Reapit AgencyCloud 12.152
release notes

These notes have been exported from the online Reapit Knowledge Base, therefore some
formatting, layout and links may be lost in this format

To access the release notes via the Knowledge Base, click here
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Client Accounts
No client accounts additions in this release

These notes outline the latest additions and enhancements to AgencyCloud for the above version -
check which version you are using to see which features are available to you
(vour current version number is displayed at the bottom of the main menu bar in AgencyCloud)

Configuration options are available to Enterprise customers only

* Only applies to users of Client Accounts (UK) or Property Management Accounts (APAC)
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General

What's new

This guide has been reviewed against our global client base and classed as relevant to all regions

When AgencyCloud has been updated, after logging in for the first time the What’s new screen will be displayed
as a pop-up and summarises headline additions for the new version

Links are included to the full release notes

Viewing the What’s new screen

After logging in to AgencyCloud, the What’s new screen is displayed as a pop-up:

¥ Settings ? E3

Properties (21)
fton Gardens, London, SW | 4

Taisonette - £1,750 per w
+Current - Available

Diary L }Terrace, London,, SW10
srraced House - £7,000p

(g |aniettl-3weH |‘Reapit

Organiser

Applicant Available
Check out the latest enhancements in AgencyCloud bt Gardiens, Knightsbridg

Property at - £1,505 per week
Ayailable

Lettings _
bgan Gardens, London, S
at - £6,000 per four week

Contact ag Tenancy - Available

v

cemeen | 12.151 Release

(=i Hle Court, Chelsea Harbou [
Never miss a tenancy update — Blw: Brn B B FCurrent - Unavaabie
Capital Building, Embassy
. (f)  Activity Feed ¥ o ® at - £875 per week
Lettings/Property Management a BB et - Uniavailable
Add alerts on tenancy records to ensure important updates aren’t e Ao Ao (e Tenane - 13 Earls Court Square, Lo
& Mr Adam Amstrong { ar
missed, the alert displays on the tenancy Activity Feed and any Contact Alert: Mr Armstrang is in hospital - all at - £895 per week
s contact should be via his partner (Harret] on iCurrent - Unavailable
works orders for the tenancy, as well as the associated property i 07893 987654
record End confirmed t pe Court East, Londan, §
Tenancy Alert Tenant overseas until 31/10/22 roperty - £800 per week
L T A ank 1Current - Unavailable
&arn more - ~

sent: 5%

[ _Teoancy alert added; Teoant ousrcens until

e When you're ready to exit the screen, click X (top right) to close
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Accessing the What’s new screen again
The What’s new screen can be accessed at any time

e  Click the AgencyCloud version number at the bottom left of the screen

Contact 1 My Contacts

Company

My Appointments (4)

Reports Today This Week Next Week Fil

Property Inspection for 2 Moncorve Close,
Knightsbridge, SW7 1NQ

Meeting for 17 Old Church Street, Chelsea,
SW3 GEP

Viewing for 118 Stoner Road, London, SW1
9TE with Mr Steve King

Viewing for 11 Edith Terrace, London., SW10
0TQ with Ms Diana Morrison

Displaying version history
Previously, clicking the version number displayed the version history
To access version history:

e Right-click version number and select View version history

Viewing for 118 Stonor Road, Londen,
9TE with Mr Steve King

pr 11 Edith Terrace, London.,
s Diana Maorrison

View version history
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New Ul round-up: v12.152

This guide has been reviewed against our global client base and classed as relevant to all regions

As part of the new user interface (Ul) project, the following screen has been redesigned in 12.152 to bring it in
line with previously redesigned screens

All existing functionality exists but with a refreshed look and feel

Sales invoicing (UK only)

When creating a charge, raising an invoice, entering a payment or raising a credit note, the new Ul format is
used

Invoice

Reference

Date 2710772022

Amount £100.00 VAT UK Standard (20%)
Account

Description  EPC

For more information on sales invoicing, see Knowledge Base
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Sales & lettings/rentals

Add a property alert

This guide has been reviewed against our global client base and classed as relevant to all regions

An alert can be created on a property record - this alert displays on the property Activity Feed and the associated
contact record - for lettings properties, it also displays on the landlord record and any works orders for the
property

AgencyCloud 12.152+ also allows applicant alerts to be added (for guide, see Knowledge Base)

Pre-Agency Cloud 12.152, alerts can also be created from a contact record & a tenancy record (for guides, see
Knowledge Base)

One property alert can be added - a property alert is added in addition to any other types of alert currently in
place
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1. Create property alert
Open the property record where the alert is to be added

From Activity Feed panel:

e Click 0 and select Create property alert

4 Ovington Gardens, Lond tered 09/07/2014 - LON140017

& Match [§ Journal & Tenancy (1) Viewings and Keys A Works 9 Details B Letters B E3

Flat or

use name Activity Feed ™ @ ®

Active @ Lettings v
4 Ovingtan Gardens
Type to filter activity Create joumal entry L
London Status Tenancy Current - Available > g
Create task
Availeble From  02/07/2023 [ E3 4 Ovingten Gardens, London, W3 1
from To Let - Available to Tenancy Cs Create call reminder
o7, Kian Kettlewel
Available To 27/06/2026 [ N
W3S . Create property alert
=% Status of tenancy changed from Ten
Area South West London Q Finished with Mr Noah Jones for 40| Subscribe ta task plan
. SW3 LS
Pre-Instruction Checks Marketing 07/02/2022 y Kiom Ketlewss
Landlord Mr O Smith
[ 4 Ovington Gardens, London, SW3 1L5: letting status changed
Mohile [ O i Rentpfwv £1.750.00 from Tenancy Current - Unavailable to To Let - Available
e Enter alert text
Create alert for property o X

Road currently closed 08:00-18:00 while work carried out - access via Park Street OI’IM

e Click the cross (top right corner) to save & close the alert
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e A prompt will be displayed - click Yes

Create alert and save property record?

-

2. View alert
SW3 115 - Registered 08/07/2014 - LON140017 - 0O x

e Alerts are displayed at A Works = Details B Letters ) E3

the top of the property
Activity Feed

y . Activity Feed v @ ®
For lettings properties, _ Type to filter activity Q
the alert is also irrent - Awvailable v .
displayed on the _—— .. Property Alert: Road currently closed 08:00-1800 while work
property’s landlord carried out - access via Park Street only
record & works 6 15 A moment ago by Kian Kettlewell

orders, see step 3
Property alert added: Road currently closed 08:00-18:00 while

The alert will stay in work carried out - access via Park Street only
place until it is Marketing A moment ago by Kian Kettlewe!
updated or cleared,

vington Gardens, London, ! letting status change
4 Oving Gard London, 5W3 1L5: letting hanged
from To Let - Available to Tenancy Current - Available

OO IO e o b oasl o,

see step 4
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3. Property alert on landlord record & works orders
The alert is also displayed on:

e the property’s landlord record

Mr O Smi legistered 09/07/2014 - LON 140004

& Payments = Statements [F] Transactions [E Documents B =
® Individua Company L Financial (7)) Activity Feed ~ ®®
M O [mith

filts

Q

Bank: High Street Bank - A/C: 789456123
@ Identity Check @ Marketing Consent ~ Ownership: 100%
4 Qvington Gardens, London, SW3 115
@ Active v Source  Board Property Alert: Road currently closed 08:00-18:00

Mobile 07456789012 0 while work carried out - access via Park Street only
E-mail oscar@smithsons.com &  joint Landlords ® L e
Work 01925 789456 = [ MrO Smith: AC No/IBAN changed to 789456123,

Sort Code/SWIFT changed to 09-08-07, Payment

+ Add another method changed from BACS to BACS

A moment ago by Kian Kettlewel
N
Flat or house name Landlord’s Properties G'/
1 Morton St [ Float has changed from te £250.00 for 4 Ovington
4 Qvington Gardens (Tenancy Current - Available) Gardens, London, SW3 115
Eristel 01
City Of Bristol
BS5 9PN ~
Relationships @

Main Office London

e any works orders for the property

Works Order (LON22000007)

~+ Documents S B B
-, @ @D
Works Order L. Contractor Bobs Electrical Services, West Lo... Activity Feed ¥ WRGC)
filter activity Q
Status Raised Booked On  27/07/2022 [ Mobile Not added
WorkType  Smoke Alarms Required By 05/08/2022 [% E-mail bob@es.couk = £ 4 Ovington Gardens, London, SW3 1LS
N Property Alert: Road currently closed 0800-18:00 while
Reported By  Landlord Completed  / / =] Business 02072210021 = work carried out - access via Park Street only
46 minutes ago by Kian Kettlewell
Booked By  Kian Kettlewell ¥ Posti
Priority Medium
. N .
Works Details @ A Property ®
WaorkTitle  Supplu & fit new smoke alarm in entrance hall 4 Ovington Gardens, London, SW3 1LS
Landlord: Mr © Smith
Net Cost £15000 | VAT £3000  Ourestimate  £0.00
Mobile 07456789012 Q
Charge to Tenant  ® Landlord  Hold Reserve Funds  £0.00
E-mail oscar@smithsons.com =
Account  General Maintenance
Work 01925 789456 =
L Tenant Select..

Instructions

Landlord approval required over: £250.00
Float held: £0.00

Access Arrangements:

Alert links allow you to navigate to the associated property record
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4. Edit/clear alert

From the property alert:

e Right-click alert for
options to Edit alert
or Clear alert

e Edit alert
Alert text window is
displayed, update
alert and close
window

e Clear alert
Prompt is
displayed, click Yes
to clear

BW3 1LS - Registered 08/07/2014 - LON140017

A Works (1)

rent - Available v
[=]

=]

Marketing

Activity Feed

Type to filter activity

carried out - access via Park §

46 minutes ago by Kian Kettlg

Property alert added: Road cu
waork carried out - access via F

46 minutes ago by Kian Kettlg

E 4 Ovingten Gardens, London,
from To Let - Available to Ten

ﬁ Details

07/02/2022 by Kian Kettlewe

IE] Letters B =
©®
Q

Fal

Property Alert: Road currently closed 08:00-18:00 while work

Edit alert
Clear alert

~18:00 while
Copy
Select

itus changed
Select all Lble

Where configured, alert changes can be added to the Activity Feed (for guide, see Knowledge Base)
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Add an applicant alert

This guide has been reviewed against our global client base and classed as relevant to all regions

An alert can be created on an applicant record - this alert displays on the applicant Activity Feed and the
associated contact record

AgencyCloud 12.152+ also allows property alerts to be added (for guide, see Knowledge Base)

Pre-Agency Cloud 12.152, alerts can also be created from a contact record & a tenancy record (for guides, see
Knowledge Base)

One applicant alert can be added - an applicant alert is added in addition to any other types of alert currently in
place
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1. Create applicant alert
Open the applicant record where the alert is to be added

From Activity Feed panel:

e Click 0 and select Create applicant alert

Q. Quick List Mr Connor Wright -
& Match B Journal Gl Cffers (1) Viewing =& Financial Services & Print [ Letters B E3
® Individual Compat 1 ivity Feed v
Lo Active @ Sales > Wil retain Activity
Mr  Connor Wright Type to filter activity Create journal entry
Status Hot, Selling with other agent, Pe.
) Identity Check (% Marketing Consent v Create task
Source Move? 4 Last offer - £4,000,000 Offer Withdrawn: :
Londan., SW10 0TQ Create call reminder
Mobile 07064 672921 0 Neteal 10082022 1] setv 05/04/2022 by Kian Kettlewell e
H Add ...
ome Archivein 2 weeks v () Spoke to Connor - ready to start looking agai now he's
E-mail cwright@email.com the country - really needs to find property by November
A moment ago by Kian Kettlewell
+ Add another .
Requirements @ 5
%% Offer status changed from Offer Accepted to Offer Withdrawn
Flat or house name on 11 Edith Terrace, London,, SW10 0TC: by Mr Connor Wright
Price  £2200000 to £3,200000 S— ; .

e  Enter alert text

Create alert for applicant

Really keen - own sale due to exchange 12/08/22

e  Click the cross (top right corner) to save & close the alert
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e A prompt will be displayed - click Yes

Confirm

Create alert and save applicant record?

2. View alert
ared 26,/10/2015 - LON150011

e Alerts are displayed at 8 Print B Letters =) E3
the top of the applicant

Activity Feed
. ®®

The alert is also
displayed on the contact
record, see step 3

Type to filter activity Q

!. Last offer - £4,000,000 Offer Withdrawn: 11 Edith Terrace,

Londen., SW10 0TQ

The alert will stay in )
05/04/2022 by Kian Kettlewell

place until it is updated
or cleared, see step 4 ; Applicant Alert: Really keen - own sale due to exchange
12/08/22
A moment ago by Kian Kettlewell

Applicant alert added: Really keen - own sale due to exchange
12/08/22
A moment ago by Kian Kettlewell

[l Spoke to Conner - ready to start looking again now he's back in
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3. Applicant alert on contact record

The alert is also displayed on the contact record

Mr Connor Wright - Registered 26/10/2015 - LON15000011

Contact Categories 8 Mailings Employment [H Joumal B Print B Letters A =
; = L D
pr Connor Wiight = status @ Active ¥ Activity Feed ¥ @™ &
Identity Check &3 Marketing Consent v . § -
Source Move? ype to filter activity Q
Mobile 07064 672921 [m] Bank Details Enter details . Mr Connor Wright (Applicant) ~
licant Alert: Really keen - own sale due to
Home Add .. Correspondence Private & confidential iiange 12/08/22 v
E-mail cwright@email.com > Date of Birth Iy, = 2 minutes ago by Kian Kettlewel
+ Add another =) Spoke ta Cannor - ready to start loaking again now
—~ he's back in the country - really needs to find
Primary ¥ Secondary Work Relationships &) property by November
8 minutes ago by Kian Kettlewel
Flat or house name Main Office London
3 Peterborough Road Key Contact ~ Kian Kettlewell ] Address changed from 3 Peterberough Road,

Parzons (Green tn 2 Peterborounh Boad Parsons
Alert links allow you to navigate to the associated applicant record
4. Edit/clear alert

From the applicant alert: Applicant Alert: Really keen - own sale due to exchange

12/08/22
e Right-click alert for 3 minutes ago by Kian Kettlewell Edit alert
options to Edit alert or
Clear alert Applicant alert added: Really keen Clearalert 18 nge
. 12/08/22
e Edit alert L !
Alert text window is 3 minutes ago by Kian Kettlewe Copy
displayed, update alert Select
and close window [2l) Spoke to Connor - ready to start |e SISt g's backin
the country - really needs to find g Salect all ber
e Clear alert 0 minutes ago by Kian Kettlewe

Prompt is displayed,
click Yes to clear

Where configured, alert changes can be added to the Activity Feed (for guide, see Knowledge Base)
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Alerts shown in grids on Organiser & Power Reports

This guide has been reviewed against our global client base and classed as relevant to all regions

In AgencyCloud 12.151, when viewing property, applicant and contact grid lists - alert information can be shown
(in AgencyCloud 12.152, tenancy grids will also show alerts)

A grid is shown when viewing a full results list via the Organiser and also after running a Power Report

1. Organiser

e Right-click over a list and select Full results - e.g. Available Properties

ﬁ‘ Available Properties - Sales 12
Full results
% Under Offer 2
Print
ﬁ‘ Available Properties - Letting 21
. . Setup .
f‘o Current Tenancies 12
) Exclude
f Arranging Tenancies 4
l Active Applicants - Lettings New panel 21
l Active Applicants - Sales 25
L My Contacts 60

e The grid will be displayed and the Alert column can be added, see point 3

e Click the Alert column heading to sort by alert added/not or click to the right of the column heading for
options to search alert content

Available Properties - Sales o X

Double-click to view 12 Properties Listed
Reference Address Price Status Alert Vendor Phone
LOMI70007  Unit & Park View Square £600,000 For Sale - Available Ford Homes, Newcastle b: 0844 372 1892; e: General
LOM130001 12, Ambrese Building £1,000,000 For Sale - Available Open house viewing onl..  Mr Andrew Lewis m: 07536672770; e: alewis@
LON150003  Riverlight Four, Riverlight Quay £1,000,000 For Sale - Available Mr Brayden Roberts m: 07557164821; e: brobert:
LOM210011 118 Stonor Road, London, SW1 9TE £1,200,000 Under Offer - Available  Vendor overseas until 1s...  Mr lan Turner m: 07912 456789; e: ian.turn
LOM170004  Unit 3 Park View Square £3,300,000 Under Offer - Available Ford Homes, Newcastle b: 0844 372 1892; e: General
LOM170003  Unit 2 Park View Square £3,500,000 For Sale - Available Ford Homes, Newcastle b: 0844 372 1892; e: General
LON170002  Unit 1 Park View Square £4.000,000 For Sale - Available Ford Homes, Mewcastle b: 0844 272 1892; &: Genera
LOM130016 11 Edith Terrace, London, £4,100,000  For Sale - Available Ford Homes, Mewcastle b: 0844 372 189Z; e: Genera
LOM140005 76 Sloane Court East, London £4250,000 For Sale - Available MrT Myles e: tim@myles.com; m: 0765:
LON140002 17 Old Church Street, Chelsea £5,500,000 For Sale - Available Mrs C Lampard m: 07890 567898; h: 020 957
LOM140012 2 Moncorvo Close, Knightsbridge £11,000,000 For Sale - Available Mr J Leighton h: 0203456789; m: 07658907
LON150007  Cavendish Road, Weybridge, Surrey £13,000,000 For Sale - Available Road closed 08:00-18:0..  Mr Adam Armsireng m: 07744556578; e: aram @z

Selecting available properties in the Organiser shows a property grid, therefore the alert type shown are
property alerts
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2. After running a Power Report
After running a Power Report:

e The results are shown in a grid and the Alert column can be added, see point 3

e  Click the Alert column heading to sort by alert added/not or click to the right of the column heading for
options to search alert content

New Applicant Report « ampicare

Print Back
Office Manager Name Address Min Price Max Price Alert
LON KME Mz Madelyn Thomas 101 Birdhurst Rize, Croydon £2,000,000 £3,000,000 Will rent if not found by Oct 2022
LON KME Miss Victeria King 13, 1 Lockington Road £500,000 £2,000,000
LON KME Mr Caleb Jacksen 0% Warriner Gardens, Battersea £1,000,000 £3,500,000
LON KME Mr Connor Wright 3 Peterborough Road, Parsons Greer £2,200,000 £3,200,000 Really keen - own sale due to exchange 12/08/
LON KME Mz Aubrey Waker 33 Eastbourne Road, Chiswick £500,000 £2,400,000
LON KME Mr Ryan Cooper 2 Swan Clese, Rickmansworth £3,000,000 £6,000,000
LON KME Mr Carl Young 38 Singer Lane, Oxford, CX1 3HJ £400,000 £800,000

Running an applicant report will show an applicant grid, therefore the alert type shown are applicant alerts
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3. Add alert column to Organiser or Power Report results grid

Once added & saved on each grid type (i.e. contact, property, applicant), the alert column will always be
displayed

Via the Organiser or Power Report results grid (on a contact, property or applicant grid):

e Right-click over the column headings, select Pick columns and click More

e Tick Alert and click Accept

Available Properties - Sales o x

Double-click to view 12 Properties Listed
Reference Address T Price Status Vendor Phone Office Manager
LOMNT70007  Unit & Park View Square £600,000  For Sale - Available Ford Homes, Newcastle b: 0844 372 1892; e: General... London Kian Kett
LON150001 12, Ambrose Building £1) m; 07536672770; & alewis@... London Kian Kett

Choose Columns

LON150003  Riverlight Four, Riverlight Quay £1, m: 07557164821; e: broberts..  London Kian Kett
LON210011 118 Stonor Road, London, SW1 9TE £14 = m: 07912 456789; e: ianturn...  London Kian Kett

Reception Room |«
LON1T0004  Unit 3 Park View Square £33 Bathroom b: 0844 372 1892; &: General...  London Kian Kett
LOMN170003  Unit 2 Park View Square £33 Alert ‘] b: 0844 372 1892; e: General... London Kian Kett
LONITO002  Unit 1 Park View Square £4] [[] Accepted Offer amount b: 0844 372 1892; e: General..  London Kian Kett
LON150016 11 Edith Terrace, Londan. £4, [ Accommodation summary b: 0844 372 1892; & General..  Londan Kian Kett

Acres
LON140005 76 Sloane Court East, London £44 gﬂg e tim@myles.com; m: 07633...  London Kian Kett
&

LOMN140002 17 Old Church Street, Chelsea £5.3 [ Ageney m: 07820 567898; h: 020 987... London Kian Kett
LON140012 2 Moncorvo Close, Knightsbridge £11, [ Agency expiry h: 0203456789, m: 07658207... London Kian Kett
LON150007  Cavendish Road, Weybridge, Surrey £13] [[] Alternative Reference m: 07744556578; e aram@a... London Kian Kett

[] Amended

[area .

= s

1] | [

Width of selected colum l:l

Cancel Accept

< >

& Applicant preview display Print

e The new Alert column is added to the right of the grid, click and drag to reposition
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e Right-click column headings again and select Save grid layout

Awailable F

Double-click to view

Reference

LOMN1T0007
LOMN150001
LOM150003
LON210011
LOMN170004
LOMN170003
LON1T0002
LOMN150016
LOMN140005
LOMN140002
LOMN140012
LOMN150007

Address

Price

Unit & Park View Square

12, Ambrose Building
Riverlight Four, Riverlight C
118 Stonor Road, London, 5
Unit 3 Park View Square
Unit 2 Park View Square
Unit 1 Park View Square

11 Edith Terrace, London.
78 Sloane Court East, Londo
17 Cld Church Street, Chelss
2 Moncarva Close, Knightsb
Cavendish Road, Weybridge

Save grid layout
Reset to default

Set filter as default

Convert to currency 2

Pick columns >
Show yes/no as image
Autosize column
Autosize all columns

Autosize all to fit screen

Export to >

LS
Rale - Availa
Rale - Availa
Rale - Availa
er Offer - A
er Offer - A
Rale - Availa
Rale - Availa
Rale - Availa
Rale - Availa
Rale - Availa
Rale - Availa

Rale - Availa
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Tenant admin fee VAT option

This guide has been reviewed against our global client base and classed as relevant to all regions

When adding a tenant admin fee as a recurring charge, the option to include VAT/GST is available

From Tenancy

Renewals and Tenancy Renewals and Alterations

Alterations:
Alteration From  01/08/2022 [&] to | 31/07/2023 [&]
e Select
Recurring Renswal Reset instalment start date
Charge

® Recurring Charge

e Select Charge
Type as Tenant

Admin F
d ee Charge Type  Tenant Admin Fee
e Beside Ne_t Account Recurring Admin Fees
Amount field,
an option to Met Amaunt £10.00 + Include VAT
Include
VAT/GST is Recur every 1 Months
available on
right Marrative Admin
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Periodic tenancy reason - configuration option

This guide has been reviewed against our global client base and classed as relevant to all regions

A configuration option is available that allows a periodic tenancy reason & notes to be added when marking a
tenancy as periodic - the relevant reason is selected from a predefined list plus more detailed notes can also be
added

Making a tenancy periodic can be done from the tenancy record and also from a tenancy renewal - in both cases,
when marking the tenancy as periodic, selecting a reason/adding notes will be required

When requesting for this feature to be enabled via Reapit Support (see link below), you will need to supply the
required periodic tenancy reasons, as they are set-up to meet the requirements of your business

To enable this configuration option, contact Reapit Support

1. Make tenancy Ms P Scudamore - 17 Carlyle Court, Chelsea Harbour, SW10 0UQ - Registered 18/03/2016 - LON1

periodic
Details Financial & Renewals Agreement Pre-Tenancy Management Post-Tenancy r@ Le
From tenanCyZ Property 17 Carlyle Court, Chelsea Harbe... Status 12 Tenancy Current v l’E{‘ Activity Fe
Type Assured Shorthold Type to filf

. A f Landlord Mr Robert Blanche & Mrs J Blan...

° TICk PerIOd Ic Rale Managed tenancy v & Ms PS¢
Home <099 028 9018 0071 = Contac
i i Mz Scu
The tenancy periodic Mobile 99 07700 900580 [ Tenancystart  12/11/2018 3] ' Periodic wedo
r n screen i : 07/07
€aso SC eenis E-mail roblanche@bb3.co.au [~ Tenancy end 30/10/2022 [7] End confirmed ks
automatically .

. enanc;
displayed, see next Accounts  Main: Not Entered Rent £3,683.33 Monthly " overse:
Step Do notde Fees Letting: 10% Management: 8%

Tenanc;

0 0 . . i T M ) . ) Scud
This functionality is also RS [P SErimes Relationships @ o Ms
available from a tenancy Mabile 07700 900753 0 KeyContact Kian Kettlewell 07/07/3

renewal

2. Enter periodic

tenancy reason Set Penodic

Pre-set reasons will be
offered - the options

offered are dependent on Please enter reascn for setting tenancy to periodic

configuration
Reascn Agreed periodic
e Select Reason
Comments Tenant wishes to remain until at least May
e Enter Comments if 2024 before emigrating to Australia - this
required may extend to Jul){

e Click OK
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3. Reason logged in Activity Feed

The periodic tenancy reason is logged in the Activity Feed

ore - 17 Carlyle Court, Chelsea Harbour, SW10 0UQ - Registered 15/03/2016 - LON160004

ement

Harbo...

J Blan...

O o

<]

Pre-Tenancy

Status

Type

Rale

Tenancy start

Tenancy end

Rent

Fees

Management Post-Tenancy

-
1% Tenancy Current v (E_',J
Assured Sharthald ~

Managed tenancy v

12/11/2018 [&] « Periodic

301042022 [ End confirmed

£3,683.33 Monthly

Letting: 10% Management: 83

[E] Letters = Print B
Activity Feed v @

ype to filter activity

Tenancy Alert: Ms Scudamore
overseas until 20/09/22

07/07/2022 by Kian Kettlewell

Periadic changed from Mo to Yes;
Reason: Agreed periodic; Comment:
Tenant Wishes To Remain Until At...

A moment ago by Kian 4 Show more

Tenancy alert changed from: Ms
P AT N ot Tiele ]

Lol v mem e e

Hovering over the Periodic tick box will also display the periodic tenancy reason in a tooltip
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4. Periodic tenancy reasons in Power Report results grid

When running a tenancy report or renewal negotiations report, periodic tenancy reasons & comments can be

seen in the results grid (but first need to be added, see 4a below)

For example, when running a tenancy report on current tenancies that are periodic:

New Tenancy Report

Periodic

Status

Tenancy Repart~
Pick Tenancy Criteria

is true e

any of ~

Tenancy Current

e The results grid displays the Periodic reason and Periodic comment
These columns need to be added to the grid first, see 4a below

New Tenancy Report & e

Property

17 Carlyle Court, Chelsea Harbour

76 Sloane Court East, London

Flat 8, 17 Hasker Street, Chelsea

17 Cld Church Street, Chelsea
15 Rutland Gate, Knightsbridge

Tenant Status

Ms P Scudamore and Miss Tenancy Current
Mr S Davies and Mr Simen Tenancy Current
Mr Adam Armstrong Tenancy Current
MrK Alonso Tenancy Current

Mr Toby LeRone and Mrs - Tenancy Current

column heading to sort by reason

nancies

S

Rent p/w.

£850.00
£000.00
£1,730.00
£2,000.00
£1,200.00

Manager

Kian Kettlews
Kian Kettlewe
Kian Kettlews
Kian Kettlewe

Kian Kettlewe

Tenancy Manager

Siman Crisp No Anna Grzham
Simon Crisp No Cliver Adams
Patty Raynar No Anna Grzham
Simon Crisp No Cliver Adams
Siman Crisp No Anna Graham

Predefinec

Search for nar|

Lid to chec Inventory clerk Periodic reason

Agreed periodic
Agreed periodic
Default periodic
Agreed periodic
Default periodic

5 Rent p/w Manager  Tenancy Manager

Lid to chec Inventory clerk Periodic reason T

Periodic comment

Group by Periodic reason

icy Current £850.,00 Kian Kettlewe Simon Crisp No Anna Graham Agreed periodic

icy Current £900.00  Kian Kettlewe Simon Crisp Mo Oliver Adams Agreed periodic [Select Al M
iy Current £1,73000 Kian Kettlewe Patty Raynar Mo Anna Grsham  Default periodic Agreed periodic

icy Current £2,00000 Kian Kettlewe Siman Crisp Mo Oliver Adams Agreed periodic Default periodic

ey Current £1,200.00 Kian Kettlewe Simon Crisp No Anna Graham Default periodic

For more information on building and using Power Reports, see Knowledge Base

The Knowledge Base also provides access to the Power Reports library - this library contains 70+ commonly

Print

Back

Periodic comment

Tenant Wishes To Remain Until

Tenant Requested Flexible 3 M

Landlord Has Agreed To Allow

Click to the right of the Periodic reason column for options to group or filter by reason, or click the

used Power Reports saved as .rrd files which you can download and import into AgencyCloud - making

building Power Reports quicker & easier
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4a. Add reason & comment columns to grid

Once added and saved, both columns will always be displayed on a tenancy report grid

e Right-click over the column heading and select Periodic comment & Periodic reason

Added

Amended
12 & VendorsTo Call By Manager v

ek —
2 & Landlords To Call fuit for tenancies expiring in 14 days 0

— Check out

Print Back

Periodic current tenancies « 1| mom

End date

Property Tenant Full property address Periodic comment 4
® Inventary dlerk 3

17 Carlyle Court, Chelsea Harbour  Ms P Scudam| Tenant Wishes Te Remain Until At Least

Pick columns > Landlord ]
76 Sloane Court East, London Mr S Davies a| &
Save grid layout Landlord e-mail

Flat 8 17 Hasker Street, Chelsea Mr Adam Arn|

Reset to default Landlard phone

17 Qld Church Street, Chelsea Mr K Alenso. Landlord Has Agreed To Allow The Tenar

15 Rutland Gate, Knightsbridge Wr Toby Le! Convert to currency > | ® Ldtocheckout

Management Fee

Autosize celumn o
Manager code 3

Autosize all columns
® Manager name 4

Autosize all columns to fit screen -
Notice received o

I @ Periodic comment

® Periodic reason
Property manager
Property office
Reference

® Rent pfw
Role

® Short property address
Start date

® Status

< ® Tenancy Manager >

® Tenant

Tenant full address
Tenant phone
Tenant short address

Type

More ...

e New columns are added to the right of the grid, click and drag to reposition

e Right-click column headings again and select Save grid layout

Periodic current tenancies «

Property Tenant Ciab Dont g /w Periodic reason Peria

17 Carlyle Court, Chelsea Harbour  Ms P Scudamol : £530.00 Agreed periodic Tenar
Pick columns. >
76 Sloane Court East, London Mr S Davies an| £900.00 Default periodic
Save grid layout
Flat 8, 17 Hasker Strest, Chelsea Mr Adam Armg £1,730.00 Default periodic
Reset to default
17 Old Church Street, Chelsea Mr K Alonso eaetto oetad £2,00000 Agresd periodic Lard
15 Rutland Gate, Knightsbridge MrToby LeRonl ¢~ vert to currency 3 £1,20000 Default periodic

Autosize column
Autosize all columns

Autosize all columns to fit screen
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Safety certificate due to expire linked to works order

This guide has been reviewed against our global client base and classed as relevant to all regions

When a safety certificate is due to expire and a new works order is booked (to renew the certificate), a link is
created between the expired certificate and the works order - information about the expired certificate is added to
the works order

This feature is not available when Bulk-booked works orders use default ‘Required By' date - configuration option
is in use (for guide, see Knowledge Base)

1. Access list of certificates due to

Xpir
expire ‘@, Works orders to chase

From Organiser, Property

Management panel: :;I;!. Inspections to be booked 30 days 5

"]
Arranging Tenancies
e Right-click over the relevant list " 9'ng

e.g. Gas safety expiry in xx

days @ Gas safety expiry in 30 days

Full results
e Click Full results @° Electricity safety expiry in 30 4

P .-t

The certificates due to expire

will be shown in a grid, see next -

step Setup
Exclude
Mew panel

2. Book safety inspection(s) - as usual
Follow the usual process to book safety inspections (for guide, see Knowledge Base)

Tick beside the properties to book safety inspections for
This can be done for individual or multiple properties

e Click Book Gas Safety Inspections

Book Gas Safety Inspections - 3 of 14 selected

[E] Book Gas Safety Inspections [F Bt
Address Landlord Certificate Expiry  Landlord Phone Certificate Manag
' B7 Bridgeman House, Kensington Miss Sophie Deversaux 07/03/2022 h: 020 7946 0631; mn: 07700 90...  Landlord
14 Oakley House, 103 Sleane Street Miss N Meyler 31/01/2021 m: 07567857658; e meylern@...  Landlord
' Flat 5, 17 Hans Crescent Mr Ken Xao 05/07/2022 Mobile When in UK: 07700 90...  Landlord
27 Cadogan Gardens, London Mr ) Tizzard 09/05/2022 m: 07896789767; e: inatizz@tg... Landlord
14 Kingsten House South Miss 5 Rockafella 10/02/2022 m: 07898657898; e rock@mix... Landlord
11 Edith Terrace, London. Miss R Biesty 28/04/2021 m: 077234576; e rach@b13.co... Agent

A certificate needs to have a date in the Certificate Expiry column above in order for the link between the
expired certificate and new works order to be created (as seen in step 3)
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3. Link created on works order

Providing the previous certificate had an expiry date, works orders created using the process above will have
a note added to the Instructions panel on the new works order that reads:

e Created from a certificate with an expiry date of dd/mm/yyyy

Works Order (LON22000011)

-+ Documents ¥ Print R =
.. =
Works Order ... Contractor Safe Gasltd  Activity Feed ¥ [WRG
r".':-e to filter activity
Status. Raised Booked On  28/07/2022 [5] Mobile Mot added
Work Type Gas Safety Required By  21/01/2021 [# Home Mot added o
. No activity to display
Reported By  Select . Completed  / / =] Business 0207456 4578 “
Booked By  Kian Kettlewell # Post
Priarity Select ...
i e g "y
Works Details @) ﬁ Property @
Waork Title Gas Safety Inspection 14 Oakley House, 103 Sloane Street, Knightsbridge, SW1X 9F
Landlord: Miss N Meyler
Net Cost £150.00 VAT | £0.00 Our estimate £0.00
Mobile 07567857658 u]
Charge to Tenant @ Llandlord Hold Reserve Funds  £0.00
Home Mot added
Account Select ... .
E-mail meylern@meymail.com =
1 Tenant Select ...

Instructions

Created from a certificate with an expiry date of 31/01/2021

Laliuivia appraval TeguUined Qver: 2000

Float held: £0.00

Landlord notes: Client reguests contact for all new works asap - use mobile,
anytime

Property notes: British Gas cover Access Arrangements:
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Attached checklist documents available in letters screen

This guide has been reviewed against our global client base and classed as relevant to all regions

Documents that have been attached as part of a checklist can be seen in the letters screen on a tenancy and
property - this includes documents attached to pre & post tenancy checks and pre-instruction checks

Tenancy letters
From tenancy:
e Click Letters (top right)

Ms P Scudamore - 17 Carlyle Court, Chelsea Harbour, SW10 0UQ - Registered 18/03/2016 - LON 160004

Details ~ Financial & Renewals ~ Agreement Pre-Tenancy Management Post-Tenancy [E] Letters = Print A [=
7 c P - N D)
Property 17 Carlyle Court, Chelsea Harbo... Status &, Tenancy Current (=) Activity Feed ) &
Type Assured Shorthald v Type to filter activity Q
Landlord Mr Robert Blanche 8 Mrs J Blan... N
Role Managed tenancy v . Tenancy Alert: Ms Scudamore
Home +09 023 9018 0071 = overseas until 30/09/22
07/07/2022 by Kian Kettlewel
Mabile +98 07700 900580 G Tenancy start  12/11/2018 [E] ' Periodic B
E-mail reblanche@bb3.co.au = Tensncyend  30/10/2022 3] End confirmed 8 Periodic changed from No to Yes;

Reason: Agreed periodic; Comment:
Tenant Wishes Tn Remain |intil 4+

e Tick Include documents from checks

Letter Generator o x
o - =
Create new letter Existing letters and files v Include documents from checks ()
Tenant Ms P Scudamore Source Name Modified
Tenancy Pl 07-07-21 - Final.pdf 28/06/202109:36
P 17 Carlyle Court, Chelsea Harb SWi100L
roperty ST SUSE2 A Tenancy Pl O7-07-21 - Draftpdf 28/06/2021 08:35 4
T T t Invoicepdf 31/10/2016 12:20 1
Select Letter Template snency snantinvoleep 10/
Tenancy Tenant Invoice.pdf 25/10/2016 11:53 4
P Applicant - Tenancy  Tenant Receiptpdf 25/10/2016 11:50 4
» Appointment [&] Tenanc Tenant Invoice.pdf 25/10/2016 11:48 ,
pp ¥ P!
P Arrears Pre-Ten Tenancy Agreement.pdf 23/06/2016 02:42 ,
P Direct Debit Pre-Ten Bank details confirmation.pdf 23/06/2016 09:10,
» Property
(- ,

e Source column indicates where the letter/document originates
In the example above:

e Tenancy indicates document is usually stored in tenancy letters
e Pre-Ten indicates document also stored in pre-tenancy checklist

For information on pre/post-tenancy checks, see Knowledge Base
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Property letters
From property:

e Click Letters (top right)

17 Carlyle Court, Chelsea Harbour, W10 0UQ - Registered 18/03/2016 - LON160019

@ Match |8 Joumnal & Tenancy (1) 2 Works (2) 8 Details IE] Letters B E3
Fat or house name P v
Active @ Lettings ~ Gt =t ®®
17 Carlyle Court - :
. ype to filter activity Q
Chelsea Harbour Status Tenancy Current - Unavail... v
London dvailable From  31/10/2022 [ Tenancy Current - LON160004 - 17 Carlyle Court, Chelse...

Tenancy Alert: Ms Scudamore overseas until 30/09/22

y Kian Kettlewel

swiooug United Kingdorm . PreInstruction Checks Marketing
17 Carlyle Court, Chelsea Harbour, SW10 0UC: letting
Area Chelsea Q status changed from Arranging Tenancy - Unavailable to
Rent p/iw v £830.00

Tenancy Current - Unavailable

e Tick Include documents from checks

Letter Generator o X
Create new letter Existing letters and files + Include documents from checks @
Applicant Q Source Name :Modiﬁed
Pre-Ins Ts&ls complete pdf 29/07/2022 06
P 17 Carlyle Court, Chel Harb SW10 0L
roperty S Sl AL Property  Post Market Appraisal.pdf 29/07/2022 06
Select Letter Template Property Instructions to Let.pdf 29/07/2022 06
Pre-Ins PIF.pdif 29/07/2022 06
P Applicant -~ Pre-Ins PIF.pdf 28/07/2022 06
P Appointment
b Arrears
P Direct Debit

e Source column indicates where the letter/document originates
In the example above:

e Property indicates document is usually stored in property letters
e Pre-Ins indicates document also stored in pre-instruction checklist

For information on pre-instruction check functionality, see Knowledge Base
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