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About this course

The REST Professional Version 14.0 Upgrade course is designed to introduce participants to the features
and enhancements of the REST Professional Version 14.0 release.

Pre-requisites

Participants should be familiar with the REST Professional Software and have a basic understanding of the
real estate industry and property management processes.

Features included in this course

At the end of this course, you will be familiar with these new features and enhancements:

e Replicate Property Details

e RockendSMS Enhanced Integration
e Export Data Enhancements

e Energy Efficiency Rating

e Property Vacancy Counter Report

Using this workbook

You will find the following symbols throughout this workbook:

Symbol Description

Notes and additional information related to this topic

This is a caution symbol, take particular care with this topic

Handy Tip
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Replicate Property Details

A new Replicate button has been added on the Property Details screen:
o Property Details =] B |

Alphaindex  [HOSK14/28 o peive |
Address | 2814 Hosking Street [ |
i

Subub B MAIN EAST State | gy P/Code | 2041 o %
Cancel - ESC
Feminders ] Gaineda’Lost] Maintenahce l Inzpections ] Other ] "
General l Financial ] Advert] Notes ] Tenants] Cornmercial ] Strata ] Holida_l,ll Insurance] Reqg. Papments ] @‘
Action - F1
Owrer Ben Affleck & Jennifer Garmer _
AFFLECK 158 Brightan Blvd D
BEM BUCKLER POINT M5/ 2026
B (o v H:[02) 9375 3186  Dlear-F2_|
Cateoor Delete - F3
Class | Residential W Property manager | Lex [L] W E:--]—EI
Reporting order |1 Inspecting Agent | Lex [Lx] v Add Mode - F4
EER ¥ BDO | Mo Manager v
)
Fey # 47 Search for key Fepairs | Buzz (L] v Sy o7
larm Code Lett Clesk | Billy [BG) v
Area code | Balmain East v Fleplicate - F8
Last Editz - F9
0K -F12

This allows the details of the property to be replicated when required for similar properties under
management. For example, several apartments in a block.

Follow these steps to Replicate Property Details:

Step Description

1. Select Files > Property Details
2. Click the Replicate — F8 button
Replizate - F
3. A prompt displays:
Property Details

9 Do you want to replicate the property advertising details?

e Click Yes to replicate the Property Advertising Headline and Description from the
Advert Copy tab.

e Click No if you wish for the replicated property files Advertising tab to remain
blank.
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If Yes is selected another prompt displays:

Property Details

9 Do you also want to replicate the property advertising images?

e Click Yes to replicate the Properties Advertising Images from the Images tab
e Click No if you wish for the replicated property files Advertising Image tab to
remain blank

A replicated Property Detail file displays in Add Mode:

L) Property Details = = =)
Alpha index l:l ADD MODE Active
Addess | 25/74 Hoszking Street

Subub | BaLMAIN EAST State NSw P/Code | 2041 o %
. i X X Cancel -ESC
Reminders I Galnadenst} Mamlenance] Inspectlnns} Dther] I ——
Ganeraw F\nanciaw Advall] Notes} Tenants] Commarciaw Sllata] Ho\idayl Insurance | Reg. Payments} @‘
8 Action - F1
Wher D
Go b ovrer |__G=E |
Category Delete - F23
Class| Residential v Property manager | Lex (L) v HI-.:',-E
Reparting order | 1 Inspecting Agent | Lex [L] R Add Mode - F4
EER w7 BDO | Ma Manager W P
]
Key # Search for key Repairs | Buzz [BL] hd Search - F7
Alarm Code Let Clerk | Billy (BG] v
Area code | Balmain East v Replicate - F8
Last Edits - F3
B k.- F12

The following table lists the data fields copied in the replicate property function and data
from Company Default Settings:

reckend ResT
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Item Replicated Company
from Default
Property Setting
Property Advertising details o
(Optional) - when selectad:
replication includes the following
in Advert tab: Advert Copy,
Details, Features and General.
Property advertising images o
(Opticnal)- all images
General Tab = Address o
Financial Tab = Fees (Excl.)
Financial Tab = Rent = Payment
period (DANM +1-99) setting
Financial Tab = all Letting settings v
Motes tab= all Property o
Descriptions
Strata Tab = Strata Plan number o
6. Enter the new Property Alpha Code, attach an Owner to the new property and make
any changes required to the replicated Property Detail file
7. Click OK - F12 to save

§A Mictosaft Partner @



RockendSMS Enhanced Integration

REST Professional Version 14.0 introduces RockendSMS Online which allows single and bulk SMS
messages to be sent via an online service.

Some of the features of RockendSMS Online include:

e A history of messages sent and received for single SMS messages
e The ability to manage an Opt Out list of contacts who do not wish to receive SMS messages
e The ability to schedule the delivery of messages

Prerequisites for RockendSMS Enhanced Integration

Existing Edgility customers will need to follow these three steps:

1. Complete the RockendSMS Third Party Service Configuration in Company Details and configure
Users in User Details.

2. Contact Edgility to upgrade to Enhanced RockendSMS on 1300 764 451 or outside Australia on +61
2 9518 5955

3. Review the manual for detailed information on configuring REST Professional for Enhanced
RockendSMS Integration.

REST Professional customers not currently using RockendSMS with Edgility will require an account. To sign
up contact Edgility on 1300 764 451 or visit rockendsms.com.au

RockendSMS Third Party Service Configuration

To use RockendSMS Enhanced Integration, the email address saved against each User in REST
Professional must be registered with Edgility:

L

o User Details ==
Initials [0 Active ﬂ

First Mame | C)ark Last Name |k ept

Full name | Clark Kent

General | User Profile | Login Options
Contact

Direct | 9577 7474

After Hours

Mobile |411 897 297 l Add Phaota

K

Lo Cancel - ESC

Lacation | Sudrey D
Clear - F2

Email | clarkk @rockend. com. au

reckend ResT
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As this is also a requirement of the previous RockendSMS functionality, existing Edgility customers may not
need to complete this step.

A new screen has been added in REST Professional Version 14.0 to allow individual users to be configured
for RockendSMS Enhanced Integration. Users may be setup either manually or automatically, using the
synchronisation function.

Note: RockendSMS Configuration must be completed by a user with a System Security Level of
Statistics/Company Details/Passwords & above

Manual RockendSMS User Configuration

Follow these steps to manually activate RockendSMS Enhanced integration:

Step Description
1. Select Other > Utilities > Company Details > Third Party
2. Select the RockendSMS checkbox
3. Click the Configure button:
All REST Professional Users with a System Security Level of Look Only / Print or higher
will be listed
e RockendSMS Configuration
RockendSMS Configuration ﬂ
REST User Access Token Token IDv
Billy Gates
Buzz Lightyear
Clark. Kent
Lex Luthor
Laiz Lane
4, Confirm the correct email address is setup in REST Professional by hovering over the
REST User field to view the tooltip.
REST User |Access Token |Token o
Billy Gates B2631-wBG 2 ol AABERYT | s
Buzz Lightyear 9951 4-wBG 2V ety AARERPYT s
[ cl;lkl!e:t@;ockend.com.au | ATAI2wSG2VSVARSENZS | s
[Dawn Frazer
5. For each user that needs to be configured to use RockendSMS Enhanced integration,
enter the Access Token and Token ID provided by RockendSMS
6. Select OK — F12 to save RockendSMS Configuration

. s 7\
Microsoft Partner € )
@




10

Automatic RockendSMS User Configuration

You can automatically import user details from RockendSMS to the Configuration screen through the
Synchronisation function.

Follow these steps to automatically activate RockendSMS Enhanced integration through the
Synchronisation function:

Step Description
1. Go to Other > Utilities > Company Details > Third Party
2. Select the RockendSMS checkbox
3. Select the Configure button
4, Enter the Access Token and Token ID provided by Edgility for a RockendSMS
Administrator
5. Click OK-F12 to save details
6. Click the Configure button
7. Click the Synchronise button
Mary O Contrary
Minnie Moucher
I Include Inactive Users
8. A prompt will display to confirm the synchronisation is complete and the Access Token
and Token ID will be populated for each user with an email address registered with
RockendSMS
9. Select OK-F12 to save RockendSMS Configuration
10. Select OK-F12 to save Company Details

Note:

To use the synchronisation function to import credentials automatically, the logged in
REST Professional User must be a RockendSMS Administrator, and their Rockend SMS
credentials must be saved in the RockendSMS Configuration screen.

reckend REST
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RockendSMS Security Level

A new security level of Administrator has been created for RockendSMS.

¢ Anytemplates created by an Administrator via RockendSMS will be global and accessible to all
users.

¢ An Administrator may edit or delete templates by logging in to RockendSMS Online.

e You can set up as many Administrator users as you need. Please contact Edgility to set up
Administrators via the website rockendsms.com.au or by calling 1300 764 451 or outside Australia
+61 2 9518 5955.

Single SMS messages

When sending SMS messages to a single contact, the new RockendSMS browser screen will load for all
REST Professional users configured for RockendSMS Enhanced Integration.

Note: If RockendSMS Configuration has not been activated, messages will be sent using the old
RockendSMS functionality.

When the RockendSMS Enhanced Integration screen loads for a single contact, the screen will be ready to
create and send a message to the selected contact.

Single SMS messages can be sent from all contact screens in REST Professional - Tenant, Owner, Creditor,
Strata Plan, Vendor, Buyer, Solicitor and Insurance

Follow these steps to send a Single SMS message:

Step Description

1. Select the mobile icon next to the contact’s mobile number E
2. The RockendSMS Single Message browser loads:
reckendsms

m Th-ﬂ‘ﬁ:lﬂ'llll:ﬂ"ﬂ

 cbesre QRN Vi Unrnety - O Gz 3615 1EC1H P |

Your conversation history for the selected contact (if available) will display

e Select the Show team communication checkbox to display previous contact by all
REST Professional users

Q‘ Misrosqft Partner @


http://www.rockendsms.com.au/

12

Set Allow Replies to ON if you want to allow the contact to reply to the SMS message:

Allow Replies * Sender ID *

OFF Rockend v

Replies can be sent to the Web Inbox (accessed via RockendSMS Online) or to a verified
sender’s mobile number

Select New Sender ID in the Sender ID dropdown list to create and verify a new Sender
ID

Type a message in the SMS Message text box, or select a template from the template list:

CRAT Maccooo

SVl ViessagZe
L —— - = Claacea e oo -~ + (P S - = e
_JCSI’J':ES Cd, Fledse oe aavised al the plumoer pe 4dt the
property between 9-10am tomorrow maorm ng. 3-:"::5’: g, Clar "-:"“"'l

125 of 160 Characters 1 Message Farts

o If atemplate is selected, the Sender ID and text can be modified before the SMS
message is sent

Handy Tip: An SMS message can include up to 160 characters. If more than 160
i characters are used per message, the character count and message parts will be
© updated as the message is being typed. Messages with multiple parts will be
delivered to the recipient’s handset as a single message on most modern devices.
SMS messages are charged per part.

When the message is ready to be sent, click the Send SMS button:

The confirmation screen loads:

reckend ResT
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his message to 1 Number?

consent - either express
+ |dentification - Include
business thatis r i

¢ Unsubscribe -

commerdal electron

I agree 10 the above * I

2 e

Select the checkbox | agree to the above

It is highly recommended that all RockendSMS users read the 2003 Spam Act
and Consent, Identification and Unsubscribe notes on this screen when using
RockendSMS Enhanced Integration for the first time

Click the Send Message button. A confirmation message displays:

RockendSMS - Single Message

o 5M5 Message to Jessica Alba submitted and added to diary

Diary entries are created automatically for Single SMS messages to contacts with linked
Action Diaries.

e Solicitor and Insurance messages cannot be added to diary

Microsoft Partner
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Schedule Options

Single SMS Messages can be scheduled to be sent as a Once Off message at a later date/time, or on a
regular repeat basis. Scheduled messages will continue to be delivered until the schedule is cancelled via
RockendSMS Online.

Follow these steps to schedule a message:

Step Description
1. From the RockendSMS screen, click the Schedule Options button:
2. The Schedule Screen displays
3. Select to Schedule Repetition - either Once Off or Repeat:

B Canced Sehwsdule

Once Off SMS:
Current Time & Timezone
06 Oct 2015 - 095

2 AM (Australia/Nsw)

Schedule Date =

== 01-Dec-2015

Hour * Minute ®

(Nu]
“
4

e Select Schedule Date and Time

reckend
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Repeat SMS:
Schedule Date

2 01-0ec-2015

Hour * Minute *

[Nu}
4
4

Send on the following days Send Frequency (Weeks) *

0 Sunday 1. Send Weekl, v
O onda S

O Tuesda Finishing Options *

O ednesda ® MNoEnd~™

[0 Thursday O AtDate™

O  Friday

O  Saturda

e Select Schedule Date — this is the date the messages start sending
e Select a Time for the messages to send

e Select the day(s) of the week the messages are to be sent

e Select the Frequency of the messages to be sent

e Choose and End Option — either No End or choose and end At Date

Click Save Schedule, or Cancel Schedule if required

The confirmation screen loads:

1 Number?

55aR¢ 30 1 Part
OP - Juied 1o t 01-Dec-2015 at 09.00

week wednesday

no end date

¢ Consent

¢ |dentification

Select the checkbox | agree to the above

Microsoft Partner
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It is highly recommended that all RockendSMS users read the 2003 Spam Act
and Consent, Identification and Unsubscribe notes on this screen when using
RockendSMS Enhanced Integration for the first time.

Click the Schedule Messages button. A confirmation message displays:

RockendSMS - Single Message

o 5MS Message to Jessica Alba submitted and added to diary

oK

e Ledger entries are created automatically for Single SMS messages

o Diary entries are created automatically for Single SMS messages to contacts
with linked Action Diaries

e Solicitor and Insurance messages cannot be added to diary

reckend ResT
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Bulk SMS Messages

The menu item Other > Print Letters or Export Data has been renamed Print Letters / Mail Merge.

When sending SMS messages to multiple contacts from Other > Print Letters / Mail Merge, the new
RockendSMS browser screen loads for all REST users configured for RockendSMS Enhanced Integration. If
RockendSMS Configuration has not been activated, messages are sent using the old RockendSMS
functionality.

When the RockendSMS Enhanced Integration screen loads for bulk contacts, the screen is ready to create
and send a message to the selected contacts.

To send a Bulk SMS message:

Step Description

1. Select Other > Print Letters / Mail Merge
2. Select the Contact type under Merge with:
w3 Print Letters / Mail Merge = ® ==
erge with Tenart v fatey ﬂ
Amrears Date 051072015 =
Tope of Letter | Amears A Use effective anears
Contact 2l ™ 0OR DaysinAnrears |1 to 999
Manager al v Email address Al v
Mobile rumber |y 554 v
Property Tupe | 4 ]
Include Invoices | papt arily v
|:| Sort and filter by Area Code Area Code Inchude Yacated
all
Selection
Statusg Active W Property order [
® Al
() Rangs Start at Alpha Index
Finizh at Alpha Index
() Select
Output %
() Mail Merge Cancel -ESC
) Email 'j_ )
(@ SMS Send 5MS5 messageto | Tenant v e
Preview - F11
Document Management | Tenant W \\#”
|Ipdate terant kistary Start -F12

e For Tenants, also select the Type of Letter and Contact type e.g. Primary or
Repairs

3. Set all the required Filter and Selection settings to load the contacts who will be receiving
the SMS message

e Change the Mobile Number to Valid

4, Change the Output to SMS

17
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Select from the Send SMS message to dropdown to send the message to the Tenant or
Owner

Note: These options are only available when Merge with Tenant is selected

If you wish to add the SMS message to Document Management folders, select
Document Management

Select the Update Tenant History checkbox for a record of the message to appear on
the tenants ledger

Click the Preview button and review the list of contacts

Click Proceed. The RockendSMS Bulk Message screen loads:

reckendsms

| Cloa ibesance |

The Save as Template button will only be visible and accessible to a user set as
a RockendSMS Administrator

10.

The contacts selected display at the top of the screen. Expand this section to view the
phone numbers that will receive the message:

reckendsms
Messaging
21 Contacts selected ¥

+61424582852 (BERNAL) | +61407736844 (BLOOMO) | +61412876406 (DAMON)
“eratstress oMY
-crsrsaress o

1 Contact has Opted Out ¥

+61424987456 {CLOONEY)

Contacts who previously opted out of receiving SMS notifications will display in
red text and will not receive the message

11.

Set Allow Replies to ON if you want to allow the contact to reply to the SMS message:

reckend ResT
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e Replies can be sent to the Web Inbox (accessed via RockendSMS Online) or to
a verified sender’s mobile number

12. Select New Sender ID in the Sender ID dropdown list to create and verify a new Sender
ID
13. There are three options to create a message:

e Type a message in the SMS Message text box
e Select a template from the template list
o Create a message using the available merge fields

reckendsms

o If atemplate is selected, the Sender ID and text can be modified before the SMS
message is sent

14. To include merge fields in the SMS message, select the required fields from the
available merge fields:
Select one or more merge flelds belo

General Contact Details

Salutation

Tenant Details

NxtinsDate TenantLeaseBreakDate

InspectingAgent || NxtinsDayOfweek

InspectionTimeFrom ‘ InspectionTimeTo H TypeOfinspection |

‘ PrevinsDate

Property Details

PropPCode

PropManagerEmail H PropAdd1 H PropAdd2 || PropAdda H PropSuburb H PropState

PropManager || PropManagerMobile

PropsmokeAlarmDate || PropWaterEfficientinspDate

Owner Details

Lease Details

TenantVacateArrears1 ‘

LeaseStDate LeaseExpDate VacateDate Termination Date RentAmt1 ‘ RentArrs1 ‘ RentDueDate1 ‘A”Ea’s]a\,‘s‘

EffectivePaidToDate1 || RentPdFrom1 ‘ RentPdTo1 H TotinvBal || TotArrears ‘ LastPaidDate || LastPaidAmt ‘ RenegApproved1 ‘ NewRentAmt1 |
NewRentPer1 H Invoice Credit Held || Rent Review ‘ LastRentReview | Bond | Bond No ‘

Agency Details

e A space will automatically be added after each merge field

15. When the message is ready to be submitted, click the Send SMS button

16. The confirmation screen loads:

QA“ 7 Microsoft Partner
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he three key steps are Consent, Identification and Unsubscri
* Consent - Only s

consent - either express

d commercial electronic messages with th

commercial electronic mes m

jith unsubscribe requests pr

agree to the above *

o [S

Select the checkbox | agree to the above

It is highly recommended that all RockendSMS users read the 2003 Spam Act
and Consent, Identification and Unsubscribe notes on this screen when using
RockendSMS Enhanced Integration for the first time

17.

Click the Send Message button. If Document Management was selected, you will be
prompted to add the message to document management:

RockendSMS - Bulk Message

e Do you want to put this into Docurment Management?

18.

After the message is submitted, a confirmation message displays and the diary will be
updated for contact types with linked Action Diaries:
Rockend5SMS - Bulk Message

o 18 5MS Merge messages submitted and added to diary.

o]

19.

The RockendSMS browser and the Print Letters / Mail Merge screen closes after the
message is submitted.

reckend ResT
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Bulk Message Templates

A number of predefined Bulk SMS templates are available to be selected. When a Bulk SMS message is
being created, it can be saved as a template at any time by clicking the Save as Template button before
sending the message. Templates can only be created by RockendSMS Administrators:

When creating a new template, the Sender ID will default to the ID selected on the message being created.
When the saved template is selected by another user, the Sender ID and message text can be changed
before sending the message.

Handy Tip: An SMS message can include up to 160 characters. If more than 160 characters are
‘ used per message, the character count and message parts will be updated as the message is being
v typed. Messages with multiple parts will be delivered to the recipient’s handset as a single message
on most modern devices. SMS messages are charged per part.
Please be aware that messages with merge fields can result in multiple part messages depending on
the merged data.

Schedule Options

Bulk SMS Messages can also be scheduled to be sent as a One Off message at a later date/time or on a
regular repeat basis. Scheduled messages will continue to be delivered until the schedule is cancelled via

RockendSMS Online.

Refer back to page 14 of this manual for information on scheduling messages

Q‘ Misrosqft Partner @
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RockendSMS Online

Access to the RockendSMS website is via any RockendSMS Message screen — either the one off or bulk
message screens.

Click the Login to RockendSMS button to access the website:

reckendsms

61419951624 jerfca AR,

...... o9 MEm aric g

ow Ben - ncer 1D * m Tom Drwatly - 0F Ot 2015 1641 Pl

== Tiem Dorvely - O Oct 2015 1616 Pl

RockendSMS Online provides a range of advanced features to assist in optimising SMS communication with
your database. Visit the RockendSMS website for useful videos and tutorials or download the RockendSMS
Online manual.

John Smith @

reckendsms o i g

5
© Send SMS ~ =» Web Inbox & Templates = Reports

Jesnes Dashboard

SMS «
Dashboard

web Inbox

MESSAGE HISTORY

Reports 186 Sent SMS 2 [

B Received SMS

Contacts

Opt Outs
Settings ~

Sign Out

Date & Time Recipient Message

www rockendsms.com.au
Terms & Conditions - Privacy Policy 01 Sep 2015 01:19 FM +61417550555 Please contact our o.

22
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Opt Outs

With the introduction of RockendSMS Enhanced Integration, your contacts will have the ability to opt out of
receiving further SMS notifications from your office.

= RockendSMS - a

* O
reckendsms

6
2 Send SMS ~ wWeb Inbox @ Contacts & Templates EReports 0 Opt Outs

Dashboard Opt Outs
SMS - Dashboard / SMS / OptOuts
Web Inbox
OPTOUT KEYWORDS e OPTOUT KEYWORDS e
Contacts
Reports Search ™
Opt Outs Eg. +61447123444

U Create Word
Settings -
Sign Out

OPT OUTS e

You've got ne opt-outs. You can import a bulk list or manually add individual numbers if required

W Bulk Delete & Export as Spreadsheet & Import Numbers

1 Add Number

www. rackendsms.com.au

Terms & Conditions - Privacy Policy

3:45PM
06/10/2015

[R=Rr=ING)

The Opt Out list is updated automatically when contacts opt out after receiving SMS messages sent via the
RockendSMS browser. The Opt Out list can be managed in RockendSMS Online, and can also be updated
manually.

Information for the features of RockendSMS Online is available from www.rockendsms.com.au

If you experience difficulties with the setup or use of this new feature please contact Rockend Support via the
Customer Lounge at www.rockend.com.au or 1300 657 700.

MIciasalt Parrier

cloud Patiorm

23


http://www.rockendsms.com.au/
http://www.rockend.com.au/

24

Converting existing SMS Word templates to use in RockendSMS

The following default REST Professional SMS templates are available to use when you send a message
from RockendSMS and do not need to be converted manually:

o Arrears Water SMSMerge
e ArrearsSMSMerge

e Inspection FollowUp_Owner SMS
e Inspection FollowUp_Tenant SMS
e Inspection Planner_Owner Invitation SMS

e Inspection Planner_Tenant Notification SMS

Important: Users with RockendSMS Online Administrator security can create & save new SMS
templates.

Follow these steps to convert additional Word templates to be used in RockendSMS Online

Step Description
1. Navigate to your REST Word folder
If you are unsure where to find the REST Word directory, log into RES Professional and
browse to Help > About REST > REST Info > File Locations:
=l REST Professional Information
Folder ‘ Path |
i Current Data C:\REST'\Database'\Data,
i Historical Data C:\REST\Database \History
; HeL:xzhons Property Tmans SR ECT N atabacs man e
(1 Versons ftord Merge Douments__CAREST Dalsbase iord)
H o Vi \Uatabase Lo
B Archive Upggrade C:\,REST\,Database\J_lpggrade\
Database C:\REST\ConfigDataSources\1}
Documents C:\REST\Database\Documents)
Claze
2. Open the required template from the REST Word folder
3. Remove the top two lines - X-Cellphone and X-From-Cellphone - so that only the body
of the message remains:

reckend ResT
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X-Cellphone: «Mabile»
X-From-Cellphone: «AgentName»

Dear «Salutation», just a friendly reminder that your rent is increasing to
$«NewRentAmt1» on «RentincrDate1» |

e Ensure no blank lines appear above the message

4, Highlight with your mouse the message text, including all the merge fields and copy
(right-click > Copy or Ctrl-C)

5. Launch RockendSMS - either individual or bulk message screen - and paste (right-click
> Paste or Ctrl-V) the copied text into a new template:

reckendsms

+h1419951 644

6. Click Save as Template button

Microsoft Partner @
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You can also log into RockendSMS Online to create SMS Templates:

Step Description

1. Click on the Log into RockendSMS button on any single or bulk RockendSMS screen:

Login to RockendSMS

2. The RockendSMS Online Dashboard displays:

reckendsms e Y g

< Send SMS sq Web Inbox & tacts & Templates = Reports U Opt Outs

Sssnboar Dashboard

SMS ~ Dashboard

Web Inbox
MESSAGE HISTORY

1200 W Sent SMS
M Received SMS

Contacts
Reports 3,406 Sent SMS
Opt Outs

Settings

Sign out
4 Received SMS

Date & Time Recipient Message

08 OcCt 2015 11:00AM +61412876406 Mr Damen, your rent ...

s rockendsms.com.eu 08 Oct 2015 100 AM +61413476358 Mr David, your rent
Terms & Conditions - Privacy Policy
08 OCL 2015 11:00 AM 461416542886 Ms Davis, your rent
3. Click the Templates menu option

4. Click the Create REST Professional Template to add a new SMS template:

Templates

Dashboard / SMS |/ Templates

TEMPLATES e

Template Name Content

nspection reminder text Dear «Salutations , Confirming your routine Inspection is booked for «NxtinsDates m
between 9.00am - 12.00m. Kind regards, «PropManagers

New Property Manage! Dear «Salutation» Your new property manager is «PropManager» . Her mobile number )
«PropManageriobiles

Ownel itation to Inspection Dear «OwnrSalut» , you are invited to attend the next inspection & o
«NxtinsDater «PropAdd2» «PropAdd3s «PropSuburba on «NxtinsD,
«NxtinsDater. Please contact «InspectingAgent» office on «PropManagerMobiler to
confirm the time if you wish to attend
Tenant - Lease sign appointment required Dear «Salutations, Your lease start is «LeaseStDates. Please contact me to arrange an o
appeintment. Kind regards, «PropManagers
B Create Temnlata
& Create REST Professional Template
5. Paste the copied SMS template text, edit if necessary:

reckend ResT
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Templates

Dashboard / SMS / Templates |/ Create Template

CREATE TEMPLATE

Name * @

Rent Increase Reminder

Allow Replies * @ Sender ID *

m Replies to Web Inbox/ Email

SMS Message *

Dear «Salutationy, just a friendly reminder that your rent is increasing to S«NewRentAmt1» on «RentincrDate1»

110 of 134 Characters

General Contact Details

on obile

Tenant Details

e Use the on screen merge fields if required

Unicode h

Click Save

Mic

Mool
s

St Partner
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Export Data
REST Professional Version 14.0 offers an enhancement to the existing Print Letter / Export Data functionality

by enabling users to export selected fields to Excel. This feature will allow you to:

e Create New Templates

e Export to an Existing Template
e Delete a Template

e Export to File or Excel

User Configuration
A new security setting has been added to the User file > User Profile tab, named Print Letters/Export

Data:

- L User Details @

Initials |k Active ﬂ

First Warne | o)agk Last Mame | g apt

=

Full name | Clark Kent

General Login O ptionz
Paszward | ==
Security Lewvel
Spstem | Statistics/Company D etails/Passwords & sbove W
Sales | 4l Files maintenance & above W
Property Manager Cancel - ESC

s

Salesperson [ i F2
ear -

Sensitive Change Motification | |
wich Advertising Contact [ | Domain ContactD

5/

Print Letters / Export Data | Expart Data & shove W Delete - F3
Taclbar View | Property Management w E‘-—-D-El
Add Mode - F4
Outlook. Synchronization %
Sync REST Contacts for — aone Search - F7
Syric REST Diary V/
0K -F12

This security level can be changed for each REST Professional user. Changes to User security levels must
be completed by a user with the REST Professional system security level Statistics/Company
Details/Passwords & above.

28
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Print Letters / Export Data security levels

None - Users cannot merge data through Print Letters / Mail Merge or export data and templates through
Export Data

Print Letters / Mail Merge - Users can merge data through Print Letters / Mail Merge, which covers merging
to Microsoft Word, Email, SMS, ADL Forms and REI Forms Live

Export Data & above - Users can merge data through Print Letters / Mail Merge and export templates to
Excel through Export Data

Manage Templates & above - Users can merge data through Print Letters / Mail Merge and create, delete
and export templates through Export Data

Print Letters / Export Data | Export Data & above W

Mone

Frint Letters / Mail Merge
Ewport Data & above
kanage Templates & above

Toolbar Yiew

The upgrade to REST Professional Version 14.0 automatically sets the Print Letters / Export Data security
level for most users to Export Data & above, which allows access to existing mail merge functionality as
well as the new functionality of exporting templates to Excel.

A Print Letters security level of Manage Templates & above will be set for REST Professional users with a
system security level of Statistics/Company Details/Passwords & above.

When User Configuration and RockendSMS Third Party Configuration are completed successfully,
registered users will be ready to use RockendSMS Enhanced Integration.

Prerequisites

Microsoft Excel must be installed and registered to create and export templates
To export templates a Print Letters / Export Data security level of Export Data & above is required

To create new templates and delete existing templates a Print Letters / Export Data security level of Manage
Templates & above is required

Microsoft Partner @
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Export to New Template

Creating an Export Template is a new feature of Export Data. A security level of Manage Templates & above

is required to create new templates.

Follow these steps to create a new Export Template:

Step Description
1. Select Other > Export Data
2. Select the Output option Export to New Template:
x 5 Export Data o] & |ws]
Output [+
E xport to Mew Template w J
} Filter
M h
=1a= i Tenant hd Email address A v
Type General v Mobile number | 4 v
Contact Primary v
Manager Al v
Property Tupe | 4 ¥
[ 5ot and filker by Area Code Area Code
All
Selection
Status Achive W Property order [ %
@ Cancel - ESC
() Range Start at Alpha Index <
Finish at Alpha Indss: E=
Select Fields
) Select
Template
Narne Bramse... 5 aveFSi UEIose
Dezcription ‘@(
[ Export commercial fields only Start - F12
3. Select the contact type under Merge with:
x5 Export Data = & |
Output [+
Export to Mew Template W J
terge with Fille_’
Email address Al v
Type Mobile rumber | ) W
Contact
b anager
Property Type
Selecting the following contacts types activate additional filters to further define the
selection of data:
Tenant — Email address and Mobile number
Owners — Account type, Email address and Mobile number

reckend REST
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Creditors — Creditor Category, Email address and Mobile number

Property — Account types and Sort and filter by Area Code, Email address and Mobile
number

Bookings — Email address and Mobile number

Sales — Sale Group and Sale Status

Diary — Start date from, Start date to and Commercial diary checkbox
Contact — Sort and filter by Area Code, Email address and Mobile number

Note: Selecting to merge with Tenant or Contact loads additional options to
select the Type of Letter which then activates additional filters to further define
the selection of data

Selecting to merge Contact loads an additional option to select the Contact type

Set Selection options to load the contacts to be included in export:

Selection
Status Active W Property order [
@) 2l
("I Range Start at Alpha [ndex
Finigh at Alpha Index

() Select

Selecting the Property Order checkbox sorts the selected records in property order

Enter a Template Name and Description:

Template
Name Browse. ..

Dezcrption

e Template names must be unique

Click the Select Fields — F9 button. A list of available fields displays for the selected
contact type:

£ Field Selector

To add a data field to the new template, select the field on the left and select Add.
To remove a field from the right, select Remove.
Use the Lip and Down buttons to rearder the fields on the right.

Template Name
Name: Tenant Contact Details

Description:  Tenant Mobile Numbers Email Addresses

Tenant Merge Fields Selected Merge Fields

30_DaysSal ~
60_Days5al

90+_DaysBal

Accounts_Contact

Active Status
Alpha
ArrearsCalcDays1
ArrearsCalcDays2
ArrearsCalcDays3
ArrearsCalcDays4 Add
ArrearsCalDays5s
ArrearsCalDays6
ArrearsCalcDays7 Rem Down
ArrearsCalcDayss -
ArrearsCalcDays?

ArrearsDays1

ArrearsDays2

ArrearsDays3

ArrearsDays4

ArrearsDays5

ArrearsDaysé

ArrearsDays7

ArrearsDays8

ArrearsDays3

Bank

Bond hd

370 fields available 0 fields selected

Cancel Save

Migrospﬂ Partner @
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Select one or more merge fields from the available merge fields and click the Add button
to move the fields across:

=k Field Selector

To add a data field to the new template, select the field on the left and select Add.
To remove a field from the right, select Remove.
Use the Up and Down buttons to reorder the fields on the right.

Template Name
Name: Tenant Contact Details

Description: Tenant Mobile Numbers Email Addresses

Tenant Merge Fields Selected Merge Fields
EffectivePaidToDate 1 ~ Alpha
EffectivePaidToDate2 Lease_Contact
EffectivePaidToDate3 Mobile
EffectivePaidToDated Email
EffectivePaidToDates
EffectivePaidToDates
EffectivePaidToDate7
EffectivePaidToDated
EffectivePaidToDated
EmailTenantStmt

ExdudeFromInspection Ly
Fax
GSTonCreditl .
GSTonCredit2 R P
GSTonCredit3

GSTonCredit4

GSTonCredits

GSTonCreditd

GSTonCredit?

GSTonCreditd

GSTonCreditd

GSTstartDatel

GETStartDate2

GSTStartDate3

GETStartDatesd

GETStartDates ©

365 fields available 4 fields selected

Cancel Save

e Toremove fields from the Selected Merge Fields column, select the fields and
use the Remove button

e To reorder the fields in the Selected Merge Fields column, use the Up and Down
buttons

Select Save to return to the Export Data screen and save the selected merge fields

Select Save & Close — F10 to save the template and close Export
Data. The template will now be available to be exported from the

o i Save & Cloze
Existing Templates list. F10
OR
Select Start — F12 to generate the export file and save the template V
to the Existing Templates list. Start-F12

reckend ResT
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Example of Excel Report:

A
T‘Alpha hd

Lease Contact |~ Mobile | = | Email

B

£ D

Wa =N s W s

el || ||
BIQDE G RERIREB

19
20
21
22
23
24
25

4 4 F M

ALBAJ
ANISTON
ASPLITTENA
BERMNAL
BLOOMO
CLOOMNEY
CROWE
CRUZP
DAMOMN
DAVID
DAVIS
DEPP
FARRELLC
FEYT

FOXM
FREEMANC
GYLLEMJ
GYLLEMJ
HILTON
HURLEY
JOHANSSONS
LAW
LOCKLEAR
LONGORIA

< < € € € € 2 € € € € <€ <€ < < <€ «€ « « < <€ < =

-

419951624 j.alba@optusnet.com.au
412673753 jennifera@aria.com.au

424582852 gael@optus.com.au
407736844 pirate@elizabethtown.com.au
424987456 george@cafeitalia.com.au

412876406 damon@seascape.com.au
413476359 craig@walkingaway.com
416542886 geena@davis.com.au
johnny@21jumpstreet.com.au
414456159 colin@phonebooth.com.au
419963147 tina@30rock.com.au
424773995 mf@lostisland.com.au
418129111 winsgold @olympics2000.com.au

424473187 jake Kirsten@bigpond.com.au
412197654 paris.hilton@hiltonvideos.com
15767654 hurley@hughgrant.com.au
sj@iinet.com.au
416487379 j.law@thenannys.com.au
419085645 heather@melrose.com.au
desperate@wysteria.com.au

Tenant Contact Details.xls - #2
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Export to Existing Template

Exporting to an Existing Template is a new feature of Export Data. A security level of Export Data & above
is required to export existing templates.

The upgrade to Version 14.0 of REST Professional includes a number of System Templates to provide
examples. System Templates can be used by any user with a security level of Export Data & above and
cannot be deleted.

Follow these steps to Export Data to an existing template:

Step Description
1. Select Other > Export Data
2. Select the Output option Export to Existing Template:
ﬂ_l Export Data (=] E'@-
Output Filter g
Expart to Existing Template v Type All v
Selection
Select a Template to export: E
Type Mame Description Created By | Date
Commercial Bonds Commercial Tenant Bond Repart : n 0641142015
Creditors  Creditor Audit Creditor Insurance & ABM Audit Report  Spstem 0641142015
Tenant Inzpections Due Inspections due for the next month for A1 Spstem 0641142015
Tenant Fesidential Bonds Fesidential Tenant Bond Report System 061142015
Froperties  Smoke Alarms Property Smoke Alarm Report Syztem 0641142015
Properties W ater Efficiency Property \Water Efficiency Repart System 061142015
Tenant Fent Amears Sept Oct 2 All tenants who have rent arears Sept 0 CK 024042015
Tenant Rert Increazes Oct-Dec Al tenants who have rent increases sche CE 02410/205
Froperties  Smoke Alarm Dates Smoke alarm Dates for 2015 Ck 071042015
Tenant Tenant Contact Details  Tenant Mobile Mumbers & Email Address CE. 0341042015
LCancel - ESC
Output File Narme D"
Commercial Bonds Browsze. .. Preview - F11
Start - F12
e The Selection grid displays System templates in alphabetical order, followed by
User Defined templates grouped by merge type
3. Use the Type dropdown to filter the Selection in the grid to a specific group
4, Select a template to export. The Output File Name populates automatically and can be
modified before proceeding
5. ;
Click the View i| button for a list of the merge fields included in the selected
template:
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The leader in ¢

roperty softw

jare

professional



Australian
B Service
E

2 5 Export Data IEIIEr
Dutput Filter g

Export to |Esisting Template v| Type [ v|
= Merge Fields “

Tenant Merge Fields

Selection
Select a Template to exp

Bond Mo
Tupe Mame Bond Required Created By | Date
Commnercial Lease Name n 0E: k]
Ciediors  Creditorfu | || ceeioDate System  06/11/2015
Tenant Inspections LeaseTerm Al System 06/11/2M15
N
Tenant  Residentiall | |propagds Syster DB/11/2015
Properties  Smoke Alan lehda System 06/11/2015
on
Properties W ater Effic PropAdd2 System 0E/A11/2015
Tenant  Renténears  |PropAlpha 0K 02410/2015
PropPCode
Tenant Rent Increa VacateDate tn CK. 02A0/20M5
Properties  Smoke Alar CK 070205
Tenant Tenant Con 35 CK 0340/2m5
LCancel - ESC
Output File M ame @)

Cormmercial Bonds ] Browse... Prexiew - F11
v

Start-F12

e Select Close to return to the Export Data screen

6. Click the Preview button to review the records included in the merge:
aQ Preview
Alpha | Mame | Property &lpha [Include |
ASPLITTENA Split tenant ASFLITPROP SelzaE
Dakon M att Damon HUDSOM10/2
HURLEY Liz Hurley HUDSOM10/3 Select &l
MICHOLJ Jack Michaolzon HUDSOM10/4
ROMAND Fiay Fomano HUDSOM10
e Records can be excluded on this screen before creating the export file
7. Select Start (Or Next from the Preview screen). If the Output File Name already exists in
the specified location you are prompted to overwrite the existing file or specify a different
file name
8. The file opens with the merged records in Microsoft Excel and a copy of the file saves in

the specified location.

Microsoft Partner
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Deleting a Template

A security level of Manage Templates & above is required to delete existing User Defined templates.

Note: System templates cannot be deleted.

Follow these steps to delete a user defined template:

Step Description
1. Select Other > Export Data > Output Export to Existing Template.
2. Select the User Defined template you wish to delete.
3. Click the Delete button:

xS Export Data b= = =
Output Filter g
Export to Existing Template ¥ Type All hd
Selection
Select a Template to export: & E ‘
Type Mame Description Created By | Date
Tenant Commercial Bonds Commercial Tenant Bond Report System 061142015
Creditors  Creditor Audit Creditor Insurance & ABM Audit Report  System 06114205
Tenant Inspections Due Inspections due for the next month for A1 System 061142015
Tenant Rezidential Eonds Fezidential Tenant Bond Feport System 06112015
Fropertiez  Smoke Alarmsz Property Smaoke Alarm R eport System 06/1142M5
Properties  ‘water Efficiency Property " ater Efficiency Report System 061142015
Tenant Rent Amrears Sept Oct 2 All tenants who have rent arrears Sept 0 CK, 021042M5
Rent Incr Oct-Dec| Al ten. ) have rent inc _ 0241072015
Properties  Smoke Alarm Dates Smoke dlarm Dates for 2015 CK. 07A0/2m5
Tenart Tenant Contact Detail: - Tenant Mobile Mumbers & Email Address CK. 03/10/2015
LCancel - ESC
Output File Name ?)
Rent Increases Dot-Dec 2015 Browse. .. Preview - F11
Start - F12

A confirmation message displays and the deleted template
available templates.

is removed from the list of

reckend ResT
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Energy Efficiency Rating

A new field is available on the property file to record the Energy Efficiency Rating of that property:

"

Address

Suburb

Property Details

State

Ative
3

P/Code

Haminders] Gainad!Lnst] aintenance 1 Inspactinns] Other ]

General] Financial 1 Advert] Motes 1 Tenanls] Commercial] Slrata] Ho\iday] Insurance] Rea. Pa_uments]

Owiner
Go to owner
Categary
Class | Residential W
Reporting order | 1
EER v
Key # Search for key
Alarm Code
Area code v

Property manager Mo Managers
Inspecting Agent | Mo Managers
BDO  Na Manager

Repairz Mo kManager

Lett Clerk. | Mo tanager

o

The EER field appears on both Property Management and Sales Property files.

o

Alphaindex  Propeity

Active Sale Details

v | |BOND?

Status | Signed/Exchanged w

Wendor | Buper PrDDEILUI Nntes] Payment Financial] Invest] Enquir_l,l] Snlicitnrs] Advart]

Property Details
Alphaindex  BOND?

Use Vendor Address

Address 7 Bond Street

s

Suburb  JAMESWILLE State  NSw P/Code | 2000
Fey# 5 Search for key EER E

Advertising [Incl GST) 0.0
Budget amount | 0.00 Remaining balance 0.00 ?g
Market Plan 15
+ 20

Wendor Paid Advertizing O 25
30

Diate Creditar Diescription Reference Armount| Actiong 3.5 ed

40

45

50

558

60

ES

7o

75

80

. ) 85

Total actioned 0.0o Tatal outstanding 0ol |gp

35
10.0

=]

[l ® sl

X

Cancel - ESC

&0

Action - F1

=

Clear - F2

%/

Delete - F2

e

Add Mode - F4

%

Search - F7

Replicate - F&

Last Edits - F3

v

0Ok -Fl12

=0 =N )
@

X

Cancel - ESC

&0

Action - F1

)

Clear - F2

%/

Delete - F2

-

Add Mode - F4

L
Search - FY

Replicate - F8

Last Edits - F3

v

Ok -F12

The energy performance of new buildings in the ACT must be demonstrated when applying for building

approval in order to meet the mandatory minimum energy efficiency standards.

The Energy Efficiency Rating can be used in other states but at this stage it is not mandatory.

The EER Rating is from .0 to 10.0 and is available to be uploaded to Advertising Portals.
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Property Vacancy Counter Report

The Property Vacancy Counter report is designed to be issued to property seekers or as a comparison of
properties you have on the market for potential landlords. The New Property Vacancy Counter Report has
been enhanced to display up to two Open Home entries:

POTTS POINT 2 e 2 A 1 $460.00 per waek

A Mide Stest

Stately 3 storey Victodas Mansion comueriad into 2 singla level apartmarts. Apartmant situated on 2nd level
offering oty and bddge views, Apartment offers 2 doutie sized bedrocms, each with s own bathroem, built
ins, wih master bedroom cpening to a private balcony Doutie sized iving aress and a deluxe modem
KRCHEN With Smeg apoiances. Security DUIDING with SBCLNty Carspacas 1or twe cans.

= Date Avollable

Jpen Day

Follow these steps to generate the Property Counter Report:

Step Description

1. Go to Reports > Property > Vacancy Counter Report
2. Select from the filter screen the inclusions in your report:
o Vacancy Counter Report

Selection Advanced

[OF] Manager | All v

() Range Start at Alpha Index Class [A1 ”

Finish at Alpha Index
Bedrooms |0 to |99 [] Sort by Bedrooms

() Select v
acancy Date |09/10/15

[] Sort and filter by Area Code

[] Include Application Taken [] Print Headline Only
[] Print Letterhead [[] Mew Page per Type
[] Sort by Price Descending New P A Cod
Print Type Header Ie

A & | B | P [ x

Font Select - F2 Print - F12 Preview - F11 Exp‘t‘)rt—Fw Cancel - ESC

3. Click Print

reckend ResT
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Thank you for completing training with Rockend

That concludes this REST Professional course. We hope that your expectations have been met, and to see
you for more training in the future.

Below is the REST Professional Learning Path highlighting the other courses you might wish to attend.

For more information or further training requests please contact your
Account Manager on 1300 657 700.

REST Training Curriculum
Learning Path

Trust Accounting

Daily
Trust Accounting

% Day

* Receipts & Invoices
+ Arrears Management
=+ Mail Merge

Property Managers

Working with
Tenancies

Working with

5
Properties + Inspections

* Maintenance
* Rent Increases

% Day % Day

All Roles

reckend REST
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