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Introduction

CFPwinMan Version 4.7.0.6 now offers:

e New Auto Banking Format for Bank of Scotland

e Cash Book Summary Report Reconciliation

e Service Charge — Commission on Gross Fees

e Expense Reference on Landlord Cash Account

e Knowledge Centre in Match and Mail

e Landlord information on all Statement Pages

e Notes on Landlord Statements

e Select All / Deselect All for Landlord Payment Items

e Multi—select in Property Add Photo

e Improvements to NRL Certification

e Updated Section 19 Tax Export

e User Definable Dates in Custom Reports

e Zoopla Portal Lead Import

e Works Orders: All MO Branches available in Contact for Access
e Auto Banking and Internet Payment Types listed on Contractor Remittance
e Fast Track Receipts Default Bank Account for Unallocated
e Locate Invoice Improvements

e Standing Order: Transaction Date as Receipt Date

e TDS updated Information

e Applicants available in Custom Reports

e Exclude Transfers from Tenancy Consolidated Statements
e Inspection Additions

e Landlord Salutation available in Payment Email

e New Merge Codes for Property Utilities

e Tenant Merge Codes at Tenancy level
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Improvements in CFPwinMan version 4.7.0.6
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New Auto Banking Format for Bank of Scotland

A new Auto Banking format for Bank of Scotland is now available in CFPwinMan. This is in addition to the
existing formats and can be used if advised by Bank of Scotland.

To use the format first select the relevant bank account:

ﬂ Account: CFP Client E’

Bank Information . | D [213 | asisizeltagsss

Branch Address I Account
Batk IBank of Seotland LI I

Branch IHedruth j I

I
|
St Code [123456 | | Transter Out |
|
|

Transfer [n

Account Mo |123455?8 W Global &ccount I Bank Reconciliation

Account Mame ICFF’ Client Account Telephaone I Pint Payin Sl
Ko & ICFF' Client Fan I
Reference IFIef‘I Email I Automated Banking Preferences‘J

BOC Humber IU [~ Default account far applicant receipts Batch Cheque Informatian I

dp Auto Banking Defaults for bt
Type Mame Bank Of Scotland FPS Formnat j File Et
At
File Path ,&Egni. “ | | Then select Automated
_ Allied Irizh Banking Preferences and the
Entriez/page Bank of Scotland . .
Eank of Scotland Corporate Online new options are available to
Y (STt T B sk CIF S catland FPS Faormat you
Bank Of Scotland MODP Format ’
Barclaps Lt Cancel

If you are unsure which format to use we recommend you contact your bank for advice.
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Cash Book Summary Report Reconciliation

The Cash Book Summary Report now includes extra information to help reconciliation.

— Date Filter Sort Order
% Date Order
" Ref Order

From [18/042016 |«| To |[18052017 |[~]

* AllAccounts
{ Choose Account |

It is found under Reporting -> Accounts.
e I e I — Period Statements
NYoICES naing INvoices
From |
Receipts | Cash Adjustments | —|
To  |zzzzzzzz . |
Payments | Cash Audit Trail |
Status IAHY ‘l
Depostaic | Clients Cash alc |
Deposts Period Statement |
Statement Options
Landlord Control alc | NRL Taxalc | & Perod statemant
Tnt / Tcy Control a/c I NRL Tax I = Summary report

Items now list whether they have been Reconciled, and if so which Batch and the Date Reconciled.

dp CFP Accounts

Cash Book Summary for All Accounts

03/10/2016|55818 | Payment to Contractor £60.53 -£25 858.26| PCTOT T c1008 CFP Client Account No o
03/10/2016|55819 | Payment to HMRC £457.80 -£25 410.45| PRTOT T CFP Client Account No o
03/10/2018 Bank Transfer £719.60 -£24 690.85| PTBNK T CFP Client Account es 212 03/10/2016
0310/2016 Bank Transfer £715.60 -£25 410.45| PTBNK T NRL Tax No o
03/10/2016 | AutoBant| Pay Agency Fees £5,185.57 -£20,224 25| PATOT LT CFP Client Account MNo o
03/10/2016| RE03507 | Total Received £750.00 -£21,014.83| RTTOT JJT |L1004 P1008 1005 CFP Client Account No o
03/10/2015| RE03508 | Total Received £750.00 -£21 764 89| RTTOT JJT |L1005 P1018 1004 CFP Client Account No o
03/10/2016| AutoBan}| Payment to a Landlord £537.60 -£21 227 29| PLTOT JJT |L1005 CFP Client Account No o
03/10/2018 Bank Transfer £104.40 -£21 122 89| PTBNK T CFP Client Account fes 213 03M10/2016
03/10/2018 Bank Transfer £104.40 -£21 227 28| PTBNK T NRL Tax No o
03/10/2018 Pay Agency Fees £108.00 -£21,119.25 | PATOT T CFP Client Account res 213 03/10/2016
13/12/2016| RE03509 | Total Received £100.00 -£21,219.28|RTTOT CFP |LZ001 F2001 2001 CFP Client Account No o
13/12/2016| AutoBant| Payment to a Landlord £44.00 -£21,175.29|PLTOT CFP |LZ001 CFP Client Account No o

- 13/12/2016|RE03510 | Total Received £50.00 -£21 225 29| RTTOT CFP |L2001 P2001 w2001 T2001 CFP Client Account No o
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Service Charge - Commission on Gross Fees

Service charges users now have the ability to take commission on the gross amount when a fee is charged.

The option is available when your landlord has a status that is marked as Commercial. To edit/set this go to:

User Defaults -> Status / Type:
|

ﬁ User Defaults [

Standard | Paths + WP Optinnsl I'.'Iatchingl FeesteduﬂiunsI Organiser Setupl Eruchuresl Phntnlistsl Diaryl

General Seftings Further User Defaults

Lock information screen codes -

X
Service Chargesl

Preferences | Information Status / Type
Last Landlord Code L2005
Status Definitions
Last Propety Code ﬁ  — X
v

Last Tenancy Code  |[TY3121 Order |Status Description Listings |Commercial & Landlord
L ast Tenant Code »| [ [FREEHOLDER Freeholder " Property

1 |UK UK Citizen O -

2 |0OVERSEAS Overseas Landlord a Tenancy

3 |[coMPaNY Company Landlord O  Tenant

4 |ARCHWMED Landlord Archived O O -

4 |VALUATION Valued Property O O Contractor

6 |COMMERCIAL Commercial Landlord " FeeType

" Management Company

When the appropriate landlord status is applied Additional Fees on attached Property screens have a new
field available — Commission On Gross Amount:

Detailsl Imagesl Descriptinnsl Inventory  Fees | Nntesl Leﬂersl Util'rtiesl Wurksl Mobile: Agentl Commercial Insurancel Links I Bank Accounts

Man /Let Fees  Additional Fees |

Tawx Category IF!ent, rates, insurance, ground len;l

User Defin ahla! 4

v
Date [escription Amount |Reg | Per VAT |Category |Bank Account |End Date | % Comm Chargeable On | Commission On Gross Amount
06/05/2017 |Refenal fee 10,00 C - % Commizsion Inventory | The kall Client Maintenance
* A A O O

The option becomes enabled once Per is set to C - % Commission.

CFPwinMan then deducts the percentage in Amount from the full value of the invoice including VAT.

Please note: if the Landlord Status is subsequently changed to non-commercial all

fees will have Commission On Gross Amount removed without any notification.
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Expense Reference on Landlord Cash Account

You will now find expenses against properties have their reference listed on the account.

dp| Post Property Expenses - >
Contractor: | {THE R |C2?|]B ICuachuuse Cleaners
Landlerd: [F2008 [cFP Lettings _ Cose |
Property:  Locate I |F‘TF|'IT123 IFl.at 5 Micks Head Property Update Expenses |
[+ Auto locate property
To Add an Expense Use the Down Arrow
Date Knownds Ref Schedulel| Section 20 |ltem Tax Category Description Amount  |WAT Per

) |08/05/2017 CFP Client Ref: White 1 i} Cleaning Other allowable pr|Cleaning £75.00 £000(S5-¢
* A |

Once paid, the Property Expense Ref is listed on the Landlord Cash Account.

4P CFP Accounts

Account listing for Landlord L2006 CFP Lettings

| [22/05/2017 | Autobank [107251 Income From Property £500.00] £500.00|PLRNT CFP_|L2008 PTMT123 |Flat 5 Nicks Head Property T¥3122 CFP Clignt
P [06/05/2017 | Autobank Cleaning E75.00 £425.00|PLEXP CFP_|L2008 PTMT123 |Flat 5 Nicks Head Pmperty‘ c2708 CFP Clignt Ref. White 1
22/05/2017 | Autobank Pay Landlord £425 .00 £0.00|PLTOT CFP |L2008 ‘ CFP Client
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Knowledge Centre in Match and Mail

CFPwinMan Matching and Mailing now supports Knowledge Centre.
1

cf}) CFPwinMan Matching and Mailing ‘7 Knowledge Centre

© Global Fiter Critera ® nick

Min  Max Y ¥ ) y
Area Type Furnished
Price Minimum: Bedrooms [0 ] - 8 l g YPe | ‘. urnishe '

B Receptions [0 | Children e Smoking ' Pets '

Required By: | 22 May 2015 - Flot Mo EI

Garden | Yoo |
e e e ] () G

Branch MNegotiator CE'

This will take you to the Knowledge Centre area for Match and Mail where you can retrieve information,
learn how to use it and get tips on advanced functionality.

Page 9 of 29



] . THE
. PROPERTY
SOFTWARE
N crour

Landlord Information on All Statement Pages

You can now include the Landlord Code, Statement No, Ref/Chqg No and Date on subsequent statement
pages, this was previously only available for page one.

The Display landlord details on each page option is found in the Landlord

Statements area in User Defaults -> Preferences -> General.

ﬂ Preferences

| Stationery | Direct Debits

Standing Order Import I Property Lease Details I

Jpsoftware

p Opticns Data Export — Landlord Statements

[~ Display ToDo List Automatically % No Export r ’?D”rtgx“itt POF Settings | [# Display works orders on payment
¥ ToDo defautt to all users " CFPcommercial P [” Separate Invoice

o Export & Use Inveice Up To Date
Days after today on TeDo APH I- e a r A P P f

¥ Live Import ¥ &lign 'Inve. Up to Date' ta 'Trans. Up to Date

— Branch/DeptFee Eamners ¥ New Styls Edit Category Maps I [~ Show Account Known As on Statements
Tenant [~ Prompt before recalculating multi acc form
: Choose Import Paths || meferencin g
F#! Hide Branch/DeptiFee Eamers J [¥ Print/Email linked contractor invoices
Miscella [¥ Display landlord details on each page <
— Motice Period r o 5 . p

Prior Motice for one year lease Eldays- [OES LERSEES 15 Number of Statements

¥ Calculate rents by default - Shortfall Allocation

lncate
Order
" Expenses
] THE
. PROFERTY ndlord payment type
SOFrTWARE -
. GROUP

152 Fraparty 5= hveare roup
Pesspes | osare, Coediew Irahusliial Coa e
Rarl-ath, Carnwal, K TR1T A%

rOIINE 214371
foUl208 1145eE
wwrw et p-saftweare-couk

to Landlord Statement Message

CFP Letting Agents Landlord: L1012 Balance on Bank Recenciliation
Pfosper HOUSE - Statement No: 125 ¢ B rch Preferences I
Cardrew Industrial Estate RefiChq No: AutoBank .
Redruth Date: 30/06/2017 i M Defouke |
Cornwall Account No: waF oA G Reporting Preferences |
TR15 155
Preferences I
Landlord: L1012 .
Statement No: 125 These details
RefiChq No: AutoBank will then be
Date: 310642017 ..
visible on all
NETAMOUNT DUE pages.

Paid direct into your account as agreed.

1480.00

Don’t forget if you would like this statement e-mailed to you, please let us have
your e-mail address. We can also notify you when a payment is made by
sending you an SMS message to your mobile

Page 2 of 2
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Notes on Landlord Statements

There is now an option to Append Notes to Landlord Statement Message.

You can find the option in the Landlord Statements area of User Defaults -> Preferences -> General.

<b| Landlord L1012

ﬁ Preferences

Stationery | Direct Debits

— Startup Options.
[~ Display ToDo List Automatically
[¥ ToDo defautt to all users

Days after today on ToDo

Standing Order Import I Property Lease Details |

— Branch/Dept/Fes Earners.

|¥ Hide BranchiDept/Fee Earners

Data Export Auto Tick

@ No Export for Bt PDF Settings |

" CFPcommercial "

© APM I~ Export &ny

¥ Live Import §

[ New Style _E0i Calegory Maps | Tenant
Choose Import Paths | Referencing

=]

r—Landlord
| Display works orders on payment
[~ Separate Invoice
[~ Use Invoice Up To Date
¥ Adign ‘in. U to Date' to ‘Trans. Up to Date'
[~ Show Account Known As on Statements
[~ Prompt before recalculating muti ace form
[ Print/Email linked contractor invoices
| Display landlord details on each page

Number of Statements

Shortfall Allocation

Code [L1012 Status [UK =~ South West | 2 Auto-Allocate
M TR gy Allocation Order
Name [EFP Letting Agents woik 01208 313121 |2 Meadow Lane IF10 | { @ Fees (" Expenses
seussion]si: Fax |1 209 514368 UG P Default multi-landlord payment type
Address [Frasper House hobis IM[ D Gleebitz AIE ;I IAutDnanking j
Cardrew Industrial Estate Prirnany E-Mail nickcfp2+l@Egmail com Blaslitims
Rerith IPesssugad Inyoice Beceipt Default notes type for Landlord Payments
Cormal InetE Payment NRL A/C I None j
Fostsete |THT5 155 fioded | inor2005 |LI Lash Adc Non Cazh Append Motes to Landlerd Statement Message
Full Mame |EFF' Letting Agents Limited Creqit Notes IPayment Notes

¥ Show Cash Balance on Bank Reconciliation

Bank Name

Contact

Address

Statement Remark Type

Invaice Remark Type

Postcode

Payment Type s tobanking vl
Statement Type [4rears Detailec vl

Sort Code |90.72.45
Account Mo, [1231 7545

Fayment Day [1-31]

Statement Mo

Staternent Fief

Fegistered with Landlords OnLine

Act. Name |cFp Lettings

Reference [crp Lettings
BDC Number {10092

Bank Details |Add'rl\ur|aIFaes Accountant | C/O Addressl Leﬂersl Cuntraclursl Tax | SMSfEmaiIl Linksg <| 3

Paid direct into pour accou VI
Payment must be cash/bar 'I

—
=

——
B

I~ Payment Notes

J— Set Search Preferences I

I Email/ SMS Defautts |

-]«

“'ou should expect receipt of papment within 2
working dayz. If there are any issues please
contact us in the first instance and e will do our

I~ Miscellaneous Motes 2 A

-~

J— Arrears Reporting Preferences I

J— EPC Preferences I

W Gpecial Instuctions

LL requires 1412 months deposit and a rent
guarantes insurance pailicy.
12 months contracts only - no break clause

[~ Moitgage Compary

5/0 Ref

Portfolio Manager

T T

NETAMOUNT DUE

Paid direct into your account as agreed.

Landlord: L1012
Statement No: 125
RefiChq No: AutoBank
Date: 30/05/2017

1480.00

Don’t forget if you would like this statement e-mailed to you, please let us have
your e-mail address. We can also notify you when a payment is madeby <
sending you an SMS message to your mobile. You should expect receipt of
payment within 2 working days. If there are any issues please contact us in the
first instance and we will do our best to resolve as quickly as possible. Many
thanks for your continued business.

You can choose
which set of Notes is

merged on the
statement.

This option is set to
None by default.

Please ensure that the contents of the relevant Notes fields are

suitable for viewing by the Landlord before you select this option.
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Select All / Deselect All for Landlord Payment Items
On the Landlord Payment screen there are now Deselect All / Select All buttons.q
<p| Pay Landlord : Mr Thomas Vivian frem account CFP Client Account E=RRc g
Best Fit | Reset Columns | Selectall | DeselectAll | < fs
Date Fief =] Diescription [iebit VAT Credit WAT Tl [ Fielati
B 1541052016 |RED3S11 Receipt Rent - 01/01/2017 to 31012017 £0.00 £0.00 £500.00 £0.00 Mr P &
15M0/2016 [RED3S511 Receipt Rent - 01/02/2017 to 28022017 £0.00 £0.00 £500.00 £0.00 Mr P &
22M 2016 4567 Gardening General tidying & Lawn mowing £75.00 £0.00 £0.00 £0.00 Joe Th
0802017 Commission Management Fees (P1001) - Calc £50.00 £12.00 £0.00 £0.00 12 Smi
08102017 Commizsion Management Fees (P1001) - Calc £60.00 £12.00 £0.00 £0.00 12 Smi
1 | 3

Pay Date I @10}201? :l Trans UpTo I 09102017 :I [ spit Fee Invoices Up To I 08M0/2017 :l
J [T Spit Expense
-

Reguest payment
[¥ Print/email linked contractor invoices [ for outstanding

Property I All Properties Enable Invoices Up To Date [

items
Unallocated Money against Tenancies for this Landlord: £2400.00

Amount

Total Due |
Inv. Nu||w2145 otal Due 981.00 ~ Send Opticns ——
Reference IAutDEank MRL Tax 0.00 [~ sms

Payment TypelALlTUbﬁl'lkil'lQ 'l Balance Carried Forward I 0.00 I~ E-ai

_— ¥ Post
Statement TypeINDrmaI v| Total Payable I 931.00
—_— Update |
Preview |
Statement Message : Close

Don't forget if you would like this statement e-mailed to you, s
please let us have your e-mail address. We can also notify you
when a payment iz made by sending you an SMS message to

The buttons will tick or untick all payment items listed to be included on the statement.
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Multi-select in Property Add Photo

CFPwinMan now has the ability to select multiple images simultaneously when adding pictures to properties.

| propery PTMTIZ e
Status
= Code [PTMT123  Available Date | =] <] EES ~|
Standaldl Date ddded [11/05/2017
&ddress [Flat & Nicks Head Property Elec.Hardvite | bk HesdPrsery | i‘;:;‘t'du ‘Cha"gil
cltings -

| Fire Systems =1 21
[ Lift Mtce: ~] 7]
I Gd Rt Lease dt =1 21

| WAT No.

Postcode Megotiator [Standard Entry w | Cash Account NDn—Ea;hI

Tenancy

Nichals wWhite -

Lease Details.

Details  Images |D&5cﬂmmns| nventory | Fees | Notes | Letters | Ownersnip | utiitis | works | iobie Agent | commerciatinsurance | Links | Bank Accounts | @ Al

Fhotos | Fioorplans | Virtual Tours. |

R

3| Remave Phato

Property -> Images -> Add Photo

4| Select Photo

Organise v Mew folder
- Downloads
Documents

System32

Dev

47.08

FEEREPORTS
% Ini's

Windows

¢@ OneDrive

I This PC
B Desktop
Documents
- Downloads
B Music
[&] Pictures
B videos
‘s Local Disk (C)
= Data (\\srvdata) (H:)
== Scratch (\\srvdata) (5:)
== shared winman datafolders (\\WPC-NW-50L2008) (V:)

i Network

L SN

L < shared winman datafolders (\\WPC-NW-50QL2008) (V:) » winManSQL3 » data » SOL »

Name
housel.jpg
house2.jpg
house3.jpg

Date modified

03/07/2000 15:39
/2000 16:47
/2000 15:40

housed.jpg 03/07/2000 15:40
house5.jpg 10/07/2000 16:04
housefijpg Type: PG File )0 15:28
House7.jpg Size: 24.5 KB

Houseljpg Date modified: 10/07/2000 16:04 |

Housed.jpg
houselljpg
Kidbed jpg
Kit6.jpg
Kitchpine.jpg
Kitdiner,jpg
Lawn.jpg
Lawn2.jpg
Longkitch.jpg
Lotsbed.jpg
Loungs.jpg
Loungejpg
@ Loungel jpg
& Loungezjpg
@ Loungeljpg
& Loungedjpg
h [& LounaeT.ipa

v

o

File name: | "house3.jpg" "houseljpg”

“houseZ.jpg” “houseljpg” "housed.jpg”

X
Search 50L 2
- @ @
Type Size A
IPG File 2kB
IPG File 18KB
IPG File 14KB
IPG File 14KB
IPG File 25KB
IPG File 59KB
IPG File 1KB
IPG File 40KB
IPG File 3KB
IPG File 29KB
IPG File 28KB
IPG File 25KB
IPG File 34 KB
JPG File 16 KB
JPG File 32KB
JPG File 29KB
JPG File 33KB
JPG File 41KB
JPG File 18KB
JPG File 20KB
IPG File 18KB
IPG File 19KB
IPG File 2kB
IPG File 18KB
IPG File oke ¥
| [Photo -JpG) -

Gned

You can then select multiple files in the same manner as you do elsewhere in the Windows
operating system. To select a block of files; left click on the first, hold the Shift key on your
keyboard and left click on the last file. To select or unselect specific (not necessarily contiguous)

files, hold the Control key on your keyboard and click the files as required. When you select the

Open button all selected files will be added to your property record.
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Improvements to NRL Certification

There are new options for annual NRL certificate printing.

P CFP NRL Reports b4

Report Output
™ View

Report Type

N _ When you select the Print and Yearly options, the output
{™ Expenses awaiting NRL Credit
[ radio buttons become available.
{” Quarterly i “early

Select a year end date

2001 j

[ Create Export file

{* Print Yearly Report Only

{” Print Yearly Report and Annual Certificates

 Annus| Certificates (FDF anly) <+ You then have the following options:
{™ Annual Certificates (FDF and Print)
Print Report . Leave Print Yearly Report Only selected:

The yearly report is produced as a print out only.

e Print Yearly Report and Annual Certificates:
Yearly Report and landlord certificates are printed. Additionally, the Yearly Report is saved as a PDF, all
landlord certificates are also saved as PDF and History Log entries are created on the landlord records for
easy location of the paperwork.

e Annual Certificates (PDF only):
Yearly report is not produced. Landlord certificates are not printed but are saved as PDF and History Log
entries are created from where they can be accessed.

e Annual Certificates (PDF and Print):
Yearly report is not produced. Landlord certificates are printed and also saved as PDF and History Log entries
are created from where they can be accessed.

Showing all records

EVENT Init__|FUP COMP [NOTES |
AMNUALCERT CFF F_E ; |
. . i t
’ — 5 |ResendClent CFP v M, u
You can right click the landlords oot oFe L Copy
History Log for the Send Email option. STATEMENT AT I A
STATEMENT T v L aste
Relet LGM |05/10/2016 P _
STATEMENT 5C v L Send Email
TTTTTTTTTTT r. = fn {0} T T Ll

A new folder called ANNUALCERT is created to store all your certificates.

This is located in your data path, so commonly: W:\Winman32\data\SQL\ANNUALCERT.
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Updated Section 19 Tax Export

The Section 19 Export has been updated to comply with the latest HMRC guidelines.

You can produce a report by going to: Reporting -> Taxes/NRL -> VAT Reports:

From [be/0a/2016 [+]

@ View " Print |

— Select either the HMRC Tax “ear or your own Tax Year

. HMRC Tax Year 2017 (From: 06/04/2016 To: 05/04/2017)

To

IDEJD4J2D1? :I

— Schedule 23 Section 12 Report

Create Schedule 23 Section 18 Report

t v <
Include NRL Landlords -
—Agents Landlord Detail Report
Agents Landlord Detail Report (receipts ONLY) I
Create Export file -

Then chose a filename and location and click Save.

Then select Create “Type 19”
Export and click Create Schedule
23 Section 18 Report.

The report will be produced in CSV format suitable for viewing in Microsoft Excel. You should not need to
edit the file before offering it to HMRC.
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User Definable Dates in Custom Reports

CFPwinMan now supports the ability to report upon any user defined dates in the Custom Report

Generator.

To access the facility go to Reporting -> General -> Custom -> Finished, then Create Reports. You will then

find all User Definable Dates which you have set up are listed and reportable.

l

P CFP Software Limited

Landlord

Custom Report Generator

Defined Reports Create Reports |usa De‘laultsl

Property

v

Tenancy

Filter Field

Action

« Associsted Fee Eamer »

% ami a mansgement company. A,
« Are statements uplosdad to CFF

«Asking Price of & Property »
« Associsted Fee Esmer »
« Avsilabi te »

« CIO Address Line 2 »
« C/0 Address Line 2 »
« /D Address Line 4 »
« C/O Name »

« Council Authority for Property s
« Date of Contractor's sppointme
« Date of the Letting Fee charge

~

«Apportioned RentAmeunt» &,
= Auta Banking BDC Code »

= Aute Banking Payment Type =

« Autc Banking Reference »

= Bank Account Name »

« Bank Account Number »

« Bank Sort Code »

« Calculste rents or Charges due

« Agent Address line 2 »
« Agent Address line 3 »

= Agent Address line 4

« Agent or Old Landlord »
= Agent Postoode =

= Agent Sslutaticn »

= Agent Telephone »

« Agreed Deposit »
«Agreed Rent

« Cantsct by e-mail? »
« Contact by Royal Mail? »

« Contact by SMS? »

« Contractor associated Branch C
« Contractor Notes »

« Contractor Used For Toy Top Up
« Contractor's Address Line 1 »

« Contractor's Address Line 2 »

¥ | [« Conbiactor's Address Line 3 »

= C/O Postoode » « Diredtions ta Property » = Confirmation of the start date »
=CIO Number » v | |« District for use with Intemet serv ¥ | |« Contact by &-mail? » v
Tenant Contractor Guarantor

= Agent Address line 1 » ~ | [« Commissicn on Contractor payr a | [« Gusrantor Code »

v

~
« Tenant Code sssocisted with G

« Guarantor Name »

« Guarantor Salutation »

« Guarantor Address Line 1 »

« Guarantor Address Line 2 »

« Guarantor Address Line 2 »

« Guarantor Address Line 4 »

« Guarantor Postoode »
« Guarantor

Number s ¥

Boiler chadk

Undo Field

Refresh Results |

=] [ra

[~ Change Join Type

=

ASK Value

andlor

Report Results

Dates (tab):

Report Or
| [ ¢ Lendscape
~
[] & Pormsit

—

1~ Tenancy User Definable Dal

| User Definable Dates

| Description

K|

[Period (Months)[Feriod (Days) | Mandatory [Warning Dags _|Dicer
[

1~ Property User Definable Dat

Dicseription

Boier check

Period (Manths]| Period (D ays]
36 1] v

Mandatory _|Warning Daps

Order
1

— To add or edit your User Definable Dates go to User Defaults ->Preferences -> Dates -> User Definable —

-
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Zoopla Portal Lead Import

CFPwinMan now includes the ability to import leads from Zoopla.

To access this function go to Miscellaneous -> Portal Lead Import.

<fp| Portal Lead Import

!

Fetieve Leads sincer [ 2905,/2017 1222317 LI Branch: [ quth west ;I Befresh Leads |
Incl Source D ate - MHame Address Postocode
o @ Zoopla 04/01/12 13:12 | Chiiz McBride 74 Tollard Cloze PODLE | BH12 44l Title  Mr
- u Rightrnowe (0401121212 |Mark Daruvalla 3 Station Hill TR15 2PP First Mame Chris ~
- B Rightmove [04/01/12 1212 |Hannah Stevens |33 Wobum Drive BE3 ZME Last Hame McBride
I (4. Zoopla  |02/01/12 15:50 | Graeme Bruce 73 North Side Foad, Herts | HRS 7GH UDECT O ey e
Date 2012-01-04T13:12:13
A Address 74 Tollard Close POOLE
Postcode BH12 4al
Country GB
Daytime Phone 07222222150
Humber
Comment wvery interested in this property and
any others of similar spec in the same
area.. look forward to hearing from
you to arrange viewing on this
narticular nronerty A8 snon As s
Applicant Dptions
% Create New £ Link ta Existing
Property Interest
(% Mome Specified ¢ Interest in Existing
[ | 2
Select 4l | | Status Filker: Source Filker:
Deseloct Al I IA” ;I IA” ;I Import Leads Dizregard Leads Cloze
Al
Zoopla

Leads from all your sources will appear in the list.

You can also use the Source Filter to view leads from only one portal.
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Works Orders: All MO Branches available in Contact for Access

Works Orders have been updated to allow

users to select

__When Agency is selected in Contact for Access all
Multi Office branches are available for selection.

any branches contact details.

ﬂ Works Orders

Job Number |4u

Contractor I I

Property IP'II][I? |10Edward51reet |

IDep‘thrd

ILundun

— Contact for Access

I Fitter WiOrders

(B8 o =
Send Options
M =Mz
[~ E-Mail
|+ Post

Print |
Preview |

All

......

~ Tenancy

Billing
’7| CFP Letting Agents, South West

" Tenant

CFP Letting Agents, East Anglial

{* Agency

CFP Letting Agents, London
CFP Letting Agents, South East

Details | mage]
CFP Letting Agents, South West

[~ Share this worksheet online

CFP Letting Agents, Midlands

|-
>
CFP Letting Agents, North East

CFP Letting Agents, Wales & North West

CFP Letting Agents, Scotland
Our Esfimate | .00

Written

Description OF Work | Public Description |

Date Reported I 22082017 :I
Pref Start Date | DDMBMA : I
Date Completed I DOMMA™ Y :I

E-mail:

Contact for Access:

JOB SHEET Job Number: 40

Re: Property: P1007

\10 Edward Street Deptford London SE8 5HA

Billing Name: CFP Letting Agents, South West

Date Reported: 22/06/2017 Preferred Start Date: N/A
Estimate Required: No Go Ahead? No
Our Estimate: £0.00 Rating: URGENT

CFP Letting Agents, East Anglia

Tel: 01209 314371 Fax: 01209 314368

—— The details are then reflected on the Works Order. —

Branch Settings x

v Include Saouth wWest
[ Include South West record poal

Include Records from Selected
| Midlands

[ South East |

These options are irrespective of what branches
are currently selected in the users’ Branch Settings.
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Auto Banking and Internet Payment Types listed on Contractor Remittance

Payment types Autobanking and Internet are now listed on your Contractor Remittance when selected. —

] . THE
. FROFERTY
N SOrTWARE

psoftware | i

Praspe | soze, Sacdiew Industiial Do e
Rar-ath, Carmwal, UK TR1T CAS

rOINE 3145T]
foUl2og 113568
wwrenefp-saftuarecouk

Mr P Roberts Code: C1001

Peter The Plumber Date: 20/06/2017 -

99 Halse Road Reference: AutoBank FPREOFPERTY
Haslemere ? O TWARE
Surrey ROUP

GU17 9DJ Erzar

Irfuistiial o te
R15 55

REMITTANCE AND PAYMENT ADVICE
AS AT 20/06/2017

C1001
Contractor Inform; - Date: 20/06/2017
99 Halse Road Reference: Internet ¢—-:
Name [Mr P Fobe Haslemere
Salutation IPete SUHE‘}I"
Compary |Peter The GU179DJ
Address |99 Halze H
[Haslemere REMITTANCE AND PAYMENT ADVICE
[Surrey AS AT 20/06/2017
Pogtcode |GIU17 900
Payment Terms [dapsz] |3|j
Account Manager ;I
r Deductions
Commizgion Percentage I 0 %[ Make deductions from gross contractor expenses B
Dezcription Amount WaT  Fee Categomy
Deduction One I o ﬂ
Deduction Two I I o I ﬂ
Dreduction Three I I o I ;I

Bank Detail: |Leﬂer5| SI'.'ISfEmaiII Links I User Definable Datesl Elranchesl

Bank Mame |Barclays

Contact I Sort Code W

Address |1 Mew Street AccourtMNo. [12347883
Oldtawn Account Mame  |Pete The Plumber
|S urrey Reference |EFF' Lettings
I BDCMumber [S6778

Posteode [GUAT1ER
Fayment Type m Staterment Remark Type IPaid direct inko pour account asﬂ e | N
A

You can select your preferred Payment Type on the Contractor Information form.
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Fast Track Receipts Default Bank Account for Unallocated

The Fast Track Receipts screen will now pre-populate the default Account for unallocated money.

Eile [nformation Reporting  Postings  Miscellaneous  Defaults  Window ﬂelp|

ABLDE -
‘ Landlords

’h\ Properties

Users can access Fast Track Receipts via the

icon on the main CFPwinMan menu bar.

A 4
ﬂ FastTrak Receipts - includes invoices not raised up to today
Code Categom |Name Outstanding = [Account Enown A: | Rec Unallocated| Use Received| Address
Y1002 ™ Mizz T Hide £1.200.00| CFF Client Account | T g0.00 O £0.00(10 Edward Street. Deptford, Le
b |TI0N2 INS - £900.00|CFP Client Account | OJ £0.00/ OO £0.00 0ld Forge, Rakers Ridge, Hors
Receipt type Date Reference e. Alvechuroh, |
| Avtobanking  »|  [200082017  [¥|  [Auto Auto Allocation [~
| Invoice Date |tem |Account Known As [Invoice # |Description | Outstand| VAT| Received| Rec'd VAT|IN | Unall.|  |d, Bilingford, D
P [01/10/2016 CFP Client Account Rent - 01/10/20186 £0.00(J £0.00[C |et, Mayfarr, Lon

MNotRaized Rent - 2 £0.00 £0.00 £0.00 H £0.00 , Chelzea, Lonc

ioad, Morth Eal

III:I |I| &, 5t Teath, Bo
I arket Street

Unall LL C/F Unall Agency C/F -

geney h Fle, Arcti

NEW LL unall NEW Agency unall venue, Bedford

der, Meqga City,

ok | Description | Ur-Allocated) Description | Un-dllocated|
Cancel | Account |CFP Clignt Account | | Account |EFF' Client Account | |

This Account is now populated automatically.

It is the default account used for receipting.
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Locate Invoice Improvements

Users will notice improvements to the Locate Invoice function which is located in the Miscellaneous menu.

ﬂ Locate Invoice

Invoices between 21-kay-2016 and 20-Jun-2017
P | Code Marne Itern Diate | Description Invaice Mumber| Invaice Fef Amaunt| Pozted | Fully Receipted | Tyupe
i
L1004 bz | Stewart 16/02/2017 |Fees IMNWZ144 o 120000 v i Landlord
2001 Elf One /0242007 | Rent-01 /0242017 to 28/02/2007 FROO0) M i Tenancy
1005 b1 b Brymer 21/01/2017 | Rent £85000] M M Tenancy
L1004 bz | Stewart 13/01/2M7 |Fee invoice test 1 INY'2140 5 EEDOD Y M Landlord
1005 b1 b Brymer 01/01/207 4 000 Y A Tenancy
T1018 M D Gleehitz 01/0 /2007 | Rent - 01./01/2017 to 31/01/2017. FBO000] M i Tenancy
2001 Elf One /02007 | Rent - 01/01/2017 to 31012007 2 gROOD] v 1S Tenancy
2001 Elf One 25/12/201E | Deposit Held 2 gROOD] v 1S Tenancy
L2001 Santa Claus 13/12/201E |Management Fees [P2001] - Cale. at 103 [INW2133 £R000 Y A Landlord
2001 Elf One 1341242018 | Administration Fees IMW2138 1 £12000] ¥ M Tenancy
2001 Elf One 13/12/201E | Referencing Fees IMW2138 1 48000 ¥ M Tenancy
T1018 M D Gleehitz 1/12/2008 | Rent - 01/12/2016 to 311 2/2016. IMNWZ2143 12 FBO0000 v 1S Tenancy
1001 bt P & bdrs J Harriz 01/11/201E | Rent - 011142016 to 30/11/2016. FEOOOO] M i Tenancy
Y1008 [ P wiells 01/11/201E | Rent - 011142016 to 30/11/2016. FEROOO] M i Tenancy
1008 k1 P el 011142018 | Service Charges from 01/11/2016 to 30411, £11500] M M Tenancy
T1012  [Mrd R Challenger 01/11/201E | Rent - 011142016 to 30/11/2016. FA0000] M i Tenancy
T1013 [ D Brent 01/11/201E | Rent - 011142016 to 30/11/2016. FEOOOO] M i Tenancy
1014 [ R il 01/11/201E | Rent - 011142016 to 30/11/2016. 700000 M i Tenancy
Y1017 [CFP Letting Agents 01/11/201E | Rent - 011142016 to 30/11/2016. FEOOOO] M i Tenancy
T1018 M D Gleehitz 01/11/201E | Rent - 011142016 to 30/11/2016. IMNW2147 1 FBO0000 v 1S Tenancy
1011 b1 B B Jeffrep 30/10/201E | Houzing Benefit - 30.10/2016 to 23/11/201 FEROOO] M i Tenancy
v1009  [MrBenn 261042018 | Rent - 261042016 to 25/11/2016. FEROOO] M i Tenancy
Y1007 [ T Jones 17/10/201E | Rent - 171042016 to 16/11/2016. FRAA00] M i Tenancy
T1002  [Miss T Hide 15/10/201E | Rent - 151042016 to 14/11/2016. FEOOOO] M i Tenancy
1002 Mizs T Hide 151042018 | Tenancy Extension Fee £60.00) M M Tenancy
Y1019 [ Ahmed 101042018 | Rent - 101042016 to 09/11/2016. 72000 M i Tenancy
Y100B  [hdr & Mz D HIl 05/10/201E | Rent - 081042016 to 04/11/2016. g7a0000 M M Tenancy
Date Range
From |2‘I A0B/2018 | - To |2D£DEJ2D1 7 | - Clear Filters Exit

As well as invoice items, Locate Invoice now lists:

e Additional fees

e Contractor commissions and Fixed deductions

e Lettings and Management fees

You will also find the list of items is now sortable — simply click on any column heading to do so.
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Standing Order: Transaction Date as Receipt Date
Standing Order module users will notice that Use Transaction Date
as Receipt Date is ticked by default when the form is accessed.
| 2| Standing Order Import B
b ain |Cu5tnm Assnciatiunsl Import History
Select a Bank Account: |1 CFP Client Account _I
Select a New Transaction File to Import: I _I Import File | ‘
| Date [ Amount | Details | Invoice [ el | |
Total Remaining on File  £0.00 Total Selected: £0.00 Number of Hidden ltems: o |
SelectN e slect | Search: {5 Details ¢ Invoice Usze Tranzaction Date as Receipt Date [
(¥ Show Visible ttems Only Default Receipt Date: I 2810672017 :l
{~ Show Hidden tems Only | - A Updste Receipts |
¢ Show Visible and Hidden tems Receipt Ref [—
Print List | LI ’7(3' Use Defautt CustDmIREﬂ3c51? Close |

When ticked receipt transactions recorded in CFPwinMan will use the date
contained in your standing order import file rather than the Default Receipt Date.
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TDS updated Information

The Dispute Service have changed their contact details. These have been amended in CFPwinMan SDB to:

The Dispute Service Limited
PO Box 1255

Hemel Hempstead

Herts HP1 9GN

Phone: 0300 037 1000

Email: mailto:deposits@tenancydepositscheme.com
Fax: 01442 253193

Web: http://www.tenancydepositscheme.com/

|
|
|
J—
|
|

| The Dispute Service

Dispute Service

Address The Dispute Service Limited, PO Box 1255, Hemel
Hempstead, Herts, HP1 SGN
Telephone [0300 037 1000 |
Fax [01442 253183 |
Email |depu3it3@ften ancydepositzcheme.com |
Web Address (URL) |www.tenancydepnsitscheme.cnm |
Notes This is the scheme that most ARLA and RICS companies
will use. It is open to other companies as well.
Receipt Letter | |

4P| Deposit protection schemes *
— Englatd i ales & Scotland
& English © Soolsh Both  Horherm lish ~ Iv Show Cash Balance on Bank Reconciliation
Set Search Preferences
gchgme Marme Eoulrjt;_;,l Edit | Preferred Email / SMS Defaults
apita righs ||
Deposit ta Landliord [ ] »7 Arrears Reporting Preferences
DPS - Insurance scheme Enalizh | |
MyD eposits English N -
The Deposit Protection Service Englizh * || EPC Preferences
B | The Dizpute Service Englizh i v
Deposit Protection Schemes
Defaults for New Landlords
[¥ Scheme active an new kenancy Dates Close
[~ Dizable deposit protection scheme
= Mo of days before tranzfer to custodial scheme iz required I_ ]
Save & Exit I Cloze

To locate the details go to:

User Defaults -> Preferences -> Deposit —
Protection Schemes and click the Edit
button against The Dispute Service.
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Applicants available in Custom Reports

Users of CFPwinMan are now able to report upon Applicant records. To access the functionality go to
Reporting -> General -> Custom -> Finished -> Create Reports.

. CFP Software Limited =]

Custom Report Generator

Defined Reports  Create Reports | User Deraunsl

Landlord Property Tenancy Filter Field Action ASK Value andlor
« Landlord Code » a | [« Property Code » o | [« Tenancy Code » -
« Landlord’s Name » (| | Fropery Address Line 1 » [ | Ten=ner Propeny cose a
« Landlord's Salutation = « Property Address Line 2 » « Look Property Code =

« Landlord's Address line 1 » « Property Address Line 3 » « Tenancy Name =

« Landlord's Address line 2 » « Property Address Line 4 » « Tenancy Salutation =

« Landlord's Address line 3 » « Property Address Line 5 » « Tenancy Address Line 1 »

« Landlord's Address line 4 » « Property Postcode » « Tenancy Address Line 2 »

« Landlord’s Postcode s « Property Status » « Tenancy Address Line 3 »

« Landlord’s Home Telephone Nu « Is Property Vacant? » « Tenancy Address Line 4 »

« Landlord’s Work Telephone Nur ™ | |« Availability Date » 7| |« Tenancy Postoode -

A

Tenant include Appiicants [~ Contractor Guarantor

« Tenant Code » « | [« Contractors Code » «| [« Guaranter Code » -
« Tenant Name = | | Conmactors Name » E « Tenant Code associsted with G

« Tenant Salutation » « Contractor's Salutation » = « Guarantor Name »

« Tenant Address Line 1 » « Contractor's Company Nsme » « Guarsntor Salutstion »

« Tenant Agdress Line 2 » « Contractor's Address Line 1 » « Guarantor Address Line 1 »

« Tenant Address Line 3 » « Contractor's Address Line 2 » « Guarantor Address Line 2 »

« Tenant Agdress Line 4 » « Contractor's Address Line 3 » « Guarantor Address Line 3 »

« Tenant Postcode » « Contractor's Address Line 4 » « Buarantor Address Line 4 »

« Tenant's Home Telephane Nurr « Contractor's Pestoode » « Guarsntor Postoode »

« Tenant's Work Telephone Numt ™ | |« Contractors Email Adgress » ™ | |« Guarantor Telephone Number s © [~ Change Join Type

Report Crientation
[ % Lsndscaps

[ Perit

[ View in 2asy to read format

Generate Report
Expartto Excel
Save Layout

To incorporate Applicant records in your reports select include Applicants.
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Exclude Transfers from Tenancy Consolidated Statements

Users now have the ability to exclude transfer entries from tenancy consolidated statements.

— The option is found under Tenancy -> Account -> Consolidate All (Excluding Transfers).

di CFP Accounts

Statement End Date I DOMMAYY :I

" Consolidate Al

r Apply instalment plans

[T Include Current Depostt Status

* Fonzoiidate Al (Excluding Tranzfersj

" Consolidate Service Charges (Group by Service Charges)
(" Consolidate Service Charges (Group by Schedule)

I~ Email

Print Report |

Preview Report |

Statement of Account for Mr P & Mrs J Harris

Statement prepared on 06/0ct/2017

Relating to Property: 12 Smith Street ChelseaLondon
Accounts details between 01/Sep/2016 and 06/0ct/2017

Date Reference
01/09/2016 1
0110/2016 1
03/10/2016 RE03489
15/10/2016 REO03510
01/11/2016 3
011272016 3
01/01/2017 4
01/02/2017 5
01/03/2017 6

Description

Brought Forward Balance
Rent - 01/09/2016 to 30/09/2016.
Rent - 01/10/2016 to 31/10/2016._
Amount Received

Amount Received

Rent - 01/11/2016 to 30/11/2016.
Rent - 01/12/2016 to 31/12/2016.
Rent - 01/01/2017 to 31/01/2017 .
Rent - 01/02/2017 to 28/02/2017.
Rent - 01/03/2017 to 31/03/2017 .

Debit

£600.00
£600.00

£0.00

£0.00
£600.00
£600.00
£600.00
£600.00
£600.00

Credit

£0.00
£0.00
£1.600.00
£5,400.00
£0.00
£0.00
£0.00
£0.00
£0.00

Full balance atend of period

Balance
£1,200.00
-£1,800.00
£2.400.00

-£600.00
£4.800.00
£4 20000
£3,600.00
£3,000.00
£2.400.00
£1,800.00
£1,800.00

Account Listing for tenancy Y1001 Mr P & Mrs J Harris
T penu
0M/0%2me|1 Rent - 01/09/2016 to 30/08/2016. £500.00 £1,800.00|MRNT {
MAzme|1 Rent - 01/10/2016 to 31M10/2016. £500.00 £2,400.00|MRNT |
03M10/2016 | RED3489 Rent Received (01/07/2016 to 31/07/2016.) £500.00 £1,200.00|RTRNT |
03M10/2016 | RED3489 Rent Received (01/08/2016 to 31/08/20186.) £500.00 £1,200.00|RTRNT |
03M10/2016 | RED3489 Rent Received (01/0%/2016 to 30/08/2016.) £500.00 -£500.00|RTRNT |
15M 02016 RED3S10 Rent in adwvance £5,400.00 £4 800.00 | RPUNA |
18102016 | RED3S T Rent Received (01/01/2017 to 31/01/2017 ) £500.00 £5,400.00|CTRNT |
1802016 | RED3S Rent Received (01/02/2017 to 28/02/2017.) £500.00 £5,000.00|CTRNT |
1802016 | RED3ST Rent Received (01102016 to 31M10/2016.) £500.00 £6,500.00|CTRNT |
1SM0/2016 | RED3S T Rent Received (01/M1/2016 to 30M1/2016.) £500.00 £7,.200.00|CTRNT |
18102016 | RED3S T Rent Received (01/12/2016 to 31M12/2016.) £500.00 £7,800.00|CTRNT |
1802016 | RED3S Transfer from Un-allocated £500.00 £7,200.00| CPUNA |
01M1/2016|3 Rent - 01/11/2016 to 30M1/2016. £600.00 £6,600.00(MRNT |
01M1/2016 | RED3S 1 Transfer from Un-allocated £500.00 £5,000.00| CPUNA |
MM22me|3 Rent - 01/12/2016 to 3111202018, £500.00 £5,400.00|MRNT |
MM220M6 | RED3ST Transfer from Un-allocated £500.00 £4,800.00| CPUNA |
01/01/2017 | 4 Rent - 01/01/2017 to 31/01/2017. £600.00 £4 200.00|MRNT |
01/01/2017 | RED3S 1 Transfer from Un-allocated £500.00 £3,500.00| CPUNA |
/02217 |5 Rent - 01/02/2017 to 28/02/2017. £500.00 £3,000.00|MRNT |
0022017 | RED3ST Transfer from Un-allocated £500.00 £2,400.00| CPUNA |
| 0103201T|6 Rent - 01/03/2017 to 31/03/2017. £600.00 £1,800.00|MRNT |
—{% Tenancy statement — " temised arrears Report Fermat
Statement Start Date | 01/08/2015 |»| | " No Consolidation ™ Group by Date [V Post ’]— Show Zero Values? &' Normal

“Funds Transfer” entries relating to the CTRNT and CPUNA transactions are then not listed.
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Inspection Additions
New items have been added to the Tenancy screen Dates tab for inspections.
4b| Tenancy ¥1013 E=R E=R ==
N L,
Tenancy Information \\ Code [ri013 3 | London |
Date Added |11 2/2002 [+] Landiod
Status  [PRIVATE = | L1002 =l
Mame  |kr 0 Brent Property .
. IFIat 1, Station Road
Salutation |Mr Brent
Click To Select a Tenant e Receipt
T1025 Mr D Brent Home (07816 523260 - A = :
‘wiork |0121 889 3346 €posi ceoun
Bem Deposit Refunds Fefunds
Mobile 07798705359 Credit Motes
Mo, of Dccupants I'I Pazsword Ifinche_l,l Prirnany Ernail
¥ Active tenancy Meszage Al tenants |

Tenancy Details  Dates |Other Addresses | Utitties | Letters | SMS/Emai | Links | Depost Protection | Tenantg o

Inzpection Due

|I33£1 02006 [=] L|

Inspection Description |

Rent Review —E LI

Anrual Increaze —E LI Trigger dates
DSS Renew I—E LI Rent review
Break Clause [ 1= 1] Lease expires

Users will notice Inspection Booked, Time, and Time range is now available.—

= Time range

Inzpection Booked I :I

Additional Contacts

Waork Info
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Landlord Salutation available in Payment Email

The Landlord Salutation field is now available in the email that accompanies landlord statements.

Landlord Information

Code IL'I o1

To use Salutation go to: Defaults -> User Name [; T homas Vivian
Defaults -> Preferences -> Stationery and Salutatian [M; Yivian v

. Address [34 Station Hill
select Default Email / SMS Message Text. IFle dr;:n :

k| Preferences M’
General Stationery | Direct Debits | Standing Order Import Property Lease Details |
s ' o
’7 Usz\:re::-;w ':“Zi'er;:: i s _DocFomst | Defaut Emai ! SWS Wessage Text | et ematas defaut delvery type r
ﬁﬂ Default Messages v

Arrears Letter | Contractor Payment | Invoice  Landlord Payment | Match Resutts | Match Resutts (Single Pruperty]ll Receiptl F{ 4 | »

— Email — Merge Codes
E-mail Subject Line: Dirag and Drop to to add Merge
<oonames | Payment Authorisation Code to the end of the relevant
Subject or Bady:
E-mail Message Body: <Campaty Mamex

<coharer have autharized payrment of <Amaunt To Pays ta the account of <Landlord Salutation:.
<Compaty Tel Mo.>

<Uszer Namex

<Uzer Position:

|
|
|
I
|
<User Mobile> |
|
I
|
|

On the Landlord st ol
Payment tab you

<User DDI>
will find Landlord M3 cmount To Pay
Salutation. To use SMS Message Body cLandord Name>
it drag the button ¢conames have authonzed pavment of ¢Amount To Pays to the account of <Landlord Mames . <Landlord S alutations
into Message Body. f

CFP Letting Agents, South West have authorised payment of £528.00 to the account of Mr Vivian.

If for any reason you are unable to open the attached file, please click on the link below for assistance.

http://www.supportguide.co.uk
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New Merge Codes for Property Utilities
New merge codes have been added for Contractors selected as Property Utilities.
| Property P1001 e =]
m Status
I~ Code |P1 [l Available Date [181272016 [=] | |MANAEED ~| London
Standrd | asees Forma | N 7 These are set on the
- Landlord <Changex
Al |125mllh5treal Appliance Tests |04/10/2019 . LI > T
o . 0 — |—_[TZ!:::MH" - Property -> Utilities tab.
[Condon (i i =17 MrP & Mrs Haris =
I Board Pickup =1 21
Postcods [Swa3 4EN Megotistor [Dan Roach  « MIMI ) )
Loass petals They can be inserted into
..... your documents by
Detaus| Imagesl Dascﬂptlnnsl |nvenmry| Fees | NDIEsl \nsurancel Le'nersl Ownership | Ut tles;l wDrks' MnmleAgeml Links | aanmgcuumq User Dgnnmg i
Utites opening the CFP Word
Elestic [CT071 [National Electic Ltd Electicily Meter Serial Number [ d .
Gas Supply Awallable v Electricity Supply Number Processor an gOIng to:
Gas [C1004 |Biitish Gas Lid [ Electiicity Prepayment Card . .
> MailMerge -> Insert Field.
water [C1012 Thames W/t
v | [Thames e Bas Meter Serial Number I
Counci [C7008 [Ealing Ceuneil GasMeter Foint Refererce: |
Genmee | I | [~ Gas Prepayment Card i
i Select a Data Field =]
Landlord Fields Property Fields Tenancy Fields Tenant Fields Gusrantor Fields
« CompanyMame » & | |« PINTGRACEPERIOD » & | |= DailyRentalCalculation » & | |« CompanyName » a | |« GCODE » -
« CopyVATReport » |:| « PWatNo = « DDBankDetailsValidated xl:‘ « DOBankDetsils\Validated x|:| « GTCODE » |:|
« DepositProtectionScheme « FOEFBAMKACC » « DDProcessDay » « DOProcessDay » « GNAME »
« DepositProtectionScheme « PDEFBANKSCORT = « DepositProtectionScheme « InMatching » « GSALU »
« LACADDT » « PDEFBANKACCNAME » « DepositProtectionScheme « MOAppBranch » « GADDT »
« LACADDZ » « PConElecCoMame » « DepositProtectionScheme « TADD1 » « GADDZ »
« LACADDS » « PConGasCoName » « DepositProtectionScheme « TADDZ » « 3ADDE »
« LACADDS » « PConWaterCoMame » |:| « DepositProtectionScheme « TADD3 » « GADDS »
aw LACE-MAIL « PConSewCoName » « DepositProtectionScheme « TADDS » « GPSTCD »
« LACNAME = 7| |« FCouncilName » 7| [« DepositProtectionScheme 7 | [« TADDED » 7| [« GTEL » 7
Contractor Fields Special Fields
« CACTMAME = & | |x SPDATE » -
« CACTNO » —i| [«5PREF» &
« CADDT = |ﬂ « SPNAME » |—|
« CADDZ » « SPADDT » Merge Code Tran:
« CADD3 » « SPADD2 » Single Click ltem to display Translation, Double Click item to Enter into Document as 8 merge
= CADD4 » « SPADD2 » field
« CBHADDT » « SPADDE »
« CBKADDZ » « SPPSTCD »
« CBHADDI » « SPTEL =
« CBHADDE » | |« SPTELZ = ¥
DocuSign Fields
Stop Codes
«DS_LL_MNAMESIG V& .
« DS_LL_NAMESIG_H=» [ | |
« DS_LL_NAMEBIGADD_V|=
« DS_LL_NAMESIGDATE | Default Value Add
« DS_LL MAMESIGADDDA | |
« DS_LL_lnits H»
« DS_T_MAMESIG_V »
« DS_T_MAMESIG_H »
« DS_T_MAMESIGADD_V Close
« DS_T_MAMESIGDATE_H ™

Under the Property Fields section you will now see:

e PConElecCoName Company name of Property Contractor for Electric

e PConGasCoName Company name of Property Contractor for Gas

e PConWaterCoName Company name of Property Contractor for Water

e PConSewCoName Company name of Property Contractor for Sewerage
e PCouncilName Council name for the Property
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Tenant Merge Codes at Tenancy level

New Tenancy merge codes have been introduced in CFPwinMan 4.7.0.6. These allow Tenant information to

be merged in documents that are produced at Tenancy level.

They can be inserted into your documents by opening the CFP Word Processor and going to:
MailMerge -> Insert Field.

dfr Select a Data Field

Landlord Fields

Property Fields

Tenancy Fields

Tenant Fields

Guarantor Fields

DocuSign Fields

« DS_LL_NAMESIG_V » .
«DS_LL_NAMESIG_H» [
« DS_LL_NAM ESIEADD_\-’l £ |
« DS_LL_NAMESIGDATE_|
& DS_LL_NAMESIGADDDA

« DS_LL_Inits_H »

« DS_T_MNAMESIG_V »

« DS_T_MAMESIG_H »

« D5_T_MNAMESIGADD_V »
« DS_T_MAMESIGDATE_H ™

« CompanyMame » » | |« PCODE = & | |« TYAIIEmailAddresses » & | |« CompanyMame » & | |& GCODE » -
« CopyVATReport » |—| « PADD = |_| « TYALLLANDLORDS » « DDBankDetsils\Validated xl—l « GTCODE » |—|
« DepositProtectionScheme—| [« FADDZ » —| |« TYALLLANDLORDSCONT « DDProcessDay » —| |« GHAME = =
« DepositProtectionScheme « PADD3 » a TYALLTEMANTS = « InMatching » « G5ALU »

« LACADDT = « PADDE & « TYALLTENANTSCONTAC « MOAppBranch » « GADDT »

« LACADDZ » « PADDS » « TYAllTenantshocbEmail » = TADDT = « GADDZ »

« LACADDE » « PRSTCD » « TYAllTenantsEmail » « TADDZ » « GADD2 »

« LACADDS » « PSTATUS » « TYALLTENANTSF'DSTT‘rl—l « TADD2 = « GADD4E »

« LACE-MAIL = x PVACANT = « TYALLTENANTSPOSTTY—| |« TADDS » « GPSTCD »

« LACNAME = 7| [x PAMAIL = 7| [« TYALLDEFS » ™| [« TADDED = 7| [« GTEL » 52
Contractor Fields Special Fields

« CACTMAME = = | |« SFDATE » -

« CACTHD » |;| « SPREF » |_|

« CADDT » T |« SPNAME = -

« CADDZ » « SPADD1 » Merge Code Translations

« CADD3 » « SPADD2 » Single Click ltem to display Translation, Double Click item to Enter into Document as a merge

& CADD4 » « SPADD2 » field

« CBHADDT » = SPADDS »

« CBKADDZ » « SPPSTCD »

« CBKADDZ » « SPTEL »

« CBHADDE » T | |« SPTELZ » 5

Stop Codes

Default Value

Under the Tenancy Fields section you will now see:

TYAIIEmailAddresses

TYALLLANDLORDS

TYALLLANDLORDSCONTACT

TYALLTENANTS

TYALLTENANTSCONTACT
TYAlITenantsMobEmail

TYAllITenantsEmail

TYALLTENANTSPOSTTY
TYALLTENANTSPOSTTYCONTACT

TYALLDEPS

All Email addresses associated with the Tenancy

All Landlords names and addresses

All Tenant names and Tenant addresses

All Tenants primary email addresses

All deposits received

All Landlords names, addresses, phone number and email

All Tenants mobile numbers and primary email address

All Tenants names and post tenancy or forwarding address

All Tenant names, addresses, emails, mobile and fax numbers

All Tenants names, post tenancy or forwarding address, email, mobile, fax
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