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What is CFPwinMan Standing Order Import?

CFPwinMan now has the ability to import CSV files issued by bank software. These files contain useful
information regarding standing order payments. CFPwinMan will then read this file and attempt to marry up
confirmed transactions with their relevant outstanding invoices.

Where these links cannot be created, CFPwinMan will provide a tool that gives the user the ability to
manually do so. Tenancies, Tenants and Landlords all have the ability to be included in this process.

Technical Information

e |tis essential that bank software is correctly installed on one or more of the machines and able to
create the Import file which CFPwinMan can then import

®  You must be running the following versions of CFPwinMan before you can use the standing order
import utility: CFPwinMan®*°v4.2.1 and above.
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Security Settings

A security setting has been introduced in order to include or exclude specific users from being able to carry

out standing order import tasks. To access the security settings select Defaults > User Defaults > Passwords.

In order to grant or prevent access to a specific user, double click the user from the

grid shown on the user management form:

Eid 115

Rales Users
Mame Active |« Mame Initials Password | Colour Ruole Position Email
P} |Accounts
Commercial Lets »| [l |AMY TRICKLEBANK | AT CFP Light yellow | Frant Desk Frant Desk | Amp@Co.com
Front Desk v Andy Gray APG CFP Blue Commercial Lets Commercial L[ AndyEiCip, com
IT 7] |CFP Software CFF e Ried i CFP CFP@&cip.com
Management v [an Foach Dk CFP Light red b anagement b aager D an@cfp. com
™ Edward ‘Willcox Elwf CFF Light green Frant Desk R eceptionist | ed@cfp.com
™ Helen W armer Hw! CFF Elack Front Desk, Fromt Desk. | helent@cip.com
|v] James Toogood JT CFP Blue I anagement Manager James@ckp. com
|v] Paul Best FE CFP Light red Accounts Accountant | paulEckp. com
|v] Peter white P CFP Tellow Accounts B ook Keeper| peter@cfp. com
4 »
Add New FRole | | Filter users by selected rolefz) [v Hide inactive uzars Add Mew User
bk aintain diary groups | Fulti Office Settings | Cloze |
B M |
) Name |Edward ‘wilcox W Active
The security tab must then be selected.
Fole | ﬂ
The user can then locate the Detasils ~ Security ] Diairy ]
‘ H ’
Menu Post. Standing Order Import
g P Prasets Tag Al | Un Tag Al |
option from the list of security settings.
Accounts | Mo Accounts |
This section controls whether the user can Adrin | Mo Admin |
have access to the ‘Standing order import ReadOny | NotReadOrly |
es s .
utility’ accessed from the postings menu. Security settings e [Description Categoy [T <
Simply tick it to grant access or deselect it Menu Post. Bank Reconcile  |Accaunts
tenu Post. Direct Debit Processing| Accounts
to prevent access. » | F tenu Post. Standing Order Import | Accounts
tenu Post. Print Pay-in Slip Accounts
. . tenu Post. Batch modification Accounts
The setting will be deselected for all Mer Post Credit Note Fpw—
users by default. tenu Post. Multiple Invoicing Accounts
tenu Post. Modify Fee Eamers Accounts
. tMenu Post. Amend T ax Cateqgories |Accounts
Once the selection has been made, select Menu Mizc. Print BOBS Accounts
‘ - tenu Mizc. Tenant Amears Adrmin
the ‘Save & exit’ button to make the tenu Mizc. Tenancy Arears Admin -
changes permanent for the specified user. F1—bdonsbdize Bctal L aac Lot i,
Save & Exit Cloze
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User Defaults
The first step to setting up standing order is to configure the user default settings.
These can be accessed via User Defaults / Preferences / Standing Order Import.
Default Import Path

File Import
Detault Impatt Path

CWAINMANZ25GLY

Match Maode

(" Record Reference Included In File Description

General ] Stationery l Cirect Debits  Standing Order Import l Property Lease Details l

This is where the user
specifies a default location
for obtaining the CSV file

A
<

{* Filz Descrigtion Included in Record ReferenceA

provided by the bank
software.

NOTE: A different Import
location can be chosen at
the time of the import.

Match Mode

This section relates to the
strategy of how the system
interprets Import files that
the bank supply.

We strongly recommend that all users who are setting up standing order for the first time
ensure the Record Reference included in File Description is checked for the Match Mode setting.

Rd PrEfErENCES

General ] Stationery ] Direct Debits l Standing Crder Impart ] Property Leaze Details l

Startup Options
| Dizplay ToDao List Automatically
[v ToDo default to all users

Days after today on ToDao
BranchiDept/Fee Earners

[ Hide BranchiDept'Fee Earners

Motice Period
Prior Motice for one vear leazse days

Defautt Lilties

Electric: Cortractar
Gas Cortractar 1001
Wyater Contractor

Sewverage Cortractor [C10035 -

EEEEE

Cauncil 1003

s s
= =]
= =
=Y k3

Motes on Information Screen
W Show by default

Tenancy Top-Up Scheme
[ Activate
Avtomatically Allocate Top-Lp

Diata Export POF Dizplay

" Mo Export Auta Tick " Acrobat

(% CFPcommercial  Tof Export

AP r {* CFP Internal

[ Live Import

| | Tenant
Referencing

Mizcellaneous

B v AT on all invoice tems

[ Colculate rerts by defautt |» AT on expense tems

v Always use invoice no. [ Default to Pro Forma
[ Manual Amount for Agency Fee

[v Show Unallocated Money on Invoices

[w wuizrn if contractor invoice already uzed

[ Auto calc AT For unknown contractor

L=

LR RS

| ™

v Allocste Iny Mum on updste DSE
[v Conzolidate composite service charges
Tenancy/Tenant Clearance Period (in days) [ie
De=scription Clearance - 1
Standing Order <4+t
Direct Debit 3 v
Internet 0
Credit Card 0 -

FTR Mamefiddress Display
| Display address before Name

Clearance Period

The tenancy/tenant standing
order clearance period can be
altered in User Defaults /
Preferences.

As with any payment method
used with CFPwinMan, the
‘Clearance Days’ value
represents the amount of days
given after the receipt date
before enabling receipted
monies to be paid to the
relevant landlord.
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Choosing a standing order format

The user is able to specify a different standing order format for each bank that exists in the system. When
the standing orders are processed, CFPwinMan will need to be instructed which bank is to be used in order
for it to establish which format is in use.

Bank Information . D1 -

Branch &ddress |1 2 Station Road

Bark [Natwest =] FReeduih The Default Settings
Branch |Rednth ~] [Camwal ~ tabonthe Bank
SortCode (602117 = | — Information form
Account Mo 01928374 v Global Account TR151ED | | ContainS a Standing
By kM General Client Account Teleph
ccount Name | elephore | __ Order Import Format
Known A |Client.-’-‘«ccount [Inchuding Ground Rents] Fax |
. _ drop down box.
Reference |Cllent.-’-‘«ccount Email | —

BDC Number |10032

Links  Default Settings ]Elank Interest l It is here that the
Mest Cheque Reference fioosa7 Bank Reconciliation Defaults relevant format must
Enforce Period End Date -
MNext Pay In Batch Mo 100063  Change Batch be chosen for the
MHext Period End Date DO A A | =
Standing Order Import Format |NatWeslBankI|ne _} - Speciﬁed bank.
Period Frequency |Yearly J
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i Stationery | Direct Debits Standing Orcer knport I Property Lease Details
p Options Data Export ——————— rLandlord Statements
™ Display ToDo List Automaticaly € Mo Export Auto Tick [V Display works orders on paymert
¥ ToDo detautt to all users @ CFPcommercial for Export & CFP rternal [~ Separate Invoice
Days after today on ToDo © BPM I Export Any [V UseInvoice Up To Date
I Live Import ¥ Align 'Inv. Up to Date' to 'Trans. Up to Date'

Preferred Receipt Types
When a new tenancy or applicant
is created in CFPwinMan there is
now an ability to specify a Default
Receipt Type for them.

In User Defaults > Preferences
under the General tab the user
will find a box button labelled
Default Receipt & Payment Types

~BranchiDept/Fee Earners

[~ Hide BranchiDept'Fee Earners

(I

Tenart
Referencing

r~Motice Period

Prior Motice for one yesr lease days

rDefault Ltiities

¥ Show Account Knowen &5 on Statements
[ Promgt hefore recalculating multi acc form
[ Print/Email linked contractor invoices

rMiscelaneous
[T Gross Overseas Tax

¥ Always use invoice no.
[~ Manual Amount for Agency Fee
[¥ =how Unallocsted Money on Invoices

¥ AT on all invoice tems
[~ Calculste rents by default v AT on expense items
™ Defauttto Pro Forma

Shartfall Allocation
¥ auto-slocate

Mumber of Statements

Allacation Order
* Fess " Expenzes

Standing Order

Default multi-andlord payment type

Default notes type for Landlord Paymernts:

- INone

=

Blecttic: Cantractor c1002 _I [¥ warn it contractor invoice already used
Gas Contractor ic1001 _I [ Auto cale WAT For unknown contractor
wister Corractor Clo04 _I [V Sllacate I Mum on update
¥ Consolidate composte service charges
Sewverage Contractor |[C1005 _I
Council c1003 _I  Tenancy/Tenant Clearance Period (in days)
Description Clearance
Atobanking 0
Motes on Information Screen Cheque il
|—'7 Show by defaul | g‘dmg Order E

W Show Cash Balance on Bank Reconciliation

i Set Search Preferences |

- Tenancy Top-Up Scheme

[T Activate

r Atomatically Alocate Top-Up
wihien Paying Landlord

] Tenancy Top-Up Default % Fee
efault Fes Description

Fee Cat | agministration e

~FTR N; cdress Display
r Display address before Name
Advance notice period I days

Email f SMS Defaufts |

Arrears Repor

rting Preferences |

~HRL

F 2pply MRL Regulations:
NRL Registration numkber
[ss85as52

Showr EPC Preferences |

Deposit Protection Schemes |

Deladlt Hecelpl & Fayme

— Default Receipt Types on Mew Recaords

Standing Order

Tenancy

Default Receipt & Payment Types

=

Applicant  |Cheque

— Default Payment Tepes on Mew Records

Tenancy I.-’-‘-.utul:uanking

Applicant I.-“-‘-.utcul:uanking

Contractor I.-'-‘-.utcnhanking

L L L

Cloze |

Selecting the above button presents the user with a form
which enables the pre-existing Default Receipt Types

for New records to be configured.

The user can then select Standing order as a payment

type for either Tenancies or Applicants (Tenants)
should this be required.

Note: This only affects New records added into CFPwinMan.

Pre-existing tenancies and tenants will not be
affected by any changes made on this form.

The ability to change Existing records can be carried out on
both the Tenancy, Landlord and Applicant/Tenant screens.

For tenancies the Tenancy
Details tab contains a box
labelled Receipt Type, this can
be used to specify Standing
order as the preferred receipt

type.

If Standing order is chosen
then any new invoices created
will be automatically ticked for
standing order.

The tenant form contains a
similar dropdown box.

Current Start Date
First Full Rent Due
Renewal Date
Moatice bo Cuit

Yacating D ate

Tenancy Details l Dates I Other Addressesl Meter Readings ] Letters ] SMIEmail ] Links ]

GET ]Paymems l Bank Details ]

Feceipt Type | Standing Order

Tenancy Start D ate ’W‘T
[eri7zm08 =]
o8 [=]
[77zms =]
[faszm0s =]
—

Perindic Tenancy [

Calculate Rents v
Apportioned Rent [
¥ Print Receipt  Day of Month

Payment must be cash/bankers draft

Tenancy Agreement Hame

Build Mame tizs Tania Hide

Period b
Rent Per Month
Deposit Type Deposit Held

D aily Fent Calculation

Maonths |5
B00.00| Rent Perwe

Deposit Requested

Years |0
ek 13846

1.200.00

Deposit Protection Scheme

Reqistration Mo,

15th of each maonth

Initial [bvoice
Complete
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Raising Standing Order Invoices

For tenancies, tenants and landlords there is only one step required to ensure that an invoice can be
receipted using the standing order import method. The invoice itself needs to be flagged, indicating that
standing order is its expected or preferred receipt type. The box labelled S/O is used for this purpose.

enancy inroice

Lancliord L1008 Mrs | Stevvart Sl_end Dpptions
Property [P103z |28 Isis Road W Post
Tensncy |‘r’1 0m |Lord Melbury Update
Shared Invoice | Preview Invoice
irwoice Date [ 14082012 =] Trans Up To: 14082012 | Reference |12 fwoice humbkr [dba) W
Invoice Remark | Payyment must be by cleared funds prior to occupsation. j -
Pro Forma Remark | Payment must be by cleared funds prior to accupation. j

to add a new invoice item - go to the last row
[rate ltem Descrigtion Amourt WAT|Per |User |ProForma |Calc |Si2 | [
14/09/2012  |[Rent Rent - 15/01,/2009 to 1402/2003 £78000( £000(M - S:|CFP | | 1
p| 14092012 [DeposiHeld  |Deposit Held Monies raoooo|  e0.00|s - silcFP O O I
* O Odl]
] »
Showy:

(e Al lnvoice kems (£1680000 (7 Service charge items (£0.00) (" Mon zervice charge items (£1680.00) v Conzolidste Service Charge tems

Re=et Columns

NOTE: This option will Not be available for selection until the user has specified that the relevant client has

Standing Order set as his default Receipt Type. The section entitled Preferred Receipt Types provides
guidance on how to set this up.

Once an invoice has been selected as standing order, it can be raised in the normal way, by selecting Update
on the invoice form.

If an invoice does not have S/O ticked when updated, it can still be receipted manually using the standing
order receipt type, but it will not be included for consideration when the import routine is carried out.

If an invoice is flagged in this way, it will still be available to receipt manually - using other receipt methods.
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S/0 Ref (Standing Order Reference)

Before a standing order agreement becomes established with the bank, a unique reference will need to be
created in order to associate imported transactions with the Tenancy, Tenant or Landlord. Without this
reference the system will be unable to automatically associate transactions with their intended clients.

When a batch of standing order transactions takes place at the bank, the agency then creates the import file
from their bank software containing a list of the processed transactions. Each standing order transaction
contained within the file will contain a standing order reference. The system uses this reference to identify
which (tenancy or tenant) invoice the money should be associated with.

Choosing a unique reference

We strongly recommend tenant codes are used as references within CFPwinMan, these references should
remain unique to the tenant and so no duplicate references should occur. Using the name of a tenant or a
property code (so MrTSmith or P1003) is not advisable, as more than one tenant with the same name or
PCode could exist in the system.

A number of banks are adopting a new method when it comes to these references, which means that the
references supplied in the import file could contain additional text alongside the standing order reference.
It is worth agencies adopting a strategy that can cope with this change, even if their bank has yet to
implement this new (Variable Reference) method.

Wildcard Method
The ability to use wildcards has been implemented into CFPwinMan in order to address Variable
References. We strongly recommend that users adopt this strategy, when setting up new standing orders.

For example: A tenancy S/O Reference of T1001 is created between the agency and tenant. Because the
bank has switched over to using variable reference id’s, the first transaction imported relating to this
tenancy is T1001 22082012.

If the system comes across a transaction description on the import file that doesn’t match the reference that
is stored for the tenancy (as outlined above), no automatic association will take place.

To rectify: When the reference is entered, a wildcard character can be added, this wildcard is the % symbol.

So the standing order reference can be stored on the above tenancy as %T1001%.

With the wildcard above in place, the system will be able to make an automatic association between the
transaction and the tenant, as long as the transaction contains the text T1001 - either before, in the middle
or at the end of the description.

Note: User Defaults / Preferences / Standing Order Import / Match Mode must be set to Record Reference
Included in File Description in order for the wildcard system to be effective.
See User defaults section of this user guide for help with this setting.
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Bracketing Method using the { symbol - to be used alongside wildcard

The wildcard method will address the variable reference id issue. In addition to this method we strongly
recommend the use of Bracketed standing order references using the bracing symbols { and }.

This prevents the chance of duplicate and incorrect matches from occurring within CFPwinMan.

For example: A tenant S/O Reference of T1001 is created by the agency. This is stored on the tenant
information form (with wildcards) as %T1001%. The transactions are imported from the bank, including the
above tenant transaction containing a description of T1001 sb2100, but also another transaction exists in
the import file that is intended for a separate tenant, containing a description of T10012 sb2102.

When the import takes place the system will look at the description field for each transaction in the import
file. With the wildcards in use, when the system encounters the descriptions T10012 sb2012 and T1001
sb2100 these both match the criteria specified against the T1001 tenant. This is because the text T1001
exists within both of these descriptions. Only the later of these transactions is intended to be matched to
the tenant, but the system is unaware of this fact, therefore both transactions would become linked.

Even more of a concern is that if the import file did not contain the T1001 sb2100 reference, then the other
T10012 sb2012 transaction could become linked to the T1001 tenant. Clearly this is also an incorrect match.

To rectify: When setting up references it is advisable to encompass the suggested reference with some form
of bracketing. This prevents the system from incorrectly matching and also discovering duplicate matches:

So in the above example the tenancy reference becomes %{T1001}%, this would only match with the
intended transaction that contains T1001 sb2100 as its description, T10012 sb2012 would not be matched.

Suggested Standing order Reference
So taking into account the Wildcard and Bracketing methods alongside the requirement for Unique
references, we suggest the standing order references are entered as follows.

Tenant Mr Smith (t1001) - Standing order reference = %{T1001}%
Tenant Mr White (t10012) - Standing order reference = %{T10012}%

Agreeing a reference with the Client
When it comes to supplying the tenant with a merged document outlining the proposed tenant code as a
standing order reference, it is important To The Manager : Bank

that the wildcards do not appear in the

A - Customer's Details

Suggested reference. Account Name AccountNumber: _
Tel Mo — Work ==TYTELWE 1= Tel Mo — Home =<TYTELHOME==

Please set up the following Standing Order and debit myfour account accordingly:

In light of this fact a typical standing order

B - Person/Organisation vou wish to pay

IMame of Person/Crganisation <= SPNAME>=
mandate letter template’ should look Bank and Branch Iame: National Westminster Bank
Something like this: Account Number: 86754551 Sort Code: 60 - 17-11

Eeference to be quoted (if {=<TCODE==}

Notice the inclusion of braces,  rrETT e ement
’ pay

Amount Details
Amount of normal payment . £=<TYRENT==
Amount of normal paymentin words | =<<TYRENTWORDS:==

but absence of wildcards (%)

NOTE: Square Brackets should not be When Paid
. Day or Date of payments =<TYRENTDAY == Frequency =<TYPERWORDS==>
used for this purpose, we °n|Y (2 Friday, 15t, 30th May) (2 g vreslely, movihly, vl

recommend the use of braces like this { }.
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Lhek To select a Tenant

T1041 Lord Melbury Home
“\ Wwiark,
.\\‘ Fax
Mobile

Mo, of I:Iccup.;hts 1

Password |

S

|
07945 G37545

Prirmary E -k ail

S Mezzage
Tenancy Details l Diates l Cther ;ﬂ\abld\resses l |tilities l Letters l SMSEmail ] Link= l
'\‘\, Draily Rent
Tenancy Start Date  [17/09/2011 [+ \'\F'\erin:u:I M~ Morths (12
Current Stark D ate |1 40942011 |v H;a\r"rtf'er Muanth 700,00 Rent Perweek
Firzt Full Rent Diue |1 F/09/2M 2 |v DEDDS:i\t'{_EIDE! |Dep|:|$i|: Held ﬂ Depozit Requested
Rerewal Date |1 740942012 | | Periodic Téﬁanu:_l,l r Deposit Protection ©
Motice to Qi [16/07/2012 |+ Calculate Hent\é\<\' v
Yacating Date | |+ Apportioned Rent \ARA
tain | Paymentz  Bank Details l '\'\,\
Sort Code 199-93-99 Get Tenart Ear;iQDetails
Account Mo 8333385 ‘ N
Account Mame |Lord Melbury \\.\
Fieference 123 4
BDC Mumber HE S/0 Ref Z{T1041}%

Requiremerts  Fieferences lReceipts.fDemands l Leﬂers] ShSEmail l Links l Cther Addresses

Bank Details ]Employermccountam l Character Ref. l AgertLandiord ] Met of Kin l

Eark Mame ||
Contact

Address

Postcode

Telephone

Payment Type | Cheque
Sort Code

Account Mo.
Account M ame:

Once an agreement
takes place with the
client and agency,
the standing order
reference can then
be entered on the
relevant
information form.

Wildcards and
Braces SHOULD be
included here.

The Tenancy
information form
has a Bank Details
tab, the user can
enter the standing
order reference for
the specified
tenancy in the
provided S/O Ref
box (shown here)

The tenant information form also

has a Bank Details tab located under

the References Tab.

The S/O Ref box for tenants and
applicants is shown here.

Cheque Payee:
Aagreed Rert: 0 BOC Mumber:

Reference:

4—

Agreed Deposit: 0
540 Ret:

Address

The landlord S/O Ref box is

located under the Bank Details

tab. (shown here)

Postcode
Pagment Type | A tobanking
Statement Tvpe [ Marmal
Sort Code | 23.70.90
Account Mo, | 5a243871
Act. Name | pMr S Roberts
Reference | CFP Lettings
BDC Mumber | 33074
P 5/0 Ref

Retention £

Statement Remark Type | Paid direct into your accouw

Ireeoice Remark Type | Payment rmust be cash/bar

Paprnent Day [1-31]

Statement Mo

Overseasz [
Registered with Landlords OrLine
Current Balance [
Iplnad Staterments W
Earnings Basis [

Enquiry Source| Recommendation

Contractors | Tax | SmsEmail | Links |

1]
25
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Existing Standing Order Invoices

When enabling standing order import for the first time, it may be that some clients already have Standing
Order as their preferred receipt type. If this is the case then all outstanding invoices under these landlords,
tenancies and tenants will be flagged for inclusion in the import routine.

In order for CFPwinMan to associate imported transactions with these existing invoices, the Standing order
reference issued to the bank by the client (when the agreement was initially setup) will need to be entered
against the relevant clients information form, together with any required wildcards. The chapter before this
section of the user guide entitled S/O Ref (Standing Order Reference) will provide guidance on how and
where to implement these references (and wildcards).

Receipt screen
Once a standing order invoice has been raised it will become available on the Landlord, Tenancy or Tenant
receipt screen. Upon entering the receipt screen the invoice will not be shown automatically.

In order to show the invoice the user must select the Include S/O Invoices tick box.
This will show all outstanding invoices, irrespective of the intended receipt type.

< Tenancy Receipt = L&)
Landiord  |L1005 [Mrs | Stewart Best Fit Slfnd Otions
Property |F‘1 032 |29 Izis Road Rezet Columnz [ Post
Tenancy  |v1091 |Lord Meloury [~ Cash &di.
Tenant | |

Receipt Date | 140322012 *  Type |Standing Order | Total Outstanding 168000

Select an account to receive the money into
Bank Accourt | Residertial Rert Accourt ﬂ Batch: 100087

Receipt Branch | Residentisl _L| Receipt Ref. [1631 Amount Received 0.0a Amount Allocated 0.0a
Branch Cd. | HO j Dept | Rentalz Departme j Fee Earner | Ed Willcox | Remainder to Az=ign o.oo

Close

v
Include S0 Invoices i~
Apply Instalment Plans v Auto Allocstion v
To Fost Receipts Put The Amount in the Received Column
Date S0 |Ref ftetm Dezcription Armount [V AT OutStand (VAT Received |WAT Inc [Per
p|14m952012 | * 1673 Rent Rent - 150152009 to 1402 £750.00 £0.00| £750.00 £0.00 £0.00 £00o0| [
144M09/2012 1673 Deposit Held Deposit Held Monies £900.00 £0.00( £900.00 £0.00 £0.00 oo ||s
KN I— i
Shiora:
* &l Invoice tems (£1650.00) " Service Charge tems (£0.00)
7 Mon-Service Charge ftems (£1680.00) v Consolidate Service Charge tems
Receipt Unallocated Money - tems not yet invoiced.
Monies for landlord - Description |Unallucated Money Amount 0.00
Agency fee or Dep held - Description |Una||0cated Money Amount 0.00

The standing order invoices will then be marked with a “*’ symbol as shown above.

These standing order invoices can now be receipted manually if so desired. If left un-receipted they will
become included for consideration when the next standing order import routine is run. If a reference is
included on the clients information form, the system will attempt to automatically assign any imported
transactions to the outstanding invoice.
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Importing the Standing Orders
Once standing order import invoices have been raised and the bank software has produced a file to be
imported, the Standing Order Import utility can be loaded to process the import file.

Under the Postings menu Standing Order Import can be selected to run the utility.

Importing the CSV file

In order for the utility to carry out its job, the CSV file created by the bank software will need to be
imported. To carry out this task the user must first choose the Bank Account which the standing order
payments are intended for.

ain ]Custom Associations l Impont History l
1) Select the Bank Account: 2 Select the Transaction File to Import:
| v [
A
C:iMinhan32SCLMION02 _CSY_ 1875441 431 _ 2009061 2 .csv - Client Account (Including Ground Rents)
Date | Amount Dretail= Invoice Incl
B | 12062009 | £2 64500 |BARCLAYCARD BUSIMESS Mot Allocated - T Hide
12ME2009 £600.00  |MISE DYRMOKE Met Allocsted - Hide
12ME2009 £700.00 WP PURREMT Mot Allocsted - Hide
12652009 £350.00  |MFR LEE Mot Allocated - I_ Hicle:
12062009 £550.00 |35 GLASCLOSE Mot Allocsted hd |l Hide
Total Remaining on File  £5305.00 Total Selected: £0.00 Humber ¢f Hidden kems: o
SElEl L peselectial | Search: * Detailz © Invaoice Usze Transaction Date as Receipt Date I
& Show Yisible tems Only Default Receipt Date: | 440092012 -
" Show Hidden ttems Only | - |
(" Show visible and Hidden ttems — Receipt Ref — |
I i
Prirt List g— {7 Custom Cloze
Select Location of Transaction Import File 7 The browse button |Ocated at the top I’Ight
Leok in: | () ewport - o« ®m et E- of the form can then be selected to bring
[FloorPlan up the locate box. The Default Import Path
- ) IPEG .p .
MyFecent | jtrueCorporatelmags specified earlier in user defaults should be
P (Qvwtuairous the current location given, however the
s L MINN0Z_CSY 1875441431 20000612, csv. g ’
o .
Doktop < user can navigate to other folders should
“_‘] the file reside elsewhere. Once the user
MpMetwark  File name: MIDOD2_CSv_1875441431_2008061 2.0 7 | pen | has located the file the Open button can be
Places L. X .
Filesofype:  |CSV File [-C5V) -l cacel | selected to load it into the import utility.

The user can then select the Import File button located in the top right corner of the Standing order Import
form to load the contents of the file into the utility.

At this stage a Log file is created detailing transactions of the standing order receipt type, and any automatic

linkages that have occurred. An opportunity to view this log file is provided as well as the location in which it
resides.
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Having imported the CSV file, the file itself is then moved to the SQL\Standing Order\Processed Files folder
on the server to prevent it from being re-imported. This file can be located at the above location for a
re-import if required.

It may be that the CSV file itself contains completed transactions that used a receipt method other than
standing order. If the CSV file does supply this information, these transactions will be ignored and only the
standing order receipts will be imported in to the utility.

B8 Standing Order Impo et

I ain lCusmm Aszocistions l Import History l

13 Select the Bank Account: 2 Select the Transaction File to Import:

i S | I

CHMNMan3ZSELMI0002_CSY 1875441431 2009061 2 csv - Client Account (Including Ground Rent=)
Date | Amount Details Invoice Incl
B | 12062009 | £2 64500 |BARCLAYCARD  BUSINESS Mot Allocated ~| [T | Hide
12M06/2009 | £600.00  [MISS DYMOKE Mot Allocated | T | Hie
12006/2009 | £70000  |MP PURRENT Mot Allocated ~| T | Hige
12062009 £530.00  |MR: LEE Mot Allocated -~ Hicle:
1206/2009 | £55000 |55 GLASCLOSE A Mot Allocated =i [T | Hide
Total Remaining on File  £5905.00 Total Selected: [£0.00 Humber of Hidden kems: o
Select All Deselect Al
== 2= | Search: ™ Detailk © Invoice Use Transaction Date as Receipt Date -
* Showe Wisibls tems Only Default Receipt Date: | 44/09/2012 -
" Showy Hidden ttems Only | - |
(™ Shaw Visible and Hidden tems — Receipt Ref —
Prit List [ g | | Custom Close |

Once imported, the standing order transactions will appear in the main grid (shown above).
If another CSV file is imported at this stage, the list will be replaced rather than appended.

Totals

The total box displayed in the bottom left corner shows a Total Remaining on file value which reflects the
grand total of remaining monies yet to be assigned. The Total Selected box keeps a running total of items
which have a tick in the incl box (more on this later).

Search

If a list of considerable size is shown then search methods can be used to locate the desired transactions.
Each column shown in this grid can be sorted on by clicking on the column heading. In addition to this, the
Details and Invoice can be searched for by using the search utility.

e Select search type
e Add search Text
e (lick find

Search: Details Invoice

Find

The user can then find the next transaction in the list that matches the search parameters by using the Find
Next button. This can be repeated until the relevant transaction is found.

Once the user has located the relevant transaction the ability to drill down into the Landlord, Tenancy or
Tenant is available by double clicking an item.
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Hiding Items
In order to filter out items that are not required, a facility to hide transactions has been implemented.

Bid Standing Order Import b

ain ]Custom Associations l Import History l

1) Select the Bank Account: 2 Select the Transaction File to Import:

C:iMinhan32SCLMION02 _CSY_ 1875441 431 _ 2009061 2 .csv - Client Account (Including Ground Rents)
Date | Amount Dietails Invoice Incl
B | 12062009 | £254500 |[BARCLANCARD  BUSIMNESS Mot Allocated ~| [T | Hide
1206/2009 | £600.00  [MISS DYMOKE Mot Allocated ~| 7 | Hie
1206/2009 | £700.00 (WP PURRENT Mot Allocated ~| T | Hie
12652009 £350.00  |MFR LEE Mot Allocated ~| Hicle:
1206/2009 | £550.00 |35 GLASCLOSE Mot Allocated hd [T | Hide
- . . A
Total Remaining on File  £5305.00 Total Selected: £0.00 Humber of Hidden kems: o
SElEl L peselectial | Search: * Detailz © Invaoice Usze Transaction Date as Receipt Date I
% Show Visible tems Cnly Default Receipt Date:  [14082012 ||
" Show Hidden ttems Only | |
(" Show visible and Hidden ttems — Receipt Ref
Print List Eirv " Custom Close |

The user can select the Hide button alongside any transactions they wish to remove, enabling the ability to
de-clutter information on this form for ease of reading. Once hidden, the user can view all hidden items by
selecting the Show Hidden Items Only selection box in the bottom left corner of the form.

B3 Standing Order Import e

ain ]Custom Associations l Import History l

1) Select the Bank Account: 2 Select the Transaction File to Import:

C:iMinhan32SCLMION02 _CSY_ 1875441 431 _ 2009061 2 .csv - Client Account (Including Ground Rents)
Date | Amount Dietails Invoice Incl
B | 12062009 | £254500 |BARCLAYCARD  BUSINESS Mot Allocated ~| [ | Show
12006/2009 | £600.00 |55 DY MOHE Mot Allocated ~| 7 | Show
12006/2009 | £700.00 F PURREMNT Mot Allocated ~| T | show
12652009 £5350.00 F: LEE Mot Allocated »| T | Show
1206/2009 | £550.00 = GLASCLOSE Mot Allocated | T | Show
Total Remaining on File  £g905.00 Total Selected: £0.00 Humber of Hidden kems: 5
A
Select Al Deselpct Al
== 2= | Search: * Detailz © Invaoice Usze Transaction Date as Receipt Date I
- Sho Default Receipt Date: | 440092012 -
(* Show Hidde [ - |
(" Show visible and Hidden ttems — Receipt Ref |
Eirw i
Prirt List Custom Close

The previously hidden transactions will then appear. At this stage the user can select the Show button for
transactions they wish to bring back to the main form. The user can return to the main view that shows
visible items be selecting Show Visible Items only option.

To view both Visible and Hidden items, the option Show visible and hidden items is available for selection.

A running total of how many items are hidden is given in the bottom right corner.
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Automatic Linkage of Received Amounts to Invoices.

As soon as the Import File button is pressed the utility will search through CFPwinMan’s records and

attempt to find any Landlords, Tenancies or Tenants whose S/O Reference details match that of the

Reference of the transaction (Details column). Three possible scenarios can then occur that affect the way

in which the utility then links a transaction to a client.

Scenario No. | Scenario Action Taken
Scenario 1 If the utility is unable to locate any clients whose reference | None
details match that of the transaction
Scenario 2 If the utility is able to find two or more clients whose None
reference details match that of the transaction
Scenario 3 If it is able to locate one such client whose reference details | The transaction will become

match

T linked to this client.

I
If the utility is able to link a client to a transaction (as shown in scenario 3 above), then a further search takes

place on the client to see if the transaction amount matches any outstanding standing order invoices.

Scenario No.

Scenario

Action Taken

Scenario 1 No (outstanding) standing order invoices exist | No further action taken

Scenario 2 Standing order invoices do exist but none of No further action taken
them match the received amount and the grand
total of these invoices doesn’t match the
received amount either

Scenario 3 Standing order invoices do exist and at least No further action taken.
two have an amount that matches the received | (as it is unsure as to which invoice to allocate
amount the funds to)

Scenario 4 Total of all standing order invoices for the client | Each of these invoices will become
matches the received amount allocated to the transaction.

Scenario 5 Only one standing order invoice exists whose Transaction will become allocated against
value matches that of the received amount this invoice.

Scenario 6 Standing order invoices do exist and some of The transaction will become linked to the

these when combined equate to the total of the
received amount, ALSO, another SINGLE
standing order invoice is discovered that
matches the total of the received amount.

whole invoice whose full amount matches
exactly that of the received amount. (Single
invoices will take precedence over multiple
invoices that can add up to the same
amount)

It is clear to see from the above scenarios that the utility will never assume which invoice is to become

attached to a transaction. In these instances it becomes the users’ task to load up the allocation screen

where an opportunity becomes available to manually assign invoices and create relationships.

The utility can then be configured to remember these relationships when further imports take place.

NOTE: Despite any linkages with transactions that have occurred it is strongly recommended that the user

reviews these linkages to confirm that they are correct.
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Once the utility has attempted to link transactions, the invoice column on the grid reveals the results.
Black entries signify that a successful allocation of funds has been suggested; when this occurs a summary
shows which client was associated and the total of monies allocated.

17 Standing Order Import

b ain l Custom Associations | Import History

Select & Transaction File to lmport:

| 1
oz

Chdigiveave'Lioyds REAL csv
Date | Amount Detailz Invoice Incl
11052008 | £2050.00 |Tiger Woods Tenancy: Y1010 (Tiger Woods) - Allocatect £2050.00 of £2050.00 [Property: - [ Hicle
Al 1105:2009 | £205000 |CIiff Richard Tenancy: Y1011 (Mr Cliff Richard) - Allocsted £0.00 of £E906 56 [Property: 1 r Hidle:
12005/2009 | £600.00  |Bill Cddie 1B Mot Sllocated | T | Hice
P T e =3 ot Rt L Py — ]_ [ETH)

A red entry reflects the fact that the transaction was unable to be allocated. The entry shown here was able
to match a client, but unsuccessful in being able to match the received amount.

Manual Linkage of Received Amounts to Invoices.
The user can now drill into red entries on the grid whose monies have yet to be allocated.

This is carried out by clicking the drop down arrow on the invoice column.

tain l Custom Associations | Import History
Select a Transaction File to Impart:
Chdigihwavellloyds REAL cav Once the
Date & | Amount Details Invoice v Incl
110552009 | £2050.00  |Tiger Woods Tenancy: Y1010 (Tiger Woods) - Allocatec: £2050.00 of £2050.00 [Property: - - || Hicle d ro p d own
| 11052009 | £2,05000 |Ciff Richard T T T e e T R Ty e
1200552009 £600.00 | Bill Dddie 1B arrow is
120052009 | £930.02  [Ronrie Corbet " Landlord @+ Tenancy " Temant 101 M Clift Richard ==
1200552009 £600.00  |Lionel Rich Tea —
12050008 | C580 02 |Peter Andre > 09[):??7200; “AZ'“_ o Desetiption 'ernSDLU"; ;;/-‘\STS I? j selected a
120572009 | 80000 |Property Solutions o memnne Ad’“!”!stratm = = - new window
120512009 | £E00.00 | Shopping Ml Ltd L Admf”fﬂrmm e —— -
13052009 | £354.00  |Mike Tyson ot Ad’"f”fﬂrm‘n T . -
130572009 | £354.00  |Sarta Claus it el : appears.
09/09/2008 | Administratio £55.00 £963 - =
4 3
<
<
Unall LL CiF 0.00 Unall Agency CF .00
NEWY LL unall 0.0 MEWY Agency unall .00
Desctiption Urrédllocated Description | Un-éllocated
o E v Auto-fssociate with Selected Tenancy Received Amount: £2050.00 oK
Total Remaining on File: £3163.04 Total Selected: £ = Eeliciet Nimoint: oo T [

In the example shown above the window is already populated with details. This is because the utility was
able to locate a unique client whose account details matched that of the transaction.

If a client has not been linked or

o

| Diate .|Hem |Descripﬁon | Amovrit | AT |Iru:||

Landiard Tenancy

the user wishes to override this

client suggestion, this is possible.

To achieve this, the user must choose a client type (Landlord, Tenancy or Tenant) by selecting the

corresponding button. The Browse button can then be selected to locate the desired client.
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Having linked the client to the transaction the user may wish to make this association a permanent one.

Standing Order Import

An option to automatically associate this client to any further transactions that bear the same reference is
available. With the intended client on screen the user can select the Auto-Associate with selected client tick
box to achieve this.

O Landlord  {+ Tenancy  ( Tenant |v1 a1 br Cliff Richard Once the desired
Date < [Hem Description Aot WAT IS - client has been
b | 09072006 |Administratio £55.00 £953 [__1| chosen the grid
D9M0E2005 | Administratio £55.00 £963 - will show a list of
0972008 | Administratio £55.00 £9.63 r Il tstandi
09/0E/2008 | Administratio £55.00 gag3 | [ all outstanding
09/09/2005 | Adrministratio £55.00 £963 [ .| standing order
1 3 invoices.
Unall LL CiF 0.00 Unall Agency CIF .00 The user can
MEM LL urall oo MEW &gency unall 0.00 then start to
Description | Un-tllocated Description | Un-tllocated allocate the
A 4 . .
received monies
[w Auto-fasociate with Selected Tenancy Received Amount: £2050.00 Ok )
M Selected Amount: £0.00 Cancel | to the list of
invoices.

By placing a tick in the Incl column alongside an invoice the user is specifying this invoice to be included as
part of the standing order transaction.

(" Lendlord ¢ Temancy — ©° Tenant |v1 011 Wt Cliff Richard |
Date  a [tem Description Amourt AT Il -
p | 110552009 |Rent Fernt £2 05000 £0.00 [
09062009 | Administration Fee £55.00 £9.63 [
09/M7/2009 | Administration Fee £55.00 £963 r Once the user
09082009 Adm!n!strat!nn Fee £55.00 £9.63 r has ticked the
0909,2009 | Administration Fee £55.00 £aR3 r
09A0/2009 |Administration Fee £55.00 £963 r j relevant
A S — et i — invoice(s) the
Unall LL ©JF 0.00 Uriall Agency CF 0.00 grand total of
MEWY LL unall 0.00 MEWY Agency unall 0.00 selected
Dezcription | Urisllocated Description | Un-#llocated invoices must
) ] [ match that of
v Auto-tzsociste with Selected Tenancy | Received Amount: £2050.00 <  —| .
M Selected Amount: £0.00 cancel | the received

amount.

The Selected Amount total will provide the user with a running total of selected invoices.
The Received Amount total reflects the monies that where received by standing order.

If the total of assigned invoices does not match that of the standing order transaction amount, the
remaining monies can be assigned to un-allocated for use on a later date.

The user can enter the remaining amount in either (or both) of the New LL unall or New Agency unall entry
boxes. A description can then be entered to reflect these postings on account listings.
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An option to aUtomatlca”y " Landlord (o Temancy  © Tenant |1,f1 011 Wi Cliff Richard
associate these particular
. . Date a |kem Description Amourit WAT Incl ﬂ
invoices to any further b [ 11052009 [Rert Rent £205000 | £000 E ¥
transactions that have the 090E/2009 [Administration Fee £55.00 £9 65 |

090772009 | Administration Fee £5:5.00 £9.63 r J
same amount (and reference) 09406/2009 | Acministration Fee £55.00 £9.63 [
is possible. 09.09,2009 Adm!n!strat!on Fee £55.00 £9.63 r

0911072009 | Administration Fee £53.00 £9.63 - ﬂ

- p—— P . - [p——— e—— Ll
In order to carry out this task Ul LL. G oo Unall Agency GF [ 6.0
the Auto-Associate with ME LL unall 0.00 NEW Agency unall 0.00
Selected Client tick box must Dezcription | Un-tllocated Dezcription | Un-tllocated
be selected followed by the v Avto-Associate with Selected Tenancy Received Amount: £2050.00 Ok
Auto-Associate with selected [v ituta-Azsociste with Selected Invoices: Selected Amount: £2050.00 Cancel

Invoices tick box.

Having selected the invoices and set any associations that are required, the user can select the OK

button to confirm. If the user attempts to leave this screen by selecting OK and the received amount

and selected amount do not match, a message will show warning of the discrepancy, the details will

then need to be re-entered.

Update Receipts

NOTE: Before updating receipts it is strongly recommended that all Items

are checked carefully and the user is happy that they are correct.

Once the user has worked through the list of transactions by allocating monies and creating associations,

the next step is to update the receipts. Before doing so the Incl tick box will need to be selected for each

transaction the user wishes to process. |

anding Orde po o
Main ]Custom Aszociations l Import History l
Select a Transaction File to Import:
Codigiveaye'Lloyds REAL csv V
Date & Amourt Dietails Invoice Incl
11/05/2008 | £2050.00 |Tiger Woods Tenancy: Y1010 (Tiger Woods) - Allocated: £2030.00 of £2050.00 [Property: -« v Hicle:
110552009 | £2050.00 |Cliff Richard Tenancy: %1011 (hr Cliff Richard) - Allocsted: £2050.00 of £6906.56 [Propert | Hidle:
12052009 £600.00  |Property Solutions Tenancy: %1008 (Property Solutions) - Allocsted: £600.00 of £600.00 [Proped |l Hicle:
| 12005/2009 £600.00  |Lionel Rich Tea Tenancy: 1009 (Lionel Rich Tea) - Allocated: £600.00 of £2558190.35 [Proper v v Hidle:
12052008 | £600.00  |Shopping Mall Ltd Mot Allocated ~| [ | Hide
A
Total Remaining on File:  £3165804 Total Selected: £0.00 Humber of Hidden Rems: 5
EEleutiAl pesslential | Search: & T Irvoice Use Transaction Date a3 Receipt Date |
 Show isible tems Only Default Receipt Date: [ 3010772010 =
" Shaw Hidden Only | .
" Show iskle and Hidden tems . Receipt Ref
Fincd {* Use Defautt  Custom Clpse |
Print List |

The user will not be able to select unlinked transactions, however it is not a requirement that every

transaction be linked, as the invoices may have been receipted manually. At this stage the user can leave

this screen by selecting the Close button, whereby the selections and associations will be remembered.
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Receipt Date

Each transaction in the list will require a receipt date. There are two methods available to the user which

can set this date. Firstly the import file itself contains the true date of receipt alongside each transaction.

Use Tranzaction Date a3 Receipt Date [ <

Defautt Receipt Date: | 300722010 [+

Feceipt Ref

(* UszeDefsutt © Custom

Close

If the user wishes to use these dates
then all that’s required is a tick in the
Use Transaction Date as Receipt Date
tick box.

The second option is the Default Receipt Date, this value reflects Todays Date.

To use the Default Receipt Date, the user needs to ensure that the Use Transaction Date as Receipt Date

tick box is left unchecked.

Receipt Reference
By default the receipt reference that

Usze Transaction Date as Receipt Date B
Defautt Receipt Date: | 30072010 | =

gets used will be the standard one.
To ensure that this is the case a dot

selection box.

Receipt Ref
. {* lUse Defaut © Custom Cloze
must be placed in the Use Default—»

The user can obtain the last used receipt reference by loading up the main User Default screen.

That number will be incremented by one for this process.

Uze Tranzaction Date az Receipt Date [
Default Receipt Date: | 3040772010 [+

However the user may wish to
specify a one off number that does
not interrupt the sequence shown in
user defaults.

Receipt Ref

+ Usze Defautt ¢ Custom Cloze

T

To do this a dot must be placed in the Custom selection box, a reference can then be entered.
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Update Receipts

Having linked transactions, associations and specified a receipt date and reference the user can now select
the Update Receipts button to confirm the selections and process the receipts.

* - $tanding Order Import

M air l Custom Asgociations I Import Histary
Select & Transaction File to lmport:
Cidigivwave Lloyds REAL cav
Date | Amount Details Invoice Inc|

11052009 | £205000 | Tiger Woods Tenancy: Y1010 (Tiger Woods) - Allocated: £2050.00 of £2050.00 [Property: © «| v Hidde
11052009 | £2050,00 |Cliff Richard Tenancy: Y1011 (Mr Cliff Richard) - Allocsted £2050.00 of £6906 36 [Propert | v Hidle
1210552009 £60000  |Property Solutions Tenancy: Y1003 (Property Solutions) - Allocated: £500.00 of £600.00 [Properd «| v Hidle:

B | 120552009 £60000  |Lionel Rich Tes Tenancy: Y1009 (Lionel Rich Tea) - Alocated £600.00 of £285190 35 [Propet « & v Hicle:
q2Mss2009 FEOD.0O0  [Shopping Mall Lid Mot Allocsted - Hicle

CFPwinMan sdb
Thig will Post Receipts for all Invoices agzociated with the selected Transactions.
ATE pouU suUne you wank to continue?
A
Yes Ma

Total Remaining on File:  £3168.04 Total Selected: 530000 Humber of Hidden Regns: 5
zeiectal DesckAt A | | gourore @ Deails € Invoice Use Transaction Date &5 Receipt Date | v

' Show Yisible tems Only Default Receipt Date: [ 30072010 - -

" Show Hidden Gniy | _ | Update Receipts |

" Show Yisible and Hidden tems : Receitket

Eind (¢ UseDefault ¢ Custom Clase |
Print List |

Once selected a confirmation message will appear, allowing the user to proceed or cancel.

An automatic reference will be generated for the process with an opportunity to override this if so desired.

CFPwinMan sdb CFPwinMan sdb

Memarable Standing Order Receipt Reference

Do pou additionally want to azzign a memorable name to it

& J Thiz Standing Order Receipt B atch haz been azzigned a reference of 2,
If wou choogze Mo’ the cunent Date and Time will be uged az the memorable name

Cancel

Once the process is completed each client will have a receipt entry posted to their History Log and an entry
will be posted to the relevant banks Bank Reconciliation screen.
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Import History

The Import History tab on the Standing Order Import form displays batches in a small grid. Each batch
reflects an Update Receipts process that has taken place. The batches are identified by the reference
specified during the Update Receipts procedure. The batches are listed in the top left corner of the form

and a Memorable Reference Filter search box is provided for the user to search these batches.

hdain l Custom Azsocistions
[n] - Marfe ArmoLnt Memorable Reference Fitter
» 1 August 09 $ £5,085.00
2 £3,300.00
Date & Type Code Mame Description Amount
b | 261082009 T 009 Lionel Rich Tea Rent - 26/07 /2003 to 2503/2003. £650.00
2608720039 T 1001 W Peter Harris Fent - 010872003 to 31,08/72009, -£600.00
2R0820039 T 014 e K illis: Rent - 010572009 to 300372009, £700.00
26052009 TY Y1009 Lionel Rich Tea Rent - 2600772009 to 25/03/2009. -£650.00
2R0E2009 T 1011 hir Cliff Richard Housing Benefit - 300072008 to 29/0872009 £650.00
26052009 TY 1014 Mr Killi= Rent - 01/05/2009 to 30/05/2009. -£700.00
2E0E20039 T 1012 Mr J R Challenoer Rent - 010872003 to 310820039, £300.00
2E082009 T 020 hr B Marriz Rent-10007 52009 to 09082009 -£79:5.00
26052009 TY Y1016 Mizz G Yvhite Rent - 01/08/2009 to 31082009, £1,000.00
2Ri082009 T Y1012 Mt J R Challenger Fent - 010872009 to 310872009, -£:800.00
26052009 TY 1001 Mr Peter Harris Rent - 01/08/2009 to 31082009, £600.00
2E0E2009 T 1016 Mizz G hite Rent - 010872003 to 31082009, -£1,000.00
260820039 T Y020 hir B Marriz Rent-10/07 /2003 to 09/038/2009 £795.00
2608720039 T 1011 hr Cliff Richard Housing Benefit - 30/07/2009 to 29/08/2009 -£630.00
2R0820039 T 018 Mr O Gleehitz Rent - 010572009 to 3103720039, £300.00
26052009 TY Y1015 hdr O Gleehitz Rent - 01/08/2009 to 31082009, -£500.00
A
Search; * Code  Mame ¢ Description
|
Prirt List | . End | Cloze |

Once the correct batch has been located the user will see a list of the receipts that make up the batch.

Search

If a list of considerable size is shown then search methods can be used to locate the desired transactions.
Each column shown in this grid can be sorted on by clicking on the column heading. In addition to this the
Code, Name and Descriptions can be searched for by using the search utility.

e Select search type
e Add search Text
e C(Click find

Search: 0 Code Marme Dezcription

| Firc

The user can find the next transaction in the list that matches the search parameters using the Find next
button. This process can be repeated until the relevant transaction is found.
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Custom Associations
The ability to associate transaction information contained within the import file to a particular standing
order invoice was covered in the Importing the CSV file section of this guide.

The user can also carry out this task on the Custom Associations tab located on the Standing Order Import
form. It is recommended however that the user associates invoices just after an import, a much easier to
follow method is used when carrying it out at this stage.

The Custom Associations tab should be used for amending relationships rather than creating them, however
both tasks are available to the user should they require them.

Amending an Association

Having imported a file on the Main tab and linked transactions with invoices using the Auto-Associate check
boxes, the user may wish to delete or amend these relationships. This task can be carried out on the
Custom Associations tab.

Upon entering the screen, a list of all client and invoice associations will be listed. In order to amend the
relationship the user needs to select the dropdown arrow under the Association heading.

df Standing Order Iniport —=
Main port Hiztory
Amovrt Details - Aszzociation \4
» B | £10000  [000062 BIRMINGHAM SOUTH S Tenancy: ¥1003 (Mr & Long) - Alocated:£100.00 -
£20000 | TRAMS 01239 Tenancy: Y1001 (Mr Peter Harris) - Allocated: £200.00 -
£100.00 | TRAMSACTICN DESCRIPTION 2 Tenancy: 1002 (Miss T Hide) - Allocated: £100.00 -
* -
. . " Landlord (o T {0 nt iff Ri
Havmg done thIS, the Landlor ENANCY lena |‘r‘1 11 My Cliff Richard
association box will appear Date a [Rem DESCFip‘tiDI‘i B _-Amnum WaT Incl ﬂ
) p | 11052009 (Rent Rert £2 050,00 £0.00 v
showing the current 09M06/2009 | Administration Fee £5500 £963 [
relationship E—— 09072009 |Adminiztration Fee £55.00 £963 - J
09082009 (Administration Fee £55.00 £963 r
. 09/09,2009 [Adminiztration Fee £35.00 £9.63 -
The user can amend the client 09/10/2009 | Administration Fee £55.00 tmEs | [ i
—— et m = T . . - [Ep——— [—— =
or invoice at this stage and if
. Unall LL CF 000 Unall &gency CIF 0.00
so desired make the change a
MEW LL unall o0 MEW Agency unall 0.00
permanent one by selecting Description | Un-llocated Description | Un-tllocated
one or both of the
.. v Auto-Associste with Selected Tenancy Received Amount: £2050.00 CK
- _— > ; ; ; P
Auto-Association v Buto-Associate with Selected Invoices: Selected Amount: £2050.00 Cancel

check boxes.

Deleting an Association

To delete all details of an association, select the required Association on the Custom Association tab then
select the Right Chevron symbol to the left of the Transaction amount, now press the [Delete] key on the
keyboard. Confirmation will be required before deletion occurs.
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Creating a Client Association
NOTE: As mentioned before, it is recommended (and easier) for users to create associations just after an
import, rather than using the following method.

A client association is an association between a client in CFPwinMan and a transaction contained within the
import file. The association must first be set up by the user on a blank line on the Custom Association tab,
the user indicates that if a specified Reference (Shown below under the Details heading) and Amount exist
on an imported transaction, then the transaction becomes linked to a specified client.

izl Standing Order Import
Main Import History ]
Amourt Details - Azzociation
p| £10000 |0000E2 BIRMINGHAM SOUTH 9 Tenancy: Y003 (Mr & Long) - Allocated: £100.00 -
£20000 |\ TRAMS 01289 Tenancy: 001 (W Peter Harris) - Allocsted £200.00 -
£100.00 | TRANSACTION DESCRIPTION 2 Tenancy: v 002 (Migs T Hide) - Allocated: £100.00 -
* =

[ £dd Azsocistion ]

Search: Details Azzoc,

Fird I Close ‘

[ Prirt List ]

The user must manually enter the Amount followed by the Reference of the standing order relationship
on the blank line. Having set up the conditions the user then needs to specify the client they want the
transaction to become linked to. This is carried out by selecting the dropdown arrow under the heading
Association.

. Landlard Ternancy Tenari [_J
The user must then choose a client

tem Amourt AT

type (Landlord, Tenancy or Tenant) by | %

selecting the corresponding button.

The Browse button can then be selected to locate the desired client.

" Lendlord (¢ Temancy  © Temant |v1 011 Mir Clift Richard
Date & |Hem Description Armount AT Inc Al
p | 090772006 |Administratio £55.00 £9 63 |
09/06/2008 | Administratio £55.00 £963 r
09/07/2008 | Administratio £55.00 £963 r
09/08/2008 | Administratio £55.00 £963 r
i 09/09/2008 | Sdministratio £55.00 £963 |
. . . ‘ P
Once the desired client is loaded on
screen, a dot can be placed in the dnallLL &7 0.00 Hnall Agency CF 0.00
h | d | MEW LL unall 000 MEW Agency unall 0.00
Auto-Associate with Selected Client - -
Description | Un-located Description | Unellacated
check box.
> v Auto-fzsociste with Selected Tenancy Received Amount: £2050.00 Ok
r Selected Amount: £0000 Cancel |

The user can then select OK to accept this and make the association permanent.
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Creating an Invoice Association

An invoice association can only take place once a client association has been established (see creating a
client association). The Custom Associations tab lists all client relationships. The example below shows that
although a client is linked to the specified conditions any invoices encountered will Not be.

i Standing Order Import
hzin l Impart History I
Arnourt Details - Aszocistion v
| £70000 |MPPURDEN REMT Tenancy: 014 (Mr HMillis) - Allocsted:£0.00 -
£550.00 |55 DOUGLAS 14 BLYTH CLOSE Tenancy: Y1013 (Mr O Brent) - Allocated: £0.00 hd
* A -

[ £dd Association J

Search: Details AEE0C,

Find Close

Prrint List

This is shown by the fact that the Allocated figure is currently set to £0.00.

In order to turn a client association into an invoice association the user must first select the drop down
arrow in the Association column. A pre-populated box with the client details will then appear.

It is now up to the user to specify which invoices will receive the allocation should a transaction for this
received amount be imported.

" Landlord & Tenancy (" Temart |v4009 Lionel Rich Tea
— j— T To do this an Item type,
b |Rert ~| #G00.00 £0.00 < Amount and Vat Amount will
*
need to be entered.
Unall LL CiF 0.00 Unall Ageney CF 0.00 Any number of entries
MEATLL unal 0.00 HEVY Agency unal 0.00 (expected invoices) can be
Dezcription - Dezcription -
| Un-&llacated | Un-&llocated entered as |0ng as when
Received Amount: £600.00 oK finished, the Received Amount
Selected Amount: £600.00° cancel |

and Selected Amount match.
The unallocated money entry boxes can be used for any remaining funds.
Once the user is satisfied with the association the OK button can be selected to confirm the settings.

When an import takes place, if none of the specified Expected invoices exist then the client will remain
linked but the monies will not automatically become associated with any invoices.

In the above example: If an import takes place containing a transaction that has a reference matching that
of tenancy Y1009 AND If a £600 rent invoice exists for this Y1009 tenancy, then the monies associated with
the standing order payment will be automatically receipted against this invoice.
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Hide ‘Other Account’ Invoice Associations (new in 4.4.2.4)

The Standing Order Import form now provides the user with the ability to hide invoice associations
that relate to clients that have a different default bank account to the one that is specified on the
standing order import form.

An invoice association is a link specified by the user between a particular client and a transaction contained
within a standing order import file. With such associations in place the system is able to speed up the
process of linking similar transactions in further import files to their intended target.

Once the Standing Order Import form has been loaded, the user will need to specify a bank account for the
transactions to be receipted into. The ability to import a file is then provided. Once the file has been
imported, if any of the transactions contained within the import file have a pre-existing association these
will be displayed in black as shown below. (Below example shows six such associations)

Lid Standing Order Import

Main | Custom Associations | Import History
Select a Bank Account: 4 [Client Account (Including Ground Rents)
Select a New Transaction File to Import:
C:WAINMan32SQLILLOYDS-SAMPLE FILE2.csv - Client Account (Including Ground Rents) ]
Date | Amount Details Invoice Incl

D | 13052014 £600.00 |DEPOSITPOINT 5646542 Tenancy: Y1046 (Mr Hall) - Allocated: £600.00 of £600.00 [Property: Shop 1, v | [ Hide
12/05/2014 £600.00 |BARRY WHITE CLIENT 1B1 Tenancy: Y1047 (Mr White) - Allocated:£600.00 of £600.00 [Property: Shop z v I~ | Hide
12/05/2014 £600.00 |JMMY CRICKET 182 Tenancy: Y1048 (Mr Baker) - Allocated:£600.00 of £600.00 [Property: Shop & v r Hide
12/05/2014 | £600.00 |BARRY WHITE CLIENT IB12 Tenancy: Y1049 (Mrs S Kurt) - Allocated: £600.00 of £600.00 [Property: Shop v| [~ | Hide
1210552014 £600.00 |JIMMY CRICKET 1B32 Tenancy: Y1050 (Mr Cutter) - Allocated: £600.00 of £600.00 [Property: Shop t v I~ | Hide
12/05/2014 | £600.00 |BARRY WHITE CLIENT IB445 Tenancy: Y1051 (Mr D Edward) - Allocated:£600.00 of £600.00 [Property: Fle v| [~ | Hide
120572014 £600.00 |BARRY WHITE CLIENT IB342 Not Allocated v| = | Hide
120572014 £600.00 |JIMMY CRICKET 1B234 Not Allocated > Hide
12052014 £600.00 |JIMMY CRICKET 1B322 Not Allocated v Hide
110572014 £600.00 |SUNDRY CREDIT 4564531 Not Allocated > T~ Hide

Total Remaining on File  £6000.00 Total Selected: £0.00 Humber of Hidden It 0
SE possec I Search: * Details " Invoice Use Transaction Date as Receipt Date |

(¢ Show Visible tems Only Default Receipt Date: | 25/02/2014 -

(" Show Hidden tems Only [ -

" Show Visible and Hidden ftems ) Receipt Ref

Eind (¢ UseDefaut (" Custom l
P [ Exclude invoices for other accounts
Print List | Close |

The ability to remove any associations linked to clients with a different Default Bank Account to the one
specified at the top of the form is now available. The Exclude Invoices for other accounts checkbox is used
for this purpose. Placing a tick in this box will not only remove associations linked to clients with different
default bank accounts, it will also remove any entries that have yet to become associated with a client.

In the above example the top four tenancies are linked to clients who have the Client Account specified as
their default bank account. So placing a tick in the Exclude Invoices for other accounts check box will hide all
but four of these transactions that are on show. Once the tick is then removed all the remaining transactions
and associations will re-appear irrespective of their default bank accounts.
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Variable reference ID’s - For existing users
NOTE: This section is only applicable to existing users of the CFPwinMan standing order module:

Introduction

A number of users of the standing order module have found that some of the description fields in the
standing order Import files imported into CFPwinMan now include Variable Transaction ID’s appended
by the bank to pre-existing S/O References. The next section outlines changes made in CFPwinMan
version 4.2.1 to cope with users who are experiencing this change.

When the process of setting up the system to use standing orders took place, each Landlord, Tenancy or
Tenant using the standing order payment method was provided with a S/O Reference. When an import took
place the system looked for a match between this S/O Reference and the Description specified alongside
each transaction in the import file.

Before these new transaction ID’s were included by the banks the system had no problem associating the
transactions with the relevant clients because the descriptions mentioned in the import files remained the
same for each import and so this matched the specified S/O Reference on the clients information form.

Where Variable Transactions ID’s exist, the transaction references will be different for each import and so
the system will no longer be able to associate the transactions with the clients. Prior to the introduction of
the Match Mode functionality in CFPwinMan version 4.2.1 the user would have had to manually assign the
monies to the relevant clients, as the automatic associations would have broken down.

Configuring CFPwinMan to address the changes
CFPwinMan has been modified to cope with descriptions that contain Variable Transactions ID’s, but steps
need to be taken to instruct the system to behave differently in order to cope with this new way of working.

NOTE: The following changes should only be undertaken for customers who are experiencing an issue with
un-associated standing order transactions, as a result of the introduction of Variable transaction ID’s.

As the banks have decided to change the content of import files to include Variable Transaction ID’s,
CFPwinMan needs to be instructed of this change, the user can carry out this task by locating the
Match Mode heading in the User Defaults / Preferences / Standing Order Import section.

2 Freferences

General l Stationery l Cirect Debits  Standing Order Import l Property Lease Details l

File Impoart
This section relates to Default Import Path:
the strategy of how |C1WNMAN325@L1 J
the system interprets
L:‘I:’Erted files ﬂm hf{atiir:ehgned:cripﬂun Included in Record Reference

{* Record Reference Included In File Description

If Variable Reference ID’s are in use, the Record Reference Included in File Description should be chosen.
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Selecting this option will
prompt a message warning
the user.

Please read the message
carefully as it provides an
overview of the changes that
are about to take place.

A more in depth description
outlining these changes is
provided in the next two
chapters.

New Agreements

CFPwinMan sdb X
Choozing thiz option will mean that the full transaction description may not heed o
! match with the reference on the LL A TCY /A THT.

Inztead, vou will be able to place a "% as a wildzard zymbol againgt the reference
onthe LL A TCY A THT thus:

“E12347 will match to ANY tranzaction deszcription ending in 1234, or

N 234% will match any tranzaction description STARTIMG with 1234, or
“E1234% wall match any fransaction dezcrption COMTAIMING 1234,

Fleaze usze this facility with caution and only if required for the format of file wour
bank provides far impart.

Are pou gure you want to continue?

Any New standing orders that are to be configured should incorporate both Wildcards and Bracketing.

The S/O Ref (Standing Order

Reference) section of this user guide will provide guidance on how this

system works. However this only caters for New standing order agreements. Pre-existing standing order

agreements are covered in the following section.

Pre-Existing Agreements
As outlined in the introduction section of this chapter, the import files containing the list of standing order
transactions will no longer contain a match in the description field with the reference specified on the

tenancy, tenant or landlord information forms (an example of this is shown below)

&4 Standing Order Import 2.9

Main ’Custom Associations | Import History

1) Select the Bank Account:

2) Select the Transaction File to Import:

C:WWinMan32SQL\Copy of MID002_CSY_188761431_20090612.csy - Client Account (Including Ground Rents)
Date | Amount Details Invoice Incl |

p | 12/06/2009 £865.00 |SO Y1091 Melbury 22042012 Not Allocated v| " | Hide
Total Remaining on File  £6305.00 jenewal Date |17/03/2012 | v, Periodic Tenancy | Deposit Protection 5cheme

Select Al | Deselect A1 |l otice to Quit I‘IW‘I 2 |+v CalculateRents @
@ lyi . .
C Show Hirkden, fems Only \/acating Date | I v Apportioned Rent [~
(" Show Visible and Hidden tems

Print List |

Main ] Payments Bank Details |

Sort Code |99-93-99 Get Tenant Bank Details ...

Account No |3888888

Account Name ILord Melbury

Reference [1 231

BDC Number 213 S/ORef — [Y1091Melbury

In order to address this, it is recommended that Wildcards are used either side of the S/O reference on the
relevant information form, the next page shows the above example, but with wildcards implemented.
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Main lCustom Associations | Import History |

1) Select the Bank Account: 2) Select the Transaction File to Import:

| o | e

C:WWinMan32SQL\Copy of MID002_CSY_188761431_20090612 csy - Client Account (Including Ground Rents)
Date | Amount Details [ Invoice Incl
) | 120642008 £865.00 |SO Y1091 Melbury 22042012 |Not Allocated v Hide
Total Remaining on File  £6905.00 Total Selevted: £0.00 Humber of Hidden tems: 7
Select Al | Deselect Al

(¢ Show Visible ftems Only;
(" Show Hidden tems Only
" Show Visible and Hidden tems Notice to Quit

Print List

ienewal Uale | v  Fenodc lenancy | Ueposit Frotecuon ochneme

Calculate Rents  [&

W acating Date

Main | Paymerts Bank Details I

. . 99-93-99 Bank Details ...

With the wildcards TEAEEES | 2 ank Detaits .. |

) i Account No |88833888

in use, the system is Account Name |Lord Melbury

able to successfully Herarance 1231

establish a match BDC Number 213 S/0Ref  |%Y1091Melbury%

between the above
transaction and the tenancy.

Wildcards

The example shown above, includes a wildcard at the start and end of the S/O reference. If a standing
order import transaction contains the text Y1091Melbury either at the Start, End or in the Middle of
the description, then this would be considered a successful match.

The user would then be able to create an association based on this match, confident in the knowledge that
any further imports containing the Melbury reference are successfully processed. The association remains in
place, even if the text in the description field (either side of the Y1091 Melbury reference) changes.

If users are confident the imported files contain transaction ID’s that only contain text appended to the End
of the reference, then a wildcard can be placed at the end of the reference (instead of either side), example:

Y1091Mebury SO676723 would successfully be matched to Y1091 Melbury%
The same would work the other way around with the wildcard at the start of the reference, example:
$0676723 Y1091 Mebury would successfully be matched to %Y1091Melbury

NOTE: Amending the standing order references in CFPwinMan to include wildcards does not signify that the
standing order agreement needs to be re-created by the client, these agreements can remain in place with
the pre-existing reference that was provided when the standing order mandate was issued to the bank.
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Bracketing with the { Symbol

In addition to the wildcard method we strongly recommend the use of Bracketed standing order references.
This prevents duplicate and incorrect matches from occurring within CFPwinMan. Pre-existing agreements
that are in place will contain a reference which has already been established with the bank by the client and
so its a big ask to expect clients to re-issue new mandates with a new reference containing brackets.

However if duplicate matches and inaccurate matches are occurring once an import takes place it could be
that re-issuing a new mandate agreement with a bracketed reference is the only sensible option available to
the user. The chances are slim that transactions could experience either of these two issues, but the fact
remains that both are a possibility. The following example gives the user an indication of how these
scenarios could occur.

For example: A tenant S/O Reference of T1001 is created by the agency. This is stored on the tenant
information form (with wildcards) as %T1001%. The transactions are imported from the bank, including the
above tenant transaction containing a description of T1001 sb2100, but also another transaction exists in
the import file that is intended for a separate tenant, containing a description of T10012 sb2102.

When the import takes place the system will look at the description field for each transaction in the import
file. With the wildcards in use, when the system encounters the descriptions T10012 sb2012 and T1001
sb2100 these both match the criteria specified against the T1001 tenant. This is because the text T1001
exists within both of these descriptions. Only the later of these transactions is intended to be matched to
the tenant, but the system is unaware of this fact, therefore both transactions would become linked.

More of a concern, is that if the imported file did not contain the T1001 sb2100 reference, then the other
T10012 sb2012 transaction could become linked to the T1001 tenant. Clearly this is also an incorrect match.

To rectify: Set up a new reference using the TCODE encompassed with some form of bracketing.
This prevents the system from incorrectly matching and also discovering duplicate matches:

So in the above example the tenancy reference becomes %{T1001}%, this would only match with the
intended transaction that contains {T1001} sb2100 as its description, {T10012} sb2012 would not be
matched.

To The Manager : Bank

Agreeing a reference with the Client

A - Customer’s Details

When it comes to supplying the tenant with a AecontMame: ___ hccowntMumber.
Tel Mo — Work s<TYTELWE1>> Tel Mo — Home =<TYTELHOME=>>

merged document outlining the proposed tenant Please set up the following Standing Order and debit my/our account accordingly

B - Person/Organisation vou wish to pay

code as a standing order reference, it is important

Hame of PersonfOrganisation == SPNAME:=>
that the wildcards do not appear in the suggested =~ bukmafuochfan: -~ Hatlwal Westimser Bk
reference' Reference to be quoted (if any). {<<TCODE=>}

C - About the payy
In light of this fact a typical standing order Amount Detg]

tormal payment : £<<TYRENT ==

mandate letter template, should look something Snt of nermal paymentin words : =<1V RENTWORDS=>

like this:

When Paid
Day or Date of payments <<TYRENTDAY == Frequency =<TYPERWORDS==
(e g Friday, 1st, 30th May) (2.g.weekly, monthly, yeady)

Notice the inclusion of braces, but absence of wildcards (%)

NOTE: Square Brackets should not be used for this purpose,
we only recommend the use of braces like this { }.
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Incomplete Transaction References

Some banks use a slightly different method to the norm when it comes to supplying each transaction in the
import file with a reference. Only part of the supplied S/O reference is included inside the description
(alongside the transaction) on the import file. If these banks continue to use this method as well as Variable
transaction ID’s the system could encounter some difficulties when attempting to establish a match.

For example:
The agency and tenant create a mandate agreement with a reference for the standing order of SOT123B.

Yet the bank for some reason, decide to only include part of this reference alongside the transaction on the
import file. Example: T123

The bank then decides to adopt the Variable Reference ID method, and so the import file now contains a
transaction relating to this tenant with a description of T123 S022042012.

The user (being aware that variable reference Ids are now being used) changes the tenants S/O reference on
the tenant form so that it reads %S0T123B%.

When the import process is then run, the system is unable to match %S0T123B% with T123 S022042012.

This is because the text that is contained inside the wildcards for the tenants S/O reference SOT123, does
not exist inside the description for the import file transaction T123 $022042012.

The Solution:
Users experiencing this issue must change the clients S/O Reference so that it matches the static part of the
relevant description that is supplied by the bank in the import file.

T
i3 Standing Order Impol

ustom Associations ] Import History ]

13 Select the Bank Account: 2 Select the Transaction Fils to nport;

CrNINfan32S0LCopy of MIOD02_CSY _1 88761431 2009061 2.cev - Client Account (Including Ground Rents)
Date  »(  Amourt Details Invoice Incl
B | 1206/2009 | £70000 [T123 5022042012 ® Mot Allocated ~| T | Hide
12062009 £550.00 |55 DOUGLAS 14 BL CLOSE Mot Allocated - Hide
120672009 | £2 643500 |BARCLAYCARD EIUSINES?\ Mot Allocated - Hicle:
slculation [
. ] ) ars |100
Total Remaining on File  £5905.00 Total Selected: £0.00 Humber of Hidden Rems: 5
0.00
Select A1 Deselact Al —
228 Zesele | Search: * Details ¢ Invoice Use Transaction Date as Receipt Date I 0.00
% Show Visible tems Only Default Receitt Date: 8092012 -
(™ Show Hidden tems Only | |1eme -
(7 Show Wizible and Hidden tems e
Fin ' |
rint List | Custom Close
htain ] Payments  Bank Detailz l
Sort Code
So in the above example the user would Account No
. Account Mame
need to change %SOT123B% so that it Feforance
becomes %T123%. A successful match BDE Number S/ Ret  |xT123%

can then take place.

NOTE: None of the above would have been an issue if the bank had used the reference
supplied to them by the tenant, but for whatever reason we find that a small number
of banks use only part of this supplied reference.
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Multiple Users

Prior to version 4 of CFPwinMan only one user was permitted to access the standing order form at any one
time. Multiple users can now access the standing order form. However, each bank account within the
system can only be loaded on one users standing order form at any given time.

Once the standing order form has been loaded the user must select a bank account, once an account has
been selected the user will then have the account (on the standing order form) locked out to themselves.
This means that other users can still launch the standing order form and be able to select other accounts
without issue. But they will be prevented from selecting the account which is present on the other users

form.

If a user has the standing order form loaded with an account listed in the Select a Bank Account section at
the top of the form, the specified account is then locked out to the user for standing order processing.

i3 Standing Order Import

Main | Custom Associations | Import History
Select a Bank Account: |4 |Client Account (Including Ground Rents)
Select a Newv Transaction File to Import:
WDDCopy of Client Account.csy - Client Account (Including Ground Rents)
Date w| Amount Details Invoice Incl -
) | 26/03:2012 £999.00 |JOANNE CAMMERER Y40684/ARNOLD  ST( Tenancy: Y1047 (Mr White) - Allocated:£999.00 of £1379.00 [Property: Shop vE V. Hide
26/03/2012 £72500 |HARRISML Y40679HARRIS  STO Not Allocated vl Hide
26/0372012 £30000 |SMITHS M 31 HIGH STREET/ SM STO Not Allocated v ™ Hide
26/03/2012 £59500 |PALLETTLW P1364 Y39702/PALLE STO  |Not Allocated v ™ Hide
26/03/2012 £48000 |BREILLER DO Y39976/BRELLIER STO Not Allocated - Hide
2600372012 £375.00 |Kaschepali K KASCHEPALIA  STO Not Allocated v| T~ | Hide
2600372012 £33500 |MR DAINE P A BETTSY40599/BETTS STO  |Not Allocated - Hide
2610372012 £65000 |HANNAHLK 756 TYBURN ROAD STO  [Not Allocated - Hide
26/03/2012 £42500 |PLATTRA Y39971/PLATT STO Not Allocated v ™ Hide
26/03/2012 £42500 |VARLEY LVUBF Y39876/GREAVES STO |Not Allocated - Hide L]
Total Remaining on File  £40218.71 Total Selected: £993.00 Humber of Hidden It ' 0
lect All lect All -~ e . . .
S poseec I Search: {* Details ¢ Invoice Use Transaction Date as Receipt Date [
(¢ Show Visible tems Only Default Receipt Date: | 06/08/2013 v .
(" Show Hidden ftems Only [ - Update Receipts |
" Show Visible and Hidden tems ) Receipt Ref
Print List I L‘ ¢ UseDefaut (" Custom Close |

Once a standing order file has been imported the user will be able to make changes, such as update receipts
and create associations. As soon as that user closes the form any changes that have been made will be saved
and the account will no longer be locked. If this (or other) users wish to reload the form to make additional
changes, the same account must be selected at the top of the form whereby they will then be presented
with the half processed file that was previously imported.

At any point the user will be able to select different accounts from the top of the form. If a standing order
file was imported against this account in the past that still has payments which need processing, the half
processed file will be presented to the user so that the remaining payments can be processed. Otherwise
the user will be able to import a new file in to the system against the specified account.
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