat. The marketing rental is inserted in field 24. This would be the rental that you are asking from prospective tenants.

  

To Run the report 



Menu: Property – Property Debtors – Reports Menu – Tenancy Schedule and Market Analysis - Residential Tenancy Schedule



The Review date and option period are picked up from the Lease Setup / Maintain Screen





Suspend a Unit after Vacation of a tenant 





Menu:  Functions, Letting, Suspend Unit 



A unit is usually suspended when the then present occupant, either sells or gives notice to vacate the unit. To record this, a unit is suspended, creating a new unit which is used for the new occupant when they are found. A unit can be suspended in advance - as a tenant gives notice - and the new tenants lease captured immediately thereafter. The dates on the relevant fee structures will determine the charging of rental etc.



When a unit is suspended, the new unit created will be regarded as available for occupation, and called a marketing unit. It's unit number will be the original unit number. The old, suspended unit, will be renumbered by adding an alphanumeric character behind the unit number. This alphanumeric character will start at Z, and move up to A if necessary. Eg. Old unit 2555*1 will become 2555*1Z. The full history of this account will be moved to the new number. 



When the unit is suspended, a vacate date will be required. This date will be stored on the unit. If the vacate date is earlier than the present date (suspension date), then the fee structure will be cleared.



If a unit was created with a alphanumeric as part of it's number, it will be regarded by the system as inactive, and will not be able to be suspended. To stop charging such a unit, either amend the fee structure accordingly, or insert a relevant vacate date.



A unit can be reactivated should this be required.



Any internet access pin number for the unit suspended will be deleted as the unit is suspended.









Manage Bank Guarantees





Tenants sometimes provide a guarantee from a bank as security for their performance in terms of their lease agreement. UniProp facilitates the management and control of bank guarantees as follows:



1. Charge a tenants account on activation of the lease agreement.



2. Charge or credit a tenants account for new, increased or decreased bank guarantees.



3. 'Receipt' or credit a tenants account on receipt of a bank guarantee.



4. Credit a tenants account on expiry or cancellation of a bank guarantee.



5. View a listing of cash deposits and bank guarantees for a Property



6. Scan bank guarantees for expiry dates





Export to Excel





To export a displayed report into Microsoft Excel, press 'Ctrl and E' while the report is displayed, and Excel is closed. If you wish to do many exports, remember to save the exported spreadsheet and close Excel, before doing the next export.



There is a local machine setup program that needs to be run, and the user needs to be setup on the server once this has been done.



Not all reports are exportable, but can usually be upgraded to be. Please contact the Help Desk should you require a report to be upgraded.









Fax a Report directly off the system





To fax a report directly off the system, type 'Ctrl and F' to print the report, or choose print a report, and enter 'FAX' as the printer number. Follow the prompts.



Check status of the fax by running Fax Status, on Management, Agent or Property Menus.





Login to the system





After you have opened your emulator - UniProp - , click on Connect, enter the name of your host,  and your user name. You will see a prompt similar to the following:



[image: LOGIN3] 



Enter your password when prompted (You will be asked to enter a password when logging in for the first time) - your menu system will then be displayed automatically.



[image: login2]



The system will remember your host and user name next time you log in.




Show me



If you do not have a login and password, please ask your manager for one.







Upload or Download a file





These processes are used to import and export data (files) to the unix server from your computer, or from the unix server to your computer. These files are used by the system, eg. electricity reading data, or by an external system eg. debit orders by the bank.



This process is different from the export to Excel or Open Office. That process is usually used to tailor a system report, in for example, and Excel environment. The FTP process simply moves data in the form of a file, which data is then read in and used by another program.



Examples of where FTP'ed data would be used, are for importing electricity and water readings, exporting data for electronic creditors payments, importing salary and wages information. 



To transfer files, follow the following procedure:



First setup the emulator on your computer:



Click on 'Settings' and FTP.



[image: ftpsetup]



Enter a relevant Host name, User name and password. This information can be obtained from the Help Desk.



[image: ftpsetup1]





Then click on 'Utilities', and 'Upload' or Download as required:



[image: ftp1]



If you are downloading a file from the server to your computer, enter the host and filename and path, and click on 'Download'. You can usually leave both of the Binary and Text check boxes unclicked. Allow enough time, depending on the size of the file, for it to be downloaded. The window below will disappear when the process is complete. The downloaded file should be in the WinUbtrm directory on your computer.



[image: ftp2]





If you are uploading a file from your computer to the server, enter the host, filename and path, on your computer, of the file to be uploaded.



The ' File name (including path)' is important to get right. When you receive, for example, an electricity reading file, save it to a directory on your hard drive. Then type in the path and filename, as in the example below, adapting it to the actual file that you are uploading. Be sure to type the filename exactly as you have saved it - remember that it is case sensitive.



Then enter the path and directory on the server to which you want to transfer the file. Then click on 'Upload' . You can usually leave both of the Binary and Text check boxes unclicked. Allow enough time, depending on the size of the file, for it to be uploaded. The window below will disappear when the process is complete. The uploaded file should be in the relevant directory on the server, and be available for use by the relevant program.



[image: ftp3]





Notes:



- If your FTP is not setup correctly, you will get an appropriate error message.

- If the uploaded or downloaded file is not where it should be, it is usually as a result of a spelling or path error. Remember that unix is case sensitive ! 





Import data and create a batch





This utility allows for the direct importing of information contained in a spreadsheet, into the system which creates an unposted batch and an import report. It allows for the preparation of your information while offline, and then its uploading when connected to the system.



The information for each of the supported batch types must be organised in accordance with the template examples shown below.



The batch import facility covers the following batches:



1.  Property Sundry Payment Batch

2.  Property Creditors Journal Batch

3.  Unit Journal Batch

4.  Agent to Unit Journal Batch. 

5.  Unit Receipt Batch

6.  Unit Electricity Batch



The imported information will be validated according the the validation rules contained in the system input screens relevant to each batch type. Some of the user input that is required when using the system input screens, will be defaulted when using this import facility. Details of these defaults can be found by clicking on the relevant batch type listed above, and should be considered before using this facility.



Click here to view a brief tutorial on using the facility.





NB. Please note date format.





	


	Batch Import File Layouts


	


	


	





	


	


	


	


	


	


	


	


	





	


	1. Property Sundry Payment Batch





	


	


	


	


	


	


	


	


	





	


	Property No.


	Cash Book


	GL Code


	Description


	Date


	Vat Flag


	Amount


	





	


	


	Reference


	


	


	


	


	(Cents)


	





	


	


	


	


	


	


	


	


	





	


	1399


	REF.1


	6175


	MAINTENANCE GENERAL


	01/01/2009


	Y


	10000


	





	


	2555


	REF.2


	6175


	MAINTENANCE GENERAL


	01/01/2009


	Y


	20000


	





	


	2244


	REF.3


	6175


	MAINTENANCE GENERAL


	01/01/2009


	Y


	30000


	





	


	5119


	REF.4


	6175


	MAINTENANCE GENERAL


	01/01/2009


	Y


	50000


	





	


	2225


	REF.5


	6175


	MAINTENANCE GENERAL


	01/01/2009


	Y


	15000


	





	


	


	


	


	


	


	


	


	





	


	


	


	


	


	


	


	


	





	


	2. Property Creditors Journal Batch


	


	


	





	


	


	


	


	


	


	


	


	





	


	Property No.


	Creditor


	GL Code


	Invoice/Document


	Description


	Date


	Vat Flag


	Amount





	


	


	No.


	


	No.


	


	


	


	(Cents)





	


	


	


	


	


	


	


	


	





	


	1399


	C3033


	5067


	INV1


	MAINTENANCE GENERAL


	01/01/2009


	Y


	10000





	


	2555


	C37011


	6175


	REF.2


	MAINTENANCE GENERAL


	01/01/2009


	Y


	20000





	


	2244


	9999


	6175


	REF.3


	MAINTENANCE GENERAL


	01/01/2009


	Y


	30000





	


	


	


	


	


	


	


	


	





	


	


	


	


	


	


	


	


	





	


	3. Unit Journal Batch


	


	


	





	


	


	


	


	


	


	


	


	





	


	Property No.


	Unit


	Reference


	GL Code


	Description


	Date


	Vat Flag


	Amount





	


	


	No.


	


	


	


	


	


	(Cents)





	


	


	


	


	


	


	


	


	





	


	1399


	1


	


	5121


	MAINTENANCE GENERAL


	01/01/2009


	Y


	10000





	


	2555


	201


	


	5001


	MAINTENANCE GENERAL


	01/01/2009


	Y


	20000





	


	1399


	2


	


	6175


	MAINTENANCE GENERAL


	01/01/2009


	Y


	30000





	


	5119


	983


	


	6175


	MAINTENANCE GENERAL


	01/01/2009


	Y


	50000





	


	


	


	


	


	


	


	


	





	


	


	


	


	


	


	


	


	





	


	4. Agent to Unit Journal Batch


	


	


	





	


	


	


	


	


	


	


	


	





	


	Property No.


	Unit


	Reference


	GL Code


	Description


	Date


	Amount


	





	


	


	No.


	


	


	


	


	(Cents)


	





	


	


	


	


	


	


	


	


	





	


	1399


	1


	user


	5001


	ADMIN FEE


	01/01/2009


	10000


	





	


	2555


	201


	user


	5001


	ADMIN FEE


	01/01/2009


	20000


	





	


	1399


	2


	user


	5001


	ADMIN FEE


	01/01/2009


	30000


	





	


	5119


	983


	user


	5001


	ADMIN FEE


	01/01/2009


	50000


	





	


	


	


	


	


	


	


	


	





	


	


	


	


	


	


	


	


	





	


	


	


	


	


	


	


	


	





	


	5. Unit Electricity Batch


	


	





	


	


	


	


	


	


	


	


	





	


	Property No.


	Unit


	Reference


	GL Code


	Closing reading


	Read date


	Vat Flag


	Amount





	


	


	No.


	


	


	


	


	


	(Cents)





	


	


	


	


	


	


	


	


	





	


	1399


	1


	Login


	5038


	1255


	01/01/2009


	Y


	10000





	


	2555


	201


	Login


	5038


	54112


	01/01/2009


	Y


	20000





	


	1399


	2


	Login


	5038


	1125


	01/01/2009


	Y


	30000





	


	


	


	


	


	


	


	


	





	


	


	


	


	


	


	


	


	





	


	6. Unit Receipt Batch


	


	





	


	


	


	


	


	


	


	


	





	


	Property No.


	Unit


	Reference


	Description


	Date


	Amount


	


	





	


	


	No.


	


	


	


	(Cents)


	


	





	


	


	


	


	


	


	


	


	





	


	2406


	48


	14-Aug


	STD BANK 28/07/03


	14-Aug-03


	45278


	


	





	


	2406


	52


	14-Aug


	STD BANK 28/07/03


	14-Aug-03


	58256


	


	





	


	2406


	54


	14-Aug


	STD BANK 28/07/03


	14-Aug-03


	5502


	


	
















Check and maintain all of my Agent to Property Fee Details 





There are two main ways of checking the fees charged by the agent to the property:



1. Check and Maintain



Menu: Administration, Quality Control, Property, Property Fee Description Summary



Run this program, press 'F2' on the selected description, press 'F2' on the selected property, and maintain the required fee. When you file the change, you will return to the Fee Summary screen. 





2. Full listing



Menu: Administration, Quality Control, Property, Test Agent Fixed Fees to Properties (Owners)





By scanning this listing, obvious exceptions will be easily noticed. It is also useful, to export this display to Excel, and analyse the percentages etc. being charged.









Check all of my Agent to Property Fee Exceptions 





Menu:  Administration, Quality Control, Property, Property Fee Exceptions.





By running this program, defined exceptions will be reported. These are usually where fees have not been captured, or where a percentage fee was expected and only a fixed fee was in place.





Charge an Interest based Fee on unit arrears 





In certain instances, by arrangement, an Agent may charge interest to a unit on the balance that is due to the property, by that unit. The interest income due to the property is credited to the income of the property, and the agents share is credited to income of the agent, in the Billing Period.



A facility on the system allows for the automatic creation of an Agent to Unit adjustment batch for the above interest when interest to the property is raised.



The property and the agent interest will be grouped into one item when a unit statement is printed, but will reflect separately on transaction drills on the system.



If an interest rate is set on Maintain/Setup agent, then all the units of properties linked to that agent will be charged the set rate, if the control flag on Maintain/Setup Property, is set to 'Y'. Refer below for more detail in this regard.



Setup:   



Menu: Maintenance, For your Business, Agent (Control flag 8, Admin fee Interest %)



Insert the interest rate, including decimals, that must be raised for the properties linked to the agent. It is assumed that the income retains its nature as interest, and hence VAT has been ignored.



Menu: Maintenance, For your Clients, Property (Control flags(Field 15), Flag 26 and 27)



26 - Agent interest will only be raised if this flag is set to Y, for the relevant property.

27 - Set a rate for the specific property, if the rate is different from the rate set on the management level, as described below.



To run:



Menu: Administration, Monthly Routines, Middle of Month, Charge Interest to Units (Tenants)



This option is usually run centrally as part of the monthly unit fee raise. It will automatically charge the relevant interest, if the Agent rate is set, and the property control flag is set to Y, as discussed above.











Management and Control related





This section contains topics relevant to the management and control of your business, property, trust account etc.





Central Trust Account Management





In this section we will deal with the Central banking system that operates in each account on the system. In each account, there is only one central banking account that operates from the Management level. When selecting an entity in the running of the relevant menu item, the entity will always be described as 'UM'



The principles applicable to the Central Trust Account will also apply to the Agent central banking system. 



The central bank account is usually a trust account, and needs to be managed accordingly. In essence, there is one actual bank account, that is shared by many entities within the system. Every transaction, usually rental or levy receipts or payments to creditors, has to be allocated to an entity, or split among many entities, within the system (a Property, Agent or the Management level), and is also posted to a control account on the Management level.



At all times, the sum of the balances on the share of the trust account (General ledger account 3265) held by each participating entity, must equal the balance on the control account on the Management level (General ledger account 4155).



There is also usually a separate bank account, in which tenants deposits are held (4156). This account is generally only an investment type account, as very few transactions are usually processed through it each month. Tenant deposits and any refunds thereof are usually made from the central trust account (4155), and the total amounts thereof transferred as often as the transfer programs are run - Deposit in and Deposit out Clear, and Property Deposit Pay in / Pay out.



As with the share of the trust account (4155), the Deposit trust account is also a control account. All entries are processed to an individual entity (3266), and to the control account on the Management Level (4156). At all times, the sum of the balances on the share of the deposit trust account (General ledger account 3266) held by each participating entity, must equal the balance on the control account on the Management level (General ledger account 4156).



You will be able to view the current balances on the various accounts on a Management Level trial balance, an example of which is displayed below:





[image: trustCONT3]





You will note that the balance on account 4155 is R 1 204 189. This is the amount that should be in the central bank account (The cash book balance for the accounting people) and represents the net Trust Creditors. .



This balance is reconciled to the actual bank statement balance using the Bank Reconciliation facility on the Management Cash Book Menu. An example of the end part of the bank reconciliation is displayed below:





[image: trustCONT1]



Note that the Total of the Gl column agrees with the balance on the trial balance. The balance per the bank statement is R 493 027, the difference being R 711 161, which difference is made up of the items in the 'Diff' column.



It is obviously critical to ensure that the reconciliation process in kept up to date, in order to ensure that the system record of the bank account is accurate.



The amounts that make up the balance in the bank can be viewed using the report mentioned below. These amounts are usually referred to as trust creditors. Any negative amount would reflect amounts over drawn from the Trust account, which usually attract a lot of attention from trust account auditors.



The Central Bank Account Summary, on the Management Cash Book Menu will display all the balances as mentioned above. An example of this report is displayed below:



[image: trustCONT2]



The above example is a summary report, with totals of all properties linked to the relevant agent. You could drill on the relevant figures to view the detail, or run the report choosing the 'F'ull option. It is a list of the balances on general ledger code 3265 for every property, every agent and the management level.



You will note that the balance on account 3213 on the above trial balance is the same as the balance on 4155 but in the negative. This is the contra account to accommodate the double entry accounting system, and serves no other purpose.



By monitoring the balances making up the trust account, and ensuring that the bank reconciliation is kept up to date, you should be in control of your trust account.



You should also cover the appropriate investment of the trust funds, which is not covered here.



In a similar way, the Deposit Trust can be managed and controlled.  



Note that the balance on account 4156 on the trial balance above is R 176 046. This is the amount that should be in the deposit trust current account. It should also be reconciled to the actual bank account using the same bank reconciliation facility as the one described above, except choosing 4156 instead of 4155. An example of the bank reconciliation is displayed below:



[image: trustCONT4]



The balances making up the amount can be viewed using the Deposit Listing/Report on the Deposit Control Menu, an example of which is displayed below:



[image: trustCONT6]............



[image: trustCONT7]





The two displays above represent one screen, separated for display purposes. The total of the JV A/C column is the amount that needs to balance to the bank account. The above displays were run using the Combined option, hence there is only one line per property. If run selecting the Full option, a detailed list of tenants and their deposits will be displayed per property. 





The following is a Combined Trial Balance of every property in the relevant account. You will note that the balance on account number 3266 (the sum of all properties' 3266) is the same as the deposit schedule and the trial balance. 





[image: trustCONT5]















Active Unit





All Units are counted as active, unless all of the following conditions are met on a Unit:



1. The Unit has been suspended

2. The Property control flag 11, has been set not to print 'Z' statements

3. There is a vacate date on the Unit

4. The vacate date is earlier than the relevant count date



If the above 4 are not met, a further check is conducted to see if there are any balances outstanding, or any transactions for the period. If there are none, the Unit will also be considered inactive, and not counted, even though the first 4 conditions were not met.







Agent  / Business





An Agent  or Business in terms of this system is an entity that is run as a business, that either manages properties, or conducts some other commercial activity or activities.



It could also be a division of a business, on which separate reporting is required. All divisions can be consolidated for reporting purposes as required.



A few examples are as follows:



A rental collection company

The rental collection division of a Property management company

A maintenance company

A maintenance division of a Property management company

A team within a sectional title division of a Property management company





Fee structure - Unit





These are the amounts that are payable by the Unit to the Property. eg. rent or levy. The amounts might be fixed amounts in terms of a lease, or variable cost recoveries. 



They are recorded in one of the fields in the Property Fee structure Section of Maintain/Setup Unit.









General batch and screen rules





These rules apply to most input screens using the 'Blue Screen' Emulator.



- Enter 'NEW' in the batch number field for the next available batch number or a previously filed,  unposted batch.  



- The Default description will be the default line description if entered. It can be left blank.



- The batch total is entered and must balance to the total of the transactions entered, else posting will  not be allowed. For general ledger batches, no total is required as the total must be zero.



- A '#' will delete the line, if entered on the first field of the line. (hash).



- A '.' will cause the cursor to drop to the bottom of the screen if entered at the beginning of a line, or to the beginning of the next line if entered in the line. (full stop).



- The bottom of the batch contains the following options:



 - (E)dit - to edit the batch. 'E' enter will take the user to the first edit able field of the screen and then

                     to each field.

                     'E3' enter will take the user to the first edit able field of the screen and

                     then to each field.

 - Field (N)umber - to go directly to a particular field on the screen. '3' enter will go straight to field 3

               and then back to the batch command line.



 - (F)ile   - 'F' enter to file the batch. The user will be given the option to post thereafter.



 - (D)elete - 'D' enter will delete the batch after confirmation.      



                      

                     





Marketing Unit





A marketing Unit is a Unit that is available to be occupied, for which a tenant is usually being sought.

The system will regard any Unit which has no fee structure, as a marketing Unit.



The marketing Unit maintenance screens will allow the user to capture marketing type information about the Unit, for eg., the requested rental, number of bedrooms etc.





Property





Property



A Property in the context of the system is an account on the system which has one or many Units linked to it. The account will receive rental or levies etc. from its Units, and pay the running expenses of the building/Property for which it is set up. It could be in respect of a rental building, or a sectional title complex.



There are usually many Units in one Property. eg. many flats in one high rise building 









TPN interpretation codes





Click on the link below to view the interpretation codes for Tenant Profile Network:



http://www.tpn.co.za/website/TPN/EnquiryTerminology.htm






Unit


Unit

A Unit in the context of the system is an account on the system from which the charges for rental, levy etc. are billed and controlled. It could be in respect of a rented flat, shop or office, or a sectional title Unit.



There are usually many Units in one Property.





F1 





Press 'F1' when on a field, to view the system help screen.







F2





Press 'F2' on a field, if it supports an information drill display screen. You will not be able to amend the data that is displayed.





F3





Press 'F3' while on a field that supports and Information Entry Drill, to add or amend data in the relevant field.





Delete a line





Press '#' at the beginning of a line, to delete the whole line.







Insert a line





Press '^' ,  'Shift 6' to insert a line







Esc





Press the 'Esc' key to go backwards, out of a field or menu.





< > - Page Up/Down





Use the '<' or '>' to scroll by page through batches.





" - Ditto





Type a " in a field, to copy the contents of the field above it. In the Java environment, type a single quote, ' , for the same effect.





'Ctrl B' - Search for text





Press 'Control' and 'B' while in a display window to search for text or numbers contained in the window.
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