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Introduction
CFPwinMan Version 4.6.5.2 onwards now offers:

e Fee Improvements: The ability to add an unlimited number of additional fees against a
Landlord or Property.

e Fee Improvements: The ability to specify an end date against a Landlord or Property
Additional Fees.

e Fee Improvements: The ability to set up a fee schedule for Lettings or Management Fees.

e The ability to split Contractor expenses.

e The ability to customise the commission wording as shown on the Contractor payment
remittance.

e The ability to link contractor invoices to tenancy expenses on the Deposit Refund screen.

e The ability to link a Landlord Invoice to a property.

e Invoices that are credit noted between statements displayed on Landlord Statements.

e Improvements to the separate invoice on Landlord Statements.

e The ability to export most reports to Excel.

e A new Projected Fees report which calculates a list of projected fees for the coming year.

e New Security options around Reporting functionality.

e Users are now prompted to remove the Property Available Date at Tenancy creation.

e Brochures and Photolists are now printed or displayed via Adobe Reader.

e An email brochure button available on the Property Screen.

e The addition of merge codes in the Word Processor and Custom Report Generator to merge
in the Enquiry Source from Landlord and Tenant.

e The addition of merge codes in the Word Processor that will display various combinations of
information relating to all Tenants in a Tenancy.

e The addition of a merge code in the Word Processor to merge in the Property Manager.

e Users are now able to merge an email or letter to Landlords and Tenants based on Property
Status.

e The Key Set Type shown on the Worksheets Organiser report.

e Bank Reconciliation Screen has been increased in size.

e History Log Default Visible Period.

e A new Autobanking format for Yorkshire Business Online.

e The ability to turn on or off match as you type filtering on winMan Locate screens.

e Properties and Applicants can now be filtered by branch from within Match and Mail.

e New messages added to indicate dimensions of Full Width Headers and Footers in Match
and Mail.

e Unlock button in User Defaults now only clears locks for users not logged in.

e Service Charge users the ability to email or print a budget report and instalment plan at the
point of producing invoices.
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Service Charge users are now able to alter expense types and schedules for expenses that
have been paid to contractors.

Service Charge users the ability to invoice in arrears for service charges without having to
charge in arrears for the whole schedule.

Service Charge users the ability to run reports to list money owed by tenants and owed to
contractors as of set dates.

Multi Office configurations using Alternate Branches can now use the Branch, Department
& Fee Earner reporting.

Multi Office Stationery: Tenancy Statements, Contractor Statements and VAT Reports can
now have branch specific stationery settings.

Multi Office Stationery: The Word Processor can be configured to merge company
information and apply headers and footers relating to the branch of a record rather than
the user’s main branch.

Multi Office Stationery: A warning is shown if Invoice Settings are different to Word
Processor settings.

DocuSign: New Signature and Date merge code layouts are available and amended layouts.
DocuSign: There is the ability to add Checkboxes to documents.

DocuSign: There is the ability to add Notes fields to documents.

DocuSign: The ability has been added to specify the period before a reminder is sent to the
recipient if they have not signed a document. There is also the facility to specify how
frequently afterwards other reminders are sent.

CFPwinMan Version 4.6.5.5 onwards now offers:

Knowledge Centre
MyPropertyFile
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Improvements in CFPwinMan version 4.6.5.2
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Fees Improvements

Users will find significant enhancements to the fees functionality. The first thing you will notice is Additional

Fees on both landlord and property screens are now listed in grid format. This allows an unlimited amount

of fees to be raised at any one time.

Bank Detaile  Additional Fees |Accuuntant| cio Addressl Lettersl Cnntractursl Tax | SI'.'IS.I'EmaiIl Link% 1 | »

Tax Categony IHent, rates, inzurance, ground renﬂ

Landlard Fees show on AT reports far Registration Mo IE:-:n::Iude Landlard Fees

=]

Date Dezcrption Amount  [Reg|Per [VWAT | Category Bank Account  [End Date
P |0TA0A2006  |Admin fee 75.00 b - E Adrministration | CFP Client Acco | 02412/2016

0102007 [Admin fee 50.00 b - E Administration | CFP Client Acco | 0240352017
* | O A

Users will also notice the addition of an End Date for fees.

This means you can effectively set up a schedule of fees. In the example above, the Admin fee is charged for
three months at £75 then a further three at £50. When the End Date is reached the fee will no longer be

charged and a history log entry is created to record the fact.

!

Information

— r Fee Scheduls Eﬁj Fee Schedule
Create Fee Scheduls r Letting Fee
) [ Date [ Fercentage
Letting Fee * | |
Mo Scheduled Changes
ne x|
M anagement Fee
Ma Scheduled Changes
”EEI [~ Show changes scheduled for past dates

— Management Fee

[ Date I Percentage

Information

* | |

The function to schedule letting
and management fees is now

also available. You will find the

Create Fee Schedule button on
[~ Show changes scheduled for past dates

the property information screen

Lancel |

Fees tab.

Save and Exit |
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To create a schedule, fill out the Date and Percentage columns. You can also add some text in Information
which will be stored for your reference.

<fp| Fee Schedule

— Letting Fee 7 7 7
Date FPercentage Information
3 mA1/2016 7.80(Letting fee increasze to 7.5%
*
» [ Show changes scheduled for past dates
— Management Fee
Date Fercentage Infarmation
3 m/ms2om7 10.00| Management fee increase to 103
m/m /2018 12.50| Management fee increasze to 12.5%
om0 A2019 15.00| Management fee increasze to 15%
0101 /2020 17.50| Management fee increase to 17.5%
*

[T Show changes scheduled for past dates
A

LCancel

To see changes that have already been applied, tick

Show changes scheduled for past dates.

When you apply a schedule, the property information
screen will update to advise you of the Next Change.

— Fee Schedule

Save alr'u:l E =it

Edit Fee Schedule

— Letting Fee

Mext Change:
01A1/2006 - 75X

— Management Fee

L5 | Mext Change:

0012017 - 10%
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Once your fee schedules are set up they need to be applied. Go to Apply Fee Changes in the Miscellaneous
menu. The Fee Changes form is displayed.

A Date Range is set automatically upon entering Fee Changes. To alter

it select your dates in the From and To dropdowns.

By default, all fee changes due are listed. To see changes due
for one property only, click the Locate Property button.

To stop seeing only one property and remove any date changes, click Reset Filters.

Eﬂ'_’l Fee Changes
Filter

P Date Range:  From: [29709/2018 -

Ta: [05/11/2016 v

Locate Property |

Beset Filters

Fee Changes
Date Froperty Percentage Information
» 01/11/2016 |12 Srith Street 7.50|Fee applied <
01/11/2016  [Flat 1, Station Road 7.50|Fee applied

Apply Changes up ta 0BA10/2016

4

» [ Automatically apply fee changes

waes O Historic Changes

Cloze

Click Historic Changes to see previously applied changes.

Click Apply Changes up to.. to apply the change to any fees
listed under Fee Changes prior to and including todays date.

Click here to Automatically apply fee changes. This will apply any changes automatically to any that are

scheduled, once per day.

Note: No further interaction is required and so caution should be used with this option.

There are new security settings to restrict access to these functions in the Admin category under Menu
Misc. Apply Fee Schedules and Property Fee Schedules.
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Split Contractor Expenses

Users are now able to split contractor expenses.

ﬁ Pay Landlord : Mr T Vivian from account Residential Rent Account E| = |@

Best Fit | Reset Columns |

Date Ref Description Debit VAT Credit WAT Inc! | Relati
B |10/10/2016 | 1457 Rent - 01/10/2016 to 31110/2016 £0.00 £0.00 £600.00 £0.00( ] |Mr Pet
01/10/2016 |801 House prep £675.00) £135.00 £0.00 £0.00(L_] |CFP S
10/10/2016 Fees (P1031) - Calc £60.00 £12.00 £0.00 £0.00Iv] |12 Smi

4

When the pre-requisite
items exist on a landlord
payment screen, the
Split Expense tick box is

L3

Pay Date I 10110/2016 :l

TransUpTu|1DJ1ﬂf2016 : T splt Fes

enabled.

Invoices Up To I 101102016 :l

Property I All Properties

|v Print/email linked contractor invoices

J Split Expense
-
Regquest payment
[~ for outstanding
tems

Enable Invoices Up To Date [v

Warning : Insufficient funds
ttems will be carried forward.

When an outstanding expense is greater than the credit funds available then Split Expense becomes
available. You can pay a negative statement if desired, by selecting the expense in the normal way. The

above expense is ready to be split.

When Split Expense is
selected the expense
will be split into two
parts with the portion

that brings the

statement balance to
zero (Part payment) —
automatically selected,
the Remainder being —

left for the next
statement.

ﬂ Pay Landlord : Mr T Vivian from account Residential Rent Account E“ = |@
Best Fit | Reset Columns
| Date Ref Item Drescription Drebit AT Credit WAT Incl | Relati
| B | 101102016 |1487 Receipt Rent - 01/10/2016 to 31/10/2016 £0.00 £0.00 £600.00 £0.00{Iv] |Wr Pet
01/10/2016 |801 General Repair| House prep (Taken from total of £ £440.02 £87.98 £0.00 £0.00| [+] [CFP S
01/10/2016 |B01 General Repair| House prep (Taken from total of £ £234.98 £47.02 £0.00 £0.00( L] [CFP S
10/10/2018 C issi M t Fees (P1031) - Calc £60.00 £12.00 £0.00 £0.00( v |12 Smi
4 L4

Invoices Up To I 10102018 :

Enable Invoices Up To Date [W

Trans UpTo | 10/10/2018 :[ [ Spit Fee

J ¥ Splt Expenzz
-

Request payment
¥ Print'email linked contractor invoices I~ for outstanding
items

Pay Date | 10102016 | =)

Property I All Properties

Warning : Insufficient funds
ttems will be carried forward
Amount

Inv. ND|1249 Total Due I 0.00
ReferanceleO NRL Tax m
Payment Typel Standing Ordel vl Balance Carried Forward 0.00
Statement Type I Normal 'l Total Payabla_w

Content
’76 Standard  { Sinking Fund ‘ Preview |
: Close |

Please let us know if you would like your statement e-mailed to =
you every month. We can do this for you at no extra cost. If you [
would like a message sent to your mobile phone to let you know
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Re: 12 Smith Street
INCOME
Mr Peter Harris (600.00M)
Rent - 01/10/2016 to 31/10/2016
600.00 0.00 600.00
TOTAL INCOME 600.00 0.00 600.00
EXPENDITURE
Management Fees (P1031) - Calc. at 10%
60.00 12.00 72.00
01/10/2016 CFP Software Ltd House prep (Taken from total of 810.00)
44002 87.98 528.00
TOTAL EXPENDITURE 500.02 99.98 600.00
NET AMOUNT DUE 0.00
The Remainder will be ~_ Information On Fees and Expenses Carried Forward |
—_—
carrled forwa rd' Date Description MNet VAT Gross
01/10#2016 CFP Software Ltd House prep (Taken from 23498 47.02 282.00
total of 510.00)
234 .83 47.02 282.00

The contractor payment screen will then handle both parts of the expense differently. The part payment is
listed in Cash so you can pay it out without overdrawing your landlord.

ﬂ Pay contractor - CFP Software Ltd
Pay | Code |Cnntractur |Accnunt Known As | Cash - Pay Cunt| Cash - Pay Later| Ledger - Pay Cunt| Ledger - Pay Later| Include Ledger| Deductinn5|
O [c1017  [cFP Software Ltd | Residential Rent Account | £528.00 ~| £0.00 ~| £282.00 ~| £0.00 ~| O | 0.00]

The remainder stays in Ledger.
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Custom Commission Wording on Contractor Remittance
Users are now able to change the text that is displayed on contractor remittance when commission is taken.

Go to Contractor Deductions under Fees / Deductions in User Defaults.

p| l User Defaults

Standard | Paths « WP Options | Matchin

Organiser Setupl Eruchures-l Phutnlis-tsl Diar)rl Service Chargesl

Landlord Additional Fees | Property Additional Fees  Contractor Deductions | Tenancy Additional Fees | Tenant Additional Fees |

Commission Percentage I 0 % [¥ Make deductions from gross contractor expenses

Contractor Commizsion ‘Wording

Enter the test to appear on the Contractor Payment. IF pou wish to include the commission percentage of the contractor uze the
———P | special characters <<X3> ta specify where the commission figure should appear e.q. Commizsion Caloulated at <<%

Administration and b anagement Fee at <<%

Description Amount WAT
Deduction One I I 0 T I
Deduction Two I I I I
Deduction Three I I 0o I I

— You will notice Contractor Commission Wording.

This is editable up to 200 characters, and displays “Commission Calculated at X%” by default.

Status [UTILITY
Mame |CFP Letting Agents VAT Mo, |
Salutation |CFP Letting Agents Work [01209 313121
Compaty |CFP Letting &gents Fax |07209 314368 Use of the percentage sign in double
Address |Prozper House tobile chevrons - <<%>> - will place the
Cardrew Industrial E state Prirary E-Mail | support@cfp-software. co.uk
Fednth Home Commission Percentage from the
Corrwall H H H
Postoode I—TF|151SS contractor information screen in the
Branch Cd. Im text.
[~ Contractor for VAT Only Papments Account Manager
. ND PAYMENT ADVICE
r Deduction

Comrmisgion Percentage I 10 %[~ Make deductions from gross contractor expenzes

T 20/10/2016

Diezcription Amount WAT  Fee Category

Deduction One | | o | ;I Amount VAT
£ £

P1032 The Old Mine
07/09/2016 Desc 1,200.00 0.00
07/09/2016 Desc -1,000.00 0.00
Total 200.00 0.00
Administration and Management Fee at 20.00 4.00

10%

Total Deductions 20.00 400
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Linking an Invoice to a Deposit Refund

Users are now able to link contractor invoices to tenancy expenses on the Deposit Refund screen.

ﬂ Deposit Refund l @
Account |D | Account Known As Deposit
» 1| Client Account [Including Ground Rents) £750.00
12|Reserve Account £0.00

Client Account [Including Ground Rents)

Send Options

Tenancy [v1091 [Mr G Best  sMs
Tenant | | -

. [v¥ Post
First select the Maiing [} G Bt Refund Date [19/10/2016 | = s |
item vou wish to Address |The Dancefioor Type

y A Nighclub b |Cheque j Preview |

. Redruth Ch N 1

link under Comwal eave o [100s08 Cose

Specify Bank Transfer

Deductions.

EXIStIng eXpenseS Branch | HO - Dept | Front Office j FeeEarner|AGENCYAGErj Total Deposit Available 750.00

pOSted as Add to tens displayed RED are not raised until deposit is refunded
—
Deposit Refund Specify Deductions
Item Fef Itern Code Tax Deduction Type | Description CCODE Amount VAT Uszer

will be listed. &I1&Shine 2067 | Exp Cleaning & Fefu|0 Ful clean £1010 £10000 2000 DOC

» | Exp Decoration Fedecorate hallway ciomy £0.00 £0.00 Doc

* A A
Click here to

K I i
Scan / Attach
contraCtor View outstanding invoices Balance to Refund 650.00

= Invoice —p Scan [ Attach Contractor Invoice ¥ Include History

To create a new deduction you must specify an expense Item Code and Contractor. Expenses are designated
by an item code beginning Exp — for example “Exp Decoration” in the screenshot above.

Contractor Invoices dialog for scanning and linking invoices.

Y

—> | | Contracter Inveices ==
Contactor [C1070 [btrs Beryl Clark
T T _ SeanNenlnvmie | From here you can Scan New Invoice or Link New
4_
Link, Mew |nvaice . . . . . .
B Al Shine 3657 [TaHO736E |GG T = _ tektevinoce | Invoice as normal. This functionality is covered in

A Delete Invoice

previous update notes.

|
To link the invoice select Linked.

Close

The invoice will be printed with the deposit refund note and attached to email correspondence.
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Linking a Landlord Invoice to a Property
Users are now able to link a landlord invoice to one of their properties.
to add a new invoice item - go to the last row
Date ltem Property Tax Category Description Amount AT (Per |User SiC | D[ID
p| 12110/2016 |Agency Fees | Legal, management £0.00 £0.00 S—Si|CFP D 124071
*

There is now a Property column on the Landlord Invoice grid. When selected, the Property Code and

Address will be placed on the invoice.

Invoice

Re: Flat 1, Station Road Narth Ealing London Net VAT Gross
Re: Property P1002 - Flat 1, Station Road

12-10-2016 Fees 50.00 10.00 60.00
Total Amount 50.00 10.00 60.00

VAT

Gross

50.00

600.00

50.00

650.00

Net
£
On the landlord
statement, invoices INCOME
. Flat 1, Station Road
linked to a property are Misc 50.00
H =P Mr M Daruvalla
grouped Wlth Other Rent - 01/10/2016 to 31/10/2016 600.00
transactions for that 52 Festive Road
Misc 50.00
property. Mr Benn
Rent-01/10/2016 to 31/10/2016. 650.00
TOTAL INCOME 1350.00

On the fee report the items will be listed under their respective Branch.

1350.00

Fees analysis report by Branch. 13/09/2016 - 13/10/2016

East Anglia

Date Invoice Type Code Name Property Description Net VAT Gross

13102016 INVI991 PROP P1003 Estate Of Adam Adams 52 Festive Road Billingford Fees (inv. INV1991) 50.00 10.00 60.00

13/102016  INV1982 PROP P1003 The Estate Of Adam Adams 52 Festive Road Billingford b Fees (P1003) - Calc. at 12% 78.00 13.60 93.60
Total For East Anglia TIR 00 1360 3360

London

Date Invoice Type Code Name Property Description Net VAT Gross

13102016 INVI992 PROP P1002 The Estate Of Adam Adams Flat 1, Station Road Nerth Ealing Management Fees (P1002) - Cale. at 7.5% 45.00 9.00 34.00

137102016  INV1990 PROP P1002 The Estate Of Adam Adams Flat 1, Station Road North Ealing Fees (inv. INV1990) 50.00 10.00 60.00
Total For London’ T00 1900 11400
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Ability to Export Reports to Excel

All the main reports that CFPwinMan generates can now be exported as .XLS files that can be opened in
Microsoft Excel. This allows the user to apply additional analysis and formatting of the results.

The reports that included are:
Reporting > General > All Reports

Choose Export at the last stage of the Wizard then select Excel Worksheet (*.xls) in the Save as type box.

dp Report Generator 4.6.3

Applicants Information Report.
Heading:
Applicants information report

Save As

dp

lf:(:—;l - 4 @ b Libraries » Documents » wl & Search Documents yel
Organise » Mew folder = - 7]
&l Recentplaces A [ame Date maodified Type
) . Qutlook Files 24/10/2016 15:28 File folder
= Libraries . i )
. Resources 05/09/2016 1410 File folder
@ Documents ) _ o )
J’ Massi .. 5CL Server Management Studio 17/10/2016 15:33 File folder
usic
] ./ Visual Studio 2010 14/08/2016 12:53 File folder
[ Pictures ) , _ R .
) L Visual Studio 2015 08/00/2016 11:50 File folder
B Videos

#& Homegroup

Lol Computer
i, Local Disk (C:)
® Data (\\srvdata) |

L@ Maintain fsred: ¥ € >
File name: | ApplicantReport] + v
Save as type: | Excel Worksheet (*.xls) ™

=« Hide Folders Cancel
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Reporting > Accounts > All Reports.

& CFP Accounts - a -

Receipt listing for All Accounts

28/09/2016 | Miss Trinity Standing Or | Total Received CFP Client Account

|| 26/0972016 Mr Jones Standing Or|Total Received £1,604.33 £1,652.33|RTTOT JT L1058 P1067 1130 CFP Clignt Account
28/09/2018 |Mr Jones Standing Or|Total Received £250.00 £1,902.33|RATTOT JT L1059 P1087 1130 CFP Client Account
28/09/2016 | Mr Jones Standing Or | Total Received £300.00| £2 202 33| RTTOT JJT L1059 P1087 Y1130 CFP Client Account

|| 26/0972016|Mr T Vivian Chegue Total Received £10.00 £2,212.33|RLTOT CFP_|L1001 CFP Clignt Account
26/09/2016 Mr T Vivian Chegue Total Received £50.00 £2,262.33|ALTOT CFP_|L1001 CFP Client Account
Sideshow Bob Standing Or | Total Received £200.00| £2 482 33| RTTOT CFP L1001 P1022 Y1037 CFP Client Account

Print Preview Close

Best Fit

Report Format
[~ Show Zero Valu Nermal " Special ErrinE=)
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Reporting > Taxes/NRL > Tax Reports

| WAT No i Lo

Lil HMRC Tax Year 2016 (From: 06/04/2015 To: 05/04/2016)

to BS 766K Format —Select either the HMRC Tax “ear or your own Tax Year
From IDS£04J2DW 5 :I To |05£04J201 E :

)nsl \nventnryl Fet
& View (" Print
I Schedule 23 Section 18 Report

E4 IUnkann | Create Schedule 23 Section 18 Report |

Choose the Export option then the

! <&
PE [Drknown Create “Type 19" Export P < button to create the report. Excel
ED W Include NRL Landlords W . . .
Import File will be available as the
g & Save As p
N 4 1 « DataPaths (\VPC-.. » Datal v ¢ | | Search Date2 » Save as type.
1 Organise New folder = -
E [F Documents A ame ° Date modified Type
d J’ Music X
= X . Custom Property Lists 10/08/2016 14:25 File folder
[E=] Pictures K e X
N B Videos | exportimages 01/07/2016 10:17 File folder
i
| | . HIPCharts 10/08/2016 14:25 File folder
l .. LETTERS 02/09/2016 13:43 File folder
& Homegroup
. Manual 10/08/2016 1425 File folder
.. REPORTS 10/08/2016 14:25 File folder
18 Computer .
- ' J.osaL 24/10/2016 15:25 File folder
i Local Disk (C:)
5 Data (\\sredata)
g Maintain (\srvd:
¥ DataPaths (WVPC
g Scratch (Vsrvdat
8 DataPaths NAVPC Y € >

File name: |

Save as type: | Excel Import File

Jpe - Mlebantbe hmdows Uale LI Aalae flnke | Ueanch Cebbnae

b Save As

l} 1 | < DataPaths (WPC... » Data » v & Searfh Data2 -]
Organise MNew folder = - [7]
1 [/ Documents A MName ate modified Type
Ji Music . .
. . Custom Property Lists 0/08/2016 14:25 File folder
[ Pictures . .
. . exportimages 1/07,/2016 10:17 File folder
b B videos .
1 HIPCharts 0/08/2016 14:25 File folder
I | LETTERS 2/09/2016 15:43 File folder
E & Homegroup )
.. Manual 0/08/2016 14:25 File folder
| REPORTS 0/08/2016 14:25 File folder
Ll Computer .
- . LsaL 4/10/2016 15:25 File folder
i Local Disk (C:)
L Data (\isrvdata) (
g% Maintain (\\srvd:
E 5# DataPaths (VP
3 s Scratch (Visrvdat
v
8 DataPaths (AVPC Y < >
File name: | Y]
* Save as type: | Excel Import File I v
*
- * Hide Folders | Save | | Cancel |
i
Wknown | Agents Landlord Detail Report
known | Agents Landlord Detail Report (receipts ONLY) I Manager
kniown | Create Export file ¥
kniown
kniown
Ashestos Pre:
kniown
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Reporting > Taxes/NRL > NRL Reports
[Flat 1 Mamish dnatmer
: SR v | 4 Save As
dp CFP NRL Reports
P T | « DataPaths (WWPC... » Data2 »
_REM;'::T::.  Print Organise = MNew folder
[Z Documents ~  Name :
— Report Ty
Ji Music i
{~ Expenses swaiting NRL Credit & Pict |/ Custom Property Lists
ictures
& aler i . exportimages
- erly { Yearly i Videos
Selech a quarterly period -
¥
|o3- R END: 2015 - {Pay ID: 81) ;| #d Homegroup )
v )
Create Export fil .
[ Creste Export file 1M Computer :
— Only available when Printing Yesrly Reports ———— a Local Disk (C:) )
[~ Include Landlord Annual Certificates? ¥ Data (\\srvdata) (
g Maintain (\\srvd:
View Report 5 DataPaths (AWWPC
g Scratch (\srvdat
8 DataPaths (AWVPC Y €
|N.n"a |

File name: |

Save as type: |Excel Import File

Reporting > Taxes/NRL > VAT Reports

=€

Credte VAT Report

£

All Landlords

All Management Companies

AllL and M

Choose Landlord

B
©
a
o
[
[

Choose Management
Company

Report on Periods Ending

Total VAT Summary Report
Output Summary Report
Input Summary Report
Detailed Outputs Report

Detailed Inputs Report

% Werged Report

I~ Email Report

I 30/09/2018 :

=

a0

" Individual Reports
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For Service Charge Module Users the

following additional reports are available 4| Service charge reports configuration
for export to Excel:-
Select report Feriod end ;I
. - Canfirmed budaget

Service Charge Reports > Confirmed From D etailed experiiure

Estimated budget
Budget Report ; Period end

2 Service charge statement
Service charge totals

Service Charge Reports > Detailed
Expenditure Report

Service charge budget [Pro rata)

Service Charge Reports > Estimated
Budget report

Service Charge Reports > Period End

Service Charge Reports > Service Charge Foter test

Statement

Service Charge Reports > Service Charge
Totals

v
Export to Excel [~ Prinit Preview Exit

Service Charge Reports > Service Charge
Budget (Pro Rata)

Manage Reserve Funds > Reserve Fund

Account Listing |
| Reserve funds
QE&d Y
Property: Cornish Apartments
[Hame [Description [Man Co] Balance| Archivdd |
*| I [ O] |
v
& Active funds " Achived funds Al funds Best Fit Feset Columns | Export to Excel
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. . .
View Contributions >
. . i View contributions for 2016 Schedule’
Detailed Expenditure
unit [An Units ~| & Full Details
Tenancy IAIITenancm j " Posted service charges
. . .
VIEW contrlbutlons > " Pending service charges
. . Dates Uit [Urit arcress Tods [Mame Bervice chargs Cortibution %] Cortibution] WAT] Outstarding] AT Posted
Print Grid ¥ |/ 72076 PI07S_[Flst 1 Comish Apartrents 1193 |Mr Peter Haris Servics Charges 017017 BEON 000 Bes0D
T A/2016 [PT075 | Flst 1 Cormish Apatiments V1133 |bir Peter Harts Service Charges 017047 BEON 000 B0
1 AT7/2016 [PT075 | Flst 1 Cormish Apatiments V1133 |bir Peter Harts Servics Charges 017077 BEON 000 B0
T1/10/2016 PT075 | Flst 1 Cormish Apatiments V1133 | bir Peter Hartis Servics Charges 017107 BEON 000 B@50D
View Contributions >
Service Charge Totals
. . .
View Contributions >
.
Service Charge
Budget (Pro Rata)
T I T T T Tinon]  aonon o0 aainon] o] |
@ Detai € summary  Totals only BestFt | ResetColmns| Exportto Excel|
Reporting optiors v
Service chargs totals Ll Preview | Print [~ Export to Excel

Schedule Allocation

Start date: ID‘I."’D‘I.-"2D‘IB :I

Piint grid
Service charge budget (Pio rata)
Service charge totals

End date: |31.-"12.-"2D1B :l

Schedule allocation for 2016 Schedule

Period: IQ - Quarterly 'l

— Budget ltem r— Contribution:
Total Budget: £3,300.00 Allocated Bydget: £3,.300.00
Description Notes Budget [unit [Unit Address [TYCODE  [Tenancy [Contrijution] %]
» - £1,200.00 p [P1075  [Flat 1 Cornish Apartments Y1138 |Mr Peter Harris | £33pooo[ 100
Insurance £600.00
i e £1,200.00
Service charge £300.00
*
Dizplaying 1 out of 3 units I Irnvoice in Arears ¥ Lock percentages Ewen Split I
r Demands for Mr Peter Harris, Flat 1 Cornish Apartment
partment: Evport 1o CSV |
Total £3,300.00
. “Wigw Contributi
Period: Quarterly w'
Guarterly contribution: EI 825.00
Corfirm and Post |
Save |
3300.00 4 invoices of £825.00 = |
wit
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Separate Invoice Improvements

Users will notice improvements to the Separate Invoice functionality on landlord statements.

Your custom
Invoice Header
is included.

_dp

Estate Agency and Property Management Software

Total of all
invoice items.

Invoice Date.

Your VAT rate.
J

Sales, Taining & General Enquiries Technical Support Accounts.
1:01200 314371 1:01209313121 £:01209 314371
£:01209 314368 1:01209313133 F:01209 314363
o sales@clp-saftware.co.uk o suppotcfp-sof couk o )
) e genealf@cip-software.couk
software
Mr D Tallfellow Landlord: L1oos
4 Rue De Paris Statement No: 175 P
Marseilles Invoice Date:  25/10/2016 €
France Invoice No: INw2011
a0384232 VAT @20%: Agency Number: 123 2001 03
INVOICE
Net VAT Gross
Prism Egg Insurance £500.00 £100.00 £600.00
£600.00 £100.00 £600.00
Re: Apple Farm
Management Fees (P1012) - Calc. at 8% £25.00 £5.00 £30.00
£25.00 £5.00 £30.00
p Total £625.00 £105.00 £630.00
Amount deducted from income on statement £416 .67 £83.33 £500.00
175
Amount To Pay £108.33 £21.67 £130.00

In this example a fee has been split. The remaining carried forward amount is listed as Amount To Pay.

You can activate this feature in User Defaults under Preferences.
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Credit Noted Invoices on Landlord Statements

Users will now find invoices that are credit noted between statements are displayed.

STATEMENT OF ACCOUNT AND PAYMENT ADVICE

Re: 14 Cave Road

INCOME
Mr J Ahmed

Rent - 10/03/2015 to 09/04/2015.
——> Rent - 10/04/2015 to 09/05/2015.
Rent - 10/05/2015 to 09/06/2015.

Arrears

TOTAL INCOME
EXPENDITURE

12.5%
TOTAL EXPENDITURE

NET AMOUNT DUE

This invoice is now displayed on
the following statement with

(Credit Note) after the
description.

Management Fees (P1013) - Calc. at

AS AT 04/10/2016
Invoice Arrears Inv This Arrears Held in
Number B/fwd Period Rec'd  Cifwd Other
Alc's
1 0.00 72500 72500 0.00 0.00
Aug-20 0.00 72500 0.00 72500 0.00
Aug-32 0.00 72500 0.00 72500 0.00
Aug-32 0.00 500.00 0.00 500.00 0.00

0.00 2,675.00 725.00 1,950.00 0.00

108.75

108.75

616.25

In this example rent invoices

have been carried forward.

— After the statement was produced invoice “Rent 10/04/2015 to 09/05/2015” was credit noted.

STATEMENT OF ACCOUNT AND PAYMENT ADVICE

AS AT 19/10/2016

Re: 14 Cave Road

INCOME

Mr J Ahmed
Rent - 10/05/2015 to 09/06/2015.
Arrears

Rent - 10/04/2015 to 09/05/2015. (Credit
MNote)

TOTAL INCOME

EXPENDITURE

Management Fees (P1013) - Calc. at
12.5%

TOTAL EXPENDITURE

NET AMOUNT DUE

Invoice
Number

Aug-32
Aug-32
cooz

Arrears Inv This Arrears Heldin
Blifwd Period Rec'd Cifwd Other
Alc's
725.00 0.00 725.00 0.00 0.00
500.00 0.00 000 500.00 0.00
-725.00 0.00 0.00 0.00 0.00
500.00 0.00 725.00 500.00 0.00
108.75
108.75

616.25

Page 22 of 76



THE

PROPERTY
SOFTWARE

N crour

Projected Fees Report

Users now have the ability to report on Projected Fees.

Agency Account | Landlord |
Agency Payments | Tenancy / Tenant |
Fees per User | Applicant |

Standard Entry -

Contractor

All Fees

Contractor Report |

[ Batch Fees

Landlord Unallocated

Unallocated totals report

" Print

* Preview

" Export

1

The button is found on the

Projected Fees <

]

Account Reporting screen.

The report is split into sections. Click the plus symbols to see more information.

Current Agency Account
Balance displays fees already —
taken and waiting to be paid.

Agency Fees Due are raised
fees that are not yet taken.

Arrears & Unraised Invoices
are fee invoices that have
already been raised, or ones
with a date up to today that
have not been posted.

Projected Fees for the —

coming year.

| Projected Fees reporting ==
Projected Fee Report 03/10/2016
Amount VAT Total
P Curent Agency Account Balance £1866.41 £292.80 £2199.21
P tgency Fees Due @ 03/10/20M6 £1038.28 £187.25 £1225.53 j
Total Due @ 03/10/206 £3304.74
Anrears & Unraised Invoices @ 03/10/2016 £1595.46 £319.09 £1914.55 j
P Total Fees Due Inc Arears & Unraised Invoices £6239.29
Frojected Agency Fees Due @ 02/11/2016 42475 £84.95 £509.70 j
Fiojected Agency Fees Dus @ 03/412/2016 £425.00 £85.00 £510.00 j
Frojected Agency Fees Due @ 02/01/2017 42475 £84.95 £509.70 j
Projected Agency Fees Due 2 03/02/2017 £623.50 10470 £628.20 j
Frojected Agency Fees Due @ 02/03/2017 42475 £84.95 £509.70 j
Projected Agency Fees Due 2 03/04/2017 £425.00 £85.00 £510.00 j
Projected Agency Fees Due & 03/05/2017 E424.75 £84.95 £609.70 j
Projected Agency Fees Due & 03/06/2017 £425.00 £85.00 £510.00 j
Projected Agency Fees Due & 03/07/2017 E424.75 £84.95 £609.70 j
Projected Agency Fees Due (2 03/08/2017 42475 £04.95 £509.70 j
Projected Agency Fees Due & 03/09/2017 £425.00 £85.00 £610.00 j
Projected Agency Fees Due & 03410/2017 £42475 £84.95 £509.70 j
- Frint " Preview " Email f* Ewport [C5V]  Full Detall Report | Summary Report Fiefiesh Form Close ‘

You can choose the output method. Print sends the report to your printer. Preview displays the report on

screen. Email creates a new email message with the report attached as a PDF. Export (CSV) creates a

comma separated values file for further manipulation in your spreadsheet program, for example Microsoft

Excel.
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Each section

opens in a new

window.
Total
£2159.21
0122553 +|
£3384.74
L191455 4|
£5299.23
50970 |
E5I000  +|
50970+
£628.20 4|
50970+
E510.00  +|
50970+
E510.00  +|
50970+
E50370 4|
51000+
E50370 4|

n J Clase

h| Current Agency Account Balance @ 03/10/2016 =
Date Type D escription Amount WAT| Total|Category Reference  |LCODE | Landlord -
10/068/2015 | Commizsion Mahagement Fees (P1006) - Calc. at 12.5% 92.75 19, 75| 118.50| Administration AutoBank L1004 Mz | Stewart
10/06/2015 | Commission Management Fees [P1009) - Calc. at 11% 7150 14.30 65.80| Administration AutoBank  |L1007 M1 T Denton
10/06/2015 |Administration fee | admin T finv. INV1370] 11.00 0.00 11.00 REDZ217 |L1007 Mi T Denton —]
10/06/2015 | Administation fee | admin 2 finv. INV1570] 2200 4.40 26.40 RED3217 |L1007 M1 T Denton
16/05/201E |Administration fee | Tenancy Extension Fee (inw. INV1371] 50.00 10.00 E0.00|Extension REDZ217  |L1005 Mis E Perry
16/05/2016 | Administration fee | Tenancy Extension Fee (inv. INV1371] 50.00 10.00 60.00|Extension RE0O3217  |L1005 trs E Pemy
16/05/2016 | Administration fee | Tenancy Extension Fee (inw. INV1371) 50.00 10.00 60.00|Extension RED3217  |L1005 Mis E Perry
16/05/2016 | Administration fee | Tenancy Extension Fee (inv. INV1371] 50.00 10.00 60.00|Extension RE0O3217  |L1005 trs E Pemy
21/06/2016 | Administration fee | admin fee refund 60.00)  -10.00]  -60.00 B&775 L1005 s E Perry
21/06/2016 | Stamp duty to fees | stamp duty to fees finv. INV1972) 10.00 0.00 10.00 test L1o0s Mz E Pery
21/06/2016 | Tenancy agreement | tenancy agreement (inv. INV1372] 10.00 2.00 12.00 test L1005 s E Perry
21/06/2016 | Tenancy agresment test [inv. INW1973) 50.00 10.00 60.00 &dministration L1z Fabbit Pie
24/06/2016 | Administration fee | admin fiee refund -60.00[  -10.00]  -60.00 55775 L1005 Mis E Perry
24/068/2016 | Stamp duty to fees | stamp duty ta fees refund -h0.00] 0.00 -h0.00¢ BA7TR L1o0s Mz E Pery
24/06/2016 | Tenancy agreement | tenancy agreement refund -60.00[  -10.00]  -60.00 55775 L1005 Mis E Perry
30/06/2016 | Commizsion Mahagement Fees (P1004) - Calc. at12% 1200 240 14,40 &dministration AutoBank L1002 The Estate OFf Adal
04/08/2016 | Adminishration fee | fee [iny. INV1974] 250.00 50.00]  300.00 L1om Mr T Vivian
04/02/201E | Tenancy agreement| Tenancy agreement (inv. INY1378] 50.00 10.00 E0.00 L1omo i b King
05/08/2016 | Additional fee Additional fee 1 50.00 10.00 60.00 AutoBank (L1001 Mr T Vivian
06/02/201E | Additional fee Additional fee 2 2600 5.00 30.00 AutoBank  [L1007 Mi T Wivian
05/08/2016 |Additional fee Additional fee 2 40,00 0.00 40.00 AutoBank L1001 I T Vivian Ly
05/08/2016 | Additional fee Additional fee 1 50.00 10.00 60.00 AutoBank  [L1001 i T Wivian
05/08/2016 |Additional fee Additional fee 2 40,00 0.00 40.00 AutoBank L1001 I T Vivian
05/08/2016 | Additional fee Additional fee 3 25.00 5.00 30.00 AutoBank  [L1001 i T Wivian
11/08/2016 | Additional fee Agency refund - goodwil -100.00 -20.00)  -120.00 AutoBank L1004 s | Stewart
11/08/2016 | Additional fee Weekly cashback 0.25 i} Dgl 0.30Inventory AutoBank L1007 Wi T Denton
11/08/2016 | Additional fee "Weekly cashback 0.25 0.05 0.30|Inventomy AutoBank L1007 M1 T Denton
11/08/2016 | Additional fee Weekly cashback 0.25 0.05 0.30Inventory AutoBank  |L1007 Wi T Denton
11/08/2016 | Additional fee "Weekly cashback 0.25 0.05 0.30{Inventomy AutoBank L1007 M1 T Denton
11/08/2016 | Additional fee Weekly cashback 0.25 0.05 0.30[Invertory AutoBank  |L1007 M1 T Denton
1866.41)  292.80) 2159.21 | -
| | »
 Print  Preview  Email  Export [C5V] & Export giid (C5Y] Producs Rrepart | Add/Remave columns Close

Current Agency Balance @ 11/06/2014

Date
04/08/2016

04/08/2016

05/08/2016
05/08/2016
05/08/2016
05/08/2016
05/08/2016
05/08/2016
11/08/2016
11/08/2016
11/08/2016
11/08/2016
11/08/2016
11/08/2016
11/08/2016
11/08/2016

Fee Type
Administration fee

Tenancy agreement
fee

Additional fee
Additional fee
Additional fee
Additional fee
Additional fee
Additional fee
Additional fee
Additional fee
Additional fee
Additional fee
Additional fee
Additional fee
Additional fee
Additional fee

Property

28 Orchard Drive

29 Appleby Drive
29 Appleby Drive
29 Appleby Drive
29 Appleby Drive
29 Appleby Drive
29 Appleby Drive
29 Appleby Drive

Produce Report in the chosen format.

Description
fee (inv. INV1974)

Add/Remove columns allows you
to select the information displayed.

Tenancy agreement (inv. INV1978)

Additional fee 1
Additional fee 3
Additional fee 2
Additional fee 1
Additional fee 2
Additional fee 3
Agency refund - goodwill
Weekly cashback
Weekly cashback
Weekly cashback
Weekly cashback
Weekly cashback
Weekly cashback
Weekly cashback

| Select columns
P ¢ [+l iDate
b [Type
& |Desciption
o] | Amount
B [ver
] |Total
O [Fee Tope
] |Categary
B [Feference
[l [LconE
vl |Landlord
B [FCODE
] |Property
B [TCoDE
] |Tenancy
B [TCODE
[ [Tenant
] |coooe
[ [Contractor
Select Al Deselectall | Updste |
Cancel
Amount (£) VAT (£) Total (£)
250.00 50.00 0.00
50.00 10.00 0.00
50.00 10.00 0.00
25.00 5.00 0.00
40.00 0.00 0.00
50.00 10.00 0.00
40.00 0.00 0.00
25.00 5.00 0.00
-100.00 -20.00 0.00
0.25 0.05 0.00
0.25 0.05 0.00
0.25 0.05 0.00
0.25 0.05 0.00
0.25 0.05 0.00
0.25 0.05 0.00
0.25 0.05 0.00
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Security Options for Reporting Functionality

New Security options have been added to CFPwinMan to control access to specific reports. These can be
accessed via the Passwords option under User Defaults.

Fole

The options

M ame

ﬂ Maintain Users

CFP Software

[ Active

-}

=

highlighted control

access to the

reports found

under the General

Reporting option.

4R Report Generator 4.6.3

i*

Presets Tag Al | Up Tag Al |
Accounts | Mo Accounts |
Admin | No Admin |
Read Only | MHat Bead Only |
Security zettings
Inc_| R0 | Description [ ategory -
v tMenu Rpt. Reconcile Balance Adrmin
> I v tenu Rpt. Reports Adrmin
v tenu Rpt. Reports Accounts Admin
v tenu Rpt. Reparts. Custom Admin
v tenu Rpt. Reports. Fee Earmer Admin
v tenu Rpt. Beportz. History Admin
v tenu Rpt. Reports. Information Adrmin
v Menu Rpt. Reportz.nvaicing and & | Admin
W Menu Rpt. Beports. Marketing Adrnin

Select Report Type

Select from
Information

{* All tenancies

Reminders

Invoicing and Amears

History

Fee Earner

110918

{" Tenancies vacating before

(" Tenancies vacating after

Accounts

{" Property Void Report

Marketing

Customn

There are also new options under Account Reporting for: Income by Transaction Type, Income Per
Leaseholder, Landlord Unallocated and Unallocated totals report.
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Remove Property Available Date at Tenancy Creation

Users are now prompted to remove the Property Available Date when creating a new tenancy record. This
was previously done automatically.

clect a Tenant |rwdice
Home | e B
wark 01209 313121 Dy |
Clear Property Available Date? sz | Pt =l
edit Notes
Pagsword |— _
| I Would you like to CLEAR the property available date?
resses l Utilties l | Contacts
Yes No ‘
[+ Peiiod M ] Manths [0 Years [0 |

ﬂ Property P1001

F Rent Per Manth
]T Deposit Type

[+1 Periodic Tenancy = Deposit Protection S chemne [

750 Rent Per wWeek 173.08 wiork Infa

Depaszit Held Deposit Requested 0.00 ‘

Select Yes to clear the available date.

[

Standard l BST866 Format

Code |P1001 Aurailable Date|J - ﬂ

Date Added |27/03/20001 |-

Address |1 2 Smith Street

Appliance Test: |04/04/2015 |- ﬂ

|Ehelsea

GasCertDue [04/042015 |+| 7|

|L0nd0n

Alarm Service hd ﬂ

Board Fickup - ﬂ

|
Postocode |53 4EN

Statuz
MANAGED -

Megotiatar |Dan Roach -
Branch [BRAMCH v | Dept [Fiont Office | Fes Eamer|AGENCY AGEM »

This will affect whether your properties are advertised on portals, as well as brochures and property lists.
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Brochure and Photolists Display and Printing

-

A b

% e

= 0

CFP Sales Only ‘ Branch Settings

ZooplaPro

—s.nannn
-
File Edit View Window Help

Home Tools

® B8 XEQ

P1002|Station Roa... X

Station Road, West Ealing
£600 Per Calendar Month :

P10

If Send to Printer is set the
Print Dialog box will show
automatically which will
provide a significant level of
control over the format of
the printed documents.
Clicking Print will then send
the document to the
Printer.

Once you have sent the
item to the printer or
cancelled the print, you will
need to close the Adobe
Reader window.

P1002 Station Road, West Ealing.pdf - Adobe Acrobat Reader DC

) == [Fr=r | e ]

AR MO® v - @

Print_2510201604...

T Microsoft XPS Document Writer ]

Copies: |1 =

Pages to Print
®) Al

Current page

Pages |1
» More Options

Page Sizing & Handling (1)
B Poster Multiple

C)Fit
() Actual size

(®) Shrink oversized pages

[ x

[ Choose paper source by PDF page size

() Custom Scale:

Orientation:
(®) Auto portrait/landscape
() Portrait

(_) Landscape

Page Setup...

Adobe Reader is now launched
when viewing a brochure using
the View Brochure button on
the Property Screen Toolbar

When Send to Screen or Send to
Printer is set in Match and Mail,
Adobe Reader will open the
selected output.

v

16044012.pdf - Adobe Acrobat Reader DC

AR ™M OEO® o= R R PRE O
Print
@

Properties Advanced

[] Print in grayscale (black and white)
[Jsaveink/toner (D

Comments & Forms

Document and Markups
Summarize Comments

Scale: 100%
8.27x11.69 Inches

Booklet

Page1of 1
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In order for Brochure and Photolist printing and viewing to work you will need to ensure that Adobe Reader
is installed.

When launching CFPwinMan 4.6.5.2 for the first time, the system will try to automatically detect whether
Adobe Reader is installed.

Cl'ij W[ n M ansdb If it is not installed or the system cannot detect

the installation automatically an error message
CFPwinMan sdb == . .
will show at login and also whenever you try and
CFPwinMan cannot detect Adobe Reader on your computer. . . .
B\ This will mean that printing may not work correctly in Match and Mail use fu nCtlonallty that requires Adobe PDF Reader.

If Adobe Reader is already installed, please go to Defaults > Preferences
> General > PDF Settings to manually locate Adobe Reader.

Otherwise if Adobe Reader is not installed and you would like full
printing functionality in the areas of the program listed above, please
install

Adobe Reader then go to Defaults > Preferences > General > PDF

Settings to locate . To manually set or alter the location that
CFPwinMan uses when trying to launch Adobe

— Reader, go to Defaults > User Defaults >
Preferences > General > PDF Settings.
e
w s
e . Print Error

° g% CannotPrint Document
| ‘S Please ensure PDF Reader is configured in Defaults > Preferences > ‘
1 General > PDF Settings

Pressing Find Program will attempt i PDF Settings
to automatically locate the
installation. If this is unsuccessful you
can choose Manually Locate to

Application Path:
|C:4Program Files\Adobetdcrobat Reader DR eadertboroR d3z, exe

RS PiGEiEa T Manually Locate

navigate and select the Adobe

Reader Executable. If you have any Print Parameters:

problems with this, please speak to |/p "< DocMames"

your IT Support. Insert <DocMame: Merge Code
Do not adjust the Print Parameters

section unless advised by CFP M

Support.
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Email Brochure Button

gs Miscellanecus  Defaults  Window Help  CFP Sales Only |Branch5ettir|gs

Hee+%e b

CFPwinMan sdb (4.6.5.1) - MO BDFE

=

ZooplaPro

Propefy P1002

o 20N

366 Format |

Code |P1002

1, Station Road

Desc

Message

Cut
Copy

Insert

Farmat Painter

Clipboard

x4 | ph

1=

Iy & f
i Sl Send

rdz wal

To.. |
|

| Property Details for: P1002 Station Road, West Ealing

Subject

Attached

F}

Options

Statuz

Avhilable Date |

Basic Text

ate Added |2?£03£2DD1 :I
Appliance Testz [24/04/2015 LI
=W T Y= N =N

Property Details for: P1002 Station Road, West Ea

Format Text

[ <]

[MANAGED

Q Tell me what you

Address Check A
Book Mames Fi

Review

Mames

P1002 STATION ROAD, ...

2MB

i

Please find attached details for P1002 Station Road, West Ealing as requested

General | Photo x4 | Photo x5 | Photo x3 | Photo x15 | Advert | 0

A new Email Brochure button is
available from the main toolbar
of the property screen for easy
access. When clicked this button
will generate a brochure for this
property according to the
settings under Descriptions >
General and attach it to a blank
email with a subject line and
body text pre-populated with the
property address information.

5 | Nntesl Insuf

ancel Leﬂersl Ownershipl Util'rtiasl Wurksl Mobile Agentl Li

rectinnsl Remarksl HOLJ‘Genericl Internet | PnrtaIUpIDadsl

14, spacious flat only a few hundred yards walk from the town centre 4
a fews hundred vards walk from the town centre and shops. Close tao i

d shops. Cloge to the station, this well presented accomodation has
& station, this well presented accomodation has 2 double bedrooms.

ErochureT emplate: IPTUDETt}' Details 244 L

Brochure Path: I
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Merge Fields for Enquiry Source

The Landlord Enquiry Source and Applicant/Tenant Enquiry Source are now available as merge fields in the
Word Processor and the Custom Report Generator (available under Reporting > General > Custom).

Landlord Name: Mr T Vivian

Landlord Enquiry Source: Internet Search

o

Lzl
Landlord Fields Property Fields T
« LCOFADD = M| |u PCODE » FY R
« LCOFADDZ » « PADDT » P
« LCOFADDS » « PADDZ » w
« LCOFADDS » « PADD3 = w
« LCOFPSTCD » « PADDS » «
w LCOFTEL = « PADDE » w
« lenguirysource » « PPSTCD » P
« LFULLADGD = « PSTATUS = ®
« LBKFULLADD = w PVACANT = P
« LMOBranchMame = W w PAMAIL = hd «

Tenant Name: Miss T Hide
Tenant Enquiry Source: Fooffall

-

-

Select a Data Field

Tenancy Fields

Tenant Fields

Guarantor Fields

« TYSTART »

« TYCurSTART =

« TYBRAMNCH =

« TYCONFIRM »

« TYCLEARANCE »
« TYCLEARAMNCEC »
« TYCLEARAMNCES »
« TYCLEARANCEA »
« TYCLEARAMNCERB »
« TYRECTYPE =

« TPTADDS »

« TRTADDE »

« TPTPSTCD =

« TPTTEL =

« THegotigtor »

« tenquirysource »
« TMNumIMIin »
w TMMNum1Max «»
« TMNum2Max «
« TMNum2ZMin =

« GCODE »
« GTCODE =
« GNAME »
a GSALL »
a GADDT »
a GADDZ »
« GADD3 »
a GADDS »
« GPSTCD =
a GTEL =

Page 30 of 76



THE

FROPERITY
SOFTWARE

N crour

Filter Field

Action

I Landlords Mame

-l |Nm

a GO Address Line 3 » ~
o GO Address Line 4 »
« GO Postoode »

chon

« Landlord Enguiry Sour

« Landlords NRL Approval Mumbe

Property Address Line 1 »
Froperty Address Line 2 »
Froperty Address Line 3 »
« Property Address Line 4 »

« Property Address Line 5 » b

Property Code » -

Tenancy Code »
Tenancy Property Code »
Lodk Property Code »
Tenancy Mame »
Tenancy Salutation »
Tenancy Address Line 1 »

& R R R R B

« Tenant Code » ~
« Tenant Name =

« Tenant Salutation =

« Tenant Address Line 1 =

« Tenant Address Line 2 =

« Contractor's Code » -

« Contractor's Name »

« Contractor's Salutation =

« Contractor's Company Mame »
« Contractor's Address Line 1 »

Guarantor Code »

Guarantor Name »
Guarantor Salutation »
Guarantor Address Line 1 »

& R R R R B

M
Tenant Code associated with G

M I Landlord Enquiry Source j I MA

« Tenant Address Line 2 » ¥ | |« Contractor's Address Line 2» ¥ Guarantor Address Line 2 » v
Unde Field I
Refresh Results I [~ Change Join Type
Report Results
Mr T Denton Internet Search
Mr D Tallfellow | Internet Search
Mr T Vivian Internet Search
The Estate Of Ac|Local Press
Mr J Davis Footfall
Mrs | Stewart Recommendatio
Mrs E Pemry Internet Search
Mr 5 Roberts Recommendatio

Filter Field

Action

I Tenant Name

-] |Nx’.i'-.

« Landlords Reference Code o 4
« Landlord’s Mame »

« Landlords Salutation =

« Landlord's Address line 1 »

« Landlord’s Address ling 2 »

« Property Code » A
« Property Address Line 1 »
« Property Address Line 2 »
« Property Address Line 3 »
« Property Address Ling 4 »

« Tenancy Code =

« Tenancy Property Code »
« Lodk Property Code »

« Tenancy Name =

« Tenancy Salutation =«

) I Enquiry Scurce

;IINM

« Landlord's Address line 2 » % | |« Property Address Line 5 » ¥ | |« Tenancy Address Line 1 » hd
« Company 43 « Contractor's Code » A | [« Guarantor Code » M
« Enguiry Sou « Contractor's Name » « Tenant Code asscciated with G
it « Contractor's Salutation » « Guarantor Name »
« Auto Banking Reference » « Contractor's Company Mame » « Guarantor Salutation »
« Autc Banking Payment Type » « Contractor's Address Ling 1 » « Fuarantor Address Line 1 =
« Direct Debit Process Day » % | |« Contractor's Address Line 2 s ¥ | |« Guarantor Address Line 2 » b
Undo Field I
Refresh Results I |_ Change Join Type
Report Results
Mr Peter Hamis | Recommendatio

Mrs Jane Hamis |Local Press

Mizs T Hide Footfall
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All Tenant Merge Codes

Four new merge codes have been created which can be used to report on the contact details of all tenants

belonging to a tenancy. The merge codes can be found in the tenancy section of the merge code form.

il Select a Oata Field @
Landlord Fields Froperty Fields Tenancy Field Tenant Fields Guarantor Fields
« LOODE = ~ « PCODE = | |= TYTDSCHEMEMOTESD » A, « TCODE = | |« GCODE » ~
« LMNAME » « PADD1 » « TYTDSCHEMWECUSTODI! « THAME = « GTCODE »
« LSALU » « PADDZ » « TYALLLANOLORDS » « TSALUY » « GNAME »
« LADDT = « PADD3 » « TYALLLANIN.ORDSCONT a« TADD1 » « BEALU »
« LADDZ » « FADD4E » « 'I"rﬁ\.LLTEI'MNTS w @ TADDZ » « GADDT »
« LADD2 » « PADDS » « TYALLTENANTSCONTAC « TADD2 » « GADDZ »
« LADDS » « PPSTCD » « TYALLTEMANTSPOSTTY « TADDE » « GADD2 »
« LRSTCD = « PSTATUS » « TYALLTENANTSPOSTTY « TRSTCD » « GADDS »
« LTELHOME » a« PVACANT » « TYALLDEPS » @ TTELHOME » « GPSTCD »
« LTELWKE1 » Y| |« PAVAIL » ¥ | [ TYINTDUE » ¥ | |a TTELWEKT » ¥ | |« GTEL » b
‘Contractor Fields Special Fields
« CCODE » ~ « SPDATE » ~
a CHAME = « SPREF =
« TSALU » « SPNAME »
« GO NAME = a SPADDT = — Merge Code Translations
« CADDT » « SPADDZ » Single Click ltem to display Translation, Double Click item to Enter into Document as a merge
« CADDZ » « SPADDI » field
« CADD2 » « SPADDS »
« CADDS & « SPPSTCD » All Tenant names and Tenant addresses
« CPSTCD » « SPTEL »
« CEMAILADD » ¥ | |« SPTELZ » b
DocuSign Fields
— Stop Codes
« D5_LL HAMESIG_V»  a
« DS_LL_MAMESIGADD_W | |
« D5_LL_MAMESIGADDDA
« DS_T_NAMESIG_V « Default Value Add
« D5_G_MAMESIG_V » | |
« DS_LL_MAMESIG_H =
« D5_T_NAMESIG_H =
« D5_G_MNAMESIG_H »
« DS_G_MAMESIGADD_V : Close
« DS_T_MAMESIGADD V. ¥

The four available merge codes together with the information they display are outlined below.

Merge Code

TYALLTENANTS

TYALLTENANTSCONTACT

TYALLTENANTSPOSTTY

TYALLTENANTSPOSTTYCONTACT

Merge Code Details

All Tenant Names and Tenant Addresses.

All Tenant Names and Tenant Addresses, Email, Mobile, Fax.

All Tenant Names and Post Tenancy address (if specified),
otherwise Forwarding Address.

All Tenant Names and Post Tenancy address (if specified),
otherwise Forwarding Address, Email, Mobile and Fax.

All tenants belonging to the tenancy will be included in any document merges that take place containing the
above merge codes. Each part of the address and the details of each contact method will be displayed on a

new line.
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Merge Field for Property Manager

The Property Manager field on the Property Screen is now available as merge fields in the Word Processor.

r |N£a

;I IEI_ b atch

|Na’a

=

INa’a

=

|rwa

=

|Na’a

d ID_ Property b anager

INa’a

j IEI_ IDan Roach

|rwa

=

|Na’a

=

&zbestos Present [

INa’a

=

Property Manager: Dan Roach

Landlord Fields

Property Fields

w LCODE =

w LMAME =

w LSALL »

w LADDT »

w LADDZ »

w LADDS »

w LADDE »

w LPSTCD =

« LTELHOME =
« LTELWK =

® R R R R R R R R &
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Mail Merge on Property Status

Users are now able to merge an email or letter to Landlords and Tenants based on Property Status. Select

Information under General on the Reporting menu.

4R Report Generator 4.6.3

Select|Report Type
(¥ Information

' Reminders

[ Invoicing and Amrears

™ History

Select frem

(¥ All tenancies

{~ Tenandies vacsating before

Under Source select Properties. Then select your desired Status(es), for example Managed.

Different Recipient Options are
available depending on the
Format and Output selections.
Choose Report and Create Email
for Landlord, Tenancy and
Tenants. Letter and Print/email
applies Landlord and Tenancy

recipients.

df. Report Generator 4.6.3

- Select Recard|S ource

R =)

Status

COMMERCIAL
LET/RENT
LETONLY

OTHER AGENT
VALUATION

SelectAll | DeselectAl |

dR Report Generator4.6.3

— Properties Information Report.
Heading:

Propertiez information report,
— Format DOutput
{% Report

(" Preview
" Labels

™ Printeut
T Letter ™ Export
Recipient Options

P | (v Landlord

{~ Tenancy

{~ Tenant

Format
r" Report
(™ Labels

{+ Letter

v

Output

{ Previ
@ Printiemail
" Export
{" Create Email

Recipient Options
{+ Landlord

(" Tenancy

<< Previous |

Einished

Options.

Choose Reminders then Properties under
Select Record Source and Letter under
Format for Landlord and Tenancy Recipient

Page 34 of 76



(] . THE
. PROPERTY
SOFTWARE

N crour

Filter by Branch in Match and Mail

A new Branch column has been added to the Property and Applicant grids in Match and Mail. By default, it
will appear to the right of the Status column.

Incl Address Price Available Status Branch
Bk T 7 7 T

|:| Apple Farm, Country Meadows £1000 NOW AVAILABLE Wales & Nortk
|| 4 Tower Terrace, 5t Teath £595 NOWY MANAGED South West
|:| 10 Roval Road, Docklands £545 NOW AVAILABLE Londan

|| 28 Orchard Drive, Blackheath £560 NOWY MANAGED London

|:| 52 Festive Road, Billingford £650 NOW AVAILABLE East Anglia

L | L]

For Property records this branch will be the Branch in the Branch, Department and Fee Earner section of
the Property record and for Applicant Records this will be the Branch field next to the Tenant Code.

The only exception to this will be customers using Multi Office functionality with Alternate Branches. In this
instance the branch shown will be the one set in the Multi Office tab of the Property and Applicants screen.

In addition, new filters have been added to Match and Mail to
Ind allow the user to Filter Properties and/or Applicants by Branch.
ol v
[ selectAl [ | AppleFa The Filter Branch buttons are available on both the Global
== (] 4TowerT Filter Criteria Tab and Property/Applicant specific Tab.
[] 52 Festive
Clicking the Filter Branch button will show a popup window
Ifter Reqd latar
I—I < where the user can include/exclude specific branches in the

e —] T PRIVATE

: PRIVAT

Filter Branch L oclect Al gl Deselect All_J

Email Name

results. Select All and [¥]_East Anglia
Deselect All buttons are S ;ZESI::d
provided to quickly tick or " [] south East _
untick all items. When the o South West T T
Wales & North West }”WE £1000 NOW

£595 MOW
i £650 MOW

user clicks close to dismiss [ Selectall )
the popup the appropriate (" Deselect Al )

grid will be refreshed to

show only the Filter Negotiator

Properties/Applicants that _

belong to a selected branch.
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Message to show Dimensions for Full Page Headers and Footers in Match and
Mail

Users have the ability to assign full page headers and footers to Templates in Match and Mail via the
settings in Defaults > User Defaults > Brochures > Document Settings and Defaults > User Defaults >
Photolists > Document Settings. These images need to be of a specific size in order to display correctly on
the produced output. To assist with this CFPwinMan will now show a message when locating the image file
for one of the full width headers or footers indicating the required size.

op| Documentation Settings

Global Documentation Settings

E___I_. LICAD DI ARKTLL A0 . b SAN_ 1 —

Documentation Settings

E [2]
f
[ To ensure your header image appears with the correct aspect ratio, the

L& Full Width Head Image (27mm Deep) needs to be 2381px wide by 313px
t high. [
I Animage that is not this size rmay appear distorted on the produced
[ docurnents,
E
E

0K

E
| R —— S — |
Full Width Head Image (27mm D... ...| Reset
Full Width Foot Image (17mm De._.. ... | Reset
Full Width Head Image (50mm D... ... | Reset
Full Width Foot Image (18.3mm... ... | Reset| &
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Set Type on Keys Booked Out
Users will notice the addition of Set Type column on the Organiser under Keys Booked Out.
Main | T0S Uploads | Additional Dates » 15 | Direct Debits | Tenant Referencing |
ToDo List 5 [Cick for TaDo | _Update Marked lies | [A170771980 [v] [T8/172076 [v] _Fiker By Date
400
[Workshests & Ve Diats Out Dus Bookedouthy  Rssson BranchKeys e Diept Megoister Fropetty Manager  Set Type
Invoices to post 23 Wiew
ferts to calculate M B » 10/10/2016 5 CFP Property Maintenanc| Head Office Front Office AGENCY Master
Antears a View 10/10/2016 5 CFP Tenant movingin | Head Office Frant Office ARENCY Tenant
Landlords to pap/ne dsp % Caleulale
Custodial Transfers Due 0 Wiew,
Contractars to pay b Calculate
Evpenses ta caloulate g Visw
Landlords Orline Messages 1 View
Tenancy / Tenant Show Non Listable
Renewals coming Up 23 View
Motices to quit coming up 21 Wiew
Vaoating Dates coming up 6 View
Rent Review 1 Wiew
Arnusl Incresss 1 View
D55 Renew 1 Wiew
Bresk Clauss 1 Visw
Inspections 1 View
Deposit Refund Dus Dates 0 View
Partal Leads 2 Visw
Property
Appliance Tests 10 View
Gas Cert Due 13 Wiew
Alaim Service H Visw
Board Pickup 5 Wiew
Insurance 2 Wiew

EEEE -

Set types can be configured under Keys in User Defaults.
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Increased size of Bank Reconciliation Screen

The size of the Bank Reconciliation Screen has been increased to make it easier to use.

Bark Accourt  |CFP Client Account

Reconcile Balances at: I E1 0/2016 :I

Date of Last Reconciliation: 02/08/2018

Statement Balance B/fwd I £18395.75
Cash Balance @ 231072018 I 2227916

Statement Balance C/fwd I £18395.75
Uncleared ftems I £23960.69

Select the entries found on your bank, statement |
Date|Ref [iescription [Drekit Credit Ihclude  |Batch ~
p | 16/03/2015|185 Batched Payments £11,93517 £0.00 |l 185
16/03/2015| 55770 LetSure £20.18 0| [T 0
02/06/2015 | 55771 National Electric Ltd £4455 coon| T 0
09/06/2015| 55772 MrRJ W Backham £10.00 £0.00 |l o
0%/06/2015|55773 Mr R J M Backham £22.80 0| [T 0
09/06/2015 | Standing Order [Mr B J M Backham £14.40 coon| T 0
09/06/2015| AutoBanking MrRJ W Backham £14.40 £0.00 |l o
0%/06/2015 T/f to CFP Client Account £0.00 z1z200000 [ 0
09/06/2015 UnKnown Contractor(s) £5.00 coon| T 0
05062015 | AA Mizs G White: £1,181.00 £0.00 |l o |
0%/06/2015 | RED321 Mr G Farmer £0.00 gesoon| [ 0
09/06/2015 |RE03212 MrJ R Challenger £0.00 connon| [ 0
0%/06/2015 |RED3213 Mr G Farmer £0.00 gesoon| [ 0
09/06/2015 |RE03214 MrJ R Challenger £0.00 cooo.00| [ 0
1000620151003 Batched Receipts £0.00 £827.09 |l 1003
10/06/2015 | RED3215 MrJ R Challenger £0.00 gsones| [ 0
16/05/2016 |RE03217 Messrs Denny, Stanton & Abbotl £0.00 112000 T 0
2305/2016|55774 Rabbit Pie | £155.00 £0.00 |l o
204/08/2016 | RED3221 Messrs Denny, Stanton &Abbntl| £0.00 1500000 [ 0
20406/2016|RE03222 Messrs Denny, Stanton &Ahhutl| £0.00 cionon| T 0
210602016 | 55775 Mes=srs Denny, Stanton &Ahhuﬂ| £60.00 £0.00 |l o
21/06/2016 |test Messrs Denny, Stanton &Abbntl| £0.00 grzoo| O 0
211082016 Mr J Smythe £0.00 ceo.00] I 0
220602016 | 55775 Mes=srs Denny, Stanton &Ahhuﬂ| £2.50 £0.00 |l o
23082018 Messrs Denny, Stanton &Abbntl| £0.00 £250.00 r 0
24/08/2018 Messrs Denny, Stanton &Ahhuﬂ| £0.00 cannoo] [ 0
24006/2018| 55775 Messrs Denny, Stanton &Abbntl| £50.00 £0.00 r 0
24/08/2016 | 55775 Messrs Denny, Stanton &Ahhuﬂ| £50.00 coon| T 0
24/06/2016| 55775 Mes=srs Denny, Stanton &Ahhuﬂ| £50.00 £0.00 |l o
24006/2018| 55775 Messrs Denny, Stanton &Abbntl| £50.00 £0.00 r 0
24/08/2016 | 55775 Messrs Denny, Stanton &Ahhuﬂ| £50.00 coon| T 0
24/06/2016| 55775 Mes=srs Denny, Stanton &Ahhuﬂ| £50.00 £0.00 |l o
FAMBIMRIRETTS Mes=zrs Nenny Stantnn & Abhot| £50 00 £nnn r n )
Best Fit | Reset cmumns.l Description Filter I Tag All I Un-Tag Al |
Batch Bank Transfer | WView | Update |
UnTag Previcus Update | |199 vl
Filed Copies | Befrezh Infa | Close |
¥ Create PDF file
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History Log Default Visible Period

Options have been added to User Defaults to control the period when accessing History Log items.

l

I EL L EIEE LY o Administration Expiry Period This workstation only
Receipt Reference RE03220 Unlock | 300 Days Postcode searching installed [~
Expense Reference X000
— Chegue Printing —— Internet upload facility r
~ Security Setings | _ Designer | Clear Grid Layouts |
MI — Customn Reports —\WinRoller
CFPU=e I Designer “ Restrict printouts to
[~ registered applicants
— System Events MyPropertyFile—————— onhy.
Check out - =
J Sattings | — Currency Wording————
Event Wizard I £ ||;l|}u nds | - |pence

— Default number of monthe to show for Higtory Log

Global Histom I
Records History I Close |

Global History is the setting for access via History Log in the Reporting menu.

Records History is the setting for clicking the history log icon on any information screen.

These options restrict the period for which items are displayed. Use of these will provide speed
improvements for all users of the history log and stop timeouts on very large databases.
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New Auto Banking format for Yorkshire Business Online

A new Auto Banking format for Yorkshire Bank has now been included within CFPwinMan. This format is

called Yorkshire Business Online.
This new format is in addition to the existing formats available and can be used if advised by Yorkshire Bank

or CFP.

The relevant bank form must first be selected.

Account: CFP Client Account

Restricted Access
LEL - .
Branch Address |14 High Street
! =

- IEaIing

T

;I ILondon

4 ¥ Global Account IW18 4RF

iings Client Account

Telephone |01207 321654

Account

Transfer In

Transfer Qut

Print Pay-in Slip

|
|
|
Bark Reconcilition |
|
|
|

nt Account Fax I

Ty — Emai I Autornated Banking Preferences
Batch Cheque Information

iank Interest

= Type Location Size Created |

4k Auto Banking Defaults for CFP Lettings Client Account

Type Mame
File Fath
Entriez/page

Sort Report By

Yorkghire Buzsiness Online ;I

File Ext

Royline Cazh b anagement 50 -
Raovline forwfindows S0

Santander

Swift MT103

TeleBank

The Co-Operative Bank,

“ork ghire

—

‘rorkshire Bu:

it | Cancel

Add Link

The Automated Banking
Preferences button is then
selected to specify the format.
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Switching On and Off Match as you Type

Prior to CFPwinMan 4.6.5.2 the Locate screens in filtered the list of results as the user typed into any of the

Search Text boxes such as Name and Code.

If there are a large number of available records to show, filtering each time a key is pressed on the keyboard

can make the Locate screen slow to use.

p| Locate a Property
Click on the Required Property
Code Name Branch Mame Address (Single-line in one field) Fs
P1002 Flat 1, Station Road London Flat 1, Station Road Morth Ealing London
P1003 52 Festive Road East Anglia 52 Festive Road Bilingford Dereham Mor
P1004 The Cambourne South East The Cambourne 34 Green Field Close He
P1005 10 Royal Road London 10 Royal Road Docklands London
P1008 29 Iziz Road East Anglia 25 |ziz Road Bedford Bedfordshire
P1007 10 Edward Street London 10 Edward Street Deptford London
P1002 21 Service Row Scotland 21 Service How Service Street Lennoxt
P1005 29 Appleby Drive Wales & North Wes:| 25 Appleby Drive Bootle Merseyside
P1010 Ol Forge South East 0ld Forge Rakers Ridge Horsham West £
P1011 4 Tower Terrace South West 4 Tower Terrace St Teath Bodmin Cornw
P1012 Apple Farm Wales & North Wes:| Apple Farm Country Meadows Market Dr
P1013 14 Cave Road South East 14 Cave Read Richmond Surrey
P1014 28 Orchard Drive Landon 28 Orchard Drive Blackheath Londen
P1015 127 Jones Street London 127 Jones Street Mayfair London
P1018 10 Hapland Road Scotland 10 Hapland Road Glasgow Scotland v
M4 nATMAR TFHandaiar | Aama Elidlaodes D llandeoer | ama Sheanhiseah Qiceminoahoos
Reset Columns [  BestFit |
_ | ¥ Match as you type?
Search Text: Information Column
Name: I IAddress (Single-ling in one field) j
Code: |

Address (Single-line in one |

field):

Branch I All Branches

Onhy Search Listable Records?

¥ Yes = Mo

Cancel

— A new setting marked Match as you type? Is available on all the main locate screens. This setting is ticked by

default which means that the list will be filtered automatically each time a key is pressed. If this setting is
unticked the user can enter the search criteria and then press the Return Key on the keyboard after which

the list will be filtered accordingly.

To clear the search criteria, the user should remove the text from the appropriate text box then press the

Return Key on the keyboard again to remove that criteria from the filtering.

The Match as you type? setting will retain its last state for each user so if (for instance) this has been

unticked it will remain unticked in every Locate screen for that user.
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Unlock Process Removes Locks against Users not Logged In

The Unlock button available in Defaults > User Defaults will now only remove locks against users that are

not currently logged in to CFPwinMan.

P

—General Settings
Lock information zcreen codes

Last Landlord Code

Last Property Code P107Y

Last Tenancy Code 1139

Last Tenant Code T1137

Last Contractor Code
Last Guarantor Code G10065
Last Invoice Number INV2009

Credit Reference com
Receipt Reference 28
Expense Reference Xooo

Proforma Number

— System Events

Check out

Event Wizard

cin0z2z2
Statement Ref. 5000
=]

Global History |1 2

— Default number of manths ta show far History Log

User Defaults
Standard | Paths + WP Dptiunsl Matchingl Fees .fDaducﬁunsl Organiser Setupl Brochures | Photolists | Diar'_.-'l Service Charges
— Furjher User Defaults
Preferences Status / Type
AT and Disbursements Notes Branch, Dept, Fee Earners
Internet Upload Price Status Property Facilties
Enquiry Sources Insurance
Banks Auto Allocation Data Services
— ini ign—— — Expiry Period — This workstation only ———————
Unlock | Days Postcode searching installed [
— Chegue Printng—————————— Internet upload facility N
— Securty ———— Settings I Designer I Clear Grid Layouts I
Pazswords |
— Custom Reports _ WinRoller
CFP Use I Dezigner I Restrict printouts to
- registered applicants
MyPropertyFile ——————— onby.
Settings | — Currency Wording
£ |puund5 |.|pence
Close

Records Hiztary |
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Service Charge: Produce Budget Report and Instalment Plan when Invoicing
Users are now able to email or print a budget report and instalment plan when producing invoices.

Go to Multiple Invoicing under Postings.

| Multiple Invoicing
B[] ¥1139 Mr Peter Harris
a ;
» feen ] 010712016 Service Charges Service Charges 04/07/2016 to 30/08/2016 £825
) v
I Fiter by Head Property  [p1074 Cornish Apariments = ' Produce budget reports
|7 Produce Instalment plans
— Invoices —Invoice Details ———————————— — Options
Tenant C Invoice Date 2010/2018
Tenancy © Trans Up To 201102018 Include Cakulated tems -
[
Landlord Include tterps with Vacating Dates r
— Invoice Update Mode
Non Direct Debit g Display Unflliocated money on invoices? v
Direct Debit o
Covering Letter: I | lear |
— Status
[~ Select Invoices by Status
Conselidation Options
[(‘ Group under "Service Charges®  { Group by Schedule {*+ No Grouping

Select Filter by Head Property and select your desired property.

Select Produce budget reports and Produce Instalment plans as required.

L Select the invoice(s) you wish to post and Update.

Budget report and instalment plans will be produced for any invoices linked to them. The start and end date
of the report is based upon the earliest start date and latest end date of all schedules linked to updated
invoices.

These will be emailed and/or printed depending on preferred output choice and History Log entries will be
created as normal.
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Service Charge: Invoicing in Arrears

Users are now able to invoice in arrears for service charges without having to charge in arrears for the whole

schedule.

Under Service Charge Administration set the Charge Period to any periodic.

b| Service Charge Administration (==
File Schedule Postings Administration
0 [
X)) ] C AR VRS
Property: Blogger Hostel
I~ Use period end date A\ 4
Schedule Template | Start Date End Date Schedule Name Short Name Charge Period | To Mgmt [Mgmt %age[LL Liable |Chg in Arrears |Posted|Archive
7 01102016 [30/08/2017 | Shcedule One 1 M - Same Day | v 0.00] o
* [m] [m] [m] [m =]

4P| Schedule allocation for Shcedule One

Start date: ID1/‘10J201E :

End date: 30/08/2017:

Period: |M - Same Day Each Monl »

-~ Budget ltem: - Contiibution
Total Budget: £250.00 Allocated Budget: £250.00
Description Notes. Budget [unit [Unit Address [TvcoDE  [Tenancy [Contribution| %|
» = £250.00 p [P1090 | Apartment 1 Blogger HP [v1083 |Blogger HP | s2s0.00[ 00|
*

Then in
Schedule
Allocation tick

Invoice in
Arrears.

¥ Invoice in Arsars

I~ Lock percertages  Even Splt

- Diemands for Blogger HP, Apariment 1 Blogger HP
Total: £250.00
Period: Monthly

£ 20,83 £0.04 rounding enor

¥ Aipply rounding ta frst month

Monthly contribution;

1 invoice of £20.87

250.00 and 11 invoices of £20.83

Export to C5W |
Wiew Contributions I

Confim and Post |

Save Draft I

Shared Invoice

Invoice Date I 17102018 :I Trans Up TD:I 17102016

|L| Reference |26

Inveice Remark I Payment must be by cleared funds prior to occupation.

Pro Forma Remark I Payment must be by cleared funds prior to occupation.

-

Invoice Mumber |1250

j ¥ Show Account Balance for Tenancy

Send Options

Preview Invoice
Preview Pro forma
Close

to add a new invoice item - go to the last row

Date ltem Description Amount AT|Per |User |Pro Forma |Calc|3/0| D

p | 31110i2016 | Service Charges Service Charges 0141062016 to 31M 02016 £20.87 £0.00|5 - Si|DOC D D 31
300112016 |Service Charges Service Charges 01/11/2016 to 30/11/2018 £20.83| £0.00|M-3|DOC O
* m|

Once the schedule is posted you will then find that your invoices are raised with a due Date at the end of

each period, and the Description relating to the period prior to this.
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Service Charge: Edit Schedule and Type of Expenses Paid to Contractors

Users are now able to alter expense types and schedules for expenses that have been paid to contractors.
These can be edited on the pay contractor screen, however previously once updated on the remittance no
further changes could be made. You can now edit these via the Modify Expenses form found under

Postings.
ﬂ Meodify Expenses @
Expenze Type Schedule [ate Description Amount Contractor Property E xpenze Status Overzeaz | Tax Deductible
p | Gardening -~ 2017 Schedule 191042016 | Groundwork, 300|Joe The Gardener Harlech Tower Unpaid Mo Yes
Flurmbing Initial Schedule 0110206 | Platinum clean 1000| Allbright and Shiney Cleanir| Harlech T ower Unpaid Mo ez
A
Filters
From: [[E0/2015 - Property: |
.
7T Te: [19A0/2016 B2 Contracter: |
Type '7—L| Schedule | | Feset Filkers Save Changes & Exit LCancel

From here you can reallocate the Expense Type and Schedule of any fee attached to a schedule irrespective
of its Expense Status.

When you change schedule the expense type dropdown is cleared. You can then select any available type.

e Only the types of expense allocated to the selected schedule are available.
e Only Posted schedules or those marked as Chg in Arrears are available.
e If an expense is Tax Deductible you cannot assign it to a type that is not, and vice-versa.

Various Filters are available to you. By default all expenses from the previous year are displayed.
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Service Charge: Default to Alter Display of Schedule Name for Tenancy Service

Charge Invoices

Users can now customise the description that is shown for Service Charge invoices when displayed on the

Tenancy Statement.

P

File 5chedule Postings Administration

Oual dg

Service Charge Administration

& WHEYE

Property: Cornish Apartments

[T Use period end date

Schedule Template | Start Date End Date Schedule Name Short Name Charge Period To Mgmt | Mgmt %age|LL Lial
b | 01/01/2016 JMM2z201e 20186 Service Charge Schedule 2018 SIC Q - Quarterly O coo] O
01012017 JM22017 2017 Service Charge Scheduls 2017 SIC Q - Quarterly O coo] O

The Riviera
Cornwall
TR15 1585

Statement of Account for Mr Peter Harris
Statement prepared on 25/0ct/2016

Relating to Property: Flat 1 Cornish Apartments The Riviera Cornwall

Accounts details between 01/Jan/2016 and 25/0ct/2016

By default the
Invoice

Description will be
shown against
each item on the

Date Reference Description Debit Credit Balance S
01/01/2016 PF2 Service Charges 01/01/2016 to £825.00 £0.00 £825.00 tatement.
31/03/2016 <
01/10/2016 INV2009  Rent - 01/10/2016 to 31/10/2016 £750.00 £0.00 -£1,875.00
01/10/2016 INV2009  Administration Fees £120.00 £0.00 -£1,695.00
01/10/2016 INV2009  Referencing Fees £24_00 £0n nn fiviann B o
User Defaults

01/04/2016 PF2 Service Charges 01/04/ 2

Standard | Paths + WP Options | Matchin Fees / Deductions | Organiser Setu Brochures | Photolists | Dial Service Charges
g 0 P o

i~ Cloning Service Charge Schedules

Budget Increment

30/06/2016
Schedule Definiti
[Template name [ To Mgmt | Mgmt %age|LL Liable]
5 o o

—

" Do nat increment

Cantribution Percentages

Preview Schedule Print Schedule | & Blank
" Copy Existing Percentages
End of schedule account ardering  Even Split
In Defaults > User Defaults > & Amount, highest first  Amount, lowest first " Alphabetical | ™ Clore Instalment Plans
S . Ch th . Period Statement Option: Ewven Split Rounding
ervice arges, ereis a new & Mo Grouping € Group by HeadProperty " Minimum Detail | ’75' Round Over ¢ Round Under

Expenses Report Option:
& Group by ltem Type

setting: Show schedule short

" InDate Order

Default Statement Content for new Landlords
@ Standard i Sinking Fund

I

name on tenancy account

Preferred content - landlord multiple statement

& Landlord Preference ¢ Standard ¢ Sinking Fund ¢

| Irvvoice / Receipt Grouping

All Statements " Group under "Service Charges"

listing.
Default view on tenancy inveice form

& Allinvoices

@ Al receipts
" Service charge
" Service charge items only g

" Non service charge items.

(
(
(
(

Default view on tenancy receipt form

* Non service charge tems

¥ Apply instalment plans on receipt

" Group by Schedule
% Mo Grouping

items only . .
[~ Display date range on grouped invaices

[~ Show contribution %age on budget report
o — Shaow schedule short name on tenancy

» account listing
Close
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The Riviera

Caormnwall
TR15 188

Relating to Property: Flat 1 Cornish Apartments The Riviera Cornwall

Date

01/01/2016
01/04/2016
01/10/2016
01/10/2016
01/10/2016
25/10/2016

25/10/2016
25/10/2016

25/10/2016

Statement of Account for Mr Peter Harris
Statement prepared on 25/0ct/2016

Accounts details between 01/Jan/2016 and 25/0ct/2016

When this is ticked the Schedule
Short Name will be shown on
the Tenancy Statement.

Reference Description Debit Credit Balance
PF2 2016 SIC £825.00 £0.00 -£825.00
PF2 2016 SIC £625.00 £0.00  £1550.00
INV2009  Administration Fees £120.00 £0.00  £1,770.00
INW2009  Referencing Fees £24.00 £0.00 -£1,794.00
INV2009  Rent - 01/10/2016 to 31/10/2016 £750.00 £0.00  -£2,544 00
Administration Fees (inv. £0.00 £120.00 £2424.00
INV2009)
Referencing Fees (inv. INV2009) £0.00 £24.00 -£2.400.00
Rent Received (01/10/2016 to £0.00 £750.00  £1.650.00
31/10/2016)
Semvice Charges £0.00 £1.650.00 £0.00
Full balance at end of period £0.00
To include dates against the Invoice entries _ _ _
. |rvoice ¢ Receipt Grouping
on the statement you will need to ensure stements )
. (" Group under "Service Charges"
that Display date range on grouped
. . .. . R " Group by Schedule
invoices is ticked. The date will then show eceipt form s/
. - {* Mo Groupin
in addition to the Schedule Short Name. e
onky s T
— » | Dizplay date range on grouped invoices
_ [ Show contribution %age on budget report
Lz v Show zchedule thart name on tenancy
account lizting

The Riviera |
Cornwall r
TR15 188

Statement of Account for Mr Peter Harris

Statement prepared on 25/0ct/2016
Relating to Property: Flat 1 Cornish Apartments The Riviera Cornwall
Accounts details between 01/Jan/2016 and 25/0ct/2016

Date Reference Description Debit Credit Balance
01/01/2016 PF2 2016 S/C from 01-01-2016 to £825.00 £0.00 £825.00

31-03-2016 < Note: that the date range shown
01/10/2016 INV2009  Rent - 01/10/2016 to 31/10/2016 £750.00 £0.00 £1,575.00 ] .
0110/2016 INV2008  Administration Fees £120.00 £0.00  -£1.695.00 will be the date of the Invoice, not
01/10/2016 INV2009  Referencing Fees £24.00 £0.00 £1,719.00
01/04/2016 PF2 2016 S/C from 01-04-2016 to £825.00 £0.00  -£2,544.00 the date of the schedule.

30-06-2016
25/10/2016 Rent Received (01/10/2016 to £0.00 £750.00 £1,794 .00

31/10/2016)
2510/2016 Administration Fees (inv. £0.00 £120.00 -£1,674.00

INV2009)
25/10/2016 Referencing Fees (inv. INV2009) £0.00 £24.00 -£1,650.00
25/10/2016 2016 S/C from 01-01-2016 to £0.00 £825.00 £825.00

31-03-2016
25/10/2016 2016 S/C from 01-04-2016 to £0.00 £825.00 £0.00

30-06-2016

Full balance atend of period £0.00
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Service Charge: Reports on Monies owed by Tenants and owed to Contractors

(Debtors and Creditors

Report)

Service Charge users are now able to run reports to list money owed by tenants and owed to contractors as

of set dates. Both reports can be found on the Account Reporting screen.

The From and To

dates are used for

the Debtors Report.
You are prompted to
select a Landlord,
then Select
Transaction Types.

Date Filter Sort Order
& Dats Order
From | 13/08/2014 - To | 13/M10/2016 -
f rom | =l - =l ’7 " Ref. Order

@ AllAccounts

" Choose Account

=

Invoices | o invoices |
Receipts | Cash Adjustments |
Payments | Cash Audit Trail |
Depostaic | Clients Cashaic |
Deposits | Cash Book Summary |
Landiord Control aic | NRLTaxale |
Tt/ Tey Control afe | NRL Tax |

Income by Transaction Type |

¥ Rent ¥ Semvics Char
¥ Deposit Held ¥ Ground Rent
¥ Deposit to Landlord ¥ Stamp Dutp t

¥ Tenancy gieement
¥ Admirishation Fes

¥ Stamp Duty to Landlard
¥ Sundry

W DOverseas Ta
¥ Interest
¥ Insurance

¥ Maintenance

* selectall |

DeSelect Al

¥ Miscellaneous

¥ Agency Fess

Produce Repart

Contractor Creditors Report 13M10/2016 :

w Debtors Report |

—Period Statements.
From

To

Status | Any -
Period Statement

Statement Options.
& Period statement
€ Summary report

(& Preview
& Preferred Method
_Print

]

The Contractor

ges

o Fees

K

Landlord
Tenancy / Tenant
Applicant
Contracter

[ Batch Fees

Al

Unallocated totals report

" Print " Export
& Freview

Landiord L

Projected Fees

Creditors Report uses
its own date picker.

LetSure

£23.67

Contractor Creditors Report as at 17-Oct-2014

Expresso Builders

£150.00

National Electric Ltd Company

£277.20

01/10/2014 |Rent - 01/10/2014 to 31/1042014. £600.00 £0.00

3734 0141172014 | Rent - 01/11/2014 to 3001142014 £600.00 £600.00| £0.00 £0.00|

3757 01/12/2014| Rent - 01/12/2014 to 3112/2014. £500.00, 2600.00 20.00 £0.00

3780 01/01/2015| Rent - D1/01/2015 to 31/01/2015. £500.00, 2600.00 20.00 £0.00

EE 01/02/2015 | Rent - 0170212015 to 28/02/2015. £600.00] 2600.00 20.00 £0.00

3826 01/03/2015 | Rent - D1/03/2015 to 31/03/2015. £600.00] 2600.00 20.00 £0.00
3349 01/04/2015 | Rent - 01/04/2015 to 30/04/2015. £600.00 £0.00/ £600.00 £600.00 ﬂl MI &I
3944 02/05/2016 | Advance £155.00 £0.00 £155.00 £155.00 port to Excel I Best Fit I Reset Columns I

4003 08/07/2016 | Apportioned Rent - 18/07/2018 to 31/07/2018 £383 44 £0.00 £393 44 £383 44

4005 08/07/2016 | Deposit Held £750.00 £0.00 £750.00 £750.00

4008 08/07/2016 | Administration Fees £120.00 £0.00 £120.00 £120.00

¥ 4007 08/07/2016| Referancing Fees 248.00 £0.00 £45.00 £48.00

Report Format

I~ Show Zero Values? (& Mormal

" special ‘ Export to Excel

T T mess]  eewn]  eoses] e
Print | Preview |  Close |
Best Fit Reset Columns |

You can then Print and Preview the report or Export to Excel as normal.
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Enabling Branch, Department & Fee Earner Reporting for MO Alternate Branch
Users

This is only relevant to customers who have Multi Office functionality enabled against their database and
are using Alternative Branches.

Prior to this version customers using MO with Alternate Branches could only use Reporting > General > Fee
Earner to generate a report and this would simply list fees by Multi Office Branch. There was no way to
produce a Fee Earner Report which used the Branch, Department, Fee Earner Information on Landlord and
Property. Access to Postings > Fee Earner Trans was also disabled for MO Alternate Branch Customers.

Branch Cd. [BRANCH | Dept |FRONTOFFICE  w|  FeeEamer |AGENCY AGENCY |

A new option is available under Defaults > User Defaults > Branch, Department, Fee Earner > Multi Office
marked Enable Branch, Department, Fee Earner Report. This option is ticked by default and will keep
functionality as per the previous version. Un-ticking this option then closing and re-opening CFPwinMan will
change Reporting > General > Fee Report to provide filtering and a report that is based on the Branch,
Department and Fee Earner settings at Landlord and Property Level.

dp Assign Branches, Departnjents, Fee Earners - 4.5.12

Branch Codes | Dept Codes | Fee Earner Codes | Assign Depts fo Branches I Assign Fee Earners | Dtherl

¥ Enable Multi Office

7 Show Branches on Tenancies and Tenants | ¢ [Je Fee Eameiﬁranches % Use dlternative Branches tuly Qffice Settingsz
[~ Use Branch Specific Key Settings

[~ Use branch specific invoice number sequenc{ﬁ Enable Branch, Department, Fee Eamer Report I

Multi Office Branches [

Branch Name Description

Sootland CFP Letting Agents, Scotland

Wales & Morth West CFP Letting Agents, Wales & Morth West
Morth East CFP Letting Agents, Morth East

East Anglia CFP Letting Agents, East Anglia
Midlands CFP Letting Agents, Midlands

South West CFP Letting Agents, South West

South East CFP Letting Agents, South East

London CFP Letting Agents, London
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MO Stationery: Settings for Tenancy Statements, Contractor Statements and VAT

Reports

Tenancy Statements, Tenant Statements, Contractor Statements and VAT Reports now offer Multi Office
Branch Stationery functionality via Defaults > User Defaults > Branch, Department, Fee Earners > Multi
Office > Multi Office Settings > Stationery.

4|

& ShenWest (5W)
& Standard Entiy (CFP)
- & Victoria Ledger (VL)
& Zenyahllen (24)
“5 Branches
“& London
e 8 South East
“ SouthWest
2 Midiands
- East Anglia
“& North East
e Wales & North West
- Scotland
™% Branch Gioups
™% All Branches
™% Southen Region
™ Northern Region
[ Stationery
| Word Processor
|y Invice
| Invoice Demand
|w ProFoma Invoice
| Pro Foma Invoice Demand
| Receipt
| ProForma Receipt
| Refund
| Landiord Statement
| Contractor Statement
| Worksheet
Va1 Fepa
| Tenant Statement
|- Word Brochure
| Tenancy Statement

Multi Office Settings

Multi Office Settings

Choose Recoid source for Branch Stationery

@ Heading from Users Branch
" Heading from Records Branch

This makes these consistent with

the other Accounts

documentation so

there is the

ability to specify individual Header

and Footer settings on a per-

branch basis and then determine

whether the stationery used is

based on the Users Main Branch
or the Record Branch to which the

document relates.

A
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MO Stationery: Word Processor Merging Information from Record Branch Level

Prior to CFPwinMan sdb 4.6.5.2 the Word Processor would always merge branch information and apply
Headers and Footers based on the Users Main Branch. In this version the functionality has been introduced
to allow the user to opt to use either the Users Main Branch or the Records Branch when merging
branch/company information on to a letter and when applying Headers and Footers to the output.

4p| Multi Office Settings ; In Defaults > User
@ ShenWest (5W) A Multi Office Settings ‘ Defaults > Branch,
& Standard Entry (CFP)
& Victoria Ledger (VL) Department, Fee
- Br?ndiesnya Allen [2A) Choose Record source for Branch Stationery Earners > Multi Office
“ Lond . "
2 Sauth East > Multi Office
B South West " Heading from Records Branch . .
?
2 Midlands ___ Settings > Stationery
“ East Anglia |
»
B Noth o > Word Processor the
% Wiales & Notth West Branch Stationery
“ Scotland
™ Branch Groups mode can be set.

¢ Al Branches
& Southem Region
=& Noithein Region

@

Heading from Users Branch — This will be as per previous versions of CFPwinMan with the user’s main
branch details being used in Branch Merge codes and when applying Headers and Footers.

Heading from Records Branch — This will allow the branch of a relevant record merged into a letter to be
used when completing Branch Merge codes and when applying Headers and Footers.

As Word Processor Documents can be opened from a variety of different locations the record type used to
determine which branches’ Stationery is applied will be according to the list below:-

Branches used for Merged Word Processor Documents

Section Type Branch to Use

Word Processor (File > Open > Merge) Users Main Branch

Quick Letter Buttons Landlord Landlord Branch
Property Property Branch
Tenancy Tenancy Branch (Property)
Tenant Tenant Branch (Property)
Applicant Applicant Branch
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Guarantor Guarantor Branch
(Property/Applicant)
Contractor Contractor Branch
Bank Users Main Branch
Direct Debit Tab > Reference Advance Tenancy Tenancy Branch (Property)
Notice
Tenant Tenant Branch (Property)
Applicant Applicant — Applicant Branch
Tenancy/Tenant Deposit Letter Tenancy Tenancy Branch (Property)
Tenant Tenant Branch (Property)
Applicant Applicant — Applicant Branch

Landlord Payment Letter to Accountant

Landlord Branch

ToDo

Batch Letter
Printing

Users Main Branch

Single Letter
Printing

Users Main Branch

Match and Mail

Ad Hoc Letter

Property Branch

Letter Attached to
Mailing

Property Branch

Invoice > Produce Legal Notices Tenancy Tenancy Branch (Property)
Tenant Tenant Branch (Property)
Multiple Invoice > Produce Legal Notices Tenancy Tenancy Branch (Property)
Tenant Tenant Branch (Property)
Property > Inventory Property Branch
Tenancy/Tenant Arrears Letters Tenancy Tenancy Branch (Property)
Tenant Tenant Branch (Property)

Reporting > General

Users Main Branch
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The following table indicates how the Branch Name and Address merge codes will behave: -

If Heading from Users Branch these will merge
details relating to the User’s Main Branch.

If Heading from Records Branch these will merge
details relating to the branch of the designate

These will always merge the details for the
Company Head Branch.

<<SPEMAIL>>
<<SPEMAIL2>>
<<SPFAX>>
<<SPWEBADD>>

record.

<<SPAME>> <<SPHEADNAME>>
<<SPADD1>> <<SPHEADADD1>>
<<SPADD2>> <<SPHEADADD2>>
<<SPADD3>> <<SPHEADADD3>>
<<SPADD4>> <<SPHEADADD4>>
<<SPPSTCD>> <<SPHEADPSTCD>>
<<SPTEL>> <<SPHEADTEL>>
<<SPTEL2>> <<SPHEADTEL2>>

<<SPHEADEMAIL>>
<<SPHEADEMAIL2>>
<<SPHEADFAX>>
<<SPHEADWEBADD>>

ToDo List and Reporting -> General

The ToDo List and Reporting -> General Screens (as indicated in red in the table above) could be producing
documents relevant to any record type (i.e. Landlord, Tenancy, Tenant) so in this case, there is the option
provided prior to the Word Processor document being produced that allows the user to customise which
Branch is used when applying branch merge codes and Headers/Footers. By default this will be Users Main
Branch but if for instance thy wanted to apply settings according to the Landlord’s branch in each letter then

they can choose Landlord.

ToDo oo

P|[DONE [REMINGE [NOTES [Letters [Propery [Landied n
Put ad in et weeks [No__ 10 Edwaid Streel TMiz E Pery

Boiler needs to bereg|No |12 Smith Sheet
Call MrViviantotellh|No |

[ | [Mi D Talielow
[Yes | [Alan Sugar Esq
[ [M1 D Talfelow
[M1 D Talfelow

[Yes |

-

Automatic Letters

From[26/102016 |~] _ Print Bange _ mea |
To|26/102016 |+ Print Single Information Best it
Letter Branch: [l Users Main Branch > Print Reset Columns.

Report Generator 4.6.3 ? .
Applicants Information Report
Heading
Applicants information report
Format Output
(+ Report
(& Preview
" Labels i
(" Printout
" Letter ™ Export
(" Create Email
Letter Branch: Jusers Main Branch v
Users Main Branch
» [Landiord
7" IProperty FEinished
Tenancy

Page 53 of 76



THE

N
. PROPERTY
. SOFTWARE

GROUP

Word Processor

If you have Word Processor set to use the Records Branch, then at the point of merging a Word Processor
document where there are several records being merged within, you will have the option to override the
Default Branch Selection.

In the Word Processor you can also manually override which branch is used as the basis of merging at any
time up to the merge taking place by going to MailMerge on the menu and selecting Locate Clients.

The Default Branch will be pre-selected at the point of entry into the Word Processor, so if you enter via the
Tenancy Screen, the Letter Branch selected will be the Tenancy.

By selecting from the populated list you can override the document output to use the other Branch details
for the Word Processor Header and Footer settings and for any dynamic Branch Detail merge codes within
the document.

di Locate Clients for a Merge @
Codes
Landlord Property Tenancy Tenant Guarantor Contractor
|L1DID |F'1E|1E- |Y1:J;_1 |TIDI4 |emn1 | [ Autemstic Linking Letter Branch override.
Locate | Locate | Locate | Locate | Locate | Locate | Thls W|” merge the
document with dynamic
Codes Braneh Infermatian branch codes and Header
Locate Client | 24001 MrJ Blare j Letter Branch:  NUsers Main Branch 4__and Footers adjusted to the
Lardiord selection.
oK Property

Any embedded dynamic Branch merge codes located within Invoice Demand Headers and Footers and Pro
Forma Invoice Demand Headers and Footers will also be subject to the override.

Record Branch Name Merge Codes
There are six new merge codes linked to the MO Branch Name of the record: -

<< LMOBranchName >> - Landlord MO Owner Branch name
<< PMOBranchName >> - Property MO Owner Branch name
<< TYMOBranchName >> - Tenancy MO Owner Branch name
<< TOBranchName >> - Tenant MO Owner Branch name

<< GMOBranchName >> - Guarantor MO Owner Branch name
<< CMOBranchName >> - Contractor MO Owner Branch name

These will merge the records assigned branch name regardless of whether MO Stationery Settings are set to
use the Records Branch or Users Main Branch.
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MO Stationery: Check for Consistency across Invoice and Word Processor Settings

If Invoice Demand Headers and Footers or Pro Forma Headers and Footers have been configured against a
Tenancy or Tenant CFPwinMan will use the Invoice Stationery settings for the main body of the invoice and

the Word Processor Settings for the production of the contained Header and Footer.

If Invoice is set to use MO Stationery Settings from the Records Branch and the Word Processor is set to
use the details based on the Users Branch then there can end up being a mismatch of information on the

produced Invoice.

& ShenWest [SW]
& Standard Entry [CFP)
o Victoria Ledger (VL)
& ZenpaAlen (28]
“ Branches
2 London
2 South East
2 South West
= Midands
B EastAnglis
2 North East
2 Wales & North West
& Scotland
" Branch Groups
™ AllBranches
¥ Southen Region
¥ Northem Region
1z Stationesy
5] Wod Processol
| Inwoice
4 Invoice Demand

Multi Dffice Settings

Choose Record source for Branch Stationerny

" Heading from Users Branch
@ Heading fiom Records Branch
WARNING: Word Processor Settings differ from Invoice. Invoice Demand. Pro Forma Invoice,

Pio Forma Invoice Demand. This may cause inconsistent branch details to be displayed on
Invoices. Invoice Demands. Pro Forma Invoices, Pro Forma Invoice Demands.

A warning will now show when
the Record Source for MO
Branch Stationery setting differs
between the Word Processor,
Invoice, Invoice Demand, Pro
Forma Invoice and Pro Forma
Invoice Demand.
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DocuSign: Merge Code Additions & Changes

Additional Dynamic Tags
The number of dynamic tags has been increased. See Appendix 1 which shows the layout of each new tag.

<< DS_G_INITS_H >> - Guarantor’s Initials - displayed horizontally with a maximum of 6 recipients per line
<< DS_LL_NAMESIGADD_V >> - All Landlord’s Names, Addresses & Signature — displayed vertically 1
recipient per line

<< DS_T_NAMESIGADD_V >> - All Tenant’s Names, Addresses & Signature — displayed vertically 1 recipient
per line

<< DS_LL_NAMESIGADDDATE_V >> - All Landlord’s Names, Addresses & Signatures with the Date added at
time of signature — displayed vertically 1 recipient per line

<< DS_LL_NAMESIGDATE_H >> - All Landlord’s Names & Signatures with the Date added at the time of
signature — displayed vertically 2 recipients per line

<< DS_T_NAMESIGDATE_H >> - All Tenant’s Names & Signatures with the Date added at the time of
signature — displayed vertically 2 recipients per line

<< DS_G_NAMESIGDATE_H >> - All Guarantor’s Names & Signatures with the Date added at the time of
signature — displayed vertically 2 recipients per line

Adjustments to Existing Dynamic Tags

The << DS_LL_INITS_H >> and the << DS_T_INITS_H >> tags have been altered to allow a maximum of 6 sets
of initials spaced across a page. The depth required has also been reduced. If there are more than 6
signatures required a new line will be generated. See Appendix 1 which shows the amended layout of each
new tag.
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DocuSign: Check Box Field

There are four tags that can be placed to allow for a selected recipient to modify check boxes on a
document at the point of signing.

<< DSLCHECKBOX >> - A check box assigned for Landlord modification
<< DSTCHECKBOX >> - A check box assigned for Tenant modification

<< DSGCHECKBOX >> - A check box assigned for Guarantor modification
<< DSCCHECKBOX >> - A check box assigned for Contractor modification

If you insert a Check Box tag and the resulting document is to be posted to several signatories of the same
type, at the time of posting you will be required to select a primary signatory. This primary signatory will
have control over allocated checkboxes before signing, allowing the other signatories to sign a fixed
document. The routing order will automatically be adjusted to ensure that the primary signatory has first
access among other similar signature types.

i- Select Merge Code Owner

Docusign : Landlord Check Box

If there is more than one

As this envelope is being sent to more than one Landlord, please select which Landlord will be assigned to complete the

Landlord Check Box codes. . i
possible signatory for a

Name Email Address Primary | & :
_L i1 D T allfellon! uzi14uzrl 4uzil 4@gmail.com CheCkboxl a prlmary

Mi J Davis uzr1 duzr 4uzil 4@gmail. com r . . .

Mr M King vl uarl duarl 4@gmai.com signatory is required to be
|__|MrR Frapples wzr] duzr duzrl 4@gmail.com

M1 S E Roberts uzr duzr] duzr 4@gmail.com | m| assigned the control of the

M S D Roberts wzr1 duzr duzrl 4@gmail.com F

Mrs J Roberts wzrl duzrl duzil 4@gmail.com

Mr T Vivian izl duzrl duzrl 4 sgmai.:orn r j CheCkboxes

kdrn € Dimerns P I PR I S Py, Lt

Page 57 of 76



SOFTWARE

N crour

[ ] THE
... PROPERTY

DocuSign: Notes Field

There are four tags that can be placed to allow for defined note fields that a selected recipient can fillin on a
document at the point of signing.

<< DSLDATAFIELD >> - A note field box assigned for Landlord modification
<< DSTDATAFIELD >> - A note field box assigned for Tenant modification

<< DSGDATAFIELD >> - A note field box assigned for Guarantor modification
<< DSCDATAFIELD >> - A note field box assigned for Contractor modification

X

i Specify Docusign DataField Height

DSLDATAFIELD When placing the tag as you setup the document, you
will be asked to specify the Height (in number of lines)
the Note Field will be. This will then draw a

corresponding box.

Height |§ Lines

Insert

If there are several signatories of the same type, at the time of posting you will be required to select a
primary signatory. This primary signatory will have control over allocated Notes fields before signing,
allowing the other signatories to sign a fixed document.

The routing order will automatically be adjusted to ensure that the primary signatory has first access among
other similar signature types.
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DocuSign: Reminder Settings

You can now specify the number of days’ delay before the first email reminder is posted from DocuSign to

recipients and also the frequency of the reminder emails afterwards.

You can set a default set of values within the DocuSign defaults. To do this go to Defaults > User Defaults,

Data Services, select your Data feed ID then select the DocuSign button.

DocuSign defaults

DocuS_:ign;

The Global Standard for eSignature’

Period in days before the first reminder email is sent.

Period in days for subsequent reminder emails.

Period in days before the
first reminder email is sent.

Accourt |0 257404
PSG Live db3
Account Mame N e |
y
Feminder Delay 0 Feminder Frequency 01—
Email Subject IEma\I Subject:
Email Body Email Body:
DocuSign users
Uszer Licences: 10
Marne Email Address Admin
p |David Hodzon PrtestyPwiigmail.com []
Ay Tricklebank AT sty T Egmall. com
Dan Roach uziSuziBuziS@gmail com L]
L
Add User
kil Send envelope via DocuSign
Envelope details
Envelope Reference *
|19,1 0_16c DOCU ol L
®
Ema Subject The Global Standard for eSignature’
[Emai Subject 19_10_160
Dacuments
Email Body (One o more of the document templates listed below contain DacuSign
Emal Body: 19_10_16¢ merge codes and thesefore will be added to the DocuSign envelope
Untitled:1
Recipients
| |Recipient Name Email Address Routing order
Landlord Mrs E Peiry u2r Tuzrl Tuzrl 1@gmail. com 1
Tenant Mr N Denry vz Tuzrl Tuzrl 1 @gmail com 2
Guarantor Troy McClure uzrl Tuzi1 Tuzrl 1@gmail com 4
Guarantor Kent Brockman uzrl Tuzil Tuzrl 1@gmail. com 5
| |Guarantor Lionel Hutz uzr Tuzrl Tuzrl 1@gmail. com 6
Guarantor Dr Hibbert uzrl Tuzi1 Tuzrl1@gmail com 7
7 |Guarantor Edna Kiabappe| uzrl Tuzr1 Tuzrl 1@gmail. com 2
Values in the list have been pre-populated with routing orders for the Checkbox and Datalield merge codes
Reminder Delay E Reminder Frequency [ Post Envelope

reminder emails.

Should you wish to modify these defaults as
you send out a DocuSign document, the
settings can be overridden within the posting

Period in days for subsequent
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Improvements in CFPwinMan version 4.6.5.5
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Knowledge Centre

We have introduced a great new facility to CFP Software, a self-serve Knowledge Centre & Support
accessible to you in this new release.

File Information Reporting Postings Miscellaneous  Defaults  Window Help | Branch Settings

QUL S

Eﬂj Organiser

Log in to CFPwinMan SDB and click on Knowledge Centre in the top right hand of the screen. You are
directed straight to the Portal Landing page, seamlessly authenticating you as a valid user by recognising
your CFP Log in details and removing the need to enter your credentials on both sites.

Landing Page

software Tools v

Knowledge Centre & Support

Welcome to your CFP Knowledgebase, on this page you can...

Raise a ticket through our new online
facility.

Submit a Query to CFP Support

Search the Knowledgebase Search the ever growing Knowledgebase,

we are constantly adding new Content

Video Library — Training Tutorials Need a quick refresh? Why not take a

look at our new Training Videos.

You have 3 quick & easy options:

e Submit a Query to CFP Support - complete the online form to submit a query to the Support Desk.

e Search the Knowledgebase — You will be offered relevant matches from the Library of FAQ's,
Helpsheets, User guides, URL Links and Videos.

o Video Library — See all of our Training Tutorials.
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Tools

We have a new dropdown menu on the top right hand side of the

screen that offer additional options:

e Submit a Query — complete the online form to submit a query

to the Support Desk.

e Connect to support — to download the Teamviewer link for use
when our Support Team need remote access to your computer.

Home Page

The Topic Tree on the left hand side lists ———»
Categories of the Articles.

Pick through the topics listed, using the self-
discovery method to navigate around the

Articles.

A light blue bubbles indicate a New Article
has been added to the Knowledgebase

A grey bubble indicates an existing Article
has been updated within the last 2 weeks.

Articles

Trending Topics

Submit a Query

Connect to Support

# Home

% Accounts
> Deposits
> Fees
s Overseas Tax

Mon-Resident Landlords (NRL)-

Overseas Tax (D

CNR Overseas Tax Year End
Refund of CNR Overseas Tax
> Payments
2 Invoicing

> Receipts

Here you will find a list of the last 5 Articles that have been searched by current users. Expand the list to see
more and click on any one of the links to be taken into the body of the Article selected.

New Articles

Here you will find a list of the New Articles added to your Knowledgebase, expand the list to see more and
click on any one of the links to be taken into the body of the Article selected.
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Search Help & Support

New Articles Trending Topics

How Do | Add Or Change Matching Criteria Items On The Batch Madification

Appli A[ ? : ;
ol Cash Adjustments For Deposits

How Do | Add or Change Matching Criteria Iltems On The

Left Side of the Property Screen? Bank Transfers

How Do | Add Or Change Properti Facilities On The Right Expire and Descte Applicants

Side Of The Property Screen? How Do | Transfer a Deposit Across Tenancies?

Search Knowledgebase - Results & Articles
You will be offered relevant matches from the Library of FAQ's, Helpsheets, User guides and Videos.

e Search Bar
o Alist of Articles in the system will be offered based on relevance.
o Articles are written with clear text, screenshots and in some instances we have provided
videos.
o You can print the Article, download or email the link containing a PDF version of the Article.
e Feedback
o We have introduced a rating system so you can give each Article the thumbs up or down on
each Article.
o There is additional space for constructive comments that helps us drive content.

e Related Articles
o Any related Articles that may cover the same subject will be listed on the bottom right of
the Article page.

Submit a Query to Support

If you are unable to find an Article to resolve your query, you can submit a query to Support, you are
presented with an email form to enter the details of your query and add any attachments.

We have pre-populated and hidden the customer information fields where we have authenticated the user
based on your name, company name and email address to make this query submission a quick and easy

process.

Once submitted the query will go direct to our Support Desk. This quick and convenient facility allows you to
log queries outside office hours.
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MyPropertyFile
CFPwinMan Version 4.6.5.5 onwards now offers integration with MyPropertyFile.

What is MyPropertyFile?
MyPropertyFile is an online and mobile platform designed to keep your Tenants and Landlords
informed & updated.

Tenants can:

e View information about their property and tenancy.

e View and Download Documents that the agent has opted to share with the Tenant.

e View their Accounts History and see any outstanding balance.

e See the next Inspection date.

e Report a maintenance job online through a step-by-step system which can be customised
by the agent.

e See an overview of Maintenance Jobs against a property.

e View the contact information for the agent.

e Via the mobile app receive push notifications when specific Tenancy events occur.

Landlords can:

e View information about their properties and current tenancies including any certificate
reminder dates.

e View and Download Documents that the agent has opted to share with the Landlord.

e View and Download Landlord Statements and see any fees that have been charged.

e See an overview of Maintenance Jobs against a property.

e View the contact information for the agent.

For more information, please visit: www.mypropertyfile.co.uk
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CFPwinMan Integration
CFPwinMan now integrates closely with MyPropertyFile, allowing agents to:

e Invite Tenants to MyPropertyFile from the Tenancy or Tenant Screens.

e Invite Landlords to MyPropertyFile from the Landlord Screen.

e Seamlessly keep the Property and Tenancy Information visible online consistent with what
is in the CFPwinMan database.

e Nominate files on the Tenancy and/or Tenant Links Tabs which can be shared with Tenant(s)
and/or Landlords so these files are accessible and can be downloaded from MyPropertyFile.

e Nominate files on the Landlord Links Tabs which can be shared with Landlords so these files
are accessible and can be downloaded from MyPropertyFile.

e Send Timeline Notifications to Tenants at certain points in the process of establishing a
tenancy and whilst the Tenancy is in progress.

e See a list of Maintenance issues reported via the MyPropertyFile website and have the
ability to either accept or reject these jobs. Accepted jobs are automatically created as
Works Orders in CFPwinMan.

e Share existing CFPwinMan created Works Orders so they are visible to Tenants and
Landlords.

e Resend Invitations to Tenants or Landlords.

e Reset Passwords of Tenants or Landlords.

e Deactivate Tenants or Landlords

e Filter Tenants and Landlord Records and then undertake a bulk Activation or Deactivation
on selected Records.

e Customise the branding of the MyPropertyFile microsite.

e Customise the Maintenance Job Reporting Process including specifying a checklist of steps
to be undertaken before logging the job, and when an issue should be classed as an
emergency.
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Activate your account

To activate MyPropertyFile you must be running CFPwinMan 4.6.5.5 or above. You can check your version in

the top left corner of your CFPwinMan window.

If you meet the requirement go to User Defaults, then Data Services / MPF and MyPropertyFile.

ﬁ User Defaults

=l

Standard | Paths « WP Options | Matching] Fees /Decuctions | Organiser Setup| Brochures | Photolsts | Diary|

Lock information screen codes [m] Preferences

Last Landiord Code |00 ZPG Data Service Settings

Last Property Cod: 1001 VAT and O 1

ast Proper e S

Data feed ID

LastTonancy Code [¥1001 b & Date Fesd branch 0 3467 You need a Data feed ID

Last Tenant Code [r1001 ™ 4d Designer? My Property File J .

Last Contractor Code  [C1001 | [7 Data Feed? - Tos? to use MyPrope rtyFlle.

Last Guarantor Code  |G1001

Lastworks Order ID Auto Alacation

., .
Lastinvoice Hunber If there isn’t one listed
~ Administration |- Expiry Period
Statement Ref.
_tmeck | § 5 Jows here please contact CFP
Credit Reference
Cheque Printing— | .

R Refe R1

eoept Reference ~Securty Settings Support for assistance.

Expense Reference |X1 | o S |

—I Custom Reports
CFP Use Designer }

== 2FG Benices add dete 2o D Data feed defauts | Portal Uploads |

[cALC FRow L = D3t Services [ HPE] > lis ks kit

Event Wizard B 35:;,”5::" :;; pack TOS defautts | DocuSign |
- Diefault number of manths ta show for History Log
Global History | ) elel= -
Fiacords History |

Fill in your Branch Details.

Choose a Domain. We suggest using
the first part of your current website
domain name.

Click Register and the Dashboard will
be displayed as per Configure your
account below.

Once registered the MyPropertyFile
button under Data Services / MPF will
then access the Dashboard.

Branch Dretails for Registration

Branch Id |4593

= Branch Mame [CFP Software

Firm 1 |93752

Trading Az |

* Branch web Site |www_cfplettingagents. co.uk

Branch Cantact Phone |01209 313121

*Branch Cantact Name |[Standard |Entry

* Branch Cantact Email |support@cfp-software.c:o.uk

Branch Address Infarmation

* Address |Prosper House

|Cardrews Industrial Estate

|Redth

|Camwal

|uk

|
*Postcode | TR151JS

mypropertyfile, co.uk

Fiegister |

* Requested Domain |cfplettingagents|

* |ndicates a required field Cancel

Using your existing domain name provides a consistent experience for your client as they travel between

sites, making them feel secure.

Don’t include http or www and avoid any symbols other than hyphens (-), as these will not work.

Example: nothinghillestateagents.mypropertyfile.co.uk
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Configure your account
Once your account is activated you will need to configure it to your agency. MyPropertyFile allows you to

upload a logo, personalise your brand and customise your default settings, for example your emergency

contact details.

© ipreperytie e
Setup your account
You currently have no agency logo.
.
o You have not set your agency brand colours,
° You hav "'mt(r) mrr('n'\,rcl.r maintenance issue types.
You have not configured your My Property File settings

Add your Company Logo
On the dashboard screen you will see an option to upload your own logo. When you click this button it will

take you to the Logos & Pictures page. Here you should upload two logos.

omypropertyﬁla

Oashiboard Change logos and pictures on main page and landing pages

Logos & Pictures.

+ Main Logo

Replace Custom Logo:
w—  CrozsoFio | No file chasen
Delete Custom Logo

+ Landing Page Logo

Tabs & Sections

Maintenance Types & Subtypes

Replace Custom Logo:

m—  Crooss Fie | N fils chosen

Email Templates

Settings

Delete Custom Logo

» Landing Page Picture

» Tour Page Picture

Click Main Logo then Choose File and select your logo.
Do the same for Landing Page Logo, you can use the same file for both.

When finished click Save to complete the upload.

We recommend good quality logos, with a maximum with of 300 pixels and a maximum height of 100 pixels
in PNG format.
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Style your Site
Add your company branding to your microsite found at mysitename.mypropertyfile.co.uk.

Customise styles and colours to match your brand

Primary colour

Text Colour #FFFFFF

Secondary colour

Text Colour #FFFFFF

Navigation Bar

Choose Styles & Colours from the menu. This will take you to the Styles & Colours section where you will be
able to customise the styles and colours of your microsite to match your agency.

Set Primary and Secondary colours. Pick a background colour and a text colour for the main header bar
under the primary colour section. Also choose the secondary colours which is used for the bars of colour
that appear in between sections.

You can switch to advanced mode for more control. Once you have chosen primary and secondary colours if
you want to customise your site further click Advanced for more options.

solours to match your brand

tanced

#FFFFFF

#FFFFFF

Save and check your changes. You can see the changes once you have clicked save at
mysitename.mypropertyfile.co.uk. Remember to refresh (CTRL + F5) if it looks like the changes have not
been applied.
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Configure your Default Settings
It is important to set up your default settings for your MyPropertyFile.

Choose Settings from the side menu to configure your defaults.

o mypropertyfile

setings

Agent details
Agency name

CFP Agents Liv
Website address

it fwwee cfp com
Maintenance issue settings

Waintenance email addresses

Tenant marked issue as mergency message and contact details @ ew

Agency classified emergency issue message and contact details

[©]

Add your default Maintenance Email Address. This is the email address that will be notified when any new
maintenance jobs are reported online. If you leave this blank it will be sent to the office email address
instead. Note: this currently only supports one email address.

Set your Tenant marked issue as emergency message and contact details. This is for the message that
appears when a tenant marks an issue reported via MyPropertyFile as an emergency issue.

Set your Agency classified emergency issue message and contact details. This is for the message that
appears when a tenant reports an issue via MyPropertyFile that the agent considers is an emergency issue.

It is really important that you set the default emergency contact details and messages.

Page 69 of 76




SOFTWARE

N crour

[ ] THE
... PROPERTY

Inviting Clients
Each Landlord, Tenant and Tenancy record now has a MyPropertyFile icon.

File Information Reporting  Postings  Miscellanecus  Defaults  Window  Help  CFP Sales Only |Eranch5ettings

VWIS WIerNhe T O
ﬂTenanqu]l){}?
Y U

Mame |kir T Jores

—_—
—

Information

‘ Landlords

‘h\ Properties

Date Added

30/03/200

PRIVATE

Statuz

This gives you an instant visual indication of the MyPropertyFile (MPF) state of the client. These are as
follows:

O-J_ Not invited °-|_ Invitation being processed / awaiting activation
O;_I' MPF activated o_._l' Invitation issue or cancelled / MPF deactivated

If the tenancy is joint, the tenants may be in different states. Clicking on the icon will display a menu that
indicates each.

Active: ® Invite tenant TLOOS:Mr N Denny
Pending: ’ Invite tenant TL006:Miss F Howie
Inactive: . Invite tenant TLOO7:Mr A S Stanton

You can invite any/all tenants simultaneously from here. @  Invite tenant T1020:Mr A McTavish
Select those you wish, indicated by a blue square around —» |§| Invite tenant T1023:Mr R B Jeffrey
the icon. Then choose Invite Clients to MyPropertyFile. Invite Clients to My Property File

This initiates the invite process. All records relating to the tenancy are uploaded before the email invitation
is sent, which may take a while subject to the amount of data to upload. Reset Password and Deactivate
Client are unavailable during this time. The Tenant email address is used for all invitations, if none is present
you will not be able to select them.

Resend Inwvite
To Reset Password or Resend Invite visit the landlord or |

tenant record. Options are available depending on their status. Reset Password

Deactivate Client

|

To disable MyPropertyFile access choose Deactivate Client. Close Menu

Choose Close Menu to close the popup menu.
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Document Sharing
Documents can be shared from any Landlord, Tenant or Tenancy Links tab. There is a Share button on each
line — to see it you may have to scroll right on the links grid depending on the user’s layout.

Tenancy Details | Dates | Other Addresses | Utities | Letters | SmSEmail | L

Type

Location Size |Created |Shared

C:\Users\w7x86e\Documents\ 50.34 | 311N W20|Share

Adobe Acrobe | WPC-MS-Wa-MYPRO\DataPaths\Data2\S QLY 75.93 (23/08/20| Share

WWPC-MS-Wa-NYPRO\DataPaths\DataZ\3 0L\ Share

lnk] Tenant Referencing

Add Link

Invaoice

WWPC-MS-Wa-MYPRODataPaths\DataZ\SQLANWY | 179.02( 31/10/20| Share

Ll

m

B Filenotfound B Linkedfile ™8 File from Higtory Log ™8 File Inaccessible

Diizplay Link.
Scan & Link

Remaove Link

v Inchde <+

Hiztory ltems

You will notice each file is colour coded:

You can also click
Include History
Items to see any

—— stationery linked to

accounts entries.

o File not found: A linked or History Log file that has been deleted, moved or renamed.
e Linked File: A linked file that is visible to the MyPropertyFile service and available for sharing.

e File from History Log: A piece of stationery applicable to an account entry on the record.

e File Inaccessible: A file that has been linked from a location not available to the MyPropertyFile
service.

Why MyPropertyFile file visibility is important:

If files are linked from shared folders, mapped drives or network locations then these will most likely be
visible to all users in the database which will mean that they can (if shared) be uploaded to MyPropertyFile.
Files that have been linked from local path’s (i.e. C:\ drive) will not be accessible to other CFPwinMan users

and therefore not eligible to be uploaded to MyPropertyfFile.
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You can share .DOC, .PDF and .TXM files. Non .PDF files are converted to pdf at upload and when double-

clicked in the links grid.
Click Share.

Select a Share as type and change
the Friendly name if desired.

Select with whom you wish to
share the file. Imported
Maintenance Jobs reported via
MyPropertyFile have Importing
Job Originators (tenants) that
cannot be unselected.

Click Save.

ﬁ Show on MyPropertyFile @
Item Sharing
|\WF’E-MS-W'S-MYF'HD'\DataF'aths\Data2\5QL\Sending a Screen Shat. pdf
Share as: |Document ﬂ
Friendly name |Sending a Screen Shot
Share with
Code Mame Type
p H:L1006 Mr S Roberts Landlord
[|T1004 Mr 4 Long Tenant
0 Imported Job Originator Save Cancel

The file will be uploaded on the next Datafeed pulse. Please be aware this could be at least 10 minutes

depending on your settings.
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Maintenance

When maintenance jobs logged on MyPropertyFile are available for import the Incoming Maintenance tab is

visible on the Organiser:

Eﬂj Organiser

tdain ITI}S Uploads | Additional Dates » 17 | Direct Debitz | Tenant Referencing | Incoming r.1ﬂintenﬁnce]

ToDa List

Main | TDS Uploads | Additional Dates » 17 | Direct Dabits} Tenant Referencing  Incoming Mamlenanue]
1 Maintenance Jobs Awvailable for Import New Maintenance Job

31 Oct 2016

JobId Reparted
[4550 |31410¢16 E-
Job Refersnce Job Status

¢ Summary T Debai

Test Detals | Images | <

Job Details

Images attached by tenants

|zsue Type

Alarrns & Smoke D etectors
Wihat's affected

Smoke alam not working
|5 this an emergency issue

are visible by clicking here.
Double click an image to see

o
[37t2em 7ot adzzr adets [Reported S DESCT’:U"DES et et . .
Steps takeEn toldt\agntose :rtresultv; tl:Fe [EEN It fu” Slze'
Reported for Property T have liied 1eplacing the batieries
[P1059 - The Lodge =1
Reparted by .
[ v =] PublicJob Details
‘SSUETWE\ & Smoke Detec
Job Summaw what's affe;’;s ke Betee
Smioke alam not warking Smoke alarm not working
I this an emergency issue
o
st usad b st i < Edit Public Job Details as
vt vt e e
you wish then Confirm Job.
ﬁ Works Orders \EI@
sobhumber [ia Send Options
Contactr | | r Confim Jah Fiejact Joh
ontractor - N
| Property [P1069 [The Lodge ¥ Post T
Cardrew Ind Est Print
Redruth Preview
comual Fiter W/Orders Al =]
Contact for Access Biling Name . .
- r 5 You are prompted to send a Timeline Event to
Tenancy
e 5 advise your tenant that the job has been
Detng| msgss| | Erolfio=i=i@ | acknowledged. You are also prompted to send
Ratng [URGET =] I coanesc ete Reported [0 [5] another when assigning a Contractor.
Written Estimate |No - Pref Start Date | DD/MMAYYY |~
Qur Estimate 0.00 Date Completed | DD/MM/YYYY |« . .
B et o vor e The status of maintenance jobs on
Lssue-rweahnds, Curtains, Furniture, Fodures & Fittings |“ MyPropertyFile is dictated by
What's affected b
Blind broken / problem i
Contractor Invoice Pending: GO Ahead iS UntiCkEd
Account | PP Clisnt Account |
e ot o T Category Approved: Go Ahead is ticked
[oomurord -] [ j‘ j
Description Amount VAT Lo
[ping broken / prosiem [ ow[ o Completed: Date completed is filled out
Scan Invoices ‘ Never Invoice - | Post Expense ‘

Any imported Images are available to view here.

You have 2 descriptions available. Description Of Work is listed on the printed works order, sharable
between yourself and the contractor. Public Description is mirrored on MPF and available to all tenants.

To share a Worksheet created in CFPwinMan the landlord or at least one tenant must be invited to
MyPropertyFile. Then click Share Worksheet and select with whom you wish to share, as per linked

documents.
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Batch Activation
You can manage your MyPropertyFile accounts and invitations through MyPropertyFile Invitations on the
Miscellaneous menu. There are 3 tabs:

e |nvitation Tracking: Track the status of any or all of your invitations
e Landlords: Manage Landlord invitations
e Tenants: Manage Tenant invitations
Invitation Tracking lists the MyPropertyFile status of all your clients. These are as follows:

e Active: Client has completed the invitation process and has an active MyPropertyFile account.
e Invited: Email invite has been sent to client but they have not yet completed it.
e Deactivated: You have deactivated the clients MyPropertyFile account and they are no longer
active.
e Failed: There has been a problem during the invitation process.
Landlords and Tenants tabs allow administration of your clients for MyPropertyFile.

ﬂ MyPropertyFile Invitations @
Inwitation Tracking ] Landlords
(¢ Mot invited (" Pending / Active [~ Include non listable records
|-
g Currently showing * All * tenants who have not been invited for * All * properties.
Tenant Status |* Al - Property |* All* w | Startdate | DD/MMMYY™Y™ |« | End date | DD/MMIY ™YY | = Clear dates
Code Mame Type Irwitation Status |Emaill address -
p H 1002 Ir & Long Tenancy Mat Invited J
[ {11004 Ir & Long Tenant Mat Invited nickclp3+disgmail. com
1004 Mezsrs Denny, Stanton, Abbott & Miss Howie | Tenancy Mat Invited
T1007 Mr & S Stanton Tenant Mat Invited nickclp3+giegmail, com
T1003 Fr M Abbott Tenant Mat Invited nickefp3+hizgmail. com
1006 FAr & brz D Hill Tenancy MHat [nwited
T1010 ke & ez D Hil Tenant Mat Invited nickclp3+@Egmail com
Y1007 Fr T Jones Tenancy MHat [nwited
T1011 tAr Thomas & Jones Tenant Mot Invited nickcfp3+kiEgmail.com
|v1002 bdr P el Tenancy Mot [nvited
C|Timz br P el Tenant Mot Invited Mo Email address
1003 b1 Berin Tenancy Mot [nvited
|mIREIGE k1 Benn Tenant Mat Invited nickelp3+miEigmail. com
| miERIn 1 B Singh Tenancy Mat Invited
11022 1 B Singh Tenant Mot Invited Mo Emal address
Moz M. B Challenaer Tenancy Mat Invited ™
< +
SelectAl | Deselect All Invite selected t t | <

— There are various filters available to you for locating records. Select Not invited to display clients that have
not been invited. You can then select as many records as you wish, as long as an email address is present,
and Invite selected tenants to send email invitations.

Select Pending / Active to display all records previously invited. You can then Resend selected tenants or
Deactivate selected tenants. Invitation Statuses are as follows:

¢ Not Invited: Invitation process not started

¢ Invited: Invitation process has been initiated

e Online: Client data has been uploaded to MyPropertyFile

e Ready: MyPropertyFile have acknowledged the account is ready to access
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Appendix 1: DocuSign Examples
<< DS_LL_INITS_H >> - Guarantor’s Initials - displayed horizontally with a maximum of 6 recipients per line.

<< DS_T_INITS_H >> - Guarantor’s Initials - displayed horizontally with a maximum of 6 recipients per line.

<< DS_G_INITS_H >> - Guarantor’s Initials - displayed horizontally with a maximum of 6 recipients per line.

<< DS_LL_NAMESIGADD_V >> - All Landlord’s Names, Addresses & Signature — displayed vertically 1
recipient per line.

<< DS_T_NAMESIGADD_V >> - All Tenant’s Names, Addresses & Signature — displayed vertically 1 recipient
per line.

DocuSigned by

Mrs E Perry Mrs € Py
45 Jones Street DFECAENE BNFLFS
New York

USA

NY0034

<< DS_LL_NAMESIGADDDATE_V >> - All Landlord’s Names, Addresses & Signatures with the Date added at
time of signature — displayed vertically 1 recipient per line.

DacuSigned by:

Mr J Davis My ) Do 10/19/2016
234 The Upway DFECAGOEIAD?AES

Basildon

Essex

SS14 2JA
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<< DS_LL_NAMESIGDATE_H >> - All Landlord’s Names & Signatures with the Date added at the time of
signature — displayed vertically 2 recipients per line.

<< DS_T_NAMESIGDATE_H >> - All Tenant’s Names & Signatures with the Date added at the time of
signature — displayed vertically 2 recipients per line.

<< DS_G_NAMESIGDATE_H >> - All Guarantor’s Names & Signatures with the Date added at the time of
signature — displayed vertically 2 recipients per line.

Mr D Tallfellow Mr J Davis
DocuSigned by: DocuSigned by:
My ) Tallfllow My ) Daswis

DFBCAGNEARDMMER DFBCAGNEARD24ES
10/19/2016 10/19/2016
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